MATA TRIPURA .iUNI:I.lRl nPE“ ““I"E“SITY
OPEN UNIVERSI TY

Tripura

COMMUNICATION FOR
MANAGEMENT

b

Registrar o
Mata Tripura Sundari Open University
Gomati-Tripura

MASTERS OF MANAGEMENT



MASTER OF BUSINESS ADMINISTRATION

(M.B.A))

PROGRAMME DESIGN COMMITTEE

Prof Mazpod Parvesz
Vice Chancellor — Chairman
MT30, Tripura

Prof Ahdul Wadoed Siddiqud
Diean Academicz
MT30, Tripura

Prof CRE Murty
Professor of Distance Educaton
IGWNOU, Wew Delhi

Director of Distance Education
Aligarh hnslim University, Alizark

Prof Azhizh ) Gzhra

Profezzar of hiznagement
Nmealeyamn University, Jzbalpur
Prof Rajeev Sharma

Profezzar of hiznagement
Memzabyatar University, Alizarh

Prof K. Ravi Sankar

IGO0, Mew Delld

Prof Ammaz Sawers
Professor of Manazemant
IGENOAT, Wew Delkd

Brof Arvind Hars
DProfessor of hanazemant
MTS0U, Triparz

Prof Prakazh T Achari
Professor of Managemant

Prof Miohd Nafees Abmad Ansari Profezzar of hiznagement Usha Martin University, Fanchi

COURSE WRITERS

D Arvind Hans MIGO-6102 Manazerial Economrics MO, Tripura

Professor of Marazement NIF0-6104 Busiress Satistics

MTS0U, Tripura Do hMeenzh=hi Eumar

ME0-6101 Prindple: and Practices Assistamt Profeszor of hanazement M. Fana Taku

Marazement MTE0U, Tripara Aszzistant Professer of Mmagement
MGD-6103 Accounting for Manazers MTB0U, Tripura

Drr Saifullah Ehalid
Aszzociae Professor of b znagsment
MT30, Tripura

D Myerk Gevi
Assistarg Professor of Manassment

MG0-6105 Compomication for
Nznagement

COURSE EDITORS

Profeszor of Marazement
Manzalmyatan University, Tabelpar

Prof Rajesv Sharma
Profeszor of Marazement
Marzalryatan University, Alirarh

Prof Amuaz Sexena
Drofazsar of Mznazemant
TGO, Mew Delhi

Dr. Svzti Szxena
Azzpcizte Professer of hianaz=ment
Mmealeyvaan University, Tebalpur

Lr. Prekzh hfshma
Azzodate Profeszor of Manazsment
Mmnszlayatan University, Fabalpur

L Asiosh Samens
Azzodate Profeszor of Manazsment
Maneplayatan University, Jakalpur

FORMAT EDITORS

Dr. Nitendra Singh

MTSOU, Tripura

MMz, Vanshikes Smgh

Aszzociate Profeszor of Enslizh Aszistant Professor of English
MT30U, Tripura Dr. Faizan MTSOU, Tripura
Assistant Profeszor of English
M=. Anpsla Fatima Mirza MTS0U, Tripura
Aszistant Professor of English
MATERIAL PRODUCTION
1. Mr Himanshu Saxena 3. MAr. Jeetendra Kumar 5. Mr Ankur Kumar Sharma
2. Ms Eairm Verma 4. Mr. Ehirezsh Sharma 6. Mr Pankz) Kumar



Block I: Introducing Business Communication

Unit 1: Basic forms of communication; Self Development and CommumicationDevelopment of
positive personal attitude

Unit 2: Communication models and processes; Self Development and CommunicationDevelopment of
positive personal attitude; Corporate

Unitd: Aundience analyvsis Principles of effective communication, formal and informal communication
networks, Grapevine, miscommunication (barriers).

Block IT: Effective listening

Unit 4: Principles of effective listening; Factors affecting listening exercise;

Unit 5: Oral, written and video sessions.

Unit 6: Modem forms of communicating:

Unit 7: Fax: E-Mail; Video conferencing etc. nonverbal aspects of communication, Kinesics,
Proxemics, Para language, sign language.

Block IIT: Writing skills

Unit 8: Planning business message; rewriting and editing; the first draft; reconstructing the final draft.
Unit 9: Business letters; Appearance of request letters; Good news and bad news letter’s; Persuasive
letters;

Umnit 10: Sales letters; Collection letters; Office memorandum, notice and circular.

Unit 11: Writing resume and letter of application.

Block IV: Report writing

Unit 12: Introduction to a proposal, short report and formal report, report preparation,
Unit 13: Sales presentation, training presentation

Unit 14: Conducting surveys, speeches to motivate.

Block V: Practices in business communication

Unit 15: Group discussions; Mock interviews; Seminars; Effective listening exercises;
Unit 16: Individual and group presentations, Oral presentation:

Unit 17: Principles of oral presentation. Factors affecting presentation,

Unit 18: Interviewing skills: Appearing in interviews; conducting interviews
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Block I: Theoretical Framework of Business Environment
Unit 1: Concept, Significance, of Business Environment
Unit 2: Nature, Elements & Dimensions;

Unit 3: Environmental Scanning and Monitoring.

Block II: Economic Environment of Business

Unit 4: Significance and Elements; Economic Svstems; Economic planning in India; Government
Policies- Industrial,

Unit 5: Fiscal, Monetary, EXIM; Public Sector and economic development; Development banks and
its relevance to Indian business;

Unit 6: Economic Reforms, Liberalization and structural adjustment programmemes;

Unit 7: Regulation of Financial Markets, SEBL

Block IIT: Political and Legal Environment of Business

Unit &: Critical elements; Government and business;

Unit 9: Changing dimensions of political and legal environment in India;
Unit 10: METP Act, Competition Act, FEMA and licensing policy

Unit 11: Consumer Protection Act.

Block IV: Socio-cultural Environment

Unit 12: Social institutions, systems, values, attitudes, groups, etc;

Unit 13: Dualism in Indian society and problems of uneven income distribution;

Unit 14: Rural sector in India; Social Responsibility of Business; Consumerism in India.

Block V: International and Technological Environment

Unit 15: Multinational Corporations; Foreign collaborations and Indian business; NEIs and Corporate
sector

Unit 16: International Economic Institutions- WTO, World Bank, IMF and their importance to India;
Foreign trade Policies;

Unit 17 Impact of Rupee devaluation; Technological environment in India; Policy on research and
development

Unit 18: Intellectual Property Rights; Technology transfer.
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