SEMESTER -1 PAPER - 1.4

Business Communication-I

Full Marks : 50

1. Introduction — Nature of Communication, Process of Communication, Types of
Communication (Verbal/Nonverbal), Importance of Communication, Different forms
of Communication

2. Business Correspondence — All types of business letters, presentation, insisting
quotations, sending quotations placing orders, sales letters, claim and adjustment
letters, Memo, Notice of Annual General Meetings, Board Meetings, Statutory
Agenda, Minutes, job application letters, appointment letters, preparing the Resume,
Notices of Clubs, Co-operative Societies, Drafting of Minutes.

3. Comprehension — (Unseen Prose Pieces only)

4. Presis Writing with a suitable Title (Unseen Prose pieces only)

5. Substance writing with a critical Note (Unseen Prose passages only)

Books Recommended

Bonee and Thill — Business Communication Essentials
Wren and Martin

Commercial English — K KSInha

Shirley Taylor — Communication for Business
Secretarial Practice — S Sengupta

Dona Young — Foundations of Business Communication

NoukwnN R

Mastering Business English — Orient Longman



