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1. To explain the students to learn basic concepts of communication 

effectively. 

2. To enhance the writing skills of students in drafting business emails. 

3. To enhance the reading comprehension skills of the students. 

 

 

Course Objectives 

Learner-centered Instructional methods, 

Direct method 

Quiz, Group Discussion, Assignments 

Interactive sessions, seminars, visual presentations, 

Project based learning 

Use of e-resources, including films 
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Course Code UC02AECOM01 Title of the 
Course 

Business Communication Skills II 

Total Credit of Course 02 Hours Per 

Week 

02 

 

 

 

Unit Description Weightage 

 

 

 

1. 

Business Communication: 

 Concept of Communication 

 Meaning 

 Process 

 Definition 

 Types of Communication 

 Attributes 

 

 

 

35% 

 

 

 

2. 

Effective Business Writing: 

 Structure/Format/E-MAIL 

 Writing Formal and Informal Emails on various topics 

 Preparing email text for inquiry, reply, placing and cancellation 

of orders 

(Emails for inquiry, reply, placing and cancellation of orders can 

be asked) 

 

 

 

35% 

 

3. 

Comprehension-Unseen passage 

● General Questions of comprehension based on unseen 

passage will be asked 

 

30% 

 



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. Understand and practice the theories and principles of communication Skills 

2. Practice effective Business Writing through Emails. 

3. Comprehend effectively both in reading and writing. 
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On-line resources to be used as and when required. 

 Schramm's model of communication - Wikipedia 

 https://www.brainkart.com/article/Business-Communication_37713/ 

 Tenses Chart With Examples, Rules, Usage • Englishan 

 ALL PRESENT Verb Tenses: Simple, Progressive, Perfect and Perfect Continuous - English Speaking 
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 Business communication - Wikipedia 
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