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University Exam Section: 70 Questions
Marks. Section (B) : Short Questions

Section (C) :Long Questions
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Part A lntroduction

Program: Degree

| Class:B.COM I Year | Session:2025-2026

Subject:Commerce

1 Course Code o

2 | Course Title Business Organization and Communication

3 | Course Type Minor -I1

4 | Pre-requisite (if any) | Not required) open for all B

5 Course Learning Upon successful completion of this course, the student will be able to:
outcomes (CLO) e Understand the scope of Business, and itsimportance.

e Explain business ethics as an integral part of every
businessorganization

e Identifydifferentformsofbusiness
organizationsviz:SoleProprictorship.Partnership, Joint Hindu
Family Business & Co-operativeOrganizations.

e The chapters related communication shall be able to elucidate
how communication plays an important role in modern business
scenario.

e To demonstrate his/her ability to write error free while making an
optimum use of correct Business Vocabulary & Grammar.

e To draft effective business correspondence with brevity and clarity.

6 | Credit Value 4
7 | Total Marks Max. Marks: 30 +70 | Min. Passing Marks:35

Part B- Content of the Course

Total No. of Lectures- 60

Unit

Topics

No. of
Lectures

Indian ancient business system, commercial nature and economic institutions, major
traditional industries, trade and business routes.
Business organization: concept, characteristics and purpose. Business functions and
social obligations. Necessary steps for newness.
Activity- Community Service: Sending students to work in different parts of
society, such as environmental protection, education, healthcare, etc. This will

provide them with sociai responsibility and leadership experience.

10

FORMS OF BUSINESS ORGANIZATION: Business Organization -

' Classification - Factors Influencing the Choice of Suitable Form of Organization -

Sole Proprietorship and Partnership — Meaning, Definition - Characteristics -
Advantages. Co-Operative Organization — Meaning,Functions and Limitations of
Co-operatives Societies.

Activity - Roll Play - Mock Interview - Office meeting and presentation - copy of

conversation between client and company.

10

ORGANIZATION OF COMPANIES: Concepts, Meaning, Formation,

Characteristics and Significance of Private Company and Public Company.
L p - p -

10
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Multinational Companies (MNC'S) and the Challenges of their 01‘,&;51|1i22iiion in
India.

Activity - Event Management: To hand over the task of playing a role in the
programs organized by the institute or any other organization. This will improve

their organizational and leadership capacity.

COMMUNICATION: Various means of communication in Indian knowledge
system, communication-Definition.Nature, Importance. , Nyaya (Logic and Debate

Skills)., Kinds of Communication Mudras & Body Language,Communication
theories and process- Information theory. Interaction theory. Transaction. theory,
Elements of communication process. Barriers to Communication:

Activity -Speech and Public Speaking -To give speeches on various forums, give an
opportunity to participate in debate and discussion sessions, which will increase

their confidence and dialogue skills.

10

n

Written Communication: Writing techniques and Guidelines. Letter writing — Basic
Principles, Purpose, Types of business letters. Report writing. types of reports,
Drafting of report. Oral Communication: Speeches for different occasions.
Guidelines for effective listening, Job Interviews, Type of information.

Activity - Interviews and Instructions - To conduct interviews to explore career
opportunities or give a chance to give a presentation on professional subjects to

explore career opportunities.

10

Modern forms of communication E-mail. Video Conferencing, International
Communication for Global Business. Information Technology: Form of technology,
uses in modern communication system. Role of social media in modern business.

Activity -Case Study Analysis:

10
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Part C-Learning Resources

Text Books, Reference Books, Other resources

1.T.N. Chhabra, Business CommunicationHimalaya Publishing House New Delhi

2 .K.K. Sihna. Essentials of Business Communication VK Global publicationsFaridabad
3.Dr. Ramesh MangalBusiness Communications Universal Publication Agra

4.Dr. S.C. Saksena Business Organisation and Communication.Sahitya bhawan Agra
5.Manoj Kumar Garg Business Communication.Kitab Mahal Agra

Suggestive digital platforms web links:

1. file:///C:/Users/Admin/Downloads/8281-Article%%20Text-29066-1-10-20130630.pdf
https://ddceutkal.ac.in/Syllabus/MA English/Paper 21.pdf
https://drive.google.com/file/d/0B V4Kkm2koFqTzdxMiBiWGRvOWs/view
http://www.rapodar.ac.in/pdf/elearn/Business % 20Communication % 20Semester% 201% 20
notes.pdf

https://phaariz.files.wordpress.com/2009/06/sis-module-summary.pdf
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Suggested equivalent online courses:
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