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	Date
	Hour

	1
	I
	Communication – Meaning and Definition
	Essentials of Business Commn.– Rajendra paul
	21.12.2009
	3

	2
	I
	Communication Process
	Essentials of Business Commn.– Rajendra paul
	22.12.2009
	3

	3
	I
	Significance of Communication
	Essentials of Business Commn.– Rajendra paul
	23.12.2009
	3

	4
	I
	Types of Communication
	Essentials of Business Commn.– Rajendra paul
	24.12.2009
	5

	5
	I
	Types of Communication
	Essentials of Business Commn.– Rajendra paul
	30.12.2009
	3

	6
	I
	Media for Communication
	Essentials of Business Commn.– Rajendra paul
	31.12.2009
	3

	7
	I
	Media for Communication
	Essentials of Business Commn.– Rajendra paul
	04.01.2010
	3

	8
	I
	Barriers to Communication
	Essentials of Business Commn.– Rajendra paul
	05.01.2010
	5

	9
	I
	Principles of Effective Communication
	Essentials of Business Commn.– Rajendra paul
	07.01.2010
	3

	10
	II
	Correspondence – Meaning & Importance
	Essentials of Business Commn.– Rajendra paul
	08.01.2010
	3

	11
	II
	Norms for Business Letters
	Essentials of Business Commn.– Rajendra paul
	11.01.2010
	3

	12
	II
	Importance  of Letters in Business
	Essentials of Business Commn.– Rajendra paul
	12.01.2010
	5

	13
	II
	Different Kinds of Letters
	Essentials of Business Commn.– Rajendra paul
	18.01.2010
	3

	14
	II
	Personalized Standard Letters
	Essentials of Business Commn.– Rajendra paul
	19.01.2010
	3

	15
	II
	Enquiry Letters
	Essentials of Business Commn.– Rajendra paul
	20.01.2010
	3

	16
	II
	Customer Complaints Letters
	Essentials of Business Commn.– Rajendra paul
	21.01.2010
	5

	17
	II
	Collection Letters
	Essentials of Business Commn.– Rajendra paul
	25.01.2010
	3

	18
	II
	Sales Promotion Letters
	Essentials of Business Commn.– Rajendra paul
	27.01.2010
	3

	19
	III
	Report Writing – Meaning and Importance 
	Developing Communication Skills - KrishnaMohan
	04.02.2010
	5

	20
	III
	Structure of Reports
	Developing Communication Skills - KrishnaMohan
	08.02.2010
	3

	21
	III
	Long and Short Reports
	Developing Communication Skills - KrishnaMohan
	09.02.2010
	3

	22
	III
	Formal Reports
	Developing Communication Skills - KrishnaMohan
	10.02.2010
	3

	23
	III
	Informal Reports
	Developing Communication Skills - KrishnaMohan
	11.02.2010
	5

	24
	III
	Research Reports
	Developing Communication Skills - KrishnaMohan
	13.02.2010
	3

	25
	III
	Technical Reports
	Developing Communication Skills - KrishnaMohan
	15.02.2010
	3

	26
	III
	Norms for including Exhibits and Appendices 
	Developing Communication Skills - KrishnaMohan
	16.02.2010
	3

	27
	IV
	Non Verbal Commn. , Classification
	Developing Communication Skills - KrishnaMohan
	17.02.2010
	5

	28
	IV
	Personal Appearance , Posture
	Developing Communication Skills - KrishnaMohan
	19.02.2010
	3

	29
	IV
	Body Language
	Developing Communication Skills - KrishnaMohan
	20.02.2010
	3

	30
	IV
	Use of Charts and Diagrams
	Developing Communication Skills - KrishnaMohan
	22.02.2010
	3

	31
	IV
	Use of Tables
	Developing Communication Skills - KrishnaMohan
	23.02.2010
	5

	32
	IV
	Visual and Audio Visual aids
	Developing Communication Skills - KrishnaMohan
	05.03.2010
	3

	33
	IV
	Dyadic Communication
	Developing Communication Skills - KrishnaMohan
	08.03.2010
	3

	34
	IV
	Face-to-face Communication 
	Developing Communication Skills - KrishnaMohan
	09.03.2010
	5

	35
	IV
	Telephonic Conversation
	Developing Communication Skills - KrishnaMohan
	11.03.2010
	3

	36
	V
	Conducting Meeting - Introduction 
	Developing Communication Skills - KrishnaMohan
	12.03.2010
	3

	37
	V
	Procedure for Conducting Meeting
	Developing Communication Skills - KrishnaMohan
	13.03.2010
	3

	38
	V
	Preparing Agenda
	Developing Communication Skills - KrishnaMohan
	15.03.2010
	5

	39
	V
	Preparing Minutes and Resolution
	Developing Communication Skills - KrishnaMohan
	17.03.2010
	3

	40
	V
	Conducting Seminars & Conferences 
	Developing Communication Skills - KrishnaMohan
	18.03.2010
	3

	41
	V
	Procedures for Regulating Speech
	Developing Communication Skills - KrishnaMohan
	19.03.2010
	3

	42
	V
	Evaluating Oral Presentation
	Developing Communication Skills - KrishnaMohan
	20.03.2010
	5

	43
	V
	Group Discussion
	Developing Communication Skills - KrishnaMohan
	23.03.2010
	3

	44
	V
	Drafting Speech
	Developing Communication Skills – KrishnaMohan 
	01.04.2010
	1


