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	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	1
	I
	Communication : nature and scope
	Business communication system – Rajendra paul and Korahalli
	03.12.09
	II

	2
	I
	Types : upward , downward , horizontal
	            “
	04.12.09
	I

	3
	I
	Types : oral , written 
	            “
	04.12.09
	IV

	4
	I
	Advantages and barriers
	            “
	22.12.09
	III

	5
	I
	Qualities of good business letter
	            “
	22.12.09
	VI

	6
	I
	Structure of business letter
	            “
	24.12.06
	II

	7
	I
	Do’s and Don’t ‘s in business letter
	            “
	29.12.09
	I

	8
	I
	Circumstances in writing business letter
	            “
	29.12.09
	IV

	9
	I
	Attitudes of business letter
	            “
	30.12.09
	III

	10
	I
	Different styles of business letters
	            “
	30.12.06
	VI


	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	11
	I
	Expressions and terms in business letter
	Business communication system – Rajendra paul and Korahalli
	05.01.09
	II

	12
	I
	Model business letter
	“
	06.01.10
	I

	13
	I
	Practice in business letter
	“
	06.01.10
	IV

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	14
	II
	Layout of business letter
	Business communication system – Rajendra paul and Korahalli
	07.01.10
	III

	15
	II
	Letter for enquiries
	“
	07.01.10
	VI

	16
	II
	Model enquiry letter
	“
	12.01.10
	II

	17
	II
	Letter for replying enquiries
	“
	13.01.10
	I

	18
	II
	Model letter for reply
	“
	13.01.10
	IV

	19
	II
	Letter for making order
	“
	18.01.10
	III

	20
	II
	Letter for acknowledgement and execution
	“
	18.01.10
	VI

	21
	II
	Model letters
	“
	21.01.10
	II

	22
	II
	Letter for refusal and cancellation
	“
	22.01.10
	I

	23
	II
	Model letters
	“
	22.01.10
	IV

	24
	II
	Complement letters
	“
	25.01.10
	III

	25
	II
	Collection letters in different levels
	“
	25.01.10
	VI

	26
	II
	Model letters
	“
	04.02.10
	II

	27
	II
	Circular form sales letter
	“
	05.02.10
	I

	28
	II
	Model sales letter
	“
	05.02.10
	IV


	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	29
	III
	Nature and scope of banking services
	Business communication system – Rajendra paul and Korahalli
	08.02.10
	III

	30
	III
	Various occasions for writing letters
	“
	08.02.10
	VI

	31
	III
	Account opening letter in SB / current a/c
	“
	11.02.10
	II

	32
	III
	Letter requesting OD facility
	
	12.02.10
	I

	33
	III
	Model letters
	
	12.02.10
	IV

	34
	III
	Letter for demanding credit
	
	15.02.10
	III

	35
	III
	Letter for stop payment and model letters
	
	15.02.10
	VI

	36
	III
	Letter for taking policies in insurance company 
	
	18.02.10
	II

	37
	III
	Letter for claim payment
	
	19.02.10
	I

	38
	III
	Letter for creating agency 
	
	19.02.10
	IV

	39
	III
	Letter for ratifying the work as agent
	
	20.02.10
	III

	40
	III
	Agency transactions
	
	20.02.10
	VI

	41
	III
	Letters on export of goods ,model letters
	
	24.02.10
	II

	42
	III
	Letters during import of goods – model letters
	
	03.03.10
	I

	
	
	
	
	
	


	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	43
	IV
	Secretarial correspondence – introduction
	Business communication system – Rajendra paul and Korahalli
	03.03.10
	IV

	44
	IV
	Letter for register of company
	“
	04.03.10
	III

	45
	IV
	Letter for change in the clauses in the M/A
	“
	04.03.10
	VI

	46
	IV
	Letter for opening bank a/c
	
	09.03.10
	II

	47
	IV
	Letter for appointing auditor
	
	10.03.10
	I

	48
	IV
	Model letters
	
	10.03.10
	IV

	49
	IV
	Specimen of meeting notices
	
	11.03.10
	III

	50
	IV
	Model of various notices
	
	11.03.10
	VI

	51
	IV
	Agenda of the meeting
	
	15.03.10
	II

	52
	IV
	Minutes of various meeting
	
	16.03.10
	I

	53
	IV
	Model minutes
	
	16.03.10
	IV

	54
	IV
	Public relation letter
	
	17.03.10
	III

	55
	IV
	Model letter in various occasions


	
	17.03.10
	VI

	
	
	
	
	
	

	
	
	
	
	
	


	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	1
	V
	Business reports 
	Essentials of Business communication system – Rajendra paul
	2.12.2009
	1

	2
	V
	Business reports
	            “
	23.12.2009
	1

	3
	V
	Reports of committees
	            “
	4.1.2010
	1

	4
	V
	Reports of committees
	            “
	11.1.2010
	1

	5
	V
	Auditors report
	            “
	20.1.2010
	1

	6
	V
	Auditors report
	            “
	3.2.2010
	1

	7
	V
	Essay topics on commerce
	            “
	10.2.2010
	1

	8
	V
	Essay topics on commerce
	            “
	17.2.2010
	1

	9
	V
	Essay topics on finance
	            “
	23.2.2010
	1

	10
	V
	Essay topics on finance
	            “
	8.3.2010
	1

	11
	V


	Essay topics on marketing
	
	13.3.2010
	1

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


