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Business world entails effective communication skills. Report writing and business
correspondence are among the magjor forms of written communication in the professionals
world even after the advent of other forms such as telephones, fax and internet network...
Students, as potential professionals in the business world, need acquaintance with the
fundamental principles and practices of technical writing.

Hence, this course is of great relevance for budding engineers to build their capacities and
prepare themselves for professional chalenges in communication that they would encounter
in their work spheres later.

Course Objectives:

Thiscourseaimsat:
0 Exposing studentsto awide range of issues in technical writing;
o Enabling students to raise their awareness of the various skill acquisition processes of
the fundamental s of reports, proposals, and business correspondence; and
o0 Developing basic skills and capabilities in producing Reports, Proposals, Business
letters, Memoranda, Notices and Minutes, etc.

Cour se contents:
UNIT-1. Business Correspondence: Nature & Principles ( 3 Sessions)

1.1 Written Communication-an overview
0 Presentation of business documents
0 Structuring your communications
0 Language and tone
0 Theweak linksin businesswriting
1.2 E-mail



UNIT -2 Typesof Correspondence
2.1 Conducting Business

Quotations, Orders & Tenders

Sales Letters

Circular Letters

Claim and Adjustment Letters
2.2 Meeting Documentation

Notices

Agenda

Meetings

Minutes

Memorandum

UNIT - 3 TheJob-Search
Vacancy Announcements
Application Letters
Resume/Curriculum Vitae

UNIT- 1V Report Writing

4.1 Nature and Structure of Reports
4.2 Planning and Preparation of Reports
4.3 Types of Reports

- Oral and Written

- Formal and Informal

UNIT-V Process of Report Writing

5.1 Technical Proposals

5.2 Typesof Technical Proposals
- Formal
- Informal

5.3. Feasibility studies
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