
	

	

Paper Name: Professional Communication 
Code: HU 101 
Contacts: 3L  
Credits: 2 
Allotted hours: 30L 
 
Elements of Written Communication: words and phrases, word formation, synonyms and antonyms, 
homophones, one word substitution, sentence construction, paragraph construction, tense,preposition, creative 
writing, voice change .8L 
 
Value-based Text Reading:4L 
(A)  Study of the following essays from the text book with emphasis on writing skills: 
1. The Thief by Ruskin Bond 
2. The Open Window by Saki 
3. Marriage is a private Affair by Chinua Achebe 
4. The Moon in the Earthen Pot by Gopini Karunakar 
 
Fundamentals of Technical Communication : process of communication, language as a tool of communication, 
levels of communication , flow of communication, barriers to communication, communication across cultures; 
Technical Communication: meaning,  significance, characteristics, difference between technical and general 
communication.4L 
 
Forms of Technical Communication: business letters, job application letter and resume, business letters: sales 
& credit letters, letters of enquiry, letters of quotation, order, claim and adjustment letters, official letters: D.O. 
letters, government letters, letters to authorities, etc. ,  
Technical Reports: general format of a report, formal and informal reports, memo report, progress report, status 
report, survey report, trip report, trouble report, laboratory report, research papers, dissertations and theses. 
Technical Proposals: purpose, characteristics, types, structure. 8L 
 
Presentation Strategies: defining  the subject, scope and purpose, analysing audience & locale, collecting 
materials, preparing outlines, organising the contents, visual aids, nuances of delivery, extemporaneous, 
manuscripts, impromptu, memorization and non- verbal strategies.6L 
 
BOOKS -- RECOMMENDED: 
1. Board of Editors: Contemporary Communicative English for Technical Communication Pearson 
Longman,2010 
2. Dr. D. Sudharani: Manual for English Language Laboratory Pearson Education (W.B. edition), 2010 
3. Technical Communication Principles and Practice by Meenakshi Raman, Sangeeta Sharma( Oxford 
Higher Education ) 
4. Effective Technical Communication by Barun K.Mitra( Oxford Higher Education ) 
5. V. Sashikumar (ed.): Fantasy- A Collection of Short Stories Orient Black swan (Reprint 2006) 
	


