
1. Syllabus as per Choice Based Semester and Grading System. 

i) Name of the Programm                             : B.Com 

ii) Course Code                                              :   Semester I UBCOMFSI.4 

                                                                             Semester II UBCOMFSII.4 

                         

iii) Course Title                                               : F.Y.B.Com 
  

iv)  Semester wise Course Contents              : Enclosed the copy of the syllabus 

Business Communication (Semester I & 
Semester II) 

v) References and additional references     : Enclosed in the Syllabus 

vi) Credit structure                                       : No. of Credits per Semester - 03 

vii) No. of lectures per Unit                          : Sem- I [ Unit 1: ; Unit 2: ; Unit 3:  ] 

                                                                         : Sem- II [ Unit 1:  ; Unit 2: ; Unit 3: ] 

viii) No. of lectures per week                        : 03 

2. Scheme of Examination                  :  Sem –I : 6 Questions [ Q1,Q2,Q3: 20 marks each    

                                                                  Q4: 10 marks, Q 5: 20 marks, Q 6 :10 marks] 

                                                                : Sem –II :7 Questions [ Q1: 15 marks; Q2, Q3: 20   

                                                                marks each; Q5, Q6 :10marks each; Q7:05 marks] 

                                                                      

3 Special notes, if any                                    : No 

4 Eligibility, if any                                          : No 

5 Fee Structure                                                : As per University Structure 

6 Special Ordinances / Resolutions, if any    : No 

   
One tutorial per batch per week in addition to number of lectures stated above   

(Batch size as per the University norms)  



             Syllabus for Business Communication: F.Y. B. Com and SYBA                         
Course Objectives: 1. To develop awareness of the complexity of the communication process 
 
                                2. To develop effective listening skills in students so as to enable them to 
   comprehend instructions and become a critical listener 
            

             3. To develop effective oral skills so as to enable students to speak                                                                                                                                                                                               
confidently interpersonally as well as in large groups 

 
              4. To develop effective writing skills so as enable students to write in                                                                   

clear, concise, persuasive and audience centered manner 
 

                                  5. To demonstrate effective use of communication technology. 
 
Expected Outcome   : After successful completion of the course the learner should be able to    
                                     enhance his Listening, Speaking, Reading and Writing skills to meet     
                                     the challenges of the world.     
                                      
 
                                                            First Semester 
Unit 1:  Theory of Communication 
1. Concept of Communication –         04 
             Models of Communication – Linear / Interactive / Transactional /   
                                    Shannon and Weaver (To be only discussed in class) 
                                    Meaning, Definition, Process, Need, Feedback 
                                    Emergence of Communication as a key concept in the Corporate and  
                                    Global world.  
     
                                 
2.  Impact of Technology Enabled Communication--                                                           03 
                                      Types – Internet, Blogs, E – Mail, Moodle, Social Media ( Facebook,  
                                      Twitter & Whats’app                                       
                                      Advantages & Disadvantages                                         
   
3. Communication at Workplace---                                                                                       06                                                                                                  
   Channels - Formal and Informal—Vertical, Horizontal, Diagonal,          
                                     Grapevine 
                                    Methods – Verbal / Non Verbal (including Visual) 
                                     Business Etiquettes  
                                        
4. Business Ethics                                                                                               
                                       
                                       Ethics at workplace - Importance of Business Ethics                      04 
                                       Personal Integrity at the workplace 
                                       Business Ethics and media 
                                       Computer Ethics  
                                       Corporate Social Responsibility 
           
               
 



 
5.  Problems in Communication /Barriers to Communication --             05 
                                    Physical/ Semantic/Language / Socio-Cultural / Psychological Barriers 
              Ways to Overcome these Barriers                                 
 
6. Listening –           04 
   Importance of Listening Skills 
                                    Obstacles to Listening 
                                    Cultivating good Listening Skills  
 
                                 Unit 2:  Business Correspondence  
 
 1. Theory of Business Letter Writing--                                                              02 
               Parts, Structure, Layout—Full Block  
                                     Principles of Effective Letter Writing  
                                     Principles of effective E - mail Writing 
 
2. Personnel Correspondence –           06 

                         Statement of Purpose 
                         Letter of Recommendation 
                         Job Application Letter and Resume, 
                         Letter of Appointment, (To be only discussed in class) 
                         Letter of Acceptance of Job Offer 
                         Letter of Appreciation 
                         Letter of Resignation 
            

 
                                     Unit 3: Language and Writing Skills 
 
1. Commercial Terms used in Business Communication (to be only discussed)                                  
                                    
2. Paragraph Writing --           02 
   Developing an idea, using appropriate linking devices, etc   
   Cohesion and Coherence, etc                                    
 
 3. Tutorials Activities-                                                                                                          
                                   Speaking Skills 
                                   Writing Skills  
                                   Remedial Grammar 
                                   Soft Skills – EQ, Conflict Management, Time Management. 
 
(Students may be asked to make a Power Point Presentation on any topic of their choice in 
order to enhance LSRW – Listening / Speaking/ Reading / Writing) 
                                
 
                                                            
 
 
 
 



 
                                                      Second Semester 
 
                                  Unit 1   :   Group Communication 
1. Interviews –               04 
       Group Discussion                                                                                                                                                   
       Preparing for an Interview    
    Types of Interviews – Selection, Appraisal, Grievance, Exit, Online  
 
2. Meetings- Need and Importance of Meetings, Types of Meetings, Conduct of meeting. 06 
                                      
                                     Group Dynamics 
               Role of the Chairperson, Role of the Participants  
                                     Drafting of Notice, Agenda and Resolutions                         
                             Types of Secretaries – Company Secretary/ Private Secretary 
                                     Functions of secretaries ( only to be discussed and not to be assessed )  
 
    3. Committees & Conferences –                                                                                           04 
                                       Importance & Types of Committees    
      Meaning and Importance of Conference 
      Organizing a Conference 
      Modern Methods: Skype & Webinar 
 
4. Public Relations –            04 
   Meaning 
                                     Functions of PR Department 
                                     External and Internal Measures of PR 
                                     Crisis Management 
                                     Press Release  
 
 
                                       Unit 2: Business Correspondence        
                         
 1. Trade Letters –           10 
     
   Letters of Inquiry 
                                    Letters of Complaints, Claims, Adjustments 
                                    Sales Letters, promotional leaflets and fliers 
                                    Consumer Grievance Redressed Letters 
                                    Letters under Right to Information (RTI) Act 
  
    
                                     Unit 3: Language and Writing Skills   
             
1. Reports and Business Proposals                                                        06
                                                                       
                                Parts, Types                               
   Feasibility Reports, Investigative Reports 
                                    Drafting of Business Proposals      
 



2. Summarization --                                                                 02 
                                    Identification of main and supporting/sub points 
                                    Presenting these in a cohesive manner 
 3. Tutorial Activities:                                                                                                           
                                    Group Discussion 
                                    Book Reviews 
                                    Mock Interviews 
 
 
 [Suggested Books for Book Reviews: Books from the fields of Management, Finance, and 
Literature 
Like –  Malala Yousafzai :,Richard Bach: Illusions,  Radhakrishnan Pillai:Corporate 
Chanakya , Sun Tzu :The Art of War, Eliyahu M. Goldratt  :  The Goal  , Eliyahu M. 
Goldratt: It’s Not Luck ,  Spencer Johnson: Who Moved My Cheese,   Stephen Lundin, Ph.D, 
Harry Paul, John Christen: Fish,  Sudha Murthy: Wise and Otherwise  , Arindam Choudhary: 
Count  Your Chickens Before They Hatch , George Orwell: Animal Farm, Dr. Abdul Kalam: 
Wings of Fire,  Ignited Minds  ] 
[N.B.: The above list is only indicative and not prescriptive.] 
 
                                         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                  
 
 
 
 
 
 
 
 



                                                Paper Pattern for Examinations 
                                                            F. Y. B. Com 
 
   
Semester I Examination                                                                               Marks 100 
     
   Question 01                                                                                                                20marks                                                                                                               
 
A.   Explain the terms in 02 – 03 sentences (05 out of 08) (From all units)                 10 marks 
 B.  Match the following                                                                                               05 marks 
 C.   Multiple Choice Questions                                                                                    05marks 
 
  
Question 02           Short Notes (04 out of 06)   (Unit 01- Chap. 1, 2, 3)                    20 marks                                                                                                                                 
 
                                                                                   
 Question 03            Essay Type (02 out of 03)  ( Unit 01 – Chap. 4, 5, 6.)                 20 marks                                                                      
 
                           
  Question 04            Job Application Letter and Resume (05 + 05                             10 marks                                                              
                                     
  Question 05            Personnel Letters (04 out of 05)                                       20 marks 
               Statement of Purpose  
                                                Letter of Recommendation 
               Letter of Acceptance of Job Offer  
    Letter of Resignation 
                          Letter of Appreciation        
                    
  Question 06                                                                                                                 10 marks 
 
        A) Paragraph Writing (01 out of 02)                                                                    05 marks  
 
        B) Situation based Case Study (from Unit 01 Chap. 03 Channels and Chap.05 Barriers)                          
                                                                                                                                     05 marks 
                                          
                                   xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx                               
 
 
Semester II Examination:                                                                              Marks 100 
 
     Question 01                                                                                                              15 marks 
 
  A)  Explain the terms (in 02 – 03 sentences) [05 out of 08] (From all unit                10 marks 
 
    B) Match the columns                                                                                                05 marks 
 
                                   
    Question 02           Short Notes ( 04 out of  06)   (Unit 01- Chap. 1& 2)                  20 marks                                                                                                                                 
 
                                                                                   



     Question 03            Essay Type (02 out of 03)  ( Unit 01 – Chap. 3&,4.)                20 marks                                                                      
 
                                                                              
    Question 04          Letters             (04 out of 05)                                                        20 marks 
 
                                     (i) Letter of Inquiry 
                                     (ii) Complaint/Claims/Adjustment Letter 
                                     (iii) Sales Letter 
                                     (iv) Consumer Grievance Redressal Letter 
                                     (v) RTI Letter 
                 
    
Question 05   Drafting of Report or Business Proposal                                              10 marks   
 
Question 06      Drafting of Notice, Agenda and 02 Resolutions                                  10 marks  
                                      
Question 07      Summarization                                                                                     05 marks   
 
                                             xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
 

Note: 
 
Each Semester will be of 100 marks 
 
Paper Pattern for ATKT Examination                                                              Marks 75 
marks 
 
Syllabus in which the student had appeared. 
        
                             [ Examination  Rules and Regulations Of Mumbai University  apply.] 
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