“Jnana Sangama” Belagavi-590018, Karnataka State, India

({3) Visvesvaraya Technological University
24

Dr.A.S. Deshpande s mices. mo Phone: (0831) 2498100
Registrar Fax (0831) 2405467
Ref: VIU/BGM/S02/2020-21/22. Dated: .

=11 APR 2021

Revised- NOTIFICATION

Subject: Revised-Academic Calendar for | sem PG programmecs for year 2020-21
Reference: llonble Vice-Chancellor Approval dated 01.04.2021

Revised-Academic  Calendar for 1 semester of M.Tech/M.Arch./MBA/MCA
programmes, for the Year 2020-21 is hereby notified as enclosed.
The Principals of Affiliated, Constituent, and Autonomous Engincering Colleges are

hereby informed to bring the contents of this Notification to the notice of all the concerned.

Sd/-
REGISTRAR

Encl: As mentioned above

To,
1. The Prncipals of all affiliated/ constituent /Autonomous Engincering Colleges under the

ambit of VT'U Belagavi.
2. The Chairpersons of all Departments, Centres for PG Studics in Belagavt, Kalaburgi,
Muddenahalli, and Mysore.

Copy to.
1. Tothe lHon'ble Vice-Chancellor through the sccretary to VC VTU Belagavi for information
‘The Registrar (Evaluation), VTU Belagavi for information.
The Regional Directors (1/¢) of all the regional offices of VTU for circulation.
The Special Officer CNC VTU Belagavi for uploading on VTU website
PS to Rogistrar VTU Belagavi
All the concerned Special Officor/s and Caseworker/s of the academic section, VTU, Belagavi
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P.G DEPARTMENT OF MANAGEMENT STUIDES
CALENDER of EVENTS - EVEN SEM-2021-22

SLNo DATE ACTIVITY
| 8-Nov-21 |Commencement of Third Semester Classes
2 15-Nov-21 |Indusrtial Visit to Third semester MBA students

Webinar on "Money Management and Career Opportubites
Post Covid Scenano®

LS |

23-Nov-21

Commencement of First IA for Third semester MBA

27-Nov-21
students

L)

4 6-Nov-21 |Talk By Corporate Guest

Commencement Induction Program for First Semester

5 10-Jan-22
i MBA

6 4-Jan-22  |Talk By Corporate Guest

Commencement of Second 1A for Third semester MBA

7 24-Jan-22
students

8 18-Feb-22 | Talk By Corporate Guest

Commencement of Third IA for Third semester MBA

9 21-Feb-22
students

10 28-Feb-22 |Last Date of Working for Third Semester MBA

Commencement of VTU Theory for fouth semester MBA

11 2-Mar-22
students

=

fure of the
Academic Co-ordinator

Dr. Prakasha Rao K. S.
M.Com MPNLMFMMBA PRD

head: P.G. Dept of Mgt Studies
CHIKKAMAGALURU-577102




MANAGERIAL COMMUNICATION

Course Code 20MBAIL6 CIE Marks | 40
Teaching Hours'Week (L T:F) 302 SEE Marks 60 |
Credits 04 Exam Hours 03

Course Objectives:

1. To enable the students to become aware of their communication skills and sensitize them 1o their potential to
become successful muanapers

2. To cnablc learners with the mechanics of writing aad also belp them 1o drafl bosiness letters in English preciscly
and effectively.

3, To mtroduce the students to some of the practices in managerial commmnication those are in Vogue.

4. To prepare students to develop the ant of business comnmunication with emphasis on amalyving business situations.
S. To train Students towards drafting business proposals

Module «1 Introduction 7 hours

Introduction: Mcaning & Definition, Role, Classification ~ Purpose of communication ~ Communication Process -
Charscteristics of successful communication. Communicating within Ovgamizations - Levels of communicstion,
Communication flow, Communication barrices, Media choices, Legal Consequences and Ethics, Communication i 3
cross-cultural setting.

Module =2 Oral Communication 7 hours

Oral Communication: Mcaning ~ Principles of successful oral communication, Conversation control ~Reflection
and Empathy: two sides of effective onl communication.

Oral Presentation: Role of business presentations, Planning and Organizing Presentation, Planning Team and
Online Presentstions, Developing Visual Suppon for Business presentation, Practicing and Delivering Presentation -
Refining your delivery.

Business Pitch: 10 stcps m Pitching, Elevator Pching

Class room Exercise: Business pltch with video recording uiing Power Point and feedback.

Module -3 Written Communication 9 hours

Written Communication: Purpose of writing — Clanty in writing ~Principles of effective writing — Approaching the
wriling. process: systematically: The 3X3 writing process for busincss conwnunication Pre writing - Wnting ~
Revising. Audience analysis, Wnting Positive, Neotrsl, Persussive and Bad-oews Messages

Types of Written Communication in Business: Business Letters, Employee Reviews, Recommendation Letters,
Thank You Letters, Memos, proposals and Reports, Planning Documents, Press Releases, Prosctive Media Writing
and E-mail.

Module -4 Business Reports 9 hours

Business Reports: Purpose, Kinds and Objectives of reports — Orgamization & Prepanng reports, short and long
reports Writing, wnting executive summary.

Business Case Analysis: What is 2 case? Charactenistics of Case and its Amalysis, Process of Case Analysis,
Requirements of Case analysis, The structure of wiitten cases analysis,

Meeting Documentation: Notice, Apenda, and Resolution & Minutes

Assignment: Exccutive summary to be submirted.

Module -5 Employ ment communication 9 hours

Employment communication: Putting your best self forward, Preparing your resume, Writing covenng Jetters and
Inquiry Emails, Preparing for a Job Interview, Conducting Yourself dusing the Interview, Following up throughout
the process, Practicing business ctiguctic

Business Meetings: Format, planning, facilitating, participating zod following-op.

Lab component: Video conferencing across stakeholders.,
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Module-6 Interpersonal Communication 9 bours

Interpersonal Communication: Nomerbal communication snd Listening.

Conflict Managemeat and Negotiation skills: Mcaning and characienstics of Conflict, Conflict management
through communication, Managing the process of communication in Coaflict, Verbal skills for communicating in
conflict. Communication for effective negotiation — Mcaning, nature and need for negotiation, Factors affecting
negotintion, stages in negotiation process, Negotiation stralcgies.

Technological Advancement and Business Communication: Intrancs, Internet, Teleconference, Video conference,
Blogs, Webinars, Chat rooms. Voice and Text mesQging

Social Media: Introduction, Characienstics, Classification, Nature and wope of Six types of Social Media, Choosing
the most suitable social media. Using Social Media to build business relationships.

Lab component: Creating a Blog

Note: Suggested for practical component: Effective Communication Development.

Subject faculty to design suitable practical components for the topics in syllabus.

Course Outcomes:
Al the end of 1he course the student will be able to-
1. The students will be aware of their communication skilly and know their potential to become
successful managers.
2. The students will get cnabled with the mechanics of writing and can compose the business letters in English
precisely and effectively.
3. Students will get exposure in drafting business proposals 1o meet the challenges of competitive environment.
4. The stdents will be introduced to the mansgenial communication practices in business those are ia yogue.
5. Students will get trained in the art of Interpersonal communication and technological advancement and social
media uxape in communications, with emphasis on analysing business situations.
Practical component:
e Make students enact and analyze the non-verbal cocs
e Conduct a mock meeting of students in the class identifying an issoe of their coocern. The students should
prepare notice, agenda and minutes of the meeting.

o Organize a mock press conference addiessing to the launch of new product by an organization.
¢ Students should be given an assignment (o draft a propasal 10 undentake research project
o Vidco conferencing actoss stakeholders
* Creale a Blog
*  Business pitch with video recording using PowerPoint and foedback
CO-PO MAPPING
PO
CcO
PFOL_| PO2 ro3 PO4 POS

CO1 X \ X

co2 X X X

COo3 X X X A

COo4 hY X

COs Y X X X
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AlT Lesson Plan & Execution
Name of the Faculty Mrs Aruna Saganali
Dept-Sem-Sec: MBA-I-A
Date of Commencement 14 Feb 2022
Last working day of Semester 10 Jun 2022
Source Material List

[ Communicating 1o Bininess Ober Newmman Cengage ¥ th Edyoon, 2018

"

BCOM A South-Assan Perspective Lehman, Dufrene.Simba Cenigage
Leamning 2 nd ldition, 2012

Butinest Commmnication P D Clonerved: Mukeal Chatanedi Pearon 3 rd
Edution, 2013

Buvioess 2@ Trofeasional Communication Relly m. (maniia Shawn 1
Walil SAGE South Asia Editnon 2017

Commemmicating 1m Dasiness Wi, kozan Logan Memer Cenpage
Lesrning § th Editon, 2017

A

Pininess Commutication: Process Mary Elles Gu-m-y Cengage Learning 3
rd Edition, 2000 : ;

Dusigess Communicutson Lesikar Flaticy, Rente Pande TMH | 1th Ldition,
W0

Conmmmcating i Businest WILAmS, Rnzan, Logan & Merner Congage
Learming ¥e, 2014

Conrse Outcome List

21 Page
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Planned Execution
Period Source Source
Date Topic materialto | Dare Topic miaterial fo
be referred be referred
Module |
1 14 Feb 2023 m:mum Meaning & Defiaition, 1% Feb 2022 ;lmmdochw: Meaning & Defimition, TEXT )
ole

2 15 Feb 2022 | Classineation , Purpose oF 15 Feb 2m2 |Classificalson, Purpose oF TEXT
commumcation commumication

3 16 Feb 2022 |Commumicanon FTocess , Chaaciensics 10 Feb 2022 |Commuticanon Process, Charsciernies [TEAT 1
of sucoessful communication of successful cosmmanication

4 17 Feb 2022 |Comemamcating within Ovganizations 17Feb 2022 [Commumicating within Otgamizations TEXT 1

3 18 Feb 2022 [Levels of commtnication 1% Feb 2022 ‘cls of cormmumication .

0 T Feb 2022 |Comemmmcation Neow o1 Feb X [Commuanicatron flow

7 33 Feb 2032 |Commmmnication barrere Feb Communcation barmers

0 23 Feb 2022 | Modia chovces 23 Feb 2022 |Media chaices

o 23 Feb 2022 |Logal Connequences and Ethics 253 Feb 2022 |Logal Consequences and Ethacs TEXT 2

0 23 Feb 2022 |Comemmmication in a crovecultural 23 Feb 2022 [Cotmmunication ta aeross-<ultral TEXT 2
setting ik(ﬁl'

Module 3 —=

[ 24 Peb 2022 [Meanuy M4 Teb 2022 [Meaning TEXTY

12 33 Feb 2022 [Mrinciples of succenshil ol 25 Feb 2022 ipies of succaniful nend TEXT 2
communication commumication

(1) 38 Feh 2022 [Conversation control 25 Feb 2022 |Conversation conirol 2

r) 3 Mt [Teiioction And Trpathy: two Asdes of TN TOZT | REDectonand ERipainy. w0 vidcs of 3
effeckive oral comumunication elfective orad communiiation

s ¥ Mar 2023 of business presentations, Ianning TMarI0g2 | ROTE OF DUsiness presentatinns, Tlonning | TENT 2
uisd Orgunizing Presantation aid Organizing Presentatiom




Planned Execution
Period Source Source
Date Topic materialto | Date Topic material to'
be referred be referred
6 AMar 2022 [Planming 1¢am and Onlioe A M 2023 [Planming 1 cam andUnline TEXT 2
ons, Developing Viual Presentations, Developing Vivual
Smf«&ugmmm smgmrornmnmpmmnm
17 7 Mar2022  |Peoc and Delry Presentation . 7 Mar 2022 Pmmcamudbﬂn Prosentatioe,  |TENT 2
‘ Kdi:::‘mddiv:y“ : hﬁnn‘mdem:ym
I3 S Mbr 3023 |10 sheps in Pieching [EMarz22  [10 steps in Pisching TENT 2
[i% Mar2023 |10 steps m Priching B Mar 2023 |10 steps in Pirchirg TENT 2
20 ¥ Mar 2022 |Ulevator Pitching lim Elcvator Prtching TENT 2
[Niodaie 3
2 My 2022 |Whitten Commumcanon: Parpose of [ Mar 3032 | Writien Cooumumnication: PRrpose of TENTS |
writing , Clanty m writing writing, Ch:ily_-u writing I
2 10 Mar 2022 of elfective whi 10 Mot 2022 |Principles of ellective Wil TENT |
wAmmﬁhg Ihe uriting wa Amucmw thewnting: pfoemm
y: The 3X3 writing process ¥ y: The 3X1 writing process
for bunimesy c«mmlum Pro writing business communication Pee witing
52 T1 Mar 2023 |Wemng . Kevising T1 Maz 2022 | Writing, Revising
4 T4 Viar 2022 | Audicece analysis, Writing Posiive T4 Mar 2022 |Audicnce analysis, Wating Pesitive
Ly T3 Mat 2032 | Ncutral, Porusiive and Bad-oows T8 Mar 2002 | Neutral, Persuarive and Bad-news
Messapes Aessages _—
Eo 16 Mar 3022 | Basivess Letten, Einpioyee Reviews 16 Mar 2022 | Business Letters, Employee Reviews
F7] 17 Mar 2022 WM_MYW 17 Mar 2022 Ikmmum Thask You
0 T8 Mat 2023 | Metmion, proposals isi Reports 18 Mar 2022 |Memos, proposals snd Reporte
f] 3T Mar 2023 |Planning Documenty, Press Releases 31 Mot 2022 g Docianenis, Press Releases
T3 Mot 2022 |rosctive Media Wrting and E-mafl 33 Mt 2023 Tve Medin Whitingand C-mail
Module 4
1 - Fands and Objectives of nu-w—[ﬁmu,m.um«or
repoits feports

S| Pape




Execution

materiel (o | Date Topic material fo
be referred be referred
24 Mae 2022 [Organuzation & Prepanng reports TEXT2
35 Mar 2022 [vhert and longreports Wrinog TEXT 2
28 Mar 2022 [wniting executive summary TEXT |
29 Mar 2022 10 case? Chancterntics of Case  [TEXT 3
and ity Analysis, Process of Case
Asslysis
30 Mat 2022 | Requitements of CAe snaly sy TEXT 3
)lwzw&:mmofmnummtnn TEXT 1
| Apr 2022 |TEXT 2
TADC 2022 |Apeod TENT 3
SAPT 2022 |and Rewnlution & Mimstes TENT )

TOARTI02Z  [Putting your best sil forw and,
Prepating your cewime

TAPT 2022 |Writing covering letiers sndinquiry
’ " mmr«-hblmmm
) §Ape Condacting Younell dutiog the FApT 2022 [C
Interviow i 2! Interview b
44 i1 Ape ng up (broaghonul the provos 11 Apr wp Unoughaitthe procees
45 12 A Dusiness coguette 12 Ape TUMNEss CUQuetie :
0 TUApe 032 | Pt T3 Apt 2023 | Tormal [TixT: |
17 TS A 2052 |1 Tormat IR Apca0iz |
% 10 Apr 2023 | plannang 10 Ape 2023
4y 20 Ape 20 TAcHlataniny
70 TTADE S22 | pariseipwiing wnd (olowing-upy
Module 6
(Y] ST ApE 3023 [Ieterpersonal o
- ﬁﬂdq.‘c it lm.q“ und
o M et
kil g and
b ssteverr b’cmmcmum
andgement conicItion
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USN :

Adichunchanagiri Institute of Technology

l' &j DEPARTMENT OF MASTER OF BUSINESS ADMINISTRATION
7

‘4

Semester: 1-Scheme 2020

Apr 2022

Subject: MANAGERIAL COMMUNICATION (20MBA16)
04:00 PM

Faculty: Mrs Aruna Saganali

Part - A

Answer any ] question(s)

la. Define Communication.

th. What are the steps in preparing a presentation?

l1c. 7C'S of effective communication.

2a. What is Empathy.

2b. Explain the different roles of communication in business.

I - INTERNAL ASSESSMENT

Date: 06

Time: 03:00 PM -

Max Marks: 25

Marks CO PO BT/CL

[3.0] [12]

(7.0) [2.3]

[10.0] [12)

[3.0] [34])

17.0] [23)

2¢. Briefly explain the principles of successful oral communication.

Part - B
Answer all questions

3. What are the natures of communication?  [5.0)

23]

12 (1)

12,31 1]

1,21 11

13,4] 1]

2.3] (1)

[10.0] [45] [4,5] [1)

Marks CO PO BT/CL

12, 3] i1



Adichunchanagiri Institute of Technology
DEPARTMENT OF MASTER OF BUSINESS ADMINISTRATION
I - INTERNAL ASSESSMENT-

Scheme of evaluation
Subject: MANAGERIAL COMMUNICATION (20MBA16)

Define Communication.

The term communication is derived from the latin word communicare which refers to sharing.
Contributing, informing, popularising and spreading. Communication can be expressed as aprocess
in which individuals share their views suggestions, evidence, thoughts and feelings. Communication
is a process which includes the sharing of information and mutual understanding among the
individuals at some or different Jevel.

7C'S of effective communication.
1. Conciseness

One should be very specific and able to communicate in at Jeast possible words without letting both
vertus of other C's in business communication. Conciseness is one of the essential conditions for
effective communication and a concise message is complete without being Lengthy, such a message
is time saving and less expensive for both the sender and the receiver.

2. Correctness
In business communication the word correctness means using appropriate level of
language, accuracy, facts, figures and words. If the information is not communicated in a
proper manner the sender can lose his trustworthiness. Wrong information conveyed can
hamper the decision making process and can ruin the image of the firm. With accurate use
of grammar, composition, correct words and sclecting the right communication level
according to the receiver leve,] the correctness of communication can be determined.

3. Concretencss
The concreteness of the message is very important for the successful communication. It is
been specific, Exact and clear rather than being Unclear and general, we cannot make
diagrams, graphs or tables in oral communication to express the views clearly but we can
use brief and specific words with the support of relevant facts and figures to communicate
the right message. If the message is precise the receiver would be more likely to interpret
the message as the sender has proposed.
4. Clarity

The principle of clarity implies two branches clarity of thoughts and clarity of expression.
The communication process starts with the thought generation in the mind of the
communicator. The idea that is to be communicated should be clear in words so that thereceiver
can interpret it in the same context in which it is communicated.

Clarity of expression it means that there should not be any element of doubt in the message,
To fulfill this objective the idea that has 10 be communicated should be very much cleared in
the mind of the sender.
S. Completeness
It means that the speaker should be very clear in his mind
What he is going to communicate ,
The reason why he wants (0 communicate,
To whom he wants to communicate and
When he wants to communicate and
How should he communicate.
6. Consideration

Consideration usually means the process of considering or allowing. For an effective

communication one should think and see from the point of view of the receiver. The sender



should follow a relevant approach and understand the emotions, seatiments and the needsof

the receiver.

7. Courtesy S5
The term courtesy means the friendly and caring attitude for others. The cgmn.lumcalloﬂ

could be enhanced with polite manner, it motivates the participative communication . a

message with courfesy strengthens existing business relations. It helps in enhancing the

social circle and building goodwill of the organisation.

What is Empathy.

In its simplest form, empathy is the ability 1o recognize emotions in others, and to understand
other people’s perspectives on a situation. At its most developed, empathy enables you to use that
insight to improve someone ¢lse’s mood and to support them through challenging situation,

Explain the different roles of communication in business.

1.

o I e o

Managing complex situation.

Establishing cooperation and understanding.
Effective management of organization

Facilitates cohesion.

Fewer layouts

Better customer interaction

Ease of information collection and dissemination,

Briefly explain the principles of successful oral communication.
1. Well planned:

Before presenting something. there should be proper planning regarding the audience, topics tobe
delivered, timing and other factors. So a person must be well planned to deliver his speech.

2. Clear pronunciation:

To make oral Messages meaningful to receivers, words should be clearly and correctly

pronounced. There should not be any lack of clarity, otherwise the communication would be a
confusing one,

3. Brevity:

Effective oral communication desires that a message should be bricf. If the sender took a long
time for talking, his message may not get the attention of the receiver.

4. Precision:

Precision is needed to make oral communication effective. There should not be any confusing
words rather a message 1o be delivered should be specific so that there is no misunderstanding.
5. Natural voice:

Any sort of a natural voice me distort the message. A natural voice can do a lot to make oral
communication effective.

6. Logical sequence:
Ideas should be organised in a sequential way to make the message communicative and attractive,
Unorganised ideas do not provide clear sense while a logical sequence of ideas gives aclear sense.



7.Suitable words:

Words have different meaning to different people in different situations in oral communication,
the speaker should use the common, simple, and familiar words so that the receiver can react 1o
the message without any problem.

8. Courteous:

Courtesy cost nothing but can carn many things. So the speaker should be courteous while

addressing listeners. It helps create a good impression in the mind of listeners regarding The
speaker,

9. Attractive presentation:

It is another principle to make oral communication effective. A speaker should deliver his speech
in a very nice and sweet Jangusge so that the receiver is attracted to take part in the
communication,

10. Avoiding emotions:
Speaker must control his emotions 10 make oral communication effective. Too much ¢motions
will take the speaker away from the main subject.

What are the natures of communication?
1. Inevitable

Communication is a social psychological activity. If a person is facilitated with all the physical
comfort but is not allowed to read right speak or listen he will become mentally weak and
incapable of performing any task. Hence communication is very important.

2. Continuous Process

Communication is an ongoing process and not in our or a time Based event It includes
various events and actions that are inter-contacied and dependent on each other.

3. Two-way Traffic

Communication is said to be incomplete unless the receiver is able to understand the
message 50 it can be said that feedback is very necessary for an effective communication
therefore communication is a two-way traffic,

4. Short Lived Process

It is said to be a short lived process because as soon as the receiver receives a message and
understands it in the right context the communication process is completed.

5. Universal phenomenon
Communication takes place everywhere not only human beings but birds, animals, also
communicate hence it is termed as universal or a widespread phenomenon.

6. Contextual

Communication always takes place in a particular context, similar words may lead to different
meanings if spoken in different context. Therefore the meaning of communication words May
change according to the context.




7. Leads 1o the achicvement of organisational objective. .
Effective communication leads to the achievement of organisational objectives by creating a
scene of objectivity in the organisation.

8. Eliminates misunderstanding.

Misunderstanding occurs when there is a failure of interpret words or actions correctly,
Communication removes misunderstanding among people and helps in developing good
relationship.



USN:

Adichunchanagiri Institute of Technology
DEPARTMENT OF MASTER OF BUSINESS ADMINISTRATION
11 - INTERNAL ASSESSMENT

Semester: 1-Scheme 2020 Date: 14
May 2022
Subject: MANAGERIAL COMMUNICATION (20MBA16) Time: 11:30 AM
12:30 PM
Faculty: Mrs Aruna Saganali Max Marks: 25

Part < A

dnswer any I question(s)

Ia. What do you mean by Agenda?

13.0] 12] 1]

Ib. Explain 3x3 Writing Process of business communication.

1701 121 B

Ic. Briefly explain Kinds of Business Reponts.
(10.0] 2] [1]

2a. What do you mean by Clarity in Writing?

13.0] 131 1)

2b. What is the process of writing an Executive Summary?

(7.0 41 4]

2¢. Explain different types of Proposals.
[10,0] 3] 3]
Part -8

Answer all guestions
3. Draft a Notice for “Announcement of Sports Day”. 1501 (1) IS)

Marks CO PO BT/CL

131



Adichunchanagiri Institute of Technology
DEPARTMENT OF MASTER OF BUSINESS ADMINISTRATION
I1 - INTERNAL ASSESSMENT-

Scheme of evaluation

Subject: MANAGERIAL COMMUNICATION (20MBA16)

I. A AGENDA.

A list containing various items, that are to be discussed in the meeting, is
known as agenda. Some ofthe points that are already mentioned in the notice
are also includes in it, such as name of the organisation, venue and timing of
the meeting.

I. B 3x3 writing process for business communication

Griffey Illustrated the process of writing through His 3x3 model so uniquely
that students understood the writing process very easily. 3x3 refers that the
process is divided into three phrases, which are further divided into three sub
steps. The first phase of the process is rewriting phase, second is the writing
phase, and the final phase of the process is revising phrase.

All of them are explained below

1.Pre-writing phrase: the activities that comprises of pre-writing phrase are as
follows

a. Analyse:
Determine the purpose of writing.
Choose the channel that best suits the
purpose.Keep the audience in mind.

b. Anticipate: Tried to forecast the reaction of audience by evaluating the
message from theviewpoint of a reader.

c. Adapt: Designed a message in such a way that it can provide value to the
reader.

2. Writing Phase: writing phase includes the following activity

a. Research: collect the data from formal as well as informal means.

b. Organise: Arrange all the ideas in the form of a list or an outline and then
decide on a strategyaccordingly.



. Compose: write the first copy of the matter. Use of word processing
software is recommended.

3.Revising Phase: the activities that come under revising fees are as follows

a. Revise: go through the matter and Check its tone and clarity in order to
improve it,

b. Proofread: the grammatical errors. spelling and punctuation mistakes are
corrected at this step.

c. Evaluate: lastly, the matter is evaluated to check whether it can achieve the
intended purpose ornot.

1.C Kinds of business reports.

1. On The Basis Of Legal Requirement:

1. Statutory Reports ( legal)
2. Non-statutory Reports. ( non-legal)
2. On The Basis Of Formality
1. Formal Reports ( structured )
2. Informal Reports ( unstructured)
3. On The Basis Of Function.
1. Informational Reports ( only data & facts)
2. Interpretive Reports. ( draws conclusion )
4. On The Basis Of Number Of Person.
1. Reports By Individuals. (auditors, marketing manager )
2. Reports By Committee Or Sub-committees. ( department)

1 Clarity in writing

Using clear and comprehensible language is another technique used for
effective writing. This implies that, while writing, simple and precise words
must be used and jargons must be avoided.

i Process of writing an executive

summary Read the Entire



Document.

Highlight the Important
Points.Identify the Main
Sections.

Combine the
Information.Re-

check the Summary.

i .C Explain different types of Proposals.
1. According to the structure.
1. Non-formal proposal.
2. Formal proposal.

2. According to nature of the audience.

1. Internal proposal.
2. External proposal.
3. According to source of origin.
1. solicited proposal.
2. Unsolicited proposal.

4. According to the objective or content.

1. Business proposal.
2. Research proposal.
3. Technical proposal.

3 Students shall draft notice according to there intellectual,
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Answer any | question(s)
Marks CO PO BT/CL

Ia. what is Business Etiquettes?

[13.0] 134] [1.2,3] [1]

1b. Explain Types of negotiation strategies.
17.0] 13,51 [2.4] |1

1¢. Briefly explain different Types Of Meeting.
[10.0] [34] [2.4] [1]

2a. Detine Conflict
13.0] 134] |3.4] 1]

2b. Explain Types of Interview For Selection Purpose.
1701 124] [4] 1]

2¢. what are the Impact Of Technological Advancement On Business Communication?
[10.0] [3,5] [2,4] [1]

Part - B
Answer all questions

Marks CO PO BT/CL

3. what are the Characteristics of Social Media? 1501 [24) 12] 11)
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What is Business etiquettes?

Business etiquettes are the rules that are followed in social relations, in business relations and in
certain professionals. These are in fact considered a necessity but the time has changed and a
modification in the etiquette is required,

What are the Negotiation Strategies?

Types of negotiation strategies,

Competitive/aggressive strategy. ( complete win or complete loss)

Collaborative stand/problem-solving strategy. ( best mutual result)

Compromising strategy. ( dose not result in complete win of any party)
Accommodating strategy. (benefit 1o | party & anticipation to bring gain in future (0

other party)
Avoiding strategy, ( not interested)
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What are the Types Of Meeting?

1. Basis of purpose
A. Problem-solving meeting
B. Decision making meeting
C. Feed forward meeting
D. Feedback word meeting
E. Combination meeting

2. Basis of formality
A. Formal mecting
B. Informal meeting

Definition Of Conflict.

Conflict refers to demonstration of anger, revolt, negative behavior, violence, enmity and
misconception. This is a result of difference in opinions of people or groups working within an
organization.

According to joe kelly, “conflict is defined as opposition or dispute between persons, groups or
ideas.”

What are the Types Of Interview For Sclection Purpose?
1. Preliminary interview
a) Informal interview
b) Unstructured interview
2. Core interview



a) Background information interview
b) Stress interview

¢) Formal and structured interview
d) Panel interview

¢) Group interview

f) Job and through Bing interview

g) Depth interview

3. Decision making interview
(salary, allowance, benefits, promotions)
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DATE TIME END TIME CODE SUBJECT NAME
12-May-2022 | 09:30 AM | 10:30 AM 20MBAI Management & Organizational Behavior
12-May-2022 | 02:30 PM | 03:30 PM 20MBA12 Managerial Economics
13-May-2022 | 09:30 AM | 10:30 AM | 20MBAI13 Accounting for Managers
13-May-2022 | 02:30 PM | 03:30 PM 20MBA 14 Business Statistics
14-May-2022 | 09:30 AM | 10:30 AM 20MBAIS Marketing Management
[4-May-2022 | 11:30 AM 12:30 PM 20MBAI16 Managerial Communication
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AIT CLASS TIME TABLE issue No. 1
Rev.No. 0
Department MBA Semester  |FIRST Section !
Academic Year 2021-22 Room No SF-303
Class Coordinator Mrs.Shambhavi S M
Period I 0 M v v Vi Vil ,
Day | Time— | 8:00am-10:00am | 10:00am-11:00 am 11:15am-12:15pm | 12:15pm-1:10pm 2:30pm-3:20pm | 3:20pm-4:10pm | 4:10pm-5:00pm ‘
AFM BS MM MOB v ME MC :
|
Honday, (SSM) (HMD) - (IAR) KsPR) |<| vHP) (AS) Gh:session
ME AFM > BS MOB w MC MM
Pl (VHP) (SSM) w (HMD) (KSPR) | (AS) (IAR) AL
MC ME = MM MOB = BS
Wednsday (AS) (VHP) (AR) (KSPR) - (HMD) MICRO MICRO
AFM ME < MC MOB o
Thursday = K o s Kspr) |=| MACRO MACRO LB
e BS ME MM MOB > AFM MC 45
y (HMD) (VHP) (IAR) «sPr)  |=| (ssm (AS)
MM AFM B8S
oL (IAR) (SSM) (HMD) =
Allocation of Subjects
Subject Code | Title of the Subject | Faculty Name
20MBA11 lManagemem & Organizational Behavior (MOB) lor. Prakash Rao K S (KSPR)
20MBA12 Managerial Economics (ME) IDrAVmim H P (VHP)
20MBA13 Accounting for Mangers (AFM) ers.Shambhavi S M (SSM)
20MBA14 Business Statistics (8S) IDr.Devananda H M (HMD)
20MBA15 Marketing Management (MM) |Mr.Ravi I A (IAR)
20MBA16 Managerial Communication (MC) lms Aruna Saganali (AS)
LIB: Library Hour MACRO:Macro Presantation MICRO: Micro Presentation




