[bookmark: _Hlk151033823]Curriculum plan (Odd Semester 2024-25) August- November 2025
Teacher Name: Aastha Yadav
Paper : SEC BUSINESS COMMUNICATION 
Class type: Lecture (1L + 1P) 
Paper shared with: No

	Unit to be taken
	Month wise schedule to be followed
	Tests/Assignments/ Revision/Presentations etc.

	UNIT I & II
Introduction to essentials of Business Communication  & Effective writing,  References and Bibliography,  Research Tools
	August - September 
	 Class assignments during tutorials for Continuous Assessment,  Group Discussion 

	UNIT III :  
Types of Report, Drafting minutes
	Mid September - October
	
Class Test 

	UNIT IV & V
Business correspondence and E- Correspondence, Negoti, Dialogue writing, Presentation ,Introduction etc.

	Mid- October to November 
	Assignment given for IA







