


























B.Com. Sem. -  I # (MDC)Multidisciplinary Course# Corporate Communication 

Saurashtra University 

Board of Studies in English 

Syllabus (Effective from June 2023 onwards) 

Course Title Corporate Communication I Course Credit 04 

Program Semester Category Credit Theory Total 

Marks 

B.Com. 01 Multidisciplinary 

Course 

04 Internal External 100 

50 50 

 

Course Objective: 
Looking at the diverse backgrounds & abilities of the thresh hold students, the syllabus aims 

at; 

• Imparting the Basic English Language competency of the learners.  

• To gain knowledge of basics of communication.  

• To make students familiar with the modern means of communication.  

• To develop skills of effective corporate communication. 

 

Sr. No. Detailed Syllabus Hours 

1 Basics of Corporate Communication 

➢ Introduction to Corporate Communication 

➢ Definition and Meaning of Corporate 

Communication 

➢ Process of Corporate Communication 

➢ Objectives of Corporate Communication 

 

 

2 Channels of Corporate Communication 

➢ Internal Channels of Communication 

➢ Formal Channels (Vertical, Horizontal, Diagonal) 

➢ Informal Channel (Grapevine) 

 

 

3 ➢ Reading Comprehension of a Corporate Passage 

➢ Notice, Agenda, Memo, and Minutes 

 

 

4 Lateral and Soft Skills in Communication and Managing Self 

➢ What is Lateral? 

➢ Thinking the Lateral Way 

➢ Lateral Leadership Skills: Characteristics 

➢ IQ and EQ 

 

 

 

 



 

Semester end examination 

 

Question 

No. 
Detail Options Marks 

1 Long Question/Short Notes (Unit-1) ½ OR 2/4 10 

2 Long Question/Short Notes (Unit-2) ½ OR 2/4 10 

3 Reading Comprehension (Unit-3) ½ 10 

4 
Prepare any of the following. ( Notice, Agenda, Memo, 

and Minutes) 
½ 10 

5 Long Question/Short Notes (Unit-4) ½ OR 2/4 10 

                                                                                                                  Total Marks 50 

 

Reference Books: 

1. Technical Communication (Principles and Practice) – Meenakshi Raman and Sangeeta 

Sharma – Oxford University Press, New Delhi.  

2. Business Communication – Sathya Swaroop Debasish and Bhagban Das – PHI Learning.  

3. Business Communication – Rai & Rai, Himalaya Publishing House, Mumbai.  

4. Business and Managerial Communication – Shailesh Sengupta, PHI Learning.. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

























B.Com. Sem. -  II # (MDC) Multidisciplinary Course Corporate Commination II 

Saurashtra University 

Board of Studies in English 

Syllabus (Effective from June 2023 onwards) 

Course Title Corporate Communication II Course Credit 04 

Program Semester Category Credit Theory Total 

Marks 

B.Com. 02 Multidisciplinary 

Course 

04 Internal External 100 

50 50 

 

Course Objective: 
Looking at the diverse backgrounds & abilities of the thresh hold students, the syllabus aims 

at; 

● Imparting the Basic English Language competency of the learners. 

● To gain knowledge of basics of communication. 

● To make students familiar with the modern means of communication. 

● To develop skills of effective communication. 

Sr. No. Detailed Syllabus Hours 

1 Barriers to Corporate Communication 

• Barriers to Corporate Communication  

➢ External Barrier 

➢ Semantic Barrier 

➢ Socio-psychological Barrier 

➢ Organizational Barrier 

➢ Cross-Cultural Barrier 

 

• Overcoming Barriers to Corporate Communication 

 

2 I.C.T. (Information. Communication, and Technology) for Corporate 

Communication  

➢ Introduction to I.C.T. based Communication Tools 

➢ E-mail. 

➢ Facsimile (Fax) 

➢ Teleconferencing 

➢ Video-conferencing  

➢ Security Concerns in I.C.T. based Tools.  

 

3 Listening Skills and Speaking Skills  

➢ Types of Listening 

➢ Characteristics of a Good Listener 

➢ Listening Etiquettes. 

➢ Barriers in Listening 

➢ Overcoming Barriers in Listening  

 

 



➢ Telephonic Conversation based on a situation (Practical 

Only) 

4 Employability Skills  

➢ Resume and Covering Letter (Practical) 

➢ Preparing for the Interview  

➢ Frequently asked Questions in an Interview 

➢ Manners and Etiquette at the time of Interview 

 

 

Semester end examination 

Question 

No. 
Detail Options Marks 

1  Long Question/Short Notes (Unit -1)  ½ OR 2/4  10 

2  Short Notes (Unit-2)  2/4  10 

3  

A. Theory question on Listening Skills. (Unit-3) 

B. Draft Telephonic Conversation(s) based on given 

situation 

 (Practical Only) (Unit-3) 

 10 

4  A. Long Question/Short Notes (Unit -4) 
½ OR 2/4  

  
10 

5  Resume Writing (Unit-4) ½ 10 
  Total Marks 50 

 

Reference Books: 

1) Technical Communication (Principles and Practice) – Meenakshi Raman and 

Sangeeta Sharma – Oxford University Press, New Delhi. 

2) Business Communication – Sathya Swaroop Debasish and Bhagban Das – PHI 

Learning. 

3) Business Communication – Rai & Rai, Himalaya Publishing House, Mumbai. 

4) Business and Managerial Communication – Shailesh Sengupta, PHI Learning. 
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