First Year B.Com. Syllabus

Commercial Communication-1 (BCCCO101)

English for Block-1 Business Unit-21 Reading Comprehension-1
Practical Communication Reading | Unit-22 Reading Comprehension-11
Purpose Skills Unit-23 Reading Comprehension-I11

Unit-24 Reading Comprehension-1V

Unit-25 Reading Comprehension-V

Block-2 Business Unit-26 Mechanics of Writing Business

Communication: Writing | Letters

Skills-1 Unit- 27 Business Correspondence
Unit-28 Letters about Jobs

Block-3 Business Unit-29 Memos

Communication: Writing | Unit-30 Announcements, Circular

Skills-2 Letters, Notices and Agendas
Unit-31 Taking Notes & Preparing
Minutes

Unit-32 Writing Reports-1

Unit-33 Writing Reports-2

Block-4 Business Unit-34 Face to Face Communication VS
Communication: Oral Telephonic Communication & Sending
Skills Memos

Unit-35 Different Types of Face-to Face
Interactions

Unit-36 Greetings at the Workplace

Unit-37 Conducting and Participating in
Unit-1 Extension of Meaning and
Discussions

Unit-38 Conducting and Facing
Interviews

Unit-39 Business Presentations




Compulsary English (BCENG102)

English

Block 1 :
Compulsory English

Unit-1 : Reading Comprehension Vocabulary
Grammar and Usage Writing

Unit-2 : Reading Comprehension Vocabulary
Grammar and Usage Writing

Unit-3 : Reading Comprehension Vocabulary
Grammar and Usage Writing

Unit-4 : Reading Comprehension Vocabulary
Grammar and Usage Writing

Unit-5 : Listening Comprehension Conversation
Pronunciation

Unit-6 : Listening Comprehension Conversation
Pronunciation

Block 2 :
Compulsory English

Unit-7 : Reading Comprehension Exercise on
Vocabulary Grammar and Usage Writing

Unit-8 : Reading Comprehension Exercise on
Vocabulary Grammar and Usage Writing

Unit-9 : Reading Comprehension Exercise on
Vocabulary Grammar and Usage Writing

Unit 10 : Reading Comprehension VVocabulary
Grammar and Usage Writing

Unit-11 : Listening Comprehension
Conversation Pronunciation

Unit-11 : Listening Comprehension
Conversation Pronunciation
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