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Objectives of the course: 

● To the teach the students the art of the business correspondence  

● To develop written communication skills among students 

Pedagogy: 

● For Written skills: Lectures, Presentations, Learning Videos, Dictation, Writing 

practices, Audio- Visual materials 

● For Soft skills : Role plays, Group discussion, Group activity, Practical Assignments, 

Brainstorming, Audio- Video materials 

Course Content  

Unit -1 Understanding Communication (Theory) (25%) 

Definition of Communication, Process of Communication, Different forms of 

Communication (Verbal, Non-verbal, Intrapersonal, Interpersonal, Mass communication, 

and Media Communication, Flow of Communication (Horizontal, Vertical {Upward & 

Downward}, Diagonal/Crosswise, and Grapevine), 7 C’s of Effective communication, 

Barriers to effective communication and overcoming barriers.   

Unit 2  - Office Correspondence (Application based) (25%) 

Business Letters: What are they? Format of Business Letter, Types of Business Letter: 

Inquiry letter and its reply, Order letter and its reply, Sales letter, Quotation letter and 

Grievance letter, Goodwill letters (Congratulatory letter, Sympathy letter and Condolence 

Letter). 

Managing Meetings : Notice, Circular, Agenda of the meeting, Minutes of the meeting. 

Unit -3 Technical Writing(Application based) (25%)  

● Formal E-mail writing. 

● Power Point Presentation with slides.   

● Short Formal Reports. 

Unit -4 Employment Correspondence (Application based) (25%) 

Resume / C.V. with cover letter. 

Recruitment related correspondence:  
Drafting advertisement for employment, Job offer letter, Appointment letter, Resignation letter. 
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