SYLLABUS

B Com. I (P.U.)
FIRST SEMESTER
BCM 102 : English and Business Communication Skills
Note :
(i) There will be one paper of 80 marks. 10 marks are reserved

for the Internal Assessment and 10 for the Practical Work.
Total is 100.

(it) The paper shall consist of Two Units. Unit I will be text

specific and Unit II shall deal with different aspects of
communication and language learning skills.

(iii) For Unit-1 The prescribed text is Ten Mighty Pens, ed., K.A.
Kalia (Oxford University Press), The relevant sections,
however, are as follows :

I The Model Millionaire : Oscar Wilde

II. The Gift of the Magi : O. Henry

III. The Judgement-seat of Vikramaditya : Sister Nivedita
IV. Fur : Saki

V. A. Marriage Proposal : Anton Chekhov

(iv) For Unit-II there is no prescribed text, only suggested readi
listed towards the end. Unit-II shall consist of the foll
sub units.

Business Communication : It shall focus on dlffelen %
communication in general and business communication 0
communication within organizations, types of co u% i

nig

significance of positive attitude in 1mprovwgw
Writing Skills : Letters of all kinds, tefide es, auction
notices, public notices; memos and adverti xre ating to sales/
marketing.
Practical Work : To impart the s rsonal Interview and

public speaking like Declamati ate.
Practical Work :
There will be viva-voce exa on of 10 marks which will

include Debate, Declamation and Personal Interview.

Note : In case of private candidates and students of School of
Open Learning, the marks obtained by them out of 80 will be
proportionately increased out of 100.

Testing Scheme :
The examination paper shall be divided into two sections,

corresponding to two units already proposed in the syllabus.

The distribution of questions and marks in Section I shall be

as follows :

Q. 1. It shall consist of fiv

100-120 words) out of whi

uestions/answers (not exceeding
a student will be expected to attempt
any three. This questi e based upon the prescribed text
Ten Mighty Pen 12 Marks

Q. 2. It shall i o long questions/answers (not exceeding
300-350 words) outiof which a student will be expected to attempt
only . This ion shall have internal choice. It will be based

upon resgribed text Ten Mighty Pens. 10 marks
Nofe ™ estions 1 & 2 should be so designed as to cover all
the ¢ @ prescribed

shall consist of an Unseen Passage for Comprehension

re than 300 words), with minimum five questions at the end.
questions should be designed in such a way that we are able to
St a ‘student’s comprehension ability, language/presentation skills
and vocabulary etc. 12 marks

Q. 4. It shall exclusively be a test of vocabulary, but designed
strictly on the lines of various exercises given at the end of each
chapter in the prescribed text. The candidate shall be given six words
in one column and asked to match them with words/meanings in the
next column. 6 marks

Section IT (Based upon Unit IT)

Q. 5. This question shall test a student’s ability to write business
letter of various kinds (in not more than 250 words). There will be
Internal Choice in the question. 10 marks

Q. 6. This question shall be on Memos, Tender Notices/Auction
Notices/Public Notices/Advertisements. 20 marks

Q. 7. Two short questions to test the student’s understanding of
virious aspects of business communication. 10 marks




SYLLABUS |

BBA (P.U.)
THIRD SEMESTER
ENGLISH AND BUSINESS COMMUNCATION SKILLS

(i)  There will be one paper of 45 marks. 5 marks are reserved for
the Internal Assessment. Total is 50.

(i)  The paper shall consist of Two Units. Unit I will be text specific
and Unit IT shall deal with different aspects of communication
and language learning skills.

(iii) For Unit I, the prescribed text is Ten Mighty Pens, ed., K.A.
Kalia (Oxford University Press) The relevant sections, however,
are as follows :

I. The Model Millionaire Oscar Wilde
IT. The Gift of the Magi O. Henry
III. The Judgement-seat of
Vikramaditya Sister Nivedita
IV. Fur Saki
(iv) For Unit II, there is no prescribed text, only suggested reading

listed towards the end. Unit II shall consist of the following

sub-units :

Business Communication : It shall focus on different aspec@
)

communcation in general and business communicati
particular, communication within organizations, @ of

communication, obstacles in communicatio
Writing Skills : All types of Business letters, @ otices,
auction notices, public notices; memos ‘ lisements

relating to sales/marketing.
Testing Scheme :

The examination paper shall be di
corresponding to two units already pro
distribution of questions and marks j

Section I

()31

0 two sections,
the syllabus. The
I shall be as follows :

It shall consist of 4 questions/answers (not exceeding
100-120 words) out of which a student will be
expected to attempt any 2. This question shall be
based upon the prescribed text Ten Mighty Pens.

5 Marks

Q. 2.| It shall consist of two long questions/answers (not
exceeding 300-350 words) out of which a student
will be expected to attempt only one. This question
shall have internal choice and will be based upon

the prescribed text Te ighty Pens.

10 Marks

Note : The questions 1
the chapters 1

should be so designed as to cover all

Q. 3.| It shall an Unseen Passage for
Comprehensi ot more than 300 words), with
minimumyfive questions at the end. These
questions,should be designed in such a way that

: g]e to test a student’s comprehension

'ty, language/presentation skills and
abulary etc.

Il N

5 Marks

w It shall exclusively be a test of vocabulary, but
designed strictly on the lines of various exercises
given at the end of each chapter in the prescribed
text. The candidate shall be given six words in
one column and asked to match them with words/
meanings in the next column.

5 Marks

Section Il (Based upon Unit 1)

©):5:

This question shall test a student’s ability to write
business letter of various kinds (in not more than
250 words). There will be Internal Choice in the
question.

5 Marks

.| This question shall be on Memos, Tender
Notices/Auction Notices/Public Notices/
Advertisements. (Students have to attempt four,
each part of 2%2 marks.)

10 Marks

.| Two short questions to test the students’
understanding of various aspects of business
communication.

5 Marks
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