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Syllabus [ UTSUshH ]
B.B.A. Ist Year
Business Communication [ TIITRI® RN |

Unit-1

Indian Traditions and Communication - Meaning and Fundamental Principles of Communication’ in
Indian traditions. Oral, Written and Symbolic Communication. Communication in the Gur#:-Shishya
Tradition, Communication in the Vedic Tradition, Levels of Communication and Symbolic
communication. Forms and features of Indian business letter writing.

YR TRARTY T4 HUR: YRAY T9R, HRdG WRAERTST § TaR &1 =™ Td Jayd Rigid | difkds,
fRId Td Ucfiepreres TR | T RIURART H R, dided RART H ¥OR, R & &R T4 Ydldbrds JaR|
YR19 SA1aH1e U= oRa &1 Wy Ud faviedrd|

Activity 1-students will be divided in groups of 5 students each to present anact on "Communication
in the Guru-Shishya tradition" for example an act on gurukul system.

Tfafafer 1- oAt &1 5.5 & g o fawfoa fasan S, e 3% WB-R R § R R 6
U TR HRAT BV, S&TER0N & [T T al WOl TR Udh SR |

Activity 2- A classroom activity in which a student will conveéy a inessage through pictures, colours or
symbols that other students will interpret.

fafafdr 2- T e wfafafy s ue faenfy fomi, T o ! & A1em 9 U Haw o, ol 3 o
REE
Key Words: Indian Traditional Communication.

R fag @1a8)/ & YR URURS TaR
Unit -2

Modern Communication - Meaning,/Definitions, Nature, Importance and Types. Barriers to
Communication Meaning, I'ypés Linguistic Barriers, Psychological Barriers, Other Barriers -Cultural,
Physical and Organizational*Batriers.

3MYFAH TAR 3, TRHTE, UHfa, e Ud ISR | TaR &1 S1UTE 3G, UHR, HINTS S14TS, FAIAHS
FIUTY, 37 F1TE JRplad, Hifdd Td Ta-Tets arem|

Activity 1: Groups of students will identify a workplace communication barrier and present solutions
to resolvefit'effectively.

TfAfafd T faeial & THg FRERA & Th TR 9141 & UgaH B TaH 39 THTE U 9 §d dxA &
AT I P

Activity 2: Students in groups will prepare a chart/model to present a theory of communication.

Trafafdr 2: faenfiat & THg TaR & Rigid & Ugd a3 & 7T Ue 91¢ Aied daR &l

Key words: Modern Communication, communication barriers
g a [od o\ . . . (o
<R Iag (OPIOIS)/%TT: STIY[Hp R, YR ISP

Unit -3
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Written and Oral 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.

fofed T Afe® TR AEuRie 0 HaER - 3, fARdid Td Wy | Aaiiis Wl & UaR - Bdls,
Wr%aﬁw,&m,wuaan|ﬁ@$ﬂﬁwaﬁqawwm@w RIS YT, Fovd
YT, TRT TS |

Activity 1: Groups will draft handwritten letters, including an inquiry, order, complaint and ‘eircular
letter, to understand formal communication.

nfafaftr 1: foemff T sivaie $aR & gHgm & fou swfaied T TR &4, oRE- 9@ dis UF, $e
o7, Rierd v Tar uRu= o it giv |

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

Tifafafer 2: faendf T Had IR TaH IRING IS BT ST HRP AR Uitd, B TaH SifaH sare o
O o= Y a1 S|

Ke words. written communication, oral communication

wﬁg @1g8)/eT: fafed ToR, Aife® TR
Unit >4

Various Concepts of Communication -The PrOcess _6f Report Writing, Communication of Notice,
Preparation of Agenda and Minutes. Management Information System - Meaning, Objectives, Process
and Types. Functions of MIS.

AR Pt fafid SIGURUY Ufdde g P1 Iiehdl, Il BT JUWT, B et U HRIgGT HT HHf0r Jeed
AT YO 31, I5 A, UfehdT Td UHR, Taie g1 Jonelt & H |

Activity 1: Students in groups will 'draft Notices, Agendas, Minutes on the situations given by the
instructor in appropriate format:

gﬁf@u:ﬁmﬁwﬁﬂwmﬁﬂéﬁmwaﬁﬁmﬁﬁﬁa@mmwﬁaﬁw
|

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

nfafaftiel IE e gqg! & fauim ferar e ude 48 o) g gRT fou 7t favy fufd R te W
Tee R T faahRid &A1 81T, SI- HHaR! SUTRTA YUTeR, T gR WR JR&fT oifd, 3Nfe |

Key words: Notice, Agenda, Minutes

s g @) e, o <,

Unit -5

Modern Forms of Communication - Email, Video Conferencing, Social Media, Communication q

Systems in Global Business, Types of Information Technology and their Utility in Business
Communication.
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TR & YD U 3-Ad, ST HHRAT, Grerar Hifsan, afiye soaumr &t TR yomed!, Ta-1 menfie! &
YR Ud ATaHTIeh HR H IugIfr|

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

Tfafafdr 1. faemf T v g1 dew &1 faflra mremt (U, difsd, doe) & ATed ¥ IRgd H3 dlid SaR
H Ib! GHTARICT DI THS b |

Activity 2: Students working in a group will draft clear and professional emails for assigned workplace
scenarios.

Tifafafer 2: foeif wigg fau U erfwe ufewdl & fiu Wy taq edied sHd daR S|

Key words: Information Technology, Email, Video Conferencing

IR fig @1as)/ & =1 Menfiet, s9q, difsar SR
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Exam Oriented Important Question

THenuaitt Ayt uy

B.B.A. Ist Year

Business Communication (WW)

10.

11.

YR WRURTSH H TR &1 3faeyrRon &1 31 vd gayd Rigidl afed Iwgmu|

Explain the concept of communication in Indian traditions with its meaning and fundamental
principles.

To-Rre Ry & TaR &1 YfieT ud faRivan Wy S|

Explain the role and features of communication in the Guru-Shishya traditions
dfes TRORT H FeR YUITel! 1 U Bifo |
Describe the system of communication in the Vedic tradition.

O, fIfed Td UdihTds TIR &1 IS0 Jied JH931sU|

Explain oral, written and symbolic communication with' examples.

3TYFA® TR (Modern Communication) P! URHTN], Yahid, 7ed Td UHRI &I THIATST|

Explain Modern Communication with its meaning, definitions, nature, importance and types.

IR H Eﬂ‘iﬂﬁ (Barriers to Communication), I %? < &% UBRI BT faedR I quiA a'?rl?rm |
What are barriers to communication? Explain their types in detail.

HTIRI (Linguistic) Q_d Il:haiﬂm (Psyehological) awr‘é JaleUl F%ﬁ BEEIEY
Explain linguistic and psychological barriers with examples.

IR A, Wi Td We-TES ST TR B Ha gHIfdd Bl &2

How do culturalphysical and organizational barriers affect communication?

T YAIR (Business Correspondence) T MY FT JHSA &2 39 3, faRwart vd Uy
qHLARUI

What is\Business Correspondence? Explain its meaning, features and format.

OIS Ul & UHR FHARU -

Iriquiry, Complaint, Credit, Order, Reply Letters Q_d Circulars.

OR

Explain the types of business letters - Inquiry, Complaint, Credit, Order, Reply letters and
Circulars.

Hifg® TaR (Oral Communication) HT 3%, THR Td Ag@ THZT/
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12.

13.

14.

15.

16.

17.

Explain the meaning, types and importance of oral communication.

3fRMMedeh TR (Non-Verbal Communication) &l 8?7 3P UHRI BT quiq Hiforg|
(Body Language, Sign Language and Para Language)

What is non-verbal communication? Explain its types

Written Communication GﬁT Oral Communication & 3fdR oy WI
Differentiate between written and oral communication.

RO e ot ufehar & TRUEg IHRU|

Explain the process of report writing step by step.

e (Notice) BT 37, 9 T Y=Y qHITU |

Explain the meaning, objectives and format of a notice.

Toi8T1 Td fBFTH (Agenda and Minutes) ¥ 3T0 &1 T 5?2 St 0N} &1 UishdT THSU |
What do you understand by agenda and minutes? Explaintheir preparation process.
SRR SEEL LI (Management Information System -‘WIIS) T 31 ?f, BQQQ, ufepar Qa G HHATRU|

Explain the meaning, objectives, process and functions of Management Information System
MIS).
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Alexia College of Professional Studies
g(;::l No. -/~“5/2“ ........ NP_102_B

January — February 2023
B. B. A. First Year (4 Y. D. C.) Special and Supplementary Examination

COMMUNICATION SKILLS
FET AT
Major II / Minor and Elective Paper

e 11/ 7o ud dfeas waa=
Time 3 Hours] [Max. Marks 70
[Min. Marks 25

AMz: o mvE FfFRard § | vt ¥ g siw Rrarser s waaw § z9id sga g 1 g it 't & R
60 Az s R v Ry s )
FrafEenea F oW siw Rvrse & afads s aftm R )
Each section is compulsory. The marks distribution is same as shown in the question

paper. The blind students will be given 60 minutes extra time.
University has all rights to change the distribution of marks.

Tgue & : JfF ag=9hT T Section A : Very Short Answer Question 3x4=12
e gl o o afRard § | oot g Fftwaw asg dar 50 =20

All three questions are compulsory. Maximum word limit for answer S0 words.
12 T FT Tg<7 THATY |

What is the importance of Communication ?

Fgar OR

=TT Fr afeariag Fifsm )

Define Communication.
2 ‘FfRATT 9T g #F feogft R

Write a short note on ‘Seminar’.

)
rgaT OR
AT IO & 3T F4T G987
What do you understand by Public Speech ?

3. FTE gt duw (ffE F e @ e 2
What is the role of Agenda in Meeting ?

srrar OR
forfEer ua fRafr & dfi s i s9arey )

Explain the difference between Listening and Hearing.

qUE ¥ : AYSAAT I Section B : Short Answer Question 4x7=28

Az wdt = oy sfREd § | IO g SAfewaw asx diWT 200 w= 0
All four questions are compulsory. Maximum word limit for answer 200 words.
1. s=e whear % AR o & Rega #§ aw=msd
Explain the various stages of Process of Communication in detail.
T OR
FuTH EET H A AT AT AT T E ? T pa @ AT s awar g ?
What are the common barriers of Effective Communication ? How can we overcome them ?
P.T.O.
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2 NP-102-B

agg =1 & efRaria Fod | g w=t § wnr 9% wuw B arat w1 s e =/t 2
Define Group Discussion. Highlight the points to be borne in mind while participating in Group
Discussion.

#9971 OR

TF o TS WTHOT 3 eoit Ht frfrg | wraer 4 w7 @57 Rt avat w1 s Taer w1y 2
Write the characteristics of a Good Public Speech. What points should be kept in mind while
drafting a speech ?

FATIeEE TEITO FT § ? T Agd UF WHTL FT GHATSY |
What is Non-Verbal Communication ? Explain its importance and types.

el Alexia

T ATATHTIHAT $ (G ATATRT H T FIAT ATRY AT AT A& 34T A712Y 2

What are the do’s and don’ts of an Interview for an Interviewer ?

9 gra€ Y FTAT FEEAT A 500 FIATAT FT AT I TP g4 1247 B g gl 30 swwad aw o
ST =TT =1 78 Wi F farg sraeas § 1 o wrer i g a3 dar #F 98 S v ¥ Feor snw weget
o farfare &% ag ardt ore e T ST 14

You have placed an order for 500 pairs sunglasses with Sun Ban Company of Mumbai saying that
the goods are required for summer and must be delivered before 30™ January. Write a letter
cancelling the order as the goods are not delivered in time.

Fgar OR

I U AR grew @har §, Rrawr i o s sl awime w90 grr s
T THHT Th 74T TET T2 {647 § | 0y 0F 7R (F§a<) 397C 5T 0T S TTgHE I J9T 8,
e AT e F ayw wariiey a9r Tadht 74T AaHes FAhearst F a1 F Treerdt S aar )

You have recently purchased the Dreamland Hotel which has been renovated since, and with the
help of a reputed firm of interior decorators, you have given it an altogether new appearance. Draft
a circular letter be sent to old customers of the hotel announcing the change in proprietorship and
the new attractive features introduced by you.

[ J
quE ¥ : fHITT ¥ Section C : Long Answer Question Al e X 1 a_ 2x15=30

e

a¥ft 3t wy sfAard § | SOx ¥ Aftrwaw a=2 fiwr 500 a1

All two questions are compulsory. Maximum word limit for answer 500 words.

EE TR Feet, TR w uw faeee Igemdee A9 f sraeIwar §, ST ATy a9 q9T AF9Tas
& ¥ Ry areaf@s oot i s w0 § aww 2 1 3% R 7 donferer wrar R 7 dves u sifdre 8n
IYUTH ATTHIL F AT 9T TF It=a &t Y. amed |

Eastern Trading Company, Indore, require a business development manager. The person should be
able to plan for and produce tangible results in business group. He must have good command over
spoken and written Hindi and English. Draft a suitable curriculum vitae keeping the above
information in your knowledge.

I9ar OR

= 1 Efterer e F 3SR Prae ¥ ug ¥ g o gt Aifd
Draft an application for the post of the English Teacher of New Era English School.

TGS TATHTE F AT FAT THHAT g 7 FEAAS TATAE HT ATAF 3H9H TS THTIATET FJ 997397 57
Frarg?
What do you understand by Business Correspondence ? How to make Business Correspondence
more attractive and effective ?

94aT OR
ATAVSTET FATT AHT FIT HAT AMZY TF FIT A1 FHLAT ATRY, THH Hgwaqul favgar Hi foree aamsd )
Make a list of the importance do’s and don’ts while drafting a Resume.
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