
SEMESTER – II                          PAPER – 2.4 
1.  

Business Communication-II 

Full Marks : 50  
 

 

1. Common Errors of English, Tense, Prepositions 

 

2. Idioms, Synonyms – Autonyms. 

 
3. Identical Words – Words often confused and misspelt. 

 
4. Writing of Advertisements, display Advertisements,  Press Release, e-mails, tenders    

 

5. Writing in More Professional Business Language (Sentence only) 

 
6. Reports (all types of Commercial Reports only) 

 
7. Drafting of an Critical Appreciation (Unseen Prose Passages only) 

 
8. Meetings – Types, Rules and Regulations, Definition of Agenda, Quorum, Chairman, 

Minutes Drafting of Lawful/Unlawful meetings. 

 

Books Recommended 

 

1. Bonee and Thill – Business Communication Essentials 

2. Wren and Martin 

3. Commercial English – K KSInha 

4. Shirley Taylor – Communication for Business 

5. Secretarial Practice – S Sengupta 

6. Dona Young – Foundations of Business Communication 

7. Mastering Business English – Orient Longman 

 


