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પરિપત્ર: 

 

ભક્તકવિ નિવ િંહ મહતેા યવુનિવ િટીની કોમ સ & મેનેજમેન્ટ વિદ્યાશાખાનાાં અભ્યા ક્રમ ચલાિતી તમામ 

 ાંલગ્ન કોલેજોનાાં આચાયસશ્રીઓને  વિનય જણાિિાનુાં કે કોમ સ & મેનેજમેન્ટ વિદ્યાશાખા હઠેળનો NEP-૨૦૨૦ 

અંતર્સતનો એબીલીટી એન્હાાં મેન્ટ કો સનો  ેમેસ્ટિ- ૪ નો અભ્યા ક્રમ આ  ાથે  ામેલ છે. આ બાસ્કેટમાાં કોમ સ & 
મેનેજમેન્ટનાાં વિષયો આપિામાાં આિેલ છે. તેમાાંથી કોઈ પણ એક કો સ (પેપિ) કોમ સ & મેનેજમેન્ટ વિદ્યાશાખાનાાં 
વિદ્યાથીઓએ પ ાંદ કિિાનુાં િહશેે. 

 

માનનીય કુલપવતશ્રીની માંજુિી અન ુાિ  દિ અભ્યા ક્રમ શૈક્ષણણક િષસ જુન,૨૦૨૪ થી અમલિાિી 
કિિાની િહ ે છે. કોમ સ & મેનેજમેન્ટ વિદ્યાશાખાનાાં અભ્યા ક્રમ ચલાિતી તમામ  ાંલગ્ન કોલેજો ધ્િાિા તેની 
અમલિાિી કિિા જણાિિામાાં આિે છે.    

 

  

     

ખા  ફિજ પિના અવિકાિી  
    (એકેડવેમક) 

 

ક્રમાાંક/બીકેએનએમય/ુએકેડવેમક/૧૨૭૭/૨૦૨૪  

ભક્તકવિ નિવ િંહ મહતેા યવુનિવ િટી,  

 િકાિી પોલીટેકવનક કેમ્પ ,  

ભક્તકવિ નિવ િંહ મહતેા યવુનિવ િટી િોડ,  

ખડીયા, જૂનાર્ઢ-૩૬૨૨૬૩  

તા.૨૩/૦૯/૨૦૨૪  

 
 

પ્રવત, 

• ભક્તકવિ નિવ િંહ મહતેા યવુનિવ િટી  ાંલગ્ન કોમ સ & મેનેજમેન્ટ વિદ્યાશાખાનાાં અભ્યા ક્રમો ચલાિતી 
તમામ કોલેજોના આચાયસશ્રીઓ તિફ.... 

  

 

નકલ  ાદિ િિાનાાઃ- 
• માન.કુલપવતશ્રી/કુલ ણચિશ્રીનાાં અંર્ત  ણચિશ્રી. 
• પિીક્ષા વનયામકશ્રી, ભક્તકવિ નિવ િંહ મહતેા યવુનિવ િટી, જુનાર્ઢ  

 

નકલ િિાના જાણ તથા યોગ્ય કાયસિાહી અથથાઃ  
•  ીસ્ટમ મેનેજિશ્રી, આઇ.ટી. ેલ વિભાર્ (િેબ ાઇટ ઉપિ પ્રવ દ્ધ થિા અથથ.) 
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BHAKTA KAVI NARSINH MEHTA UNIVERSITY 

Ability Enhancement Course (AEC) 

Syllabus of English subject for Faculty of Commerce & Management as per NEP 

Effective from June 2024 

Subject: English for Commerce & Management Faculty 

SEMESTER-4 

 

Course Level 5.0 

 

Internal Marks 25 

Programme Commerce & Management External Marks 25 

Semester 4 Practical Internal - 

Course Type Ability Enhancement Skill-4 Practical External - 

Course Credit 02 Prac.Ext.Exam Time - 

Teaching Hours 30 Total 50 

Course Code  Exam Duration 1 Hour 

Course Title English Language-IV 
 

Course Objectives: 

• To develop strategic competence that will help in efficient communication 

• To develop the language skills of students by offering English texts for acquiring proficiency 

in English language. 

• To enhance the lexical, grammatical and socio-linguistic and communicative competence of 

students 

• To make the students aware about the importance of grammar in language learning 

Course Learning Outcomes:  

• Students will improve their communication skills 

• Students will acquire proficiency in English by practicing reading and listening English texts 

• Students will improve their writing skills through learning vocabulary from the text. 

• Students will learn the importance of grammar for producing error-free and meaningful 

communication in English 

Teaching Pedagogy: Chalk & Talk, Translation Method, Direct/Indirect Method, Role-play, Group 

Discussion, Seminar, Case Study, Presentation, Communicative Approach, CALL, MALL, TALL 

Course Contents 

Sem 
Unit 

No. 
Syllabi 

Teaching 

Hours 

4 1 

Receptive Skills: listening, reading 

1. Romain Rolland, Vivekananda: The Great Journey to 

the West   

2. The Power of Prayer  - Abdul Kalam 

3. The Question of English- Ramachandra Guha 

(Text Based Synonyms & Antonyms) 

15 
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2 

Productive skills: speaking, writing 

• Situational dialogs (bank, hotel, café, college, railway-

station) 

• Reading Comprehension (unseen paragraph)-techniques 

of reading, speed, scanning, skimming, reading between 

the line, intensive/extensive reading 

• Voice (active/passive) 

Vocabulary: spelling mistakes/confusing words (list attached), 

homophones/homonyms 

15 

 

Suggested Reading:    

1. Distance Education Programme – Sarva Shiksha Abhiyan (DEP-SSA). *Module on 

Communication Skills in English*. IGNOU-MHRD, Govt. of India Project, Year. 

2. Murphy , Raymond. Intermediate English Grammar. Cambridge University Press: London 

3. Ramalingam, N. Grammar for All. Himalaya Publishing House: Mumbai, 2015. 

4. The Power of Prayer  - Abdul Kalam 

a. https://dspss.in/wp-content/uploads/2020/05/Ch-01-English-Insight-Class9-2019.pdf  

5. The Question Of English- Ramachandra Guha 

a. https://ramachandraguha.in/archives/a-question-of-english-the-telegraph.html  

6. Vivekananda: The Great Journey to the West  – Romain Rolland  

a. https://dspss.in/wp-content/uploads/2020/05/Ch-05-English-Insight-Class9-2019.pdf 

7. Sadanand, Kamlesh & Punitha, Susheela. Spoken English: A Foundation Course by and (Part 

I and Part II). Orient Longman Limited; Hyderabad, 2009. 

Commonly Confusing Words 

1. Accede and Exceed  

2. Accept and Except 

3. Adapt and Adopt 

4. Advice and Advise  

5. Affect and Effect 

6. Allot and A lot 

7. Allude and Elude  

8. Aloud and Allowed 

9. All ready and Already  

10. Alright’ or All Right 

11. All together and Altogether  

12. Among and Between  

13. Beside and Besides  

14. Cite, Sight, and Site 

15. College and Collage  

16. Complement and 

Compliment 

17. Conform and Confirm 

18. Council and Counsel  

19. Dairy and Diary 

20. Deserts and Desserts 

21. Devise and Device  

22. Disinterested and 

Uninterested 

23. Empathy and Sympathy  

24. Ensure and Insure 

25. Farther and Further 

26. Fewer and Less 

27. Foreword and Forward 

28. Former and Latter 

29. Later and Latter 

30. Loose and Lose 

31. Marital and Martial  

32. Personal and Personnel 

33. Premier and Premiere 

34. Principal and Principle 

35. Then and Than 

36. Weather and Whether 

 

 

 

 

https://dspss.in/wp-content/uploads/2020/05/Ch-01-English-Insight-Class9-2019.pdf
https://ramachandraguha.in/archives/a-question-of-english-the-telegraph.html
https://dspss.in/wp-content/uploads/2020/05/Ch-05-English-Insight-Class9-2019.pdf
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INTERNAL EVALUATION SCHEME 

NO Particulars Marks 

1 Mid Semester Exam (Mandatory) 13 

2 Class Test 03 

3 Open book exam/test 03 

4 Open note exam/test 03 

5 Self-test/ Online test 03 

6 Essay/Article writing 03 

7 Quizzes/Objective test 03 

8 Class assignment 03 

9 Home assignment 03 

10 Reports Writing 03 

11 Research/Dissertation 03 

12 Case Studies 03 

13 Viva/Oral exam 03 

14 Group Discussion 03 

15 Role Play 03 

16 Paper presentation/Seminar 03 

17 Language Lab work 03 

18 Interview 03 

19 Craft work 03 

20 Co-curricular work 03 

21 Field Assignment 03 

22 Poster Presentation 03 

23 Attendance 03 

24 Project Work 03 

 Total 25 

Note: Sr.No.1 is mandatory. Select any Four from Sr.No.2 to 24. Each Contains three 

marks. Student should secure 09 Marks for passing in internal Exam. 
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Paper Style 

EXTERNAL ASSESSMENT BY UNIVERSITY                                        25 Marks 

Ques. 

No. 

Particulars Marks 

Q.1 (Text)  

(a) One line question-answer (4/6)  

(b) Short question-answer (2/3) 

 

(04) 

(06) 

Q.2 (a) Prepare dialogues (2/3) 

(b) Read the passage and answer the questions given below  

(5/5)  

(05) 

(05) 

Q.3 (a) Change the voice (03 Marks) 

(b) Fill in the blanks (02 Marks) 

(spelling mistakes/confusing words, 

homophones/homonyms) 

(05) 

 Total Marks 25 
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BHAKTA KAVI NARSINH MEHTA UNIVERSITY 

Ability Enhancement Course (AEC) 

Syllabus of Gujarati subject for Faculty of Commerce & Management as per NEP 

Effective from June 2024 

Subject: Gujarati for Commerce & Management Faculty 

SEMESTER-4 

 

Course Level 5.0 

 

Internal Marks 25 

Programme Commerce & Management External Marks 25 

Semester 4 Practical Internal  

Course Type AEC-4 Practical External  

Course Credit 4 Prac.Ext.Exam Time  

Teaching Hours 30 Total 50 

Course Code  Exam Duration 
1-00 

Hrs. 

Course Title આત્મકથા પરિચય – ત્યના પ્રયોર્ો  ( ાંણક્ષપ્ત આવવૃિ) (કોમ સ) 
 

COURSE OBJECTIVES:  

• વિદ્યાથીઓ ગજુિાતી આત્મકથા  સ્િરૂપથી પરિણચત થાય  મજે  

• વિદ્યાથીઓ ર્ાાંિીજીની આત્મકથા  ત્યના પ્રયોર્ોનો આસ્િાદ માણે. જાણે.  
 

COURSE LEARNING OUTCOMES: 

• વિદ્યાથીઓ ગજુિાતી  આત્મકથા  સ્િરૂપથી પરિણચત થશે.અને ર્ાાંિીજીના ત્યના પ્રયોર્ો 
જાણશે. 

 

 

Teaching Pedagogy: 

• ઇન્ટિેક્ક્ટિ ક્લા રૂમ  ત્ર, જૂથ ચચાસ, પરિ ાંિાદ, પ્રદશસન- ાંબાંવિત કાયો, રફલ્ડિકસ  અથિા અન્ય 

કોઈપણ પદ્ધવતઓનો ઉપયોર્ કિી શકાય છે. વશક્ષણ અને શીખિાની પ્રરક્રયાને અ િકાિક અને 

િ પ્રદ બનાિિા માટે મક્લ્ટમીરડયા ઉપકિણ અને અન્ય  ાંબાંવિત  ાિનો અને આધવુનક તકનીકનો 
ઉપયોર્ કિિો જોઈએ. 

 

COURSE CONTENTS 

Sem 
Unit 

No. 
Title of the Unit and the Topics 

Teaching 

Hours 

3 

1 
આત્મકથા  સ્િરૂપ,  ાંજ્ઞા અને વિભાિના 
આત્મકથા   ારહત્યની વિકા િેખા 

15 

 

2 

‘ ત્યના પ્રયોર્ો’ મલૂ્યાાંકન 

‘ ત્યના પ્રયોર્ો’માાં વ્યક્ત થતુાં ર્ાાંિીજીનુાં વ્યક્ક્તત્િ  
15 
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REFERENCE BOOKS 

ક્રમ 
 

૧ 

૨ 

૩ 

૪ 

૫ 

૬ 

૭ 

૮ 

૯ 
 

પસુ્તક  

 ત્યના પ્રયોર્ો ( ાંણક્ષપ્ત) 
ર્ાાંિી જીિન-૨  
ર્ાાંિીજી એક અધ્યયન  
ર્ાાંિીજી 

પ્રિીણ ર્ાાંિી –પિોક્ષ ર્ાાંિી  
ર્ાાંિી ચરિત  
આત્મકથા સ્િરૂપ  
સ્િરૂપ  વિિાન  
ર્ાાંિીર્ાંર્ા ભાર્-૧-૨  

લેખક –પ્રકાશક  

ર્ાાંિીજી  
િવતલાલ અધ્િયુસ  
શાાંવતલાલ દે ાઈ  
ઉષા મહતેા  
અજીત તેિૈયા  
ચી.ના. પટેલ  
િ ીલા કરડયા  
 ાં.સમુન શાહ  
મહને્ર મેઘાણી  

 

INTERNAL EVALUATION SCHEME 

NO Particulars Marks 

1 Mid Semester Exam(Mandatory) 13 

2 Class Test 03 

3 Open book exam/test 03 

4 Open note exam/test 03 

5 Self-test/ Online test 03 

6 Essay/Article writing 03 

7 Quizzes/Objective test 03 

8 Class assignment 03 

9 Home assignment 03 

10 Reports Writing 03 

11 Research/Dissertation 03 

12 Case Studies 03 

13 Viva/Oral exam 03 

14 Group Discussion 03 

15 Role Play 03 

16 Paper presentation/Seminar 03 

17 Language Lab work 03 

18 Interview 03 

19 Craft work 03 

20 Co-curricular work 03 

21 Field Assignment 03 
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22 Poster Presentation 03 

23 Attendance 03 

24 Project Work 03 

 Total 25 

Note: Sr.No.1 is mandatory. Select any Four from Sr.No.2 to 24. Each Contains three 

marks. Student should secure 09 Marks for passing in internal Exam. 

 

Paper Style 

EXTERNAL ASSESSMENT BY UNIVERSITY  

Que. 

No. 
Particulars Marks 

Que-1 

(A) Essay Type Question. (From Unit One) (10) 

OR  

(B) Essay Type Question. (From Unit One) (10) 

Que-2 

(A) Essay Type Question. (From Unit Two) (10) 

OR  

(B) Essay Type Question. (From Unit Two) (10) 

Que-3 Short Notes. (1/3) (From Any Unit) (05) 



Page | 8  
 

BHAKTA KAVI NARSINH MEHTA UNIVERSITY 

Ability Enhancement Course (AEC) 

Syllabus of Hindi subject for Faculty of Commerce & Management as per NEP 

Effective from June 2024 

Subject: Hindi for Commerce & Management Faculty 

SEMESTER-4 
 

हिषय हिन्दी  

सत्र  ०४   

पाठ्यक्रि प्रकार Ability Enhancement Course (AEC) - क्षमता वहृि पाठ्यक्रम – AEC 

पाठ्यक्रि क्रिाांक  ०४   

पाठ्यक्रि (पेपर) शीषषक हिन्दी पत्र लेखन 

परीक्षा सियािहि  १:०० घण्टे  

 
पाठ्यक्रि 

कक्षा  

सत्र पाठ्यक्रि प्रकार पाठ्यक्रि क्रिाांक के्रहिट (िूल्य) आांतररक अांक  बाह्यअांक  कुल अांक  

स्नातक  ०४   Ability 
Enhancement 

Course AEC - क्षमता 

वहृि पाठ्यक्रम 

०४   ०२   २५ २५  ५०  

 

5F9ŸIÊD pÛ[xI o   

• KF+M\ SM lCgNL पत्र लेखन कला ;[ अवगत SZFGF P    

• KF+ प्रशासहनक पत्राचार के ज्ञान से आत्महनर्भर बने P   

• KFत्रों को पत्र लेखन का मित्व समझाना ।     

• छात्र पत्र लेखन के व्यावसाहयक उद्दशे्य से पररहचत िो ।  

 

5F9ŸI 

ÊD 

5F9ŸI 

>SF> 

5F9ŸIvlJQFI V\S 

:GFTS 

>SF>v! 

पत्र लेखन : अर्भ, पररर्ाषा, स्वरूप  

पत्र के प्रकार  

पत्र के र्ाग  

.GD[\ ;[ तीन 5|xG 5}K[ 

HF/¥U[\ P 

5|xG † V\S 

_२ † !_ = २_ 

(आलोचनात्मक) 

  _१ † ०५  = ०५ (टिप्पणी-२ 

में से १) 

>SF>v2 

पत्र लेखन की आवश्यकता  

पत्र लेखन की यहुियााँ  

पत्र लेखन के उदािरण  

S], V\S २५ 
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VF\TlZS D}<IF\SG 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

नोट : क्रि सांख्या १ अहनिायष िै ।  क्रि सांख्या २ से २४ तक हकन्िीं चार का चयन करें, प्रत्येक के तीन अांक हनिाषररत िै, छात्र को 

आांतररक परीक्षा िें उत्तीणष िोने के हलए ०९ अांक प्राप्त करना अहनिायष िोगा । 

 

5|xG5+ SF :J~5 /J\ V\S lJEFHG 

S|D 5|xG SF :J~5 ;DI S], 

5|xG 

V\S S], 

V\S 

!@ VF,MRGFtDS 5|xG  
१@०० 

_२ !० २० 

2@ ;\l1F%T 5|xG sl8%56Lf  _१ ०५ ०५ 

  

GM8 o … 5ZL1FFYL" S[ l,/ 5|xG5+ SF ;DI १@०_ 3^8[ SF ZC[UF P  

… 5ZL1FFYL" S[ l,/ 5|xG5+ २५ V\S SF ZC[UF P   

5F9ŸI 5]:TS o – हिन्दी पत्र लेखन कला  

,[BS o – िॉ. उिेशकुिार हसांघ  
5|Fl%T :YFG o  

ÊD D}<IF\SG lJQFI V\S 

! VF\TlZS S;F{8L  !#  

2 É,F; S;F{8L _# 

# B],L lSTFA S;F{8L _# 
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• व्याविाररक पत्र लेख कला, ब्रजहकशोर प्रसाद हसिंि, प्रर्ात प्रकाशन, हदल्ली ।  

• आधहुनक पत्र लेखन, योगशे चिंद जनै, अररििंत प्रकाशन, जयपरु ।  

• सामान्य हिन्दी एविं पत्र आलेखन, आनिंद मिाजन ।  

• सामान्य हिन्दी, ओमकारनार् वमाभ ।  

• हनबिंध माला, योगशे चिंद जनै ।  

 

 

प्रश्नपत्र का प्रारूप 

EXTERNAL ASSESSMENT BY UNIVERSITY  

Que. 

No. 
Particulars अंक 

प्र.१ 

प्र.१ .......................................... 

१० अथवा 

प्र.१ ......................................... 

प्र.२ 

प्र.२ ......................................... 

१० अथवा 

प्र.२ .......................................... 

प्र.३ प्र.३ टिप्पटियााँ (१/२) ०५ 
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BHAKTA KAVI NARSINH MEHTA UNIVERSITY 

Ability Enhancement Course (AEC) 

Syllabus of Sanskrit subject for Faculty of Commerce & Management as per NEP 

Effective from June 2024 

Subject: Sanskrit for Commerce & Management Faculty 

SEMESTER-4 

 

Course Level 5.0 

 

Internal Marks 25 

Programme Commerce & Management External Marks 25 

Semester 4 Practical Internal  

Course Type AEC-4 (Language) Practical External  

Course Credit 02 Prac.Ext.Exam Time  

Teaching Hours 30 Total 50 

Course Code  Exam Duration 1-00 Hrs. 

Course Title भामिमि मिलास ेकरुणमिलासः (Karuna Vilasha in Bhamini Vilasha) 
 

Course Objectives: 

• This course aims to get the students acquainted with the outline of Sanskrit bhamini vilasha , 

including the text readings of the ‘karuna vilasa’. 

• General Introduction of Origin and Development Of Sanskrit Sambhashanam. 

• To give the moral and ethical values through the interesting medium of stories. 

Course Learning Outcomes: 

• Ability to embraces moral/ethical values in conducting his/her life. 

• Capable of demonstrating the ability to identify ethical issues related to one’s work. 

• Avoid unethical behavior. 

COURSE CONTENTS 

Units Unit Description No. of Lectures 

Unit 1 પંડિત જગન્નાથન ,ં જીવન, કવન, સમય, જગન્નાથની શૈલી. 15 

Unit 2 

કરુણવવલાસ (વવરહન  ં સ્વરૂપ અન ે કરુણવવલાસન ં મૂલયાંકન, 

કરુણવવલાસ શીર્ષક, કરુણવવલાસ : આત્મકથા કે સ્વતંત્ર રચના, 

કરુણવવલાસન ં રસદશષન  (કેવળ રસલક્ષી ચચાષ) (અન વાદ અન ે

સંદર્ષ અપેવક્ષત નથી) 

15 
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Suggested Reading: 

1. કરુણવિલા ,  િસ્િતી પ્રકાશન અમદાિાદ 

2. ભાવમની વિલા , ચૌખમ્બા વિદ્યાભિન, િાિાણ ી 
3.  ાંસ્કૃત  ારહત્યનો ઈવતહા ,  િસ્િતી પ્રકાશન અમદાિાદ 

4.  ાંસ્કૃત  ારહત્યનો ઈવતહા , પાર્શ્સ પ્રકાશન અમદાિાદ 

5. www / archiv.com 

INTERNAL EVALUATION SCHEME 

NO Particulars Marks 

1 Mid Semester Exam (Mandatory) 13 

2 Class Test 03 

3 Open book exam/test 03 

4 Open note exam/test 03 

5 Self-test/ Online test 03 

6 Essay/Article writing 03 

7 Quizzes/Objective test 03 

8 Class assignment 03 

9 Home assignment 03 

10 Reports Writing 03 

11 Research/Dissertation 03 

12 Case Studies 03 

13 Viva/Oral exam 03 

14 Group Discussion 03 

15 Role Play 03 

16 Paper presentation/Seminar 03 

17 Language Lab work 03 

18 Interview 03 

19 Craft work 03 

20 Co-curricular work 03 

21 Field Assignment 03 

22 Poster Presentation 03 

23 Attendance 03 

24 Project Work 03 

 Total 25 

Note: Sr.No.1 is mandatory. Select any Four from Sr.No.2 to 24. Each Contains three marks. Student 

should secure 09 Marks for passing in internal Exam. 

 

 

 

http://www.archiv.com/
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Paper Style: 

 

EXTERNAL ASSESSMENT BY UNIVERSITY                                            50 Marks 

Que. 

No. 
Particulars Marks 

Que-1 
Essay Type Question.  

(From Unit 1) 
(10) 

 OR  

Que-1 
Essay Type Question.  

(From Unit 1) 
(10) 

Que-2 
Essay Type Question.  

(From Unit 2) 
(10) 

 OR  

Que-2 
Essay Type Question.  

(From Unit 2) (10) 

Que-3 Short Notes. (all units)  (2/1) (05) 
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BHAKTA KAVI NARSINH MEHTA UNIVERSITY 

Ability Enhancement Course (AEC) 

Syllabus for Faculty of Commerce & Management as per NEP 

Effective from June 2024 

SEMESTER-4 

 

Course Level 5.0 

 

Internal Marks 25 

Programme Commerce & Management External Marks 25 

Semester 4 Practical Internal - 

Course Type Ability Enhancement Skill-4 Practical External - 

Course Credit 02 Prac.Ext.Exam Time - 

Teaching Hours 30 Total 50 

Course Code  Exam Duration 1 Hour 

Course Title Managerial Communication 
 

Course Objectives: On successful completion of the course, the students will be able to: 

• To introduce the different forms of office communication for enhancing office communication 

skills of students clearly and effectively 

• To enhance students’ ability to communicate effectively by mastering professional Email 

correspondence in a workplace setting. 

• To groom the student for entering into corporate world by developing necessary skills. 

 

Course Learning Outcomes: On successful completion of the course, the students will be able to: 

• Students will learn different forms of office communication to pace with workplace atmosphere 

• Students will enhance their communication skill through mastering writing and speaking skills 

• Students will understand significance of effective oral communication to succeed in professional 

arena. 

Teaching Pedagogy: Chalk & Talk, Translation Method, Direct/Indirect Method, Role-play, Group 

Discussion, Seminar, Case Study, Presentation, Communicative Approach, CALL, MALL, TALL 

Course Contents 

Sem 
Unit 

No. 
Syllabi 

Teaching 

Hours 

4 1 

Written Communication 

• Job Letters through Email: Application, Call Letter 

for Interview, Offer Letter, Appointment Order, 

Termination Letter, Resignation Letter, Promotion 

Letter, Transfer Letter 

• Resume Building:  Importance, Characteristics of 

Impressive Resume, Practice, Useful Online Sites    

• Office Communication: Introduction to Notice, 

Circular, Memo, Office Order, Notification 

 

15 
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2 

Oral Communication 

• Introduction to Business Etiquettes: Phone, 

Handshake, Office, Meal Manners 

• Presentation Skills: Introduction, Importance, Types, 

Preparation, Characteristics of effective presentation, 

boring factors, use of technology  

• Group Discussion: Importance, Purpose, Necessary 

Skills to Succeed 

• Public Speaking: Introduction, Difference between 

Speech and Presentation, Tips for Effective Speech, 

Methods-Extempore, Manuscript, Impromptu, 

Memorized, Practice Speeches: Introducing Chief 

Guest at Function, Welcome Speech, Farewell Speech, 

Vote of Thanks, Birthday Speech 

15 

 

Suggested Reading:    

1. Bansal, R. (n.d.). Unit-1 An Introduction to Communication. Retrieved from 

https://egyankosh.ac.in/handle/123456789/72742 

2. Dev, N. B., & Godhwani, R. (n.d.). Effective Business Communication. Indian Institute of 

Management Bangalore (IIMB). Retrieved 

fromhttps://onlinecourses.swayam2.ac.in/imb24_mg64/preview 

3. Lumen Learning. (n.d.). Methods of Speech Delivery. Retrieved 

fromhttps://courses.lumenlearning.com/wm-publicspeaking/chapter/methods-of-speech-delivery/ 

4. Malik, A. (n.d.). International Business Communication. Indian Institute of Technology 

Kharagpur. Retrieved fromhttps://nptel.ac.in/courses/110105051 

5. Pal, Rajendra & Korlahalli, J.S. Essentials of Business Communication. Sultan Chand & Sons: 

New Delhi, 2007. 

6. Patel, Vitthal. Communication Skills. RIA Publishing House: Vallabh Vidyanagar, 2012. 

7. Rai, Urmila and Rai, S.M. Managerial Communication. Himalaya Publishing House:New Delhi, 

2015. 

8. Raman, Meenakshi & Sharma Sangeeta. Technical Communication: Principles and Practices. 

Oxford University Press: New Delhi, 2008. 

9. Ravichandran, T. (n.d.). Communication Skills. Indian Institute of Technology Kanpur. Retrieved 

from https://nptel.ac.in/courses/110105051  

10. Viswamohan, A. (n.d.). Business English Communication. Indian Institute of Technology Madras. 

Retrieved fromhttps://nptel.ac.in/courses/109106129 
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https://courses.lumenlearning.com/wm-publicspeaking/chapter/methods-of-speech-delivery/
https://nptel.ac.in/courses/110105051
https://nptel.ac.in/courses/110105051
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INTERNAL EVALUATION SCHEME 

NO Particulars Marks 

1 Mid Semester Exam (Mandatory) 13 

2 Class Test 03 

3 Open book exam/test 03 

4 Open note exam/test 03 

5 Self-test/ Online test 03 

6 Essay/Article writing 03 

7 Quizzes/Objective test 03 

8 Class assignment 03 

9 Home assignment 03 

10 Reports Writing 03 

11 Research/Dissertation 03 

12 Case Studies 03 

13 Viva/Oral exam 03 

14 Group Discussion 03 

15 Role Play 03 

16 Paper presentation/Seminar 03 

17 Language Lab work 03 

18 Interview 03 

19 Craft work 03 

20 Co-curricular work 03 

21 Field Assignment 03 

22 Poster Presentation 03 

23 Attendance 03 

24 Project Work 03 

 Total 25 

Note: Sr.No.1 is mandatory. Select any Four from Sr.No.2 to 24. Each Contains three marks. 

Student should secure 09 Marks for passing in internal Exam. 
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Paper Style: 

 

EXTERNAL ASSESSMENT BY UNIVERSITY                                            50 Marks 

Que. 

No. 
Particulars Marks 

Que-1 
Essay Type Question. 

(From Unit 1) 
(10) 

 OR  

Que-1 
Essay Type Question.  

(From Unit 1) 
(10) 

Que-2 
Essay Type Question.  

(From Unit 2) 
(10) 

 OR  

Que-2 
Essay Type Question.  

(From Unit 2) (10) 

Que-3 Short Notes. (all units)  (2/1) (05) 

 


