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Business Communication 1 Questions Answers
Business Communication: Concepts, Skills, Cases, and Applications builds on the
strengths of the previous edition and has been updated to reflect the latest research
and technological developments in business communication. Divided into three parts,
this revised edition focuses on the development of communication skills in business,
and the structured applications of business communication. Topics such as reading and
writing skills have been augmented, and contemporary channels of business
communication, such as social media, have been examined in detail.
An excellent book for commerce students appearing in competitive, professional and
other examinations. Business Communication (Compulsory Course) Objective: To
equip students of the B. Com. (Hons.) course effectively to acquire skills in reading,
writing, comprehension, as also to use electronic media for Business Communication.
Unit 1:- Nature of Communication Process of Communication, Types of Communication
(Verbal & Non Verbal), Importance of Communication, Different forms of
Communication. Barriers to Communication Causes, Linguistic Barriers, Psychological
Barriers, Interpersonal Barriers, Cultural Barriers, Physical Barriers, Organizational
Barriers. Unit 2:- Business Correspondence : Letter Writing, Presentation, Inviting
Quotations, Sending Quotations, Placing Orders, Inviting Tenders, Sales Letters, Claim
& Adjustment Letters and Social Correspondence, Memorandum, Inter Office Memo,
Notices, Agenda, Minutes, Job Application Letter, Preparing the Resume. Unit 3:Report Writing Business Reports, Types, Characteristics, Importance, Elements of
Structure, Process of Writing, Order of Writing, the Final Draft, Check Lists for Reports.
Unit 4:- Vocabulary Words often Confused, Words often Misspelt, Common Errors in
English. Unit 5:- Oral Presentation Importance, Characteristics, Presentation Plan,
Power Point Presentation, Visual Aids. Content:- 1. Nature of Communication, 2.
Process of Communication, 3. Types of Communication 4. Communication : Basic
Forms 5. Barriers in Communication 6. Business Correspondence [Letter Writing and
Presentation] 7. Quotation/Order Letters/Tenders 8. Persuasive Letters : Sales Letters
and Collection Letters 9. Claim Letters 10. Adjustment Letters 11. Social
Correspondence 12. Memorandum [Memo] 13. Notice/Agenda/ Minutes 14. Job
Application Letters 15. Cover Letters 16. Credit Letters 17. Enquiry Letters 18. Resume
19. Report Writing [Importance/Characteristics/Preparation] 20. Business Report .
[Types/Characteristics/Presentation] 21. Status Report 22. Analytical Report 23. Inquiry
Report 24. Newspaper Report 25. Common Errors in English 26. Presentation
(Oral/Power Point/Visual Aids)
Get answers, get action! Supercharge your business writing, question asking,
presentation delivery, and more! Three full books of proven solutions for supercharging
personal effectiveness by improving the way you communicate! Master 52 proven, bitesize, easy-to-use business writing techniques for improving everything from emails to
proposals… discover how to ask better questions, and get better, more actionable
answers… learn how to make presentations that win, from the world’s #1 presentation
expert! From world-renowned leaders and experts, including Natalie Canavor, Claire
Meirowitz, T. J. Fadem, and Jerry Weissman
An excellent book for commerce students appearing in competitive, professional and
other examinations.1. Introduction to Advertising, 2. Scope and Forms of Advertising, 3.
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The Social and Economic Aspects of Advertising, 4. Ethics and Truths in Indian
Advertising, 5. Introduction to Integrated Marketing Communications (IMC), 6.
Communication—An Introduction, 7. Communication Process in Advertising, 8. Branding
and Advertising, 9. Setting Advertising Objectives (Promotional Objectives), 10.
Advertising Budget, 11. Advertising Agency, Organisation and Department, 12.
Advertising Appeals, 13. Advertising Copy (Meaning, Components and Types), 14.
Creativity in Advertising, 15. Planning an Advertising Campaign and Advertising
Scheduling, 16. Media Planning and Strategy, 17. Advertising Research, 18. Testing or
Evaluation of Advertising Effectiveness, 19. International Advertising.
This book which is an introduction to Business communication covers the theoretical
aspects of undergraduate and postgraduate students of different universities. It covers
all the aspects in a simple manner with the practical case studies. It covers various
topics such as organizational communication, types of communication, external and
internal business corresponds along with case studies and activities. This text clearly
explains how to do communication in present business scenario in a step wise manner.
A sufficient care is taken to keep the book simple. Any reader can clearly understand
the concepts without many difficulties. Some error might have been there and the
publisher or author is not liable for the damage caused if any. In some concepts, the
case studies and activities are imaginary in nature and do not mimic any real time
entities. This book is very useful for management and commerce students of both
undergraduate and postgraduate level. A sample paper has been solved to help the
students to understand the concepts better and present them effectively in their writing.
We are always open for your suggestion and comments for further improvements of this
book.
The Business Communication Handbook, 11e helps learners to develop competency in
a broad range of communication skills essential in the 21st-century workplace, with a
special focus on business communication. Closely aligned with the competencies and
content of BSB40215 Certificate IV in Business and BSB40515 Certificate IV in
Business Administration, the text is divided into five sections: - Communication
foundations in the digital era - Communication in the workplace - Communication with
customers - Communication through documents - Communication across the
organisation Highlighting communication as a core employability skill, the text offers a
contextual learning experience by unpacking abstract communication principles into
authentic examples and concrete applications, and empowers students to apply
communication skills in real workplace settings. Written holistically to help learners
develop authentic communication-related competencies from the BSB Training
Package, the text engages students with its visually appealing layout and full-colour
design, student-friendly writing style, and range of activities.
Effective communication is the foundation of sound management. Regardless of the
size of the business we are in - a multinational company, a medium enterprise or a
small-scale industry - effective communication skills are always needed for success.
This comprehensive book dwells onto all aspects of business communication which
helps to attain success in a business. This book is organized in three sections. SectionI (Basics of Communication) details on how messages in business should be conveyed
clearly and unambiguously through various models of communication. It further
explains that a message when communicated effectively can help in selling the
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concept, goods, products or services more conveniently and effectively. Section-II (Oral
and non-verbal communication) elucidates that besides verbal communication, nonverbal communication such as gestures, postures, dressing and hair style also plays an
equal and important role in imparting messages in a corporate environment. Section-III
(Written communication) details on the factors which help to enhance the business
writing abilities (letters and memos). Besides, the book teaches various other aspects
of business communication like how to prepare for an interview, how to conduct a
meeting and also how to draft an impressive resume. Primarily intended for the
postgraduate students of management, the book is equally beneficial for the business
professionals and company owners, to help them learn the traits of effective
communication.
In the growing global competition, business communication for management is the key for
survival/growth of any organization. Business scenario is changing at a fast pace, in order to
meet the existing need, organization are forming and adopting new strategy for timely success.
The objective to appraise the student with the thorough understanding of laws and rules so that
business could be comprehended entirely. This book provides a holistic view of different acts
and ordinances pertaining to the discipline on management. Keeping in view its importance,
Universities have introduced the Business Communication for Management as a core subject
in the Management Course. This book has been written for the benefit of all students of MBA,
CA, CS, M.Com, Management Researcher, BBA, and B.Com. Etc. The book has been,
designed, according, to the syllabus of, MBA course of Shri Venkateshwara University
Gajraula, Dr. Abdul Kalam Technical University Lucknow, University of Rajasthan Jaipur, RTU
Kota & MDS University Ajmer also for the similar courses of the other Indian universities. It has
been observed that, students coming from, Hindi, medium background faces difficulties due to
change in medium; hence, a humble attempt has been made to provide the whole subject
matter in simple and explanatory language.
The book is designed to comprehensively cover the course requirements of management
programmes, where business communication is taught as a subject. It follows a simple and
needs based approach and covers, apart from aspects of communication such as reading,
writing, and listening, topics such as business etiquettes, negotiations, presentations etc. It
also discusses the contemporary issues in communication. The book has a blend of theoretical
and application based approach, and the coverage of the book has been designed keeping in
view the industry requirements as well as feedback received by the authors from the students
and teachers of communication.
In order to succeed in today?s competitive environment, it?s imperative that students learn how
to speak and write effectively for the business world. Presented in clear, everyday language,
Business Communication, Canadian Edition takes the basic concepts that every business
professional must know and conveys them in an accessible, easy to understand format.
Students will also learn strategies and tools, for successfully applying their communication
skills to achieve their goals. To meet the needs of a diverse student population, Business
Communication, Canadian Edition focuses on the fundamentals, identifies core competencies
and skills, and promotes independent learning. The book is organized using a four–step
learning process called the CASE Learning System (Content, Analysis, Synthesis, Evaluation).
Based on Bloom’s Taxonomy of Learning, CASE presents key business communication topics
in easy–to–follow chapters. As a result, students not only achieve academic mastery of
business communication topics, but they master real–world business communication skills.
Broad in scope, yet precise in exposition, the Sixth Edition of this highly acclaimed ethics text
has been infused with new insights and updated material. Richard Johannesen and new
coauthors Kathleen Valde and Karen Whedbee provide a thorough, comprehensive overview
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of philosophical perspectives and communication contexts, pinpointing and explicating ethical
issues unique to human communication. Chief among the authors objectives are to: provide
classic and contemporary perspectives for making ethical judgments about human
communication; sensitize communication participants to essential ethical issues in the human
communication process; illuminate complexities and challenges involved in making evaluations
of communication ethics; and offer ideas for becoming more discerning evaluators of others
communication. Provocative questions and illustrative case studies stimulate reflexive thinking
and aid readers in developing their own approach to communication ethics. A comprehensive
list of resources spotlights books, scholarly articles, videos, and Web sites useful for further
research or personal exploration.
Most Books On Business Communication Focus, Mainly, On What It Is Definition, Nature,
Process, Form, Types, And So On. This Book, With Cases And Applications, Besides
Concepts, Shows For The First Time, How Total Communication Skills Can Be Developed.
The Book Propounds That Business Communication Skill Is Not Just A Managerial Ability; It Is
Also An Extraordinary Trait. Effective Business Communication Is Not Just Purpose-Driven; It
Is Also A Complete Strategy. Thus, It Is Not A Speaker Or Writer Who Communicates; It Is The
Total Individual, A Personality . Presented In A Reader-Friendly Style, The Book Can Be
Effectively Used By Students, Faculty And Executives For Teaching, Training And SelfDevelopment Equally Comfortably.
The book ‘Business Communication’ is of utmost utility for the students of various courses
namely B.Com, BBA, MBA, etc. This book has been prepared according to the revised
syllabus. For the help of the students, the subject matter of the book is simple, comprehensible
and easily understandable. Moreover, wherever required, important facts, examples, tables,
graphs, etc. are used for enhancing the quality of the chapters. For self-assessment, at the end
of each chapter, Long Answer Type Questions, Short Answer Type Questions and Objective
Type Questions are given that were asked in previous examinations of various universities.
Communication is the lifeblood of every business organization. This book on Business
Communication aims to bring about the relevance/importance of communication in business. It
highlights the different types of formal and informal communication taking place in an
organization. Various forms of written and oral communication; including letters, memos,
orders, interviews, group discussions, meetings etc., have been discussed in detail. Besides,
the importance of non-verbal communication has also been elucidated. Effort has been made
to keep the text simple and comprehensible, including a lot of examples and case studies.
Students' exercise at the end of every chapter has been added to inculcate interest in readers
for higher and deeper learning. There is comprehensive coverage of all topics on Business
Communication prescribed for study for the students of Commerce, Management, Hotel
Management and MCA etc. This book is not only helpful for the students of Business
Communication, but is also a helpful guide to those who want to improve their communication
skills.

This book provides students and professionals with practical answers to
important career and communication questions, helping them to communicate
successfully in a business setting. Communication expert, Deirdre Breakenridge,
examines the ways in which professionals can make the most of their careers in
a fast-changing media landscape, offering advice on how new and seasoned
executives can utilize and adapt to the latest modes of communication. The
author breaks down the eight most critical areas for professionals seeking to
develop their communication skills, opening with essentials that will prove useful
in any setting. She then details the ways in which organizations can adapt to
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changes in technology and consumer behavior to improve relationships, social
media presence, and brand recognition. The easy to follow question–answer
format walks readers through the most pressing, confusing, and frequently asked
questions about successful communication with plenty of advice and examples
for a better learning experience. Covering traditional business communication
topics like partnerships and storytelling, the book also includes material on digital
and social media channels as well as a chapter on giving back as a mentor.
"Experts Weigh In" boxes feature advice from other top professionals, exposing
the reader to multiple perspectives from the field. Grounded in decades of
experience, Answers for Modern Communicators will benefit all students getting
ready to enter the workforce as well as professionals looking to enhance their
communication skills.
This book highlights the need, importance and essence of business
communication and personality development in the domain of business under the
turbulent times. The language provided in the book is concise, lucid and forceful.
It comprehends a vast array of subjects applicable to humanity. The book
emphasizes on the topics which are utterly relevant for students, budding
managers, managers and professionals from all walks of life in the new economy.
The topics that are befitting to hyper-competitive environment where 'change' is
the only thing that is 'constant'. It is essential, ultimate and must for everybody
globally; for their business development strategies. The book believes that the
power of communication through proper pedagogy can create a magic in the
business and society. Thoughts, text and cases scientifically conceived in the
book motivate the readers to make their learning experience interesting,
influencing and touchy. This book speaks on the traditional knowledge of
communication and business communication, and has radical chapters on neurolinguistic, neuro-marketing, TQM, decision making, motivation, etiquette, good
health, food culture, holiday retreat, spiritual journey apart from interpretations on
Stephen Covey, Shiv Khera, Muriel James, Dale Carnegie. The book is primarily
meant for core and elective subjects in the syllabus of MBA, PGDM, B.E.,
B.Tech, MBBS, Tourism Management, Hospital Management and all kind of
personality development programs designed for campus interviews and personal
interviews.
ESSENTIALS OF BUSINESS COMMUNICATION, 9TH EDITION presents a
streamlined approach to business communication that includes unparalleled
resources and author support for instructors and students. ESSENTIALS OF
BUSINESS COMMUNICATION provides a four-in-one learning package:
authoritative text, practical workbook, self-teaching grammar/mechanics
handbook, and premium Web site. Especially effective for students with outdated
or inadequate language skills, the Ninth Edition offers extraordinary print and
digital exercises to help students build confidence as they review grammar,
punctuation, and writing guidelines. Textbook chapters teach basic writing skills
and then apply these skills to a variety of e-mails, memos, letters, reports, and
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resumes. Realistic model documents and structured writing assignments help
students build lasting workplace skills. The Ninth Edition of this award-winning
text features increased coverage of electronic messages and digital media,
redesigned and updated model documents to introduce students to the latest
business communication practices, and extensively updated exercises and
activities. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
It is a great pleasure in presenting Business Communication as a Text Book for
B. Com. classes. The Book has been written strictly in accourdance with the
latest syllabus of different universities. 1. Basic Forms of Business
Communication, 2. Different Models and Processes of Communication, 3.
Effective Communication, 4. Theories of Communication and Audience Analysis,
5. Self-Development and Communication, 6 . Corporate Communication, 7.
Barriers and Breakdowns in Communication, 8. Practices in Business
Communication, 9. Principles of Effective Communication, 10. Writing Skills, 11.
Written Business Communication, 12. Written Business Communication-Medium
: Letters, 13. Kinds of Business Letters : Request Letters, 14. Good and Bad New
Letters, 15. Persuasive Letters : Sales Letters and Collection Letters, 16. Office
Memorandum and Circular, 17. Proposal and Report Writing, 18. Oral
Presentation, 19. Non-Verbal Aspects of Communication, 20. Effective Listening,
21. Interviewing Skills, 22. Modern Forms of Communication, 23. International
Communication, 24. International Communication Adopting to Global Business.
Business CommunicationFor ManagementEducreation Publishing
Communication skills are a competitive advantage for today’s finance
professionals. Savvy professionals know that employers want and need
employees with excellent relationship building, writing, and presentation skills.
The Essential Guide to Business Communication for Finance Professionals asks
its readers to adopt the “communicate or die” philosophy in their approach to
their careers. Two business professors with years of experience in finance and
communication offer advice and tips for approaching some of the most common
business communication situations faced by today’s finance professionals.
Readers will walk away from this book with tools to manage their professional
image and reputation.
For facing tough questions at news conferences, board meetings, executive
presentations, employee reviews, interviews of all kinds--a sure-fire system for
delivering effective messages
Business Result Second Edition offers business professionals more communication and
language practice than ever before, helping students develop relevant communication skills
they can use immediately in the workplace.
Business Communication and Soft Skills Laboratory Manual provides hands-on experience of
business and professional situations. It imparts the required communication and soft skills
through group activities and peer group assessment essential for effective communication and
personality development. This ensures long-term employability of students entering the
professional domain and professionals striving for consistency and success in their jobs. This
Page 6/9

File Type PDF Business Communication 1 Questions Answers
is also an effective tool for students and teachers to use a communicative approach to
business communication.
Inhaltsangabe:Introduction: The transfer of business activities across nations is growing at a
rapid rate. The emergence of market economies in Latin America and Asia, the collapse of
communism in the Soviet Union and Eastern Europe, and the emerging democracy in Africa
have led, among other things, not only to increased global trade, international, multinational
and transnational business, but also to an increased demand for international workforce since
firms must employ people who possess international business skills in order to remain
competitive in the global marketplace. How often does it happen that we meet someone doing
business in the United States after representing his/her company in Asia, Middle East or
Europe? How often do we meet someone obtaining an international degree abroad before
doing business in China, France or Scandinavia? How often do companies require
international experiences, mobility, and flexibility? The soft skills of intercultural competence
and open-mindedness to cultural diversity are taught by universities around the world. But what
happens with our own cultural identity while doing business worldwide? What happens if we
conduct business in Japan but with an Italian colleague who lived in São Paulo for many
years? Are we just applying intercultural competence or are we developing a universal
business culture - apart from our own national culture? How does an international workforce
communicate; is it adapting the communication style of the host-country, of a majority culture;
or is it developing a communication style which is unique in international business? Are we
speaking the same language at the end? Is the understanding of cultural diversity becoming
less substantial and more implicit? If companies and organizations require the indispensable
and vague defined soft skills of intercultural competence, could these skills be seen as an
approach towards a universal business culture, likewise a universal business communication?
Purpose of the Present Thesis: The purpose of the present thesis is to examine if and to which
extent cultures converge in an international business environment and if intercultural
competence has a bearing on it. Therefore, theoretical and practical insights in the subject of
culture, its implicit and explicit differences, as well as its measurements will be provided. Due
to the fact that communication - as a major cultural attribute - is the most obvious level on
which cultural [...]
Engineers must possess a range of business communication skills that enable them to
effectively communicate the purpose and relevance of their idea, process, or technical design.
This unique business communication text is packed with practical advice that will improve your
ability to— Market ideas Write proposals Generate enthusiasm for research Deliver
presentations Explain a design Organize a project team Coordinate meetings Create technical
reports and specifications Focusing on the three critical communication needs of engineering
professionals—speaking, writing, and listening—the book delineates critical communication
strategies required in many group settings and work situations. It demonstrates how to
integrate a marketing strategy into every facet of engineering communication, from
presentations, visual aids, proposals, and technical reports to e-mail and phone calls. Using
situational examples, the book also illustrates how to use computers, graphics, and other
engineering tools to effectively communicate with other engineers and managers.
This textbook provides a comprehensive introduction for students and professionals who are
studying English for business or workplace communication and covers both spoken and written
English. Based on up-to-date research in business communication and incorporating an
international range of real-world authentic texts, this book deals with the realities of
communication in business today. Key features of this book include: use of English in social
media that reflects recent trends in business communication; coverage of the concept of
communicative competence; analysis of email communication; introduction to informal English
and English for socialisation as well as goodwill messages, such as thank you or appreciation
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messages, which are a part of everyday interaction in the workplace; examination of
persuasive messages and ways to understand such messages; an e-resources website that
includes authentic examples of different workplace genres and a reference section covering
relevant research studies and weblinks for readers to better understand the topics covered in
each chapter. This book goes beyond the traditional coverage of business English to provide a
broad and practical textbook for those studying English in a workplace setting.
Communicating a message effectively needs precision—be it verbal or non-verbal. At the
professional front, the accuracy of the message to be shared becomes all the more important
as the business decisions may depend on the same. This book, in its second edition, continues
to detail on the pre-requisites of communicating effectively in the corporate environment and
generally. Beginning with an overview of business communication, the book educates on the
principles of communication—oral and written. Divided into nine chapters, the first two chapters
deal with oral communication and the next seven deal with different forms of written
communication. The book teaches how to write effective letters and prepare persuasive
resumé. The chapters are well-supported with many examples and illustrative exhibits
wherever required. A new chapter (Chapter 9) has been added titled ‘Writing to
Communicate’ which presents incorrect use of language and phrases that rob the text, be it a
report or a letter, of authenticity and credibility. The chapter also presents correct use of the
examples and the rationale or logic in the form of explanations. Designed as a textbook for the
management students, this book would be equally useful for the management professionals
and executives. Key features • Observes a simple pattern of Read-Comprehend-Test-Follow •
Discusses strategies for identification and improvisation of communication skills (both oral and
written) • Provides numerous examples and illustrations that facilitate proper grasp of the
topics discussed.
With recent changes in technology, media, and the communication landscape, the journey to
ethics has become more complicated than ever before. This book aims to answer ethical
questions, from applying ethics and sound judgment through your organization and
communication channels to taking your ethics and values into every media interview. With the
understanding of how personal and professional ethics align, business leaders, managers, and
students will maneuver their way around this new landscape showcasing their values in ethical
conduct. This book is divided into eight important areas based on where and why a breakdown
in ethical behavior is likely to occur, and delivers advice from experts on the frontlines of
business communications who know what it means to face the inherent changes and
challenges in this field. With more than 80 questions and answers focused on guiding
marketing, PR and business professionals, readers will uncover situations where ethics are
challenged, and their values will be tested. This straightforward Q&A guidebook is for
professionals who realize ethics are a crucial part of decision-making in their communications
and who want to maintain trust with the public and their positive brand reputations in business.
Readers will receive answers to pressing ethical questions to help them apply best practice
guidelines and good judgment in their own situations, based on the stories, theories, and
practical instruction from the author’s 30 years of experience as well as the thought leaders
featured in this book.

Interested in making your skills future-ready and recession-proof? Guffey/Loewy's bestselling BUSINESS COMMUNICATION: PROCESS AND PRODUCT, 10E, can help.
This award-winning book with the latest content guides you in developing
communication competencies most important for professional success in today's hyperconnected digital age. Refine the skills that employers value most, such as superior
writing, speaking, presentation, critical thinking and teamwork skills. Two updated
employment chapters offer tips for a labor market that is more competitive, mobile and
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technology-driven than ever before. Based on interviews with successful practitioners
and extensive research into the latest trends, technologies and practices, this edition
offers synthesized advice on building your personal brand, using LinkedIn effectively
and resume writing. A signature 3-x-3 writing process, meaningful assignments and
focused practice further equip you with the communication skills to stand out in
business today. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Master the basics of workplace communication with the proven instructional techniques
and time-tested learning approaches of Means' BUSINESS COMMUNICATION, 3rd
edition. With its engaging contemporary design and clear, easy-to-follow instructions,
you will quickly sharpen your writing, listening, speaking, computing and research skills
while using the latest technology tools. A unique Writing Styles feature helps you build
powerful writing skills and effectively maintain reader interest. Integrated ethics and
cross-cultural issues help you develop decision-making skills that will serve you well
throughout your career. Equipping you with effective communication skills across all
media, the book also offers the most current coverage available on smart phones, the
Cloud, document sharing, VOIPs, webinars, enhanced security measures and much
more. Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
BUSINESS COMMUNICATION: IN PERSON, IN PRINT, ONLINE, 9E offers a realistic
approach to communication in today's organizations. The text covers the most
important business communication concepts in detail and thoroughly integrates
coverage of today's social media and other communication technologies. Building on
core written and oral communication skills, the ninth edition helps readers make sound
medium choices and provides guidelines and examples for the many ways people
communicate at work. Readers learn how to create PowerPoint decks, use instant
messaging and texting effectively at work, engage customers using social media, lead
web meetings and conference calls, and more. Important Notice: Media content
referenced within the product description or the product text may not be available in the
ebook version.
For B.Com., BCA, BBA, MBA and as per the UGC Model Curriculum.
1. Business Organisation : Nature and Concept, 2. Social Responsibility and Ethics, 3.
Stages of Promotion of Business, 4. Sole Proprietorship or Sole Trade, 5. Partnership
Including Provisions of Limited Liability Partnership Act, 2008, 6. Organisation of Cooperative Societies, 7. Company/Joint Stock Company, 8. Public Sector Enterprises, 9.
Forms of Public Sector Enterprises, 10. Global Enterprises (Multinational Companies)
and Public Private Partnership, 11. Business Communications : An Introduction, 12.
Dimension, Directions and Channels of Communication, 13. Means of Communication :
Verbal Communication, 14. SWOT Analysis, 15. Non-Verbal Communication, 16.
Barriers in Communication, 17. Written Business Communication and Business :
Letters, 18. Kinds of Business Letters : Request Letter, 19. Persuasive Letters : Sales
Letter and Collection Letter, 20. Modern Forms of Communication, 21. International
Communication Adapting to Global Business, 22. Group Communication Network, 23.
Business Survey Report, Examination Paper.
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