Revised Syllabus of Courses of B.Com. (Accounting and Finan ce)
: Programme at Semester |
with Effect from the Academic Year 2016-2017

Ability Enhancement Courses (AEC)

4. Business Communication- |

Modules at a Glance

1 | Theory of Communication 15
2 | Obstacles to Communication in Business World 15
3 Business Correspondence 15
4 Language and Writing Skills 15

Total 60
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Meaning, Defirtion, Process, Ness
Fe-eém:ié-ae'gena of Communication a3 3 key concemt i the Comporate and
| Global worldimpact of technoiogical advancements on Communication |
. Channels and Objectives of Communication: Channals. |
| Formal and Informal Vertical, Haorizonts], Diagonal, Grapavine
| Objectives of Communication: Information, Advice, Order and Instruction,

’ Persuasion, Mothation, EducstionWaming, and Soosting the Wolke of |
Employees{A brisf introduction to these objectives to be given) '
| Methods and Modes of Communication: :
Methods: Verdzl and Nomverbal, Characteristics of Verba! Communiczsion |
| Characteristics of Non-verbal Comm unication, Business Etiguatte |
| Modes: Telephone 2nd SMS Communicztion 3 {General introduction to Telezram
to be given) Facsimile Communicstion [Fax] |
T Computers and E- communicstion Video and Sztellits Conferend: I
2 _Obsﬁdesbotommuniaﬁonin BusinessWorld e :

| Problems in Communication /Barriers to Communication- !
Physicsl/ Semantic/Language / Sodo-Culturzl { Psychological / Barriers, Ways o f
| Overcome these Barriers
Listening: Importance of Listening Skills, Cultivating good Listening Skills— 2
| | Introduction to Business Ethics: |
; ; Concept and Interpretation, Importance of Business Ethics, Personal Integrity at
| the workplace, Business Ethics and media, Computer Ethics, Corporzate Sodzl }
Responsibility

| Teachers can adopt a case study approach and address issues such as the
f following so as to orient and sensitize the student community to actuzal business
practices:

Surrogate Advertising, Patents and Intellectual Property Rights, Dumping of
Medical/E-waste,

Human Rights Violations and Discrimination on the basis of gender, race, caste,
religion, appearance and sexual orientation at the workplace

Piracy, Insurance, Child Labour ;

3 |Business Correspondence o :

i

Theory of Business Letter Writing:

Parts, Structure, Layouts—Full Block, Modified Block, Semi - Block Principles of
Effective Letter Writing, Principles of effective Email Writing,

Personnel Correspondence:
Statement of Purpose, Job Applicatio
Job Offer, Letter of Resignation
[Letter of Appointment, Promotid
(to be taught but not to be tested ;




szglﬂtrm
Wﬂg 3 ides, using 2ppropriste binilng devices, £1C
: | Cotwsion and Cobwrence, sl editing, €t
WW;‘J*‘,’#“ o 3 gven sitistion, 2 short informal report etc]
| o femedial Tescking
. L . Spesting Sily: Presenting 3 liews Hem, Uizlog
| . Parzgraph Yirting: Preparation of the fir

.9.-5‘14?; of spelling 21
o pezding Comprehension: Anzlysis of tents from the fields of Commerce ar ;
Vznzgement

{imerpretation of techmice! ¢3%2,

gue and Speeches
rst draft, Pevision 2nd Seif - Edmrg

i
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