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Theory

Paper Code: UMO1FBBAOL

Title Of Paper: Communication Skillsfor Management - |

Total Credit: 3

Unit

Description in detail

Weighting (%)

Text:

A Short novel or a play (not more than 125 pages)
(Unabridged)

Text (Essay type questions)

Text (Short Notes)

17%
08%

Communication Theory:

Process of Communication

Characteristics of Business Communication
Importance of business Communication

Case Study

Small Cases on business situation to be asked

17%
08%

Business Communication
A. Format and layout of Business Letters
(Short Notes to be asked)

08%

B.Letters

Enquiry & Replies:

Letters concering catalogues, prices, quotatioaspptes, demonstration
discounts, credit, mode of delivery, package, cesioms, terms of sale, mo
of payment, transportation.

Placing of Orders:

Letters concering trial order, routine order, Postpg the order, reserving the

right to reject the good, requests for changesrderoalready placed, ord
with conditions attached and cancellation of order

Execution of Orders:

Letters concering delay in execution of order, e=gdor extension of time i

delivery of good, partial execution of order, derlg the order, offering

substitute good, cancellation of order.
(Drafting of letters)

e

17%

er

=)

A.Grammer
(Tense,Voice,Modals)

12%

B.Vocabulary:
Phrasal Verbs, Synonyms/Antonyms,ldioms,one Word bstutes,
Commercial Terms (Business Jargons)-List to beladid)

13%
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Practical:

Paper Code: UMO1FBBAOL .
Title Of Paper: Communication Skillsfor Management - | Total Credit: 3
Unit Description in detail Weighting (%)
I Note Taking/Note Making 25%
Il Listening Comprehension 25%
1] Group Discussion and Individual Speaking 25%
IV | Journal Writing (Reviews of one short Story & kdast two Article of 25%
Commercial and Management areas from news pap&tagazines

Basic Text & Reference Books (Theory)
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Essentials of Business Communication-Rajendra Ras&Korlahalli (Sultan Chand & Sons)

The Sterling Book of Idioms-Gratian Vas (Sterlingbishers Pvt Ltd)

Cambridge International Dictionary of Phrasal Ve@ambridge University Press

Effective Business Communication-M V Rodriquez (€gpt Publishing House)

Principles and Practice of Business CommunicatibneR A Doctor & Aspi H Doctor (A R Sheth
& Company, Mumbai)

Business Communication-U S Rai & S M Rai(Himalayblizshing House, Mumbai)

Developing Communication Skills-Krishna Mohan & Madenerji(Macmillan)

Effective Business Communication-Asha Kaul (Prentitall-Economy Edition)

Modern Commercial Communication-B S Shah Publicefdmedabad

A Teacher’'s Grammar of English-K R Narayanaswamigi@ri_.ongman)

Essentials of Business Communication(For Case tudly Mrs.Anjali Ghanekar ( Everest
Publishing House)

Practical English Grammar-A J Thomson7 A V Marti(teltBS)

Contemporary English Grammar Structures & Compmsiidavid Green(Macmillan)

Basic Text & Reference Books (Practical)

VVVVYY
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Keep up your English BBC (Audio)

Meet the Parkers BBC (Audio)

Person to Person BBC (Video)

On We Go BBC (Audio-Video)

Spoken English-A Self Learning guide to conversatlractice (Audio) by V Sasikumar,P V
Damija.(Published by Tata McGraw Hill Publishing Ctol)

English Conversation Practice G Taylor (TMH Editidiata McGraw Hill, New Delhi)
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