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Ext Int
Theory 70 30
Practical 20 10
Total 70 30

Objective : The objective of the course to import knowledge of Business Communication.
Unit:1 Communication:

Office communication, importance of effective communication in business, objective of
communication, communication process, principles of communication, characteristics of
a good system of communication, types of communication, barriers to effectives
communication, mechanical communication.

Unit:2 Need, functions and kinds of Business letters:

Need of a business letters, kinds of business letter, importance of an effective business
letter, skills to write and effective business letter, lay-out-physical appearance,
mechanical structure of parts of a letter, style of form and punctuation.

Unit:3 Inquires and Replies:
Inquires, replies, offers and quotation, important terms used in offers and quotations.
Unit:4 Computer Components:

Introduction, importance, input and output device, computer software and hardware,
importance of internet and use of email, advantages and disadvantes of computerization
of office.

Practical
Preparing inquiry letter, replies letter, quotation and offer letter, order letter.
Preparing assignment note for letters.
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