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Ob.erhvm At tha snd of this sernaster, the .wﬂnn’r will:

+ Develop recding skills for comprehension 4 |
* Leam to take and make notes
¢ Leam ihe basics of business corespondence

 Leam to wiite letters of i‘nquir\,) and letters placing orders
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a) Parts of the business letters 4

b} Layouls of business lellers

c) Requisites for effective letter _ | |
wiiting — 4C's and language
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Business letters ' 15 | '

a! Wiiting letters of inquiry end
icplics to letters of inquiry
b) Wiiting letiars placing orders and

replies to orders .

1. Chetana Enclish Grammar and Composition. A.A. Memon. Chetana
Publicatian, 2008

2. Basic course for Spoken English: Dr, Shirin Kuchadkar [SNDT Un
3. Wirting Skills: Dr.Ayesha Banatwala ($.N.D.1. University)
4

Business Communication: Umila Rai & S.M.Rci.Himalaya Publication,Tenth
Fdition,2008

3. Strengthen Your English: Narayanswami, Crieni Longmen

Group work based  on reading comprehension Passage farre
and Possoge for note taking 15 marks

External Assessment: 75 marks

« Questionno. 1is compulsory. It will camy 15 marks. B
e Any 3 out of questions 2, 3, 4 and 5 camying 20 marks each for all students. i
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Semester 1; PATTERN OF EVALUATION:

Internal Assessment: 25 marks

ading aloud 10 marks
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