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Department of Information Technology and Management (ITM)
Faculty of Science and Information Technology (FSIT)
Daffodil International University (DIU)
(Version 1.0)

	PART A: INTRODUCTION

	1
	Course Code
	ITM 202

	2
	Course Title
	Business Communication

	3
	Course Type (Core University /Program/Elective)
	Core Program

	4
	Level/Term
	L2-T1

	5
	Academic Session
	Spring 2022

	6
	Course Instructor
	Mala Mitra

	7
	Pre-requisite 
	Not applicable

	8
	Credit Value
	3.0

	9
	Contact Hours
	3 Hours Per week

	10
	Total Marks
	100

	11
	Course Summary
	Students in this course will be guided through a process of determining business issues or challenges given specific situations, providing reasons/justifications why these are important, proposing solutions to the identified business problems, and communicating this analysis through in-class discussions and writing.

	12

	Course Objectives
	The goal of this course is to introduce the students about the foundation of Business Communication. The main objectives of this course are, 
· To develop interpersonal skills that contribute to effective and satisfying personal, social and professional relationships
· To develop business communication tools and Develop Personal branding tools
· To develop an awareness of the importance of succinct written expression to modern business communication. 
· To be able to develop confidence for breaking down and solving problem
· To acquire practical and oral communication skills

	13
	Course Learning Outcomes (CLO)
	By the end of semester, students should be able to:

	
	
	CLO1
	Understand different types of communication

	
	
	CLO2
	Apply communication models with modern devices

	
	
	CLO3
	Assess effective and concise reports

	
	
	CLO4
	Utilize effective summary of notices and meetings

	
	
	CLO5
	Present a comprehensive view of communication

	14
	Mapping/Alignment of CLOs with Program Learning Outcomes (PLO)
	PLO/
CLO
	ITM PLOs
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PART B: CONTENT OF THE COURSE

	Week
	Syllabus
	Learning Outcome
	Complexity Level
	CLO
	PLO
	Assessment

	1
	Meaning of Communication & Effective Business Communication
- Scope, Purposes
- Process- principles
- Functions
- Importance and Models of Communication.
- Barriers to Communication

	Able to learn Communication & Business Communication
	C1
	1
	1
	Class Test-1, Assignment-1

	2,3
	Skills of Communication
-Written Communication
- Oral
- Non-verbal
-Downward
- Upward-Horizontal
- Mass Communication
	Able to learn about Written Communication
	C2, C5
	1
	1,2
	Class Test-1, Assignment-1, Mid Exam

	4,5
	Business Letters
-Memos
-Reports
-Style and Structure
- Advantages and Disadvantages of different media

	Able to learn about letter
	C2, C3
	3
	2,3
	Class Test-1, Assignment-1, Mid Exam

	6,7
	Speech-Face to face conversation
-Interviews
-Meetings
-Advantages and Disadvantages of different media.
-Modern Business Communication

	Able to learn about Speech-Face to face conversation
	C3
	3,4
	3,7,
10
	Class Test-2, Assignment-1, Mid Exam

	8,9,10
	Recruitment Correspondence 
-Symbols
-Gestures
-Body language
-Visual Communication
- Preparing CV
	Able to learn about Symbols
	C5
	4
	7,10
	Class Test-2, Assignment-1, Mid Exam

	MID EXAM

	11,12
	Communication within the organization and small groups
-Office memos
-modern devices in Communication
	Able to learn about Communication within the organization and small groups
	C3
	1
	1
	Class Test-3, Assignment-2, Final Exam

	13,14
	Types of report
-Characteristics and Importance of different types
- Purposes
-Scope
-different styles of writing reports.
	Able to learn about Types of report
	C5
	3
	2,3
	Class Test-3, Assignment-2, Final Exam

	15,16
	Preparing Agenda
-Notice
- Minutes of different meeting
- Motion, Proxy, Quorum, and Resolution.
	Able to learn about Preparing Agenda
	C2, C3
	3,4
	3,7,
10
	Class Test-3, Assignment-2, Final Exam

	17

	Types of Letters
- Circular letter
- letter of inquiry
- letter of Complaints.
	Able to learn about Types of Letters
	C5
	3,4
	3,7,
10
	Class Test-3, Assignment-2, Final Exam

	18
	Dunning letter
- letter of adjustment
- letter of order.
	Able to learn about Dunning letter
	C3
	3,4
	3,7,
10
	Class Test-3, Assignment-2, Final Exam

	19
	Oral Presentation Skill

	Able to learn on Oral Presentation Skill
	C5
	4,5
	7,10
	Class Test-3, Assignment-2, Final Exam

	FINAL EXAM




	PART C: ASSESSMENT AND EVALUATION

	19
	Assessment Methods
	Methods
	Weighting
	CLO-1
	CLO-2
	CLO-3
	CLO-4
	CLO-5

	
	
	Attendance
	7%
	1%
	2%
	2%
	2%
	0%

	
	
	Class Test
	15%
	2%
	5%
	3%
	5%
	0%

	
	
	Presentation
	8%
	0%
	0%
	0%
	0%
	8%

	
	
	Assignment
	5%
	1%
	1%
	1%
	2%
	0%

	
	
	Mid-Term Exam
	25%
	5%
	20%
	0%
	0%
	0%

	
	
	Final Exam
	40%
	0%
	0%
	15% 
	25% 
	0%

	
	
	Total
	100% 
	9%
	28%
	21%
	34%
	8% 

	20
	Grading System
	Marks
	Grade
	Grade Point
	Remark
	

	
	
	80-100%
	A +
	4
	Outstanding
	

	
	
	75-79%
	A
	3.75
	Excellent
	

	
	
	70-74%
	A-
	3.5
	Very Good
	

	
	
	65-69%
	B+
	3.25
	Good
	

	
	
	60-64%
	B
	3
	Satisfactory
	

	
	
	55-59%
	B-
	2.75
	Above Average
	

	
	
	50-54%
	C+
	2.5
	Average
	

	
	
	45-49%
	C
	2.25
	Below Average
	

	
	
	40-44%
	D
	2
	Pass
	

	
	
	00-39%
	F
	0
	Fail
	

	21
	Make-up Procedures
	Improvement Exam (Students who have failed or received unsatisfactory grades (less than or equal to B) in the regular examinations and thus want to improve their grades), and Incomplete (I) Exam.





	PART D: LEARNING RESOURCES

	22
	Text Book(s)
	Communication for Business by Shirley Taylor. Pitman publishing London, 4th Edition 

	23
	Reference Books(s)
	Effective Business Communication by Herta A. Murphy. McGraw Hill Company (2004)

	24
	Other Resources 
(Online Resources or others) 
	NA
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