Theory Paper

i Part A - Introduction
Program: Class: BBA Year: First | Session: 2025-26
Certificate
Subject: Business Communication
1 Course Code
| 2 ' Course Title BBA
A l I —
3 Course Type (Major
Course /Elective/
| Generic Major - II
Elective/Minor/
Vocational/...)
4 Pre-requisite (if Not required
any)
I |
> Course Ledrmnp | On successful completion of this l
Outcomes (CLO) | course, the students will be able
| to:
; 1. To understand the business
i communication process
2. To develop verbal and non-
| verbal communication skills in
business arena
| 3. To understand written business
' | communication
i approaches/methods.
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4, To be aware role of

information ~ and  digital
technology in modern business
communication.

5. Sensitize students on business

communication as per various

—

concepts.
6 Credit Value 06
| |
7 Total Marks Max. Min. Passing Marks:
Marks: |35
30 +70
=100

Part B- Content of the Course

' Total No. of Lectures-Tutorials-Practical (in hours per week): 03 Hours
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Meaning and Fundamental Principles of
Communication in Indian traditions.

Oral, Written and  Symbolic

| Communication. Communication in the

Guru-Shishya Tradition,
Communication in the Vedic Tradition,

Levels of Communication and

' Symbolic communication. Forms and

per week  L-T-P: 90 Hours
Unit Topics No. of Hours
Unit 1 Indian Traditions and Communication - 18




|
|
|
L

features of Indian business letter

writing.

groups of 5 students each to present an

‘acton “Communication in the Guru-
' Shishya tradition™ for example an act

on gurukul system.

Activity 2- A classroom activity in
which a student will convey a message

through pictures, colours or symbols

that other students will interpret.

Activity 1- students will be divided in

' Key words: Indian Traditional Communication

Unit 2

N

Modern Communication - Meaning,
Definitions, Nature, Importance and
Types. Barriers to Communication -
Meaning, Types - Linguistic Barriers,
Psychological Barriers, Other Barriers
—Cultural, Physical and Organizational

Barriers.

identify a workplace communication
| ; :
| barrier and present solutions to resolve

‘ it effectively.

Activity 2:  Students in groups will
prepare a chart/model to present a

theory of communication.

Activity 1: Groups of students will
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Key words: Modern Communication, communication barriers

Ullit 3 Written and ba B
Communication: Business

Correspondence — Meaning, Features
and Format. Types of Business Letters

— Inquiry, Complaint, Credit, Order,

Reply  Letters, and  Circulars.

Oral Communication - Meaning and
Types. Non-Verbal Communication -
Body Language, Sign Language and |
Para language.
Activity 1  Groups  will draft |

handwritten letters, including an
inquiry, order, complaint and circular
letter, to  understand  formal

communication.

Activity 2: Groups will pass/send a
message using only gestures and body
language, then compare the final

interpretation ~ with  the  original

message.

Key words: written communication, oral communication

| Unit 4 Various Concepts of Communication
|

-The Process of Report Writing,
‘ Communication of Notice, Preparation

of Agenda and Minutes. Management

t Information System - Meaning,

18
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'()bjcct-i_vcs. Process  and _"Tch_ST '
Functions of MIS.

I —— —
Activity 1:  Students in groups will

“draft Notices, Agendas, Minutes on the |

situations given by the instructor in

appropriate format.

Activity 2 - students will be divided in
groups. Each group has to develop a
simple  Management  Information
System on topic/situation given by the
faculty, like- employee attendance
system, security check at entrance gate, |

etc.

Key words: Notice, Agenda, Minutes

Unit 5

L

“\L\R\A

Modem Forms of Communication -
Email, Video Conferencing, Social
Media, Communication Systems in
Global Business, Types of Information
Technology and their Utility in

Business Communication.

Activity 1: Groups will convey the |
same message using different modes
(in-person, video, text) to understand

| . i . i i
' their effectiveness in communication.

Activity 2: Students working in a

group will draft clear and professional

18
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emails ~ for  assigned  workplace

scenarios.

Rcy words: Information TE:chnology. Email, Video Con féfel;cing

Part C-Learning Resources

Text Books, Reference Books, Other resources

FSugngeadings:

1. Agrawal, Praveen Kumar (Dr.), & Mishra, Avineesh Kumar
(Dr.), Communication Skills, Sahitya Bhawan, Agra (Hindi Medium)
(Latest Edition).

2. Gopalaswamy, Ramesh, Ace of Soft Skills: Attitude, Communication

and Etiquette for Success, Pearson India, Noida (Latest Edition).

[F5]

Jain, S.C. (Dr.), Vyaavasaayik Gathan Avam Sampreshan (Dasham
Sanskaran), Madhya Pradesh Hindi Granth Academy, Bhopal (Latest
Edition).

4. Mehta, D., & Mehta, N.K., A Handbook of Communication Skills &
Practices, Radha Publications, New Delhi (Latest Edition).

5. Murphy, A., & Peck, Charles E., Effective Business Communication,
Tata McGraw Hill, New Delhi (Latest Edition).

6. Rao, N., & Das, R.P., Communication Skills, Himalaya Publishing
House, Mumbai (Latest Edition).

7. Sinha, K.K., Business Communication, Galgotia Publishing House, New
Delhi (Latest Edition).

8. Verma, Rajesh (Dr.), Tiwari, Sanjay (Dr.), Dand, Rakesh (Dr.), Pandey,

| Sanjay (Dr.), Patel, Vipul (Dr.), & Maheshwari, Sanjay, Vyaavasaayik
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Sailg_mﬂan Avam Sanchar, ]\]adhya Pradesh Hindi Granth Academy,
Bhopal (Latest Edition).

' Suggested web links:

hip:/mdliitkgp.ac.in/he_document/dishtvo/dishtave/D_ D_I S F H T A V_|
0O B O A B _C_C_1819646805?c=4|business%20communication|| !

hittp:/ndliitkgp.ac.in/he_document/libretexts/libretexts/IN_L__1 B_ 13 M

|
I. 731 BCS M 10643 10644?2¢=13|business%20communication|||
|

http://ndLiitkgp.ac.in/he_document/inflibnet_epgp/inflibnet epgp/IN T e P
_P_1 M 30733 P 0 B_C_ 31227 31228%e=6|business%20communicati

onl||
' hitp://ndliitkep.ac.in‘he_document/e adhyayan/eadhyayan/IN_e A__1 M
107 B C 125 126%e=Ibusiness%20communication|||

Suggested equivalent online courses: Through NPTEL, SWAYAM Portal.

Part D-Assessment and Evaluation

' Suggested Continuous Evaluation Methods:
Maximum Marks: 100

Continuous Comprehensive Evaluation (CCE): 30 Marks University Exam

(UE): 70 Marks

Internal Assessment: Class Test

i Continuous Assignment/Presentation 30

' Comprehensive _
As per Ordinance Number 14 (1)

| | Evaluation (CCE):

| = SRS | — —

| | External Assessment: Section(A): Very Short Questions ﬁ

{ Jinivcrsily Exam Section | Section (B): Short Questions 70 |
| |
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Time: 03.00 Hours Section (C): Long Questions

Any remarks/ suggestions: Theoretical exposition should be accompanied

by Discussions, Case-Studies preferably with Indian Context, Presentations and

Industry Based Assignments.
|
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