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SARDAR PATEL UNIVERSITY 
Programme & Subject: BBA LLB 

Semester: I 
Syllabus with Effect from: June - 2010 

 
Paper Code: IL - 102 

Total Credit:  
Title Of Paper: Communication Skills 

 
Unit Description in Detail Weightage (%) 

 Listening 
Listening to and understanding short speeches, lectures, rapid talks, passages 
read aloud or dictated. 
Listening to and understanding conversation based on familiar situations. 
Taking notes from materials recorded on audio and video tapes. 
 
Basic Text & Reference Books:- 

� Keep up your English    BBC ( Audio) 
� Meet the Parkers    BBC ( Audio) 
� Standard English Course   Linguaphon 
� Person to Person    BBC (Video) 
� On We Go     BBC (Video) 
� Spoken English A Self learning Guide to Conversation Practice 

(Audio)  by V. Sasikumar, P.V. Dhamija, Tata McGraw Hill 
� Speeches on Speech    Marg Darshan Parts, I, II, 

III  
� Choosing your English   BBC (Audio) 
� Getting on in English    BBC (Audio) 
� Advance English Course   BBC (Audio) 
� English for International Cooperation BBC (Audio) 

 

 Speaking 
Greeting and formulae of everyday conversation. 
Polite requests, questions, short questions, short answers and question tags. 
Conversation in familiar situation and on telephone. 
Short informal talks. 
Short extempore speech and Reporting of events taken place or likely to take 
place 
Participation in Group Discussion. 
 
Basic Text & Reference Books:- 

� English Conversation Practice, Taylor, Tata  McGraw Hill 
� The Art of Speaking made Simple, London: W.H. Allen 
� English for Social Interaction, Vol.2., K. Morrow and K. Johnson, 

Cambridge University Press 

 

 Reading 
Text : The Coral Island    by R. M. Ballantyne 
Reading for information, reading news features, reading articles and news 
papers. 
Intensive reading: A novel or a collection of short stories/ one act plays. At 
least three short stories/one-act plays to be selected by the Head of the 
department of the college. 
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Extensive reading: At least two books of different genres to be read during the 
year. The books to be selected by the students in consultation with the teacher. 

 Writing 
Remedial work in sequence of tenses, reported speech, concord and 
passivization. 
Vocabulary : Word-formation and affixation, antonyms and synonyms, phrasal 
verbs, structural words and common idioms. 
Writing a paragraph/ Short essays/ Short notes of about 150 words from a 
given topic. 
Précis writing  
Business Letters: 
Format, Layout, essentials of good business letters and 
Kinds of business letters: enquiries and replies, quotations, voluntary offers, 
letters of orders, execution of orders, letters of complaints and adjustments, 
collection letters, circular letters. 
Close acquaintance with the text prescribed for intensive reading. 

 

 
Basic Text & Reference Books:- 
 

� Practical English Grammar, A. J. Thomas & A.V. Martinet 
� Living English Structure, Standard Allen, Longman 
� A Comprehensive English Language Course, Chandak Chattarji, Orient Longman  
� Modern Business Letters, L. Garteside, ELBS 
� Principles and practice of Business Communication, Phoda A. Doctor & Aspi H. Doctor, A. R. 

Shetha & co., Bombay 
� Business Communications, U. S. Rai & M. S. Rai, Himalaya Publishing House, Bombay 
� Essentials of Business Communications, Rajendra Pal & J. S. Korlahalli, Sultan Chand & Sons, New 

Delhi 
� A  Hand-book of Commercial Correspondence, A. Ashley, O.U.P. 
� Effective Business Communication, H. Murphy and Peck, Tata McGraw Hill 
� Secretarial Drafting and Business Correspondence, Jain and Dugger, Orient Longman, Mumbai. 
� Developing Communication Skills, K. Mohan and M. Banerji, McMillan, Chennai 
� Office Procedure and Drafting, O.P. Verma, Verma Publications, New Delhi. 

 
Scheme of Examination 
 

� There will be Written and Oral-aural examination carrying equal weightage in Internal as well as 
External examination in the ratio of 50:50. 
 

� Aural-Oral test will comprise of : 
(A) listening comprehension, note-taking and dictation in groups. 
 (B) reading aloud and answering questions on books read, assignments done and on general   
everyday experiences. 

� The division of marks: 
  a. Written Examination:                           50 marks 
   Prescribed Text      15 marks 
   Grammar. Vocabulary Building    15 marks 
   Paragraph writing      10 marks 
   Business Letters      10 marks 
   
                          b. Aural-Oral (Practical) Examination:                        100 marks 
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   Listening Comprehension     20 marks 
   Dictation       10 marks 
   Note taking       20 marks 
   Reading       10 marks 
   Speaking (a) Individual speaking    15 marks 
            (b) Group discussion    15 marks 
   Review Writing      10 marks 
 
[ NOTE:  The total number of marks obtained by the candidate in Oral-Aural Examination out of 100 shall  
be divided by two so as to get the marks out of 50 at External examination.]  
 
 
 


