ANDHRA KESARI UNIVERSITY

w.ef. AY 2023-24
- SEMESTER-II
" BUSINESS WRITING
Theory Credits: 2 2 hrs/week
Course Outcomes: Pl

By the end of this course, students will be able to:

1, Understand the fundamentals of business writing, including style, tone, anq language.
2 Produce well-structured and concise business documents, such as emails, memos, an

reports.
3, Apply principles of effective communication in business letters and interoffice

correspondence.
4. Craft persuasive and well-organized business proposals and formal reports.

5. Cultivate a professional and ethical approach to business wriling

Unit 1. Introduction to Business Writing Importance and purpose of effective business
writing; Characteristics of good busincss writing, Lommon challenges and misconceptions.
Writing Clear and Concise Emails: Approprisic emal ehiquetic in the professional
environment, organizing email content and using effective subject lines, Understanding tone

and formality in email commumication

Unit 2. Memos and Interoffice Communication Formatting and structure of memos, Writing
memos for various purposes like updates, announcements, requests. Ensuring clarity and
coherence in interoffice communication. Business Letters and Formal Correspondence:
Structure and components of a business letter, writing persuasive and professional business

letters, Responding to inquiries and complaints effectively.

Unit 3: Business Proposals and Reports: Crafting business proposals for projects and
initiatives, Formal report writing - format, sections, and organization, Analyzing data and
presenting findings in reports. Writing for Digital Platforms: Business writing for websites
social media, and online communication, Leveraging technology for efficient and impactfui

busincss writing
Activitics:
1. Writing Assignments: Regular business writing tasks covering differe: !
- y . . vering different document types
2. Business Proposal Project: v i g
Sanaric, po ject: Crafting a comprehensive business proposal for a hypothetical
ot g et g Gl s and rescaing s o e s
+ Quizzes and Tests: Assessing understanding of business writing princi .
SClass Pgmcmapon: Ag:t_we engagement in discussions, peer rc\gqg:g‘:;plgs a:zgl%lznmm
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© Text Books: o Jane Watson (Author) Publisher: Self Coura.
P :ess Writing Basics by Jane W& : Self Coungg] p,.

' Sndediton (1 A st 2002) ISBN-10: 1551805 860 ISBN-13: 978-155180318129@5_3

5 Successful Business Writing - How to Write Business Letters, Emajlg p_

' or Social Media - [mprove Your English Writing and Gy P
kbook by Heather Baker Publisher.an{;n

Minutes and fi ' dub] Wor
Exercises and Free Downloada le |
Illustrated edition (1 March 2012) ISBN-10 : 1849370745 ISBH;JV?

of Learning Ltd;
. 978-1849370745
3. Business Correspon
Mohan, Virendra Sing
Limited. ISBN-10: 939

dence and ‘Repbrt Writing, 6th Edition by R C Sharma Koo
h Nirban. Publisher: McGraw Hill Education (Indiz;)'pn?.-—
0113008 ISBN-13 : 978-9390113002 Thate

Reference Books: . :
1 "The Essential Business Handbook: The Nuts & Bolts of Getting Up aﬁd‘R" R
unfting

2 F ]a:it" by John Storey and Amelia Storey (Indian Edition)

_ "The AMA Handbook of Business Writing: The Ultimate Guid e |
' : ' to Style, Gr =

Punctuation, Usage, C T ; © . > UTammar,

Wi ge, OnSfmCtlén, and Formatting" by Kevin Wilson and Jennifer
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C‘mnsc Business Wntihg Semester-11 : :
© - Time; 2.Howrs P Total Marks; 50
2 : SECTION A
Answer any four of the following out of Eight questions . :
: 4X5-20 Marks
i.
2.
3.
4.
8
o.
e
8.
(Note: Each it can‘ymg at least two qucstmns)
SECTION -B
Answer any Three Qucst:ons of the following
3X10=30 Marks
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