B.COM.
SEMESTER II
Business Communication II (GE 3)
(Business and Public Communication) 

(100 Marks, 60 Lectures)
Course Objectives:  

· To make students aware of their Constitutional rights and duties and how they can use their communication skills actively for the betterment of society.

· To familiarize students with a basic understanding of the process of writing for business. 

· To develop an ability to use writing in practical business and public situations. 

Unit I  Right to Information





(25 Marks - 22 Lectures)
Learning about the nature, function and social relevance of Right of Information and thereafter undertaking an activity involving:

a) Student’s proposal to ask an RTI of public importance

b) Writing/ Filing of application before Public Information Officer

c) Preparing a report containing the findings of the RTI

Note: A group of maximum 10 students should be formed of which 1 student is to file the application, it will carry 10 marks. The remaining 15 marks are for theory.
The 10 marks component of this unit can be an ISA.           

 
Unit II  Report Writing





(15 Marks - 8 Lectures)


Report Writing: Meaning, Importance, Types, Formats, Structure of long and short reports.






Unit III Personnel Letters and Interviews








 
(a) Interview Skills, Job Applications and Creating Online and Offline CVs, Using Job Boards, Web Researching,   




(15 Marks, 8 Lectures)

(b) References and Testimonials, Appointment, Promotion and Resignation letters, Office Orders and Notices, Memorandums.  


(15 Marks, 8 Lectures)





Unit IV Business Letters, Representations and Press Releases 
(a) Business Letters: Purchase letters: Inquiry, Quotations, Orders, Tenders, Complaint & Sales Letters.  






(15 Marks, 8 Lectures)
(b)  Drafting of Representations / Petitions, Press Releases and Articles for the Press. 

 






(15 Marks, 6 Lectures)






 
Guidelines for Conduct of examination 
1. One ISA of 10 Marks (Written Test) 

2. Writing / Filing  RTI
Books for Study and Reference:  

1) Right Information Act, 2005: A Primer , Tata McGraw Hill, 2006  
2) How to Write Reports and Proposals, 2nd Edition, Viva Books Pvt Ltd, 2010.
3) Mastering Communication, 5th  Edition, Nicky Stanton, Palgrave Macmillan, 2009.  
4) Business Correspondence and Report Writing, R C Sharma, Krishna Mohan, Tata McGraw-Hill Education, 2010. 
5) Business Letters for Busy People, 4th Edition, John A Carey, Barnes and Noble.

www.ebooks-share.net/business-letters-for-busy-people
www.rti.gov.in 
