!

Syllabus

B.Com : English and Business Communication Skills
Note:

i) There will be one paper for each semester of 80 marks. 10 marks are reserved for the
Infernal Assessment and 10 for the Practical Work. Total is 100.

fii) The paper shall consist of Two Units. Unit | will be text specific and Unit Il sh with
different aspects of communication and language learning skills.

FIRST SEMESTER
Unit I: The prescribed text is Ten Mighty Pens, ed., K.A. Kalia (Oxford Q ress), The
L 4

relevant sections, however, are as follows:
1. The Model Millionaire : Oscar Wilde

4 Fur : Saki

‘é The Gift of the Magi : O. Henry 0&
3. The Judgement-seat of Vikramaditya : Sister NivedifQ
5. A. Marriage Proposal : Anfon Chekhov 6@

Unit Il shall consist of the following sub-uni
_ Business Communication: It shall foc ifferent aspects of communication in general

ond business communication in po
communication, and significancee

Writing Skills: Letters of all kin
advertisements relating to &

@ “Scommunication within organizations, types of
Ssifive attitude in improving communication.

Practical Work:  ©
There will be viva-Yo Xminofion of 10 marks which will include Debate, Declamation and
Personal Intervi

Testing Sc :
The examin paper shall be divided into two sections, corresponding to two units already
oroposed in the syllabus. The distribution of questions and marks in Section | shall be as follows:

Q. 1. It shall consist of five short question/answers (not exceeding 100-120 | 12 Marks
i words) out of which a student will be expected to attempt any three.
! This question shall be based upon the prescribed text Ten Mighty
Pens.




Q. 2k sholl consist of two long question/answers (not exceeding 300-350| 10 Marks

' words) out of which a student will be expected to attempt only one.
This question shall have internal choice, be based upon the prescribed

, fext Ten Mighty Pens.

' Note: The questions 1& 2 should be so designed as to cover all the chapters prescribed.

Q. 3. It shall consist of an Unseen Passage for Comprehension (not more than| 12 Marks
300 words), with minimum five questions at the end. These questions
should be designed in such a way that we are able to test a studen

comprehension ability, language/presentation skills and vocab fa
etc.

Q. 4. |It shall exclusively be a test of vocabulary, but designed s
the lines of various exercises given at the end of each the

prescribed text. The candidate shall be given six words ifondcolumn

and asked to match them with words/meanings in ¥e next column.

Section Il (Based upon U

Q. 5. |This question shall test a students’ ability to
various kinds (in not more than 250 wo
Choice in the question.

Q. 6. |This question shall be on Memo
Public Notices/ Advertisements,(

Q.7. |Two short questions to test théstudents’ understanding of various 10 Marks

aspects of business com n.
OND SEMESTER

Unit | : The prescribed fei.' ghty Pens, ed., KA. Kalia (Oxford University Press), The

6 Marks

gSiness letter of 10 Marks

otices/Auction Notices/ |20 Marks
®attempt four of 5 marks each)|5x4=20

relevant sections, howe as follows:
1. Chandalika: R nath Tagore
2. A Bachelor’s int of the Behaviour of Married People: Charles Lamb

5. The Arkef'the Essayist : A.C. Benson
Unit Il shall consist of the following sub-units:

Writing Skills: This section shall focus on business précis-writing, curriculum vitae: short formal
reports (not exceeding 200 words).

Modern Forms of Communication: Here special emphasis shall be given fo teaching the format
of e-maiils, Fax Messages, Teleconferencing, Audio-Visual Aids and Power-Point Presentations. -
Apart from this, the students shall also be given basic lessons in Effective Listening, Non-Verbal -
Communication, How to Prepare for Group Discussion etc.



4

Practical Work: There will be viva-voce examination of 10 marks which will include Group

: " Discussion. The students will appear in the group of 10 students for viva-voce.

3 'EsiigScheme:Theexcminaﬁonpcpershcllbedividedintotwosec’rions,correspondingtoiwounits

deodyproposedinI’nesy"abus.Thedistribu’rionofquestionscndmcrksinSecﬁonIsho"becsfollows:
Section | (It is text-based and corresponds to Unit | in the syllabus)

Q@ 1. | It shall consist of five short question/answers (not exceeding 100-120| 12
words) out of which a student will be expected to attempt any three. This | marks
question shall be based upon the prescribed text Ten Mighty Pens.

@ 2. | It shall consist of two long question/answers (not exceeding 30 10
words) out of which a student will be expected to attempt onl is| marks
question shall have internal choice, and be based upon t bed
text Ten Mighty Pens.

. Mote: The questions 1& 2 should be so designed as to covéf all the chapters prescribed.

23|It shall consist of an Unseen Passage for Compr not more than| 12
300 words), with minimum six questions . These questions | marks

should be designed in such a way that able to test a student’s
comprehension ability, language/ ills and vocabulary etc.

@ 4. | It shall exclusively be a test of voca ‘out designed strictly on the lines |~ 6
of various exercises given end oPeach chapter in the prescribed | marks
text. The candidate shall be 8 ords in one column and asked to
match them with words/m€8

. Se

- @5 | The students shal Q d to write a short survey report on a 10
situation, inci siness problem, or the possibility of starfing a new | marks

3 commercial¥en n about 150-200 words). The students shall be
given cgign oice in this question.
2.6, | This il te he students’ ability to write a Précis. A passage of about 10
ords shall be given and the students shall have to write a précis | marks
0 70 words (including the title).

Q7. nition/format of Modern forms of communication to be tested- 10
Listening - Non verbal communication, e-mail, fax, teleconferencing etc. | marks

Q8 | Curriculum Vitae 10

marks




BBA: ENGLISH AND BUSINESS COMMUNICATION SKILLS

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

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

THIRD SEMESTER

Unit I: The prescribed fext is Ten Mighty Pens, ed., K.A. Kalia (Oxford University Press). The
relevant sections, however, are as follows: N\

& The Model Millionaire : Oscar Wilde L \

ﬁ]’he Gift of the Magi : O. Henry ( \*
T | 3
3. The Judgement-seat of Vikramaditya : Sister Nivedita (/ i s

4. Fur : Saki ~ < \
Unit Il shall consist of the following sub-units: N\

q Q.
- Business Communication: It shall focus on different aspects 8f communication in general
““and business communication in particular, commugication within organizations, types of
communication, obstacles in communication. = >
4 4
Writing Skills: All types of Business letters," ndér_potices, auction notices, public notices;
memos and advertisements relating to salesf{marketing.

Testing Scheme: The examination paper Shdfﬂié divided into two sections, corresponding to
two units already proposed in the syllabus, The distribution of questions and marks in Section

| shall be as follows: R,

Q. 1.{It shall consist of 4 qéestioh/answers (not exceeding 100-120 words) out| 5
of which a studenyWill Beéxpected to attempt any 2. This question shall be| marks
based upon the prescribed text Ten Mighty Pens.
Q. 2.|It shall consist “of fWo long question/answers (not exceeding 300-350| 10
words) off%f Which a student will be expected to attempt only one. This| Marks
questién shall*have infernal choice and will be based upon the prescribed

\

fext TeiMiShfy Pens.
Note: Th¢ quéstions 1& 2 should be so designed as fo cover all the chapters prescribed.

Q. 3. It shall consist of an Unseen Passage for Comprehension (not more than 300] 5
words), with minimum five questions at the end. These questions should be| Marks
designed in such a way that we are able to test a student’s comprehension
ability, language/ presentation skills and vocabulary etc.

Q. 4.1t shall exclusively be a test of vocabulary, but designed strictly on the lines| 5
of various exercises given at the end of each chapter in the prescribed text. | Marks
The candidate shall be given six words in one column and asked to match
them with words/meanings in the next column.




Y T e v

2.3 It shall exclusively be a test of vocabulary, but designed strictly on| 5 marks

g prescribed text. The candidate shall be given six words in one column

Section Il (Based upon Unit li)
Q. 5.|This question shall test a students’ ability to write business letter of various| 5
kinds (in not more than 250 words). There will be Internal Choice in the| Marks
question.

Q. 6.|This question shall be on Memos, Tender Notices/Auction Notices/Public 10
Notices/ Advertisements. ( have to attempt four, each part of 2 1/2 marks) | marks

Q.7. | Two short questions to fest the students’ understanding of various aspects of| 5
business communication. Marks

FOURTH SEMESTER

Unit I: The prescribed text is Ten Mighty Pens, ed., K.A. Kalia (Oxford Umvers;fy Press). The
relevant sections, however, are as follows: S~

Chandalika: Rabindranath Tagore
& Bachelor’'s Complaint of the Behaviour of Married People: Charles Lamb
£ Dorado: R.L. Stevenson
Sores : E.V. Lucas
Unit Il shall consist of the following sub-units:

Wiriting Skills: This section shall focus on business pregs-wrahng, curriculum vitae; short formal
s=poris (not exceeding 200 word:s).

Modern Forms of Communication: Here specnal eigphcs:s shall be given to teaching the format
o emails, Fax Messages, Audio-Visyall Aids,sPower-Point Presentations and Non-Verbal
Communication.

Tesfing Scheme: Theexamination pap,ershd‘lllbedividedinfotwosecfions,correspondingtotwounits
sireadyproposedinthesyllabus Fhedistribution of questionsandmarksin Sectionlshallbeasfollows:
Section | (It is text-based and,corresponds to Unit | in the syllabus)

Q. 1.1t shall co_nsist«j@bsé,r short question/answers (not exceeding 100-120| 5 marks
words) out ofwhicha student will be expected to attempt any two. This|2/2x2=5
question ghall Be based upon the prescribed text Ten Mighty Pens.

Q2. |k shd&coﬁsnst of two long question/answers (not exceeding 300-350| 10 marks
out of which a student will be expected to attempt only one.
@shon shall have internal choice, and will be based upon the
prestribed text Ten Mighty Pens.

"3<., N ..,

Mote: The questions 1& 2 should be so designed as to cover all the chapters prescribed.

: the lines of various exercises given at the end of each chapter in the

and asked to match them with words/meanings in the next column.




Section Il (Based upon Unit li)
Q.4. |The students shall be asked to write a short survey report on a situation, | 10 marks
incident, business problem, or the possibility of starting a new commercial
venture (in about 150-200 words). The students shall be given an internal
choice in this question.

Q.5. |This will test the students’ ability to write a Précis. A passage of about| 5 marks
200 words shall be given and the students shall have to write a précis
of about 70 words (including the title).

Q.6. | Definition/format of Modern forms of communication to be tested
verbal communication, e-mail, fax, Audio-Visual Aids and Power-
Presentations.

Q.7. |Curriculum Vitae

5 marks

5 marks

B.Sc.: ENGLISH (Compulsory) ()

There will be one paper for each semester of 40 marks, 5 mar Ved for the Internal Assessment
and 5 for the Practical Work. Total is 50.

The paper shall consist of Two Units. Unit | will

: specific and Unit Il shall deal with
different aspects of Communication and Lang

Unit I: The prescribed text is Varieties of Exf
sections, however, are as follows:

Prose : Chapters 1-4 O
Drama : Dramas 1-2
Unit Il shall consist o :

Business Communicafio Il focus on different aspects of communication in general and business
communication i iculdr, communication within organizations, types of communication and
itiveyattitude in improving communication.

is section shall focus on letters of all kinds, tender notices, auction notices, public

Testing me: 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 Unit | shall be as follows:

Section | (It is text-based and corresponds to Unit | in the syllabus)

Q.1. It shall consist of six short questions. Three from Prose and three from drama (not exceeding 50-
60 words) out of which a student will be expected to attempt any two from Prose and two from Drama.
This question shall be based upon the prescribed text Varieties of Expression and cover a wide range of
issues, fopics and problems. (10 marks )



It shall consist of four long questions — Two from Prose and two from Drama (not exceeding 100-
150 words) out of which a student will be expected to attempt two- one from Prose and one from Drama.

15 marks)
e: The question 1 & 2 should be so designed as to cover all the chapters prescribed (Prose & Drama)

2 3. It shall exclusively be a test of vocabulary, but designed strictly on the lines of various exercises
given ot the end of each chapter in the prescribed text. The candidate shall be given five words in one
n and asked to match them with words/meanings in the next column. 5 marks

Unit Il

4. This question shall test a student's ability to write letter of various kinds (not more tha words).
£oain, there will be infernal choice here. 5 marks

_ Memos/Tender Notices/Auction Notices/Public Notices. 10 marks
5 One short question to test the students’ understanding of various aspects ommunication.
SEMESTER-IV

I: The prescribed text is Varieties of Expression, Ed. A. H. T: “Foundation Books. The relevant

, however, are as follows:

= : Chapters 5-8

»a : Dramas 3-4

1 shall consist of the following:

iha curriculum vitae, short, formal reports (not

7

g Skills: This section shall focus on peé

cial emphasis shall be given fo teaching the format of

» Forms of Communication:
d Power-Point Presentations. Apart from this, the students

=k, Fax Messages, Audio-Vi
sl olso be given basic lessons
@ imerview & Group D

in paper shall be divided into two sections, corresponding fo two units
us. The distribution of questions and marks in Section | shall be as follows:
corresponds to Unit I in the syllabus)

ist of six short questions. Three from Prose and three from drama (not exceeding 50-60
ch a student will be expected to attempt any four, Two from Prose and two from Drama.
all be based upon the prescribed text Varieties of Expression and cover a wide range of

we=_fopics and problems. 10 marks

2 & <all consist of four long questions — Two from Prose and two from Drama {not exceeding 100-
: ) out of which a student will be expected to attempt fwo- one from Prose and one from Drama.

Mot The question 1 & 2 should be so designed as to cover all the chapters prescribed (Prose & Dramal)
3 % Sl exclusively be a fest of vocabulary, but designed strictly on the lines of various exercises



given at the end of each chapter in the prescribed text. The candidate sh iven five words in one
column and asked to match them with words// meanings in the nexteoluma. 5 marks

Unit Il

Q.4. Short Survey Report (150-200 words) with interna

Q.5. Precis of 200 words. 10 marks

Q.6. Definition/Format of modern forms of comE@fo

arks

be tested. (e-mail, fax, videoconferencing)
5 marks
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