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Hello and welcome to your lecture series of the course titled “Business Communication”.  Before you move on to the lectures please note the following things.

About Your Study Plan

During your study you must have

You will go through the following units of your companion book as you move through the lecture series with me.

· In Lecture 1 you will cover:
Unit 1 (pages 1 – 13) to have an overview of communication

And a part of Unit 2 (page 16 – 18) to move on to oral communication

· In Lecture 2 you will cover:

The last part of Unit 2 (pages 19 – 26), which finishes oral communication

And a part of Unit 4 (page 51 – 54) to move on to the components and components of the business letter
· In Lecture 3 you will cover:

A part of Unit 4 (pages 53, 58 – 62, 66), which continues with the types and features of the common business letters
· In Lecture 4 you will cover:

The last part of Unit 4 (pages 62 – 65), which finishes the types and features of the common business letters
And Unit 11 (page 171, 173 – 174), which completes two special persuasive types of business letters 

· In Lecture 5 you will cover:

Unit 5 (pages 76 – 82), which introduces you to some rules of good writing

And a part of Unit 6 (page 89, 98) that moves on to the types of recruitment correspondence
· In Lecture 6 you will cover a part of Unit 6 (pages 90 – 96) that shows you how to write some recruitment correspondence
· In Lecture 7 you will cover:

The last part of Unit 6 (pages 96 – 101), which finishes teaching some other recruitment correspondence

· In Lecture 8 you will cover:
Unit 8 (pages 116 – 119) that teaches you about some internal means of communication

And a part of Unit 9 (page 129 – 130, 135) that moves on to a special type of communication called the report

· In Lecture 9 you will cover the last part of Unit 9 (pages 130 – 138) which finishes your study on reports
· In Lecture 10 you will cover Unit 10 (pages 147 – 158) where you shall learn about how meetings are documented
· In Lecture 11 you will cover:

Unit 12 (pages 179 – 187), Unit 13 (page 193 – 199) and a part of Unit 14 (page 203 – 208) all of which discuss about some special types of persuasive communication
· In Lecture 12 you will cover:

The last part of Unit 14 (pages 208 – 209), Unit 15 (Page 216 – 218), Unit 16 (page 222 – 224) which ends the discussion on the types of persuasive communication

And Unit 17 (page 229 – 232) that deals with a visual means of communication named the form
· In Lecture 13 you will cover:

Unit 18 (pages 237 – 241) that deals with a visual means of communication named the questionnaire
And Unit 19 (page 246 – 257), which details on the various types of methods used in visual presentation
Wish you a very 
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 Journey through your lectures on Business Communication ! ! !

You must understand that this course is NOT a course on “English Grammar and Composition”.  Therefore, it is assumed that you already know the basic skills of speaking and writing in English language.


The course “Business Communication” is a technical course of studying and learning the methods of communication in the world of business through the usage of modern English.


During the lectures you must have your companion book “Communication for Business” written by Shirley Taylor.


As you go through each lecture please refer to the pages of the book (Communication for Business by Shirley Taylor) when asked.  For example, if I request you to turn to page � then please open at page 137 of your book.


When you see the icon � EMBED Word.Picture.8  ��� please look at the examples of the book as I request you.


If you see the icon � EMBED SoundRec  ��� please press the icon to listen to the dialogue I am giving.


If you have any problem in understanding my lectures please feel free to consult me through the e-mail. 


Check your e-mail account regularly to find anything I have posted.


During the lectures I shall take a class test and a mid-tern test each carrying 15 marks and an assignment carrying 20 marks. 


The class test will cover lectures 1 – 4. You will sit for the class test at the end of the 4th lecture.  There will be Broad, Short, and Multiple Choice questions in the test.


 The mid-term test will cover lectures 5 – 7.  You will sit for the mid-term test at the end of the 7th lecture.  There will be Broad, Short, and Multiple Choice questions in the test.


The take home assignment will cover lectures 1 – 10.  You will receive the topics of the assignment at the end of the 2nd lecture through e-mail.


 The final examination at the end of the 13 lectures will cover all lectures and carry 50 marks.  There will be Broad, Short, and Multiple Choice questions in the exam. 
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