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Course Code UBV02SECA01 
Title of the 

Course 

Commercial Communication and 

Correspondence II  

Total Credit of Course 02 
Hours Per 

Week 
02 

 

Course Objectives 

1. To draft clear and professional written requests and responses for 

financial services, using appropriate tone and structure. 

2. To prepare effective written communications for business 

partnerships, including appointments, evaluations, and 

discontinuations. 

3. To create persuasive messages to attract customers and improve 

outreach by promoting product or service visibility. 

 

Unit Description  Weightage 

1. 

Banking Correspondence 

Letters concerning: Opening of Current Account, stopping payment of a 

cheque, Wrongful dishonour of cheque, Application for an overdraft facility. 

Application for housing loan 

35% 

2. 

Agency Correspondence (Theory and Letters) 

Letters concerning: Application for obtaining Agency (solicited and 

Unsolicited), Reply to application,  appreciating the agent for better 

performance, reprimanding agent for poor sales,  termination of agency. 

35% 

3. 

Sales Promotion Letters (Theory and Letters) 

Questions on Theory, Drafting of letters to promote the sales of products 

and services 

30% 

 

 

 

Teaching – Learning 

Methodology 

Learner-centered Instructional methods,  

Direct method 

Quiz, Group Discussion, Assignments 

Interactive sessions, seminars, visual presentations,  

Project based learning  

 

Bachelor of Vocation  

ACCOUNT & FINANCE 

B Voc Semester – II 



  

Internal and / or External Examination Evaluation 

 
Evaluation and Exam Pattern 

Sr. No. Details of Evaluation / Exam Pattern 50 Marks 

 (%) 

25 Marks 

 (%) 

1. Class Test 15 10 

2. Quiz 15 5 

3. Active Learning 5 - 

4. Home Assignment 5 5 

5. Class Assignment 5 - 

6. Attendance 5 5 

Total Internal (%) 50 (100%) 25 (100%) 

Total External (%) 50 (100%) 25 (100%) 
 

 

 

 

Course Outcomes: Having completed this course, the learners will be able to 

1. 
Draft formal written requests and responses related to financial services by applying 

appropriate tone, structure, and purpose to professional situations. 

2. 
Prepare written communications for business partnerships, reflecting an understanding of 

various scenarios, including appointments, evaluations, and discontinuation. 

3. 
Design persuasive messages to attract customers and improve outreach, using techniques that 

support product or service visibility. 
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Digital Resources: 

          1 https://www.businessenglishsite.com/ 

2. https://learnenglish.britishcouncil.org/business-english 

3. https://clariti.app/blog/business-communication/ 

          4. https://www.nextiva.com/blog/what-is-business-communication 

5. https://slack.com/blog/collaboration/effective-business-communication-techniques 
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