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Preamble:  

The goal of this course is to provide students the fundamental skill for Business Correspondence and  

Office management. Every individual needs to be connected to other individuals and organizations 

through correspondence to be successful. Government, semi-government, commercial or professional 

organizations also need to maintain a network of correspondence. Business correspondence has become 

an integral part of everyone today. Therefore, acquiring the skill of business correspondence is the key to 

achieving success. 

Course Objectives: 

1. To Define and understand the key concepts and importance of skills for Commercial 

Correspondence.  

2. To develop the Commercial Correspondence skills among students. 

3. To Understand the concepts of Business letter and report writing . 

4. To Enhance critical thinking capabilities to drafting letter and resolve business challenges.. 

Unit Contents Lectures 

Unit I- 

Introduction to 

Commercial 

Correspondence 

 Commercial Correspondence – Meaning, Nature  

 Structure of Commercial Letters  

 Drafting, dictation and Transcription of letter 

  Handling the mail – Inward and Outward 

 Essentials of good business letters 

 Types of Commercial Letters 

15 

Unit II- Skill for 

Letter and Report 

Writing  

 Report Writing – Meaning, Nature  

 Structure of Report  

 Types of Report- Statutory Report, Annual Report, Mid-term 

15 



Report, Development of Report and Committee Report, 

Project Report  

 Model of Reports- Development Report, Annual Report and 

Committee Report   

 Format of Letter – Letter of Enquiry, Quotation, Orders, 

Complaints and Collection of Letters. 

 

Course Outcome 

On successful completion of the course, the students will be able to… 

1.Develop and improve formal writing skills for official correspondence 

2. Effectively employ soft skills at the workplace 

3. Formal etiquette will be implemented and followed in the workplace. 

4. Employ critical thinking skills to evaluate business problems. 

5. Develop innovative business ideas and strategies required for successful Secretary. 
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