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Course Outcomes: 

 

 The course is designed to enhance the writing skill of the students in the 

standard commercial field.  

 It will elaborate their understanding for the basic business letter writing skill.  

 

Prerequisites: No Prerequisites 
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 Accomplishments of the student after completing the Course: 

After completion of this course Student would be able to 

 Communicate commercially in the formal setup. 

Unit 

No. 
Course Content Hours Credits 

1 Introduction to Communication (Theory)      

 Definition of Communication 

 Importance of Communication 

 Process of Communication 

 Objectives of Communication 

 Barriers to effective Communication 
 Verbal: Written, Oral 
 Non-Verbal: Kinesis, Paralanguage, Proxemics 

 Direction of Communication: Downward, Upward, Lateral or 

Horizontal, Diagonal 

15 1 

2 Grammar & Reading (Practical) 

 Articles,Preposition,Verbs,Tenses,Partofspeech,Auxiliary,Vo

cabularyWords 
 Short Stories (Subject to change every year) 

15 1 


