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Regulations Governing the Bachelor Degree Programmes B.A., B.Sc., B.S.W., B.B.M., B.Com.,
B.C.A. of Tumkur University under Semester, Choice Based Credit System and Cumulative
Grade Point Average System

(As per Section 44(1) of Karnataka State University Act 2000)

Addition to the Clause 04 (A) (ii)

In case of 3™ Semester (B.Com. and B.B.M. courses), the English Paper shall be taught for 100
marks of which 50 marks shall be related to Communicative Language. The syllabus shall be
prepared by the UG Board of Studies of English Department and shall be taught by the faculty
members of English.

In case of 4" Semester (B.Com. and B.B.M. courses), the English Paper shall consists of two
parts i.e. Part — A: English Language (50 marks) which shall be taught by faculty members of

~ English Department and Part-B : Business Communication (50 Marks) shall be taught by faculty

members of B.Com./B.B.M.
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MODIFIED COURSE STRUCTURE AND MATRIX

B.Com. s ; L
om. Programme: Course Structure and Matrix for semester |, 1|, |jj and IV

Annexure — ﬂmv.

|| courseno.in | Subject Paper No. Types of Hours of T Maximum
Skt e el instruction and ILA./ | SEEper k
Semester title in a semester Credits | EXam (SEE) c _ 2a] MATKS Per | e
i/u/m/iv u/u/iv hours per week/ per course/ ourse/ . ot course/
L5 Semester || Semester
: course semester semester b semester
s RN English Language
11.2/2.2/3.2
b 2/ . e Paper No. 1/2/3 T0d 4 03 10 30 200
| ParGR T 02 2 1%h 45 50
S50 English Language B >
2 Part-B
Business TO02 2 1 % hours 5 45 50
Communication |
~N
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MODIFIED COURSE STRUCTURE AND MATRIX

B.B.M. Programme: Course Structure and Matrix for semester 1, II, Il and _<

Annexyre - 4(a)

Types of .
instruction Hours of Maximum
Course Number | Subject Paper No. Exam (SEE) LA./ SEE per
Sl. 8 o and hours . marks per
No in Semester title in a semester er week/ Credits per Course/ ,no:qmm\ course/ Remarks
“| v NI/ P course/ | Semester | Semester |
course seriester
semester
semester “
02 English Language
1.2/ 2.2/ 3. 10
[2.2/3.2 Paper No. 1/2/3 T04 4 03 10 90 0
Part-A .
English Language T02 2 1 % hours 5 45 50
4.2 Part-B
Business T02 2 1 % hours 5 45 50

Communication
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/4  Poems

=

Sewn Bw’"‘—lBBM,

L4
1, Anthem foF Doomed Youth

Wilfred Owen

Yot
i
&

2. Father Returning Home
Dilip Chitre
3. Coromande? Fishers
Sargjini Naidu
4. Adivice to Women
Eunice de Souza
5. Do Not Go Gentile into That Good Night
Dylan Thomas

and

Drama : Rider to the Sea/By ] M Synge

[

CHAIRPERSON
_BOS in English (UG)
m“; University, Tumakuru.
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B.COM - IV SEMESTER
4.2 BUSINESS COMMUNICATION

OBJECTIVE:

To enable th
¢ students STSO
to develop administrative communication skills in business enterprises

Unit -I: Communication

7 In i iti o : ot

g thd'lwtm“: definition and Importance, Principles of effective communication.

’ ! . . . . .
eaning of Business Communication, Methods and media of Communication

Unit —11: Personal Correspondence

% Job Applications - Preparing Bio-Data, Covering Letter for Job Applications.
» Drafting a letter for written test, interview and Letter of appointment.

» Employee’s disciplinary letters — show cause notice, charge sheets, letter of dismissal.

Unit —I11: Business Correspondence

A4

Essentials, types. format and parts of business letters, modified and full block form
Purchase letters - Letter of enquiry. reply to order, reply to enquiry.

Sales letters - Drafting of sales letter. status enquiry.

circular letters

Y VY

Y

Unit -1V: Modern methods of Communication

» Computers, laptops, cellular phones

5 Internet, E-mail, Tele conferencing, video conference, word processing.

References:

1. B.N Ghosh, Managing Soft Skills for Personality Development, First Edition. Tata McGraw
Hill Education.

2 Personality Development- E.B Hurlock- Tata McGraw Hill

3 Business Communication and Personality Development- Biswajeet Das and Ipseeta satpathy-

Excel Books New Delhi.

Personality Development and Soft Skills-Barun K Mitra- Oxford University Press

Business Communication — V.K. Jain and Omprakash Biyani

Commercial Correspondence — Urmila Rai.
: /c/»
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IV Sem BBM-

IV SEMESTER
(4.2) Business Communication — I1

Unit-I Communpication skills 08 Hrs

Meaning and significance of Communication skills - Intra personal and Inter Personal
Communication and Relationships, Importance of Soft Skills and Hard skills, problem solving,
positive and creative thinking — lateral thinking, critical thinking.

Unit-11- Business Etiquette 06 Hrs

Body language and mannerism, Gestures & Expression, Do's & Don'ts, Dressing-up.

Exchanging Business cards, Mannerism-Table manners & etiquettes, phone & internet manners,

preparation of self-introduction, Electronic Etiquette, Elevator Etiquette, public speaking.

UNIT-11I- CV Writing and Interview 10 Hrs
CV v/s Resume, purpose of a CV, essential components of CV, Types, forms of C.V.

Guidelines for Drafting C.V. Job Applications its types, forms and Contents, interview,

preparation and communication skills for interviews, Conducting & facing interviews, Mock

Interview & Group Discussion.

i Unit-IV Recent Trends : 06Hrs
| Modern Forms of Communication —Internet/emailing Blind Carbon Copy (BCC), Carbon copy
(CC) attachments, Computer mediated communication Video Conferencing, - Video, Audio,

Web conferencing, webinars, electronic tickers, mobile- hangouts, chats, Kindle, social

Networking.

Skill Development Activity

1. Make a SWOT analysis of the candidates in the class.

2. Write an application along with CV fora Suitable Job

3. List out online job sites.

4. Conduct mock interviews by inviting application for a suitable job.

MAN-BPS
Bept. of Studies & esearch
in Business Administration
Tumkur University
TUMKUR.
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