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SKILL ENHANCEMENT COURSE
B.COM. - | SEMESTER-I
COURSE NAME: MANAGERIAL SKILLS

Course Credits | No. of Hrs. per Week

Total No. of Teaching Hrs.

Total marks

2 Credits 2 Hours 30 Hours

50

Course Objectives:
1. To understand personal skills applicable for efficient management.

2. To inculcate the effective managerial skills among the students.
3. To develop problem solving capacity.
4. To develop relationship and team building skills among students.

Course Outcome
On successful completion of the course, the students will be able to...

1. Learn personal skill useful for work as a Manager in MNCs

2. Develop problem solving capacity in critical conditions.
3. Develop relationship skills and team building efficiency.

Unit

Contents Lectures

Unit I
Personal
Skills and
Problem-
Solving

A) Personal Skills: Concept, Process of Knowing Oneself,
Skills of Effective Managers -1Q, EQ, SQ & AQ, Self-learning
styles, Skill Assessment & Evaluation-SWOC Analysis 15
B) Problem solving: Concept, Steps of analytical problem

solving, limitations of analytical problem solving,

Unit Il
Relationship
and Team
Building

A) Relationship Building Skills: Concept, importance of
communication, and
of

Interpersonal Relationship

supportive coaching counseling,

principles supportive  communications,Stages  in

15
B) Team building: Concept, Developing teams and team
work, advantages of team, team membership. Effective

Decision Making in Teams

SuggestedReadings:

1. McGrath E. H., Basic Managerial Skills for All, PHI, 2011

2. Harvard Business Review Manager's Handbook: The 17 Skills Leaders Need to Stand
Out (HBR Handbooks), Harvard Business Review Press, 2017.

o0k w

Oxford,2010

~

V.S.P. Rao Managerial Skills Excel Books,2010, New Delhi

David A Whetten, Cameron Developing Management skills, PHI 2008
Ramnik Kapoor Managerial Skills Path Makers, Bangalore

Kevin Gallagher, Skills development for Business and Management Students,

Monipally, Muttthukutty Business Communication Strategies Tata McGraw Hill. 1

8. https://rccmindore.com/wp-content/uploads/2015/06/Managerial-SkillsAll-Units-AC.pdf



https://rccmindore.com/wp-content/uploads/2015/06/Managerial-SkillsAll-Units-AC.pdf

SKILL ENHANCEMENT COURSE
B.COM. - | - SEMESTER - 11
COURSE NAME: SALESMANSHOP AND PERSONAL SELLING

Course Credit No of Hrs. Per Week Total No of Teaching Hours Total Marks

2 Credits 2 Hours 30 Hours 50

Learning Objectives —

1.To inculcate selling strategies and their implications in managerial decision making.

2.To explain the concepts of sales management, personnel selling and Sales Promotion.
3.Students can learn to develop a plan for organizing, staffing and training a sales force.

Course Outcomes (Cos) -

CO1: Recognize and demonstrate the significant responsibilities of sales person as key individual
CO2: Understand the basic concepts and techniques of selling and their applications.

CO3: Describe and formulate strategies to effectively manage company’s sales operations.

CO4: Evaluate the role of Sales manager and his/ her responsibilities in recruiting, motivating,
managing and leading sales team

Unit Content Lectures
Unit | e Salesmanship: Concept, Meaning and Features
.| ® Qualities of Good Salesman
Salesmanship | 4 Types of Salespersons 15
e Personal Selling — Features, process, and techniques of personal

And Personal .
selling.

Selling e After-sales services and customer satisfaction

e Career Opportunities in Selling
. e Sales Management: Meaning, Definition, Evolution and Significance

Unit i e Duties and Responsibilities of Sales Manager

sales e Emerging Trends in Sales Management 15
e Sales force Management — Recruitment, motivation &controlling.

Management e Sales Promotion: Meaning, Techniques of Sales Promotion

e Ethics in selling.
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Urdu Syllabus as per NEP Guidelines

F.Y.B.COM Semester I

Choice Based Credit System 2024 Pattern

(W.E.F 2024-2025)

Semester | Nature Title of The Paper Credits | Lecture
of Hours
Subject
I AEC AEC-1: Forms of Urdu Poetry
Jti'd/”:d/})/l 02 30
I SEC SEC-1: Enhancement of Writing Skill 02 30
=2 Wy s
AEC Ability Enhancement Course
SEC Skill Enhancement Course
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EF. Y. B.COM AEC - Paper-I

Semester [

(w. e. f.2024-2025)
Choice Based Credit System (CBCS 2024Pattern) 80/20-Pattern

(40- End Semester Exam & 10-InternalEvaluation)

Course/ Paper Title AEC-1: Forms of Urdu Poetry
itolS 2 s

Nature of Course Ability Enhancement Course

Semester I

No. of Credits 02

No. of teaching hours 30( One Lecture of 60 Minutes)

Aims &Objectives of the Course:

Sr. No. Objectives
L. 2/ S e Lol S //“le/;t}b
2. A J l}"?uc;&,ﬁd/ J'juﬂ/&w
3. LA e i PSP
4. LTI o bl S5

Expected Course Specific Learning Outcomes:

Sr. No. Learning Outcomes
1 -Q&dﬁcdtﬁld/&ul}cw
2 _%VnJibka MJJ'}»/DC&
3. _ugédfd)zi;/m;ﬁ;&
4 -‘LCJg;;Ka“;Gu.angdﬂﬁ&
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Svllabus

Unit No. Title With Contents No. of Lectures
e s Urs B il
I U 15
63T e 6 Fezia S ot FEUF
JF S50 ur SIS 2
(L_}.‘;«yg)‘atfu(y@’@’u"/‘
IT 3 15

Y
)JGTK@&J/;IU’.K;Mca%?&;,gﬁr_ég/?u(;,gﬁ
£ 1

(c;b,;@ui‘)/gjuﬁugﬁ
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References:

Sr. No. Author Title of the Book
1. .

Sus f WIu# S Sk
2. . .
d}}’,{&)@ffqﬁ’ Jf;ﬂb‘/}U'/
3. o -
(L*«)'C/W)/KJ}JV“GE’

4. . . 8 .
S, # L5z p OnsftinG JsseF

5|Page




F. Y. B.COM Urdu SEC - Paper 1

Semester [

(w. e. f. 2024-2025)

Choice Based Credit System (CBCS 2024Pattern) 40/10-Pattern

(40- End Semester Exam & 10-InternalEvaluation)

Course/ Paper Title SEC-1: Enhancement of Writing Skill
=W

Nature of Course Skill Enhancement Course

Semester I

No. of Credits 02

No. of teaching hours 30( One Lecture of 60 Minutes)

Aims &Objectives of the Course:

Sr. No. Objectives
L. _L'szuu/j Uy Stk
2. -L’ﬁ&&/Vd{}J:&Pw
3.

_ULPZU!){,J/:‘/WJ&/“U:;&

Expected Course Specific Learning Outcomes:

Sr. No. Learning Outcomes
L. U B g e F UG
2. e Qe dr$ f Uil
3.

_al ST L s
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Svllabus

Unit No. Title With Contents No. of Lectures
LEK’ J‘.’.‘j &/}L}G}!
LIl blsetle sl
e s e oo as”
I S8z 15
bt I L& 7
,»’/"Ku.pi’%)
References:
Sr. No. Author Title of the Book
1. e o
SSZ Sy SHur”
2. ] o
Sk Sy~
3. iy o
d/}’(.?’j d/%d}‘#u’
4. . ) .
e $H-z7
5. PN M
gf://’j’qj :,;J)//}’JK,Z]
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F.Y.B.COM
Semester 11

Syllabus as per NEP Guidelines

Choice Based Credit System 2024 Pattern

(W.E.F 2024-2025)

Semester | Nature Title of The Paper Credits | Lecture
of Hours
Subject
I AEC AEC-II: Forms of Urdu Poetry
Jtéid//"d/»/l 02 30
1 SEC SEC —II : Urdu Communication Skill 02 30
= Ayl
AEC Ability Enhancement Course
SEC Skill Enhancement Course

8|Page




F. Y. B.COM Urdu AEC - Paper-II

Semester 11

(w. e. f.2024-2025)
Choice Based Credit System (CBCS 2024Pattern) 80/20-Pattern

(40- End Semester Exam & 10-InternalEvaluation)

Course/ Paper Title AEC-I1: Forms of Urdu Poetry
el //" Lf)}/l

Nature of Course Ability Enhancement Course

Semester II

No. of Credits 02

No. of teaching hours 30( One Lecture of 60 Minutes)

Aims &Objectives of the Course:

Sr. No. Objectives
L. S
2. ST e ez EUad P
3. 1P
4. ST et S LY

Expected Course Specific Learning Outcomes:

Sr. No. Learning Outcomes
I LSS Bua Jimb
2 RN T I AR NI
3 L skl U
4 I I (NS PR

9|Page




Svllabus

Unit No. Title With Contents No. of Lectures
LEK’ ij J/}L}G}!
I 12/ 15

7®/”JuTK€.§'//”u§K‘;*/‘MJ;/&-?{}J;/
(c’—(y}}-‘fpﬁrwywruap,;/

11 S 15
S TES P S eSS s PS5
(e ) b S IS5

References:
Sr. No. Author Title of the Book

1. .

Sss 7 WIu# SF ki
2. . p

(e s o) b e 2
3. . R
() sl 1~

10| Page




F. Y. B.COM Urdu SEC — Paper 11

Semester 11

(w. e. f. 2024-2025)

Choice Based Credit System (CBCS 2024Pattern) 40/10-Pattern

(40- End Semester Exam & 10-InternalEvaluation)

Course/ Paper Title

SEC-II: Urdu Communication Skill
= Ayl

Nature of Course

Skill Enhancement Course

Semester

1T

No. of Credits

02

No. of teaching hours

30 ( One Lecture of 60 Minutes)

Aims &Objectives of the Course:

Sr. No. Objectives
L. Lozl o U o dikorr S0
2. e Ay Gkt 2P
3. S Qs

Expected Course Specific Learning Outcomes:

Sr. No. Learning Outcomes
L. et s AUkt P
2. e Gt Ay ikt A
3. -c;.&m&[}mutff Sk

1l1|Page




Svllabus

Unit No. Title With Contents No. of Lectures
&K’ ij JJ,CL;‘G'}!
I e lholy 15
sl
I
NIANY
11 :dfu,l_,uféﬂf I5
5 sl g elbl
S als s
d‘;& 5?«)/'/ s~
References:
Sr. No. Author Title of the Book
1. -
e = Ay Slkelsy
2.
Sab b i 29 Flssl
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MK Secrediied - 2018
"B Grade (CGPA - 2AT)

Name of the Faculty-Arts & Fine Arts
Syllabus— B.Com. I SEM -1 & 11
Pattern - CBCS New

(As per NEP 2020)

Name of the Course- Kannada

With effect from 2024-25




Priemble:-

Solapur is a historical city. There are more than five languages are
spoken, one of them is Kannada. Kannada is a traditional language. Since
Siddharameshwar of 12" Century. Many well-known Writers enriched the
Kannada language and literature. Dr. D. R. Bendre awarded Gnyanapeetha
award for his poetry. Dr. Jayadevitai Ligade awarded Central Sahitya Academy
award. Dr.Vasant Divanaji is well-known for his rational novels and awarded
State level Sahitya Academy award. This border area is rich in folk Literature
and Folk art still there are many writers are working on Literature, Culture and
Translation.

Hence, taking into consideration Solapur University continued to support
kannada language and literature be providing educational facilities to the
border Kannada students. The BOS Kannada is always thankful to the University
authorities for this purpose.

Objectives:-

The BOS Kannada prepared the Syllabus for the students benefit. The

following are the objectives.

l. To create awareness about the environment among the students.
1. To enable them to Speak, Read and to write in a good manner.

lIl.  To give basic knowledge about maximum forms of Literature of
Kannada, communication skill, vocational skill, Indian Knowledge
System as per NEP

IV.  To develop co-ordination between Kannada and Marathi language and
literature with communication skill.

V. To develop cultural Heritage in the border area.

VI.  To develop moral attitude among the students.

VII.  To create national integrity among the students.



PUNYASHLOK AHILYA DEVI HOLKAR SOLAPUR UNIVERSITY, SOLAPUR
B.Com. | - Kannada Choice Based Credit System
(As per NEP 2020) W.e.f. June 2024-25
B.Com. Part -1 (Sem- | &I1) Kannada Syllabus

Semester | Code | Title of the paper Semester Exam |L | T Credi
ts
First Theo | IA Total
ry
Kannada e e
Major-Mandatory Papers
DSC BT T, 40 |10 |50 30 |0 2
( Modern poetry )
PR VOB
Generic Elective/Open Elective
GE/OE 2,208 SedIND 40 |10 |50 30 |0 2
(Scientific articles)
TOZO NPFT 3030
(Skill Enhancement Course)
SEC PO I 40 |10 |50 30 |0 2
(Vyavaharik Kannada)
Total 120 | 30 150 90 |0 06




PUNYASHLOK AHILYADEVI HOLKAR SOLAPUR UNIVERSITY, SOLAPUR

SEMESTER PATTERN SYLLABUS (CBCS)
B.Com. | KANNADA (OPTIONAL)

(As per NEP 2020)
W.e.f June 2024-25

Ies TIEn
Major-Mandatory Papers
SEM- | DSC | 53023 wwé Modern poetry

Teaching— 2024-25, 2025-26, 2026-27 Marks  :40+10=50
Exam-Oct 2024, 2025, 2026 Credits :04

Calohy L (Texts) :

1. <AT @55 - : RO. To. @ié@mos TOWOY
(Adhunik kavy)
NBIFR DRCH
Generic Elective/ Open Elective
SEM- | GE/OE|I _%m%;s% SeIne (Scientific articles)

Teaching— 2024-25, 2025-26, 2026-27 Marks  :40+10=50
Exam— Oct 2024, 2025, 2026 Credits  :02

Ce(oN (Text) :
0P8 SedRNY Fonm- : FO. To. Tk
(Vaijnanik lekhanagal sangrah)




TIO IPes STWeS

(Skill Enhancement Course)

SEM- | SEC | S=we08 33 (Vyavaharik Kannada)

Teaching—2024-25, 2025-26, 2026-27
Exam— Oct 2024, 2025, 2026

Marks
Credits

:40+10=50
:02

1. ®ZBeDR
2. JI3Q BedT

Celol (Text) :
1. sﬁsmas %545 — TY. WANTE RWTT




PUNYASHLOK AHILYA DEVI HOLK AR SOLAPUR UNIVERSITY, SOLAPUR
B.Com. | - Kannada Choice Based Credit System
(As per NEP 2020) W.e.f. June 2024-25
B.Com. Part -1 (Sem- | & II) Kannada Syllabus

Semester | Code | Title of the paper Semester Exam |L T |P |Cred
its
Second Theo | IA Total
ry
Kannada Ton TN
Major-Mandatory Papers
DSC I SET LY 40 |10 |50 30 |0 |0 |2
( Vachan literature)
DTS ITOD
Generic Elective/ Open Elective
GE/OE I RAOF BI 40 10 50 30 0O (0 |2
(Spardha Kannada)
TOZO NPFT 30
(Skill Enhance Course )
SEC I nes 930 40 |10 |50 30 (0 |0 |2

(Computer skill)

Total 120 | 30 150 90 0 |0 |6




PUNYASHLOK AHILYADEVI HOLKAR SOLAPUR UNIVERSITY, SOLAPUR

SEMESTER PATTERN SYLLABUS (CBCS)
B.Com. | KANNADA (OPTIONAL)

(As per NEP 2020)
W.e.f June 2024-25

Ies TIERD
Major-Mandatory Papers
SEM- Il DSC Il =288 m&s, ( Vachan literature )

Teaching— 2024-25, 2025-26, 2026-27 Marks  :40+10=50
Exam—March 2025, 2026, 2027 Credits :04
Caloht (Texts) :
1. &0 SESA - @ RO, 0. STEWT, FOBR
(Ayd vachanagalu)
SEM- Il evITHeR QWO
Generic Elective/ Open Elective
SEM- Il GE/OE Il Zzer 333 (Spardha Kannada)
Teaching— 2024-25, 2025-26, 2026-27 Marks  :40+10=50
Exam— March 2025, 2026, 2027 Credits :02

Ce(oN (Text) :
BooF ssﬁ - Bo. %mésamw BARINING)
(Spardha Kannada)

POTWIOI B FOBTI @3@5




PIo IPFs STWeS
(Skill Enhance Course )

SEM- Il SEC Il neos 323w (Computer skill)

Teaching—2024-25, 2025-26, 2026-27
Exam— March 2025, 2026, 2027

Marks
Credits

:40+10=50
:02

Ce(oN (Text) :

%omﬁésc‘ — PO DRSF

(Computer)

TOTRHT” — VSTOF, DBY, T TOIRCRIND




U ATEeaTaa Bleeht HieTdY faedis, HieaTa
T SrerfiTen SRUT- 2030 (S, W, -§) FRIST AATHHRT
T -ufget - AEC — I: (WRTSY )

< 3'&'@' . (objectives)

% I IR Y= s o,

2. fermeatnefier Semfies Sfvran foemfa o

3. Toremeatae St s S7TfoT AnfecaT=i SiTofla 9, .

¥. A3 wifecdtet fafaer anfeer YR  yarei= 3Tie@ s qur.
. feramea T e AT wTiee TeRRTe TR ST Gl SHSITE Eior.
&, I TS ST STATE AT Heheu-=T T et U1,

X W%ﬂﬂﬁ (outcome)

8. AT JHURET gR=T g,

2. feremeatuefier Senfier smfvrar foenfia Bvame wed g,

3. Toramemrfaesr wrdh s sifor enfeceht siofle T g STea.
¥, A3 witecardiet fafae anfeer yr @ yami= ey k.

. ToremeataT e = wrfecr e Toy ST oo SRSl A,
&, WA ATfSear= ST STATE AT Heohod==T Bl5a.

3. °h. UTHhH 7L ATIIehRT

e T - Seftes &g
9. WFEURITT fUgid- =ishe

§. | R. SATIAT b HeEAT - haUa T Y
3. Bfl- 76N T - A ¥
¥, WY TeITHTdT- 31, 8. 9
kT :
%. ST T e gHie aarars 2

.| R. IR AHTY HITTA

3. OIS G QRO HeAr= M- ARl

X.W:U@?‘ﬂﬂﬁ

4. AT 31 TTET - G qft (i)
(3TETE - ST |




U ATEeaTaa Bleeht HieTdY faedis, HieaTa
T SrerfiTen SRUT- 2030 (S, W, -§) FRIST AATHHRT

T GO - AEC - I (&t )

X 3‘%@: (objectives)
.. Y FIURET GRER e Qo
2. Tormetaeficat J=mfies SivTar foerfea s,

3. foremeataes wat Wi oo EnfEcaT=it STofla 99, o,

¥. AT HfeeTdie fafae Afee YR o JaTeiet STeE e Jul.
Y. SHIoIT AT STFATAT AT forneataes ATet 92 3 TS THIcHdT &SI,

. IR HTfeeamer ST STHaTE AT Hehod-=T T & U,

X HT%'Q'CIC\?I"T (outcome)

9. AT FEYRET Ii= g,
2. Torameatuedter Sefier sfvrar faerfed Bivame wed aiga.

3. formeafaes 7t v SAfoT Anfeea=h sTofle w94, g Sea.
¥, AT WiiEcTdier fafae dTfecd SR 9 YaTgi= 1@ gisa.

Y. SHIoIT AT STFATAT AT formeatae ATel 92 3 TS THIeHdT &Sl

& AT ATTETET ST SATETE AT oo T Bisal.

3. h.

YUlch

STEITYT ATIhT

e feramT- serar:

3. T TRTCHT STHagl

2. {3 IS - YT} S

R. FouT - §felT &

3. T UETHRAET - AT UaR

¥, TSI fiefl- aam s
b, ARt el adt - diferer

24

ST :

€. HIVICATE] AT hal 1T HATT - TTUIST THEHT

o, ITEL; Teh I&TH UIhod!- UahTel Uit

¢. T ST G- hId @i

R. TS - afcssemT fsrrsier

% 0. 7ol HHTER STq HTed- Totwr st (fEat)
(JIFATE : RS dR)

g4




TUIsgTeh SfEeaTee st AienTa fredis, Sy
T ITEITUTeR LXUT- R0R0 THR UG (Y. T. ShiH -9) AT AATHHH
(VSC- I) SaTaHTRIeh HIvTed UTgashi
o - ufger

< 3P : (Objectives)

%, TG HIRTCATS HEw J ITATS FHSIIE FiTo,

3. Ff5a ST hiered faefaa .

3. forforer wieftar sk ST SRS |0l o JSATR HIH s,
& qTe (Outcome)

.. THTOT SAGAT hiSTe] 0T BIss TERATeA T TSR firesar.

2. ThIEATE ey T Bie SRR fashe gg.

3. farfere il ik ST SHST AT & ST AT hIved T EEa.

arreT

g LIECIBEICEC ) Y 9

2. a»‘raimﬁ%qa‘a'qﬁ 24 g




quasgieh SAfEeaTaa geet AeTaR farendts, |’y
T Frerfrer S0T- R0%0 FAR U (. U, T -2) HST FAEATHEHH
(VSC- II) : SATTHTTI IV TTGAHH
g

< 3P (Objectives)

. TG HIRTCATe HEw J ITFIS FHSITE G,

R. HTEHHTATT! T FHSTTE W el SFe@raT=aT & Hier{=an defl fmior sheor
X (Outcome)

8. ARG hieTed forehfad aididt.

4. FTEHTALT ST HHSH AV el STt & A= geft fmfor grdia.

HATEd hivTed

{,. qATEd: SR F e
2. ?.g?maaﬁw 20
3. AT hiered

¥, TATEd AGAT W6

eI S T
2. | %. AT ThE: ST § WET 94
2. AT G TR
3. TR TG TS
¥, ATEAHTAT ST o AfRTe
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NAAC Accredited: B**
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Pattern: NEP-2020
Name of the Faculty: Commerce and Management
Name of the Course: B. Com. English Part- 1
Semester: 1, 11
Title of the Paper: Business Communication Skills
Type of Paper: SEC I, 11

Credits: 02 per semester

With effect from June 2024



P.A.H. Solapur University, Solapur
B.Com. English Part-I
Business Communication SKkills (SEC I, II)
Semester 1, 11
(2024-2025, 2025-2026, 2026-2027)

Course Statement: Skill Enhancement Course under NEP-2020 is meant for honing the
professional skills of the students beginning the under graduation programme. The present
paper is aimed at developing the business communication skills of the students in English
language. English is a source of overwhelming information and knowledge the world over.
The students are expected to know the fundamentals of communication in English
language for a better result in their career and for shaping their personality too. This paper

is meant for semester one and two of B.Com. Part 1.

Course Objectives: This paper is aimed at helping the students:

1. recognize various dimensions of business communication

2. comprehend stages involved in the process of business communication

3. use these skills for better performance in individual and professional life

4. get to know the application of the business communication skills in day-to-day life

5. use these skills for creating healthy atmosphere at different social and professional levels

Course Outcomes: After completing this course, the students will

1. recognize various dimensions of business communication.

2. understand the importance of communication skills in overall development.
3. apply these skills for better performance at different levels.

4. know how to apply these skills for success in life and career.

5. create various conducive opportunities for others to take advantage of their expertise.



Course Structure:

Semester | Paper | Title of the Paper No. of College University Total Credits
No. Lectures Assessment | Assessment | Marks
(Theory) (Marks) (Marks)
I SECI | Business 30 20 30 50 02
Communication
Skills I
II SECII | Business 30 20 30 50 02
Communication
Skills II

Method of Evaluation:

Sr. No. Particulars Details

I. College CA consists of 40% marks which shall be decided by virtue of conducting
Assessment any two of the following: Home assignment/Unit test/Oral
(CAl test/Seminar/Field work/Study tour report/Case study, etc.

2. University UA consists of 60% marks determined by virtue of the End Semester
Assessment Examinations conducted by the University.
[UA]




B.Com. English Part-I

SEC1
Business Communication SKkills 1
Credits 2
Semester I
Lectures- 30 Credits- 2
Unit 1. Business Communication: Basics Lectures- 15 Credit- 1

1.1 Meaning, Definition, Process & Emergence of
Business Communication

1.2 Impact of Technology on Communication:
Blogs, E-mails, Moodle and Social media

Unit 2. Business Communication: Process Lectures- 15 Credit- 1

2.1 Communication at Work Place:
Channels; Formal and Informal; Vertical, Horizontal, Diagonal, Grapevine

2.2 Avoiding Problems in Communication:
Physical, Linguistic, Socio-Cultural, Psychological

References:

Ashley, A (1992) A Handbook of Commercial Correspondence, Oxford University Press.

Bahl, J.C. and Nagamia, S.M. (1974) Modern Business Correspondence and Minute Writing.
Balan, K.R. and Rayudu C.S. (1996) Effective Communication, Beacon New Delhi.

Ludlow, Ron. (1995) The Essence of Effective Communication, Prentice, New Delhi.

Bovee Courtland, L and Thrill, John V (1989) Business Communication, Today McGraw Hill, New
York, Taxman Publication.

Parson, C.J. and Hughes (1970) Written Communication for Business Students, Great Britain.
Monippalli, M.M. (1997), The Craft of Business Letter Writing, T.M.H. New Delhi.

Fisher Dalmar, (1999), Communication in Organization, Jaico Pub House, Mumbai, Delhi.
Ghanekar, A (1996) Communication Skills for Effective Management. Everest Publishing House, Pune.
Shurter, Robert L. (1971) Written Communication in Business, McGraw Hill, Tokyo.



B.Com. English Part-I
SEC 11
Business Communication SKkills 1T
Credits 2
Semester 11

Lectures- 30 Credits- 2
Unit 1. Business Correspondence Lectures- 15 Credit- 1

1.1 Theory of Business Letter Writing, Elements, Structure, Layouts:
Full Block, Modified Block, Semi-Block

1.2 Principles of Effective Letter Writing,
Principles of effective Email Writing

Unit 2. Trade Letters Lectures- 15 Credit- 1
2.1 Order, Credit and Status Enquiry, Collection Letters

2.2 Letters of Inquiry

Sales Letters

Letters of Complaints
Appreciation & Apology Letters

References:

Ashley, A (1992) A Handbook of Commercial Correspondence, Oxford University Press.

Bahl, J.C. and Nagamia, S.M. (1974) Modern Business Correspondence and Minute Writing.
Balan, K.R. and Rayudu C.S. (1996) Effective Communication, Beacon New Delhi.

Ludlow, Ron. (1995) The Essence of Effective Communication, Prentice, New Delhi.

Bovee Courtland, L and Thrill, John V (1989) Business Communication, Today McGraw Hill, New
York, Taxman Publication.

Parson, C.J. and Hughes (1970) Written Communication for Business Students, Great Britain.
Monippalli, M.M. (1997), The Craft of Business Letter Writing, T.M.H. New Delhi.

Fisher Dalmar, (1999), Communication in Organization, Jaico Pub House, Mumbai, Delhi.
Ghanekar, A (1996) Communication Skills for Effective Management. Everest Publishing House, Pune.
Shurter, Robert L. (1971) Written Communication in Business, McGraw Hill, Tokyo.



P.A.H. Solapur University, Solapur

B.Com. English Part-I
SECLII
Business Communication SKkills I, 11
Credits 2
Question Paper Pattern

Total Marks: 30 Time: 1.30 hrs
Instructions:

1. All questions compulsory.

2. Figures to the right indicate full marks.

Q. 1. Choose the correct alternatives from the following. 06
(All Units)
Q. 2. Answer two out of four of the following. 06
(Unit 1 & 2)
Q.3. Write short notes on any one of the two questions. 06
(Unit 1)
Q. 4. A broad question with alternatives (A/B). 12

(Unit 2)
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