                                                          LESSON PLAN
Session: 2025-26 (ODD SEM)

Name of Teacher- Dr. Silky Jain
Class- B.COM (1st Sem)
Code: 24COM401SE01
    Subject- Business Communication
	MONTH
	SYLLABUS

	JULY& AUGUST
	Meaning & Process of Business Communication, Importance, Essentials of Effective  Communication
Types of Business Communication,
Barriers of Business Communication

	SEPTEMBER
	Reading Skiils
Listening Skills
Note Making, Persuasive Speaking,
Body Language& Gestures

	OCTOBER
	Process of writing email, 
Writing Style& skills, Email Etiquitte & Email Samples, 
Business letter Writing: Points & Types

	NOVEMBER
	Business Letter Format & Samples
Revision, Test, Presentation



