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Skill Development Course : : I Year : : II Semester
Paper: BUSINESS COMMUNICATION

SYLLABUS
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

COURSE OBJECTIVES:
1. To provide an overview of prerequisites to business communication.
2. To p[rovide an outline to effective organisational communication.
3. To impart the correct practices and strategies of effective business writing.

COURSE OUTCOMES:
1. To identify key principles in business communication.
2. Writing in business modules for specific purposes.
3. Communicating effectively using new tools.

PROGRAMME OUTCOMES:
B.A.:

1. Helps students acquire proficiency in LSRW skills.
2. Provides learners a platform for expression and promotes autonomy to think in the

second language.
3. Develops confidence in communicating oneself spontaneously.

B.Com.:
1. The focus will be more on speaking skills. This helps students approach anybody

confidently.
2. They can start their career in insurance companies. They can set up their own small scale

industries.
3. They can write bank examinations
4. Can send emails with good etiquette.

B.Sc.:
1. This helps students acquire polite usage of english language.
2. Academic reading improves.
3. Formal writing like project works, research papers etc improves.
4. They learn communication etiquettes.



Unit Topic Reference Books

1.(06 Hrs.) ● Introduction and importance of
communication an overview

● Meaning and process of
communication

● Chaturvedi.P.D.Chaturv
edi.M - Business
Communication
Concepts, cases and
applications - pearsons
Education

2.(10Hrs.) ● Types of business communications -
categories, methods and formats

● Business vocabulary - Business
idioms and collocations

● Kaul Asha - Effective
Business
Communication - PHI
Learning Pvt Ltd

3.(10Hrs.) ● Receiving business communications
● Writing communications
● Characteristics of a good business

communications
● Preparation of business meeting

agenda
● Agenda notes - minutes

● www.swayam.gov.in
● Websites on business

communication

TOPICS FOR BRIDGE COURSE: No. of Hours allotted : 05Hrs.
1. Importance of LSRW
2. Self introduction
3. Conversation practice
4. Reading skills
5. Pronunciation - importance of neutral accent

REFERENCE BOOKS:
1. Everyday conversations in english e - book www.learnerenglishteam.com
2. The science of effective communication : Improve your social skills and … by

Ian Tuhovsky, Kindle edition, published in 2017

http://www.swayam.gov.in
http://www.learnerenglishteam.com
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The following are the skill development papers chosen for various courses of 

B.Com/BBA II Semester students 

Skill development Name of the 

S.no Skill development Name of the Faculty 
Course Faculty 

Paper -11 
Paper-I 

B.VOC( Logistic 
Management) 
B.Com (GEN) 

1 

Dr. C. Chandra Sekhar Logistics & Supply chain GSailaja Business 2 
Cormmunication 
Business Smt. A. Rosalind Logistics & Supply chain K.Snehalatha 

3 B.Com (CA) Section-A 

Communication 
Business Dr. P.LN. Das Logistics& Supply chain R Prasanthi 

B.Com (CA) Section-B 

Communication 
Mr.P. Ramakrishna Logistics & Supply chain G Sailaj 

5 B.Com (CA) Section C Business 

Cormmunication 
Business Smt.L. Sunitha Logistics & Supply chain P.Keerhar2 

6 B.Com (BISF) 
Communication 
Business Dr. G. Divya Logistics & Supply chai RPrs2t 

B.Com AdT) 
Communication 
Business Mr.K Nageswara Ra Logistics & Supply chain PPrasar BBA GENDM) 
Cormmunication 

SPR&CVR Got. vEcPEE coLEGE 

(Aatonomous) 
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Machavaram, Vijayawada -520004, Andhra Pradesh, India

NAAC B+(III CYCLE WITH CGPA:2.60)-ESTD:1937

S.R.R. & C.V.R. GOVT.DEGREE COLLEGE(AUTONOMOUS) VIJAYAWADA-4

APRIL-2022, Regular Paper wise Pass Percentage

Regular

Tot Tot %

1 ENG N-1001 A COURSE IN COMM. & SOFT SKILLS 789 632 80.10

ENG V-1501 COMMUNICATION & SOFT SKILLS 7 7 100.00

2 COMP V-1502 BASIC COMPUTER APPLICATIONS 7 7 100.00

HIN N-1004 GENERAL HINDI-1 91 69 75.82

SAN N-1003 GENERAL SANSKRIT-1 224 147 65.63

TEL N-1002 GENERAL TELUGU-1 441 351 79.59

URD N-1005 GENERAL URDU-1 29 29 100.00

3 CHE V-1301 INORGANIC & PHYSICAL CHEMISTRY 7 3 42.86

LS N-1010 HUMAN VALUES & PROFESSIONAL ETHICS 171 150 87.72

LS N-1011 COMPUTER APPLICATIONS 280 259 92.50

LS N-1012 ENTREPRENEURSHIP 328 256 78.05

4 SD N-1031 TOURISM GUIDENCE 172 134 77.91

SD N-1033 ELECTRICAL APPLIANCES 199 174 87.44

SD N-1034 PLANT NURSERY 79 78 98.73

SD N-1036 INSURANCE PROMOTION 332 271 81.63

ZOO V-1302 ANIMAL DIVERSITY-BIOLOGY OF NON CHORDATES 7 5 71.43

5 AQT V-1303 SKILL-1 (BIOLOGY OF FINFISH & SHELL FISH) 7 4 57.14

BBA N-1271 PRINCIPLES OF MANAGEMENT 35 28 80.00

BOT N-1321 FUNDAMENTALS OF MICROBES & NON VASCULAR PLANTS 40 31 77.50

DMAT N-1351 MATHEMATICS FOR DATA SCIENCE 18 7 38.89

FA N-1201 FUNDAMENTALS OF ACCOUNTING 281 222 79.00

HIS N-1102 ANCIENT INDIAN HISTORY & CULTURE 125 67 53.60

MAT N-1301 DIFFERENTIAL EQUATIONS 179 76 42.46

MB N-1324 INTRO. TO MICROBIO. & MICROBIAL DIVERSITY 39 34 87.18

PLY N-1108 INDIAN PHILOSOPHY-1 27 20 74.07

PSY N-1105 GENERAL PSYCHOLOGY-1 20 16 80.00

6 AQT V-1304 SKILL-2 (BASIC PRINCIPLES OF AQUACULTURE) 7 5 71.43

BBA N-1272 MANAGERIAL ECONOMICS 37 29 78.38

BC N-1325 BIO MOLECULES 39 31 79.49

BOM N-1202 BUSINESS ORGANIZATION & MANAGEMENT 282 212 75.18

ECO N-1101 MICRO ECONOMIC ANALYSIS 87 59 67.82

ELE N-1303 CIRCUIT THEORY & ELECTRONIC DEVICES 28 20 71.43

HOR N-1329 FUNDAMENTALS OF  HORTICULTURE 13 13 100.00

JOU N-1106 HISTORY OF JOURNALISM & MASS MEDIA 10 10 100.00

PHY N-1302 MECHANICS WAVES & OSCILLATIONS 95 52 54.74
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Machavaram, Vijayawada -520004, Andhra Pradesh, India

NAAC B+(III CYCLE WITH CGPA:2.60)-ESTD:1937

S.R.R. & C.V.R. GOVT.DEGREE COLLEGE(AUTONOMOUS) VIJAYAWADA-4

SEPTEMBER-2022, Regular Paper wise Pass Percentage

Regular

Tot Tot %

1 ENG N-2001 A COURSE IN READING & WRITING SKILLS 734 0 0.00

ENG V-2503 COMMUNICATION & SOFT SKILLS-2 7 0 0.00

2 COMP V-2504 INFORMATION & COMMUNICATION TECHNOLOGY 7 0 0.00

HIN N-2004 GENERAL HINDI-2 83 0 0.00

SAN N-2003 GENERAL SANSKRIT-2 206 0 0.00

TEL N-2002 GENERAL TELUGU-2 415 0 0.00

URD N-2005 GENERAL URDU-2 28 0 0.00

3 CHE V-2307 ORGANIC & GENERAL CHEMISTRY 7 0 0.00

LS N-2014 INFORMATION & COMMUNICATION TECHNOLOGY 734 0 0.00

4 SD N-2037 SURVEY & REPORTING 161 0 0.00

SD N-2040 SOLAR ENERGY 263 0 0.00

SD N-2043 BUSINESS COMMUNICATION 313 0 0.00

ZOO V-2308 ANIMAL DIVERSITY-BIOLOGY OF CHORDATES 7 0 0.00

5 AQT V-2309 SKILL-1 (CAPTURE FISHERY) 7 0 0.00

SD N-2041 DAIRY TECHNOLOGY 267 0 0.00

SD N-2051 SOCIAL WORK METHODS 166 0 0.00

SD N-2054 LOGISTICS & SUPPLY CHAIN MANAGEMENT 322 0 0.00

6 AQT V-2310 SKILL-2 (FISH NUTRITION & FEED TECHNOLOGY) 7 0 0.00

BBA N-2274 ACCOUNTING FOR MANAGERS 38 0 0.00

BOT N-2321 BASICS OF VASCULAR PLANTS & PHYTOGEOGRAPHY 38 0 0.00

DCSC N-2307 INTRODUCTION TO DATA SCIENCE WITH  R 17 0 0.00

FA N-2204 FINANCIAL ACCOUNTING 284 0 0.00

HIS N-2102 MEDIEVAL INDIAN HISTORY & CULTURE (1206 AD - 1764 

AD)
119 0 0.00

MAT N-2301 SOLID GEOMETRY 173 0 0.00

MB N-2324 MICROBIAL PHYSIOLOGY & BIOCHEMISTRY 39 0 0.00

PLY N-2108 INDIAN PHILOSOPHY-2 27 0 0.00

PSY N-2105 GENERAL PSYCHOLOGY-2 20 0 0.00

7 AQT V-2311 SKILL-3 (FISH HEALTH MANAGEMENT) 7 0 0.00

BBA N-2275 FUNDAMENTALS OF MARKETING 24 0 0.00

FUNDAMENTALS OF MARKETING & DIGITAL MARKETING 14 0 0.00

BC N-2325 ANALYTICAL TECHNIQUES 39 0 0.00

BE N-2205 BUSINESS ECONOMICS 284 0 0.00

ECO N-2101 MACRO ECONOMIC ANALYSIS 100 0 0.00

ELE N-2303 DIGITAL ELECTRONICS 28 0 0.00

HOR N-2329 PLANT PROPAGATION & NURSERY MANAGEMENT 12 0 0.00
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