BBA 1st Year: Business Communication

Unit 1: Indian Traditions and Communication

Basics & Introduction

In Indian philosophy, communication is not merely a mechanical transfer of data but a
process of "Communion" (merging of minds).

1. Fundamental Principles: Sadharanikaran

o Definition: Derived from "Sadharan" (common), it is the process of
universalization where a personal thought becomes a shared experience.

o Sahridayata: The ultimate goal of communication. It is the state where the
sender and receiver become "Sahriday" (of the same heart). Without this
emotional resonance, communication is considered "noise."

e The Three Powers of Words:

o Abhidha: The literal meaning (useful for factual reports).

o Lakshana: The indicative meaning (useful for metaphors in branding).

o Vyanjana: The suggestive power. In Indian leadership, the best
communication often "suggests" a path, allowing the follower to discover
it themselves.

2. The Guru-Shishya Tradition (Interpersonal Model)

o The Mentorship Foundation: This is the precursor to modern corporate coaching.
It is based on Vinaya (discipline/humility) and Prashna (the art of questioning).

e Orality (Shruti): Emphasis on the spoken word and perfect listening. The Guru’s
"Vak" (speech) was considered a living force that required total presence from
the Shishya.

3. The Vedic Tradition & Levels of Vak (Speech)
According to the Vedas, speech has a "depth" that precedes the physical sound:

1. Para: The unmanifested intention at the level of consciousness.
2. Pashyanti: The first mental flash or "vision" of the idea.



3. Madhyama: The intermediate stage of internal linguistic processing.
4. Vaikhari: The final, articulated sound (External communication).

4. Indian Business Letter Writing (Traditional)
Traditional Indian commerce (Vyapar) emphasized Dharma (duty) over pure profit.

o Features: Letters historically included Invocations to deities, elaborate greetings
of well-being (Kushal-Kshema), and a tone of extreme humility, treating the
business partner as a guest (Atithi).

Unit 2: Modern Communication and Barriers

Basics & Introduction

Modern communication is the "Administrative Thread" that connects the different
levels of a business hierarchy. It is a Two-Way Process that requires feedback to be
complete. In a BBA context, it is studied as a functional tool to ensure that
"Management Intent" translates accurately into "Employee Action."

1. Nature, Importance, and Types

« Nature: It is Continuous, Pervasive (needed at all levels), and Dynamic (adapts to

technology).

« Importance: Provides the basis for coordination, assists in decision-making, and is
the primary tool for building employee morale.

o Types: * Internal: Upward (report to boss), Downward (orders to staff), and

Horizontal (peer-to-peer).
o External: Communication with stakeholders, customers, and the
government.



2. Classification of Barriers

A barrier is a "blockage" in the communication channel that causes a mismatch between
the sent and received message.

Linguistic (Semantic) Barriers:
o Jargon: Over-technical language that excludes outsiders.
o Denotation vs. Connotation: Using words that have different emotional
meanings for different people (e.g., "cheap").
Psychological Barriers:
o Premature Evaluation: Judging the speaker’s intent before they finish.
o Halo Effect: Accepting or rejecting a message based solely on whether you
like the person sending it.
e Organizational Barriers:
o Complex Hierarchy: Information gets "filtered" or lost as it moves through
too many layers of management.
o Status Block: Fear of authority prevents subordinates from sharing the
"truth."
Physical & Cultural Barriers:
o Physical: Environmental noise or technical glitches in video calls.
o Cultural: Misinterpreting a "High-Context" culture's silence as agreement.

Unit 3: Written, Oral, and Non-Verbal Communication

Basics & Introduction

This unit explores the Media of Transmission. A professional must choose the right
medium based on the situation: Written for records, Oral for persuasion, and Non-
Verbal for establishing authenticity. Effective communication is the synchronization of
all three.

1. Written Communication: Business Correspondence
Written words act as the "Legal Memory" of a corporation.

« Features: It is permanent, precise, and carries the weight of evidence.

e The Format: Includes Letterhead, Date, Inside Address, Subject, Salutation, Body
(Opening, Content, Action), and Complimentary Close.

o The "Types" of Professional Letters:



o Inquiry: Seeking specific data, catalogs, or prices.

o Complaint: Professional notification of a defect/error (requires a calm,
factual tone).

o Order/Reply Letters: Legal documents confirming transactions.

o Circulars: "One-to-Many" internal documents for policy updates.

2. Oral Communication

e Nature: Spontaneous and direct. It allows for the use of Para-language (tone,
pitch, and volume).

o Advantage: Provides instant feedback and allows for the resolution of complex
conflicts through dialogue.

3. Non-Verbal Communication (The Silent Language)
Non-verbal cues often provide the "true" meaning behind the spoken words.

« Kinesics (Body Language): Facial expressions, eye contact (Oculesics), and
posture.

o Sign Language: The use of visual symbols, corporate logos, and color codes (e.g.,
Red for warning).

o Para-language: How you say it—speed of speech, pauses, and emphasis on
certain words.

e Proxemics: The study of personal space and how "distance" communicates status
and intimacy in the workplace.

Unit 4: Specialized Concepts of Communication & MIS
Focus: Formalized organizational documentation and the architecture of decision-

making systems.

4.1 The Comprehensive Process of Report Writing

A report is a formal communication of facts and information to someone who will use it
for a specific purpose.

The Investigative Stage: Before writing, the author must gather data. This

involves Primary Research (surveys, interviews, observations) and Secondary

Research (company records, government reports, journals).

Logical Structuring:



Introduction: Defining the 'Terms of Reference'—what was the task and who assigned
it?

Methodology: Explaining how the data was collected to prove the report's credibility.

Findings/Analysis: The heart of the report where data is presented using tables, charts,
and text.

Conclusions: What the findings actually mean.

Recommendations: Actionable steps suggested to the management based on the
findings.

4.2 Corporate Meetings: Notice, Agenda, and Minutes

These three documents form the legal and operational backbone of any corporate
entity.

Notice of Meeting:

Legal Validity: It must be served to all eligible members within a specific timeframe
(e.g., 21 days for a general body meeting).

Content: It must state the nature of the meeting (Annual, Board, or Special), the date,
the venue, and the time.

The Agenda:
Purpose: To prevent "drift" and ensure time management.

Structure: Starts with "Approval of Previous Minutes," moves to "Matters Arising," then
"New Business," and ends with "Any Other Business (AOB)."

Minutes of the Meeting:
Role: Once signed by the Chairman, they serve as legal evidence in court.

Action Points: Minutes must clearly state who is responsible for what task and
by when (the Action-Taken Report or ATR).

4.3 Management Information System (MIS)
MIS is a system that transforms raw data into Actionable Intelligence.
The Three-Step Process:

Input: Collecting raw data (e.g., daily sales figures, employee clock-in times).



Processing: Using software to calculate trends, averages, or deviations (e.g., "Why sales
10% are lower this month?").

Output: Generating reports (Summary reports, Exception reports) for managers.

Types of MIS:

Decision Support Systems (DSS): Helps managers solve specific problems.

Executive Information Systems (EIS): Provides high-level summaries for CEOs/Directors.

Transaction Processing Systems (TPS): Records daily routine transactions.

Unit 5: Modern Forms & Global Utility

Focus: Digital literacy, virtual etiquette, and the globalization of business
communication.

5.1 Modern Digital Communication Channels
Professional Email Dynamics:

The "6-Second Rule": Most professionals scan an email in 6 seconds; therefore, the
Subject Line and the first paragraph must contain the most critical information.

Email Etiquette: Use of proper salutations, avoiding "caps lock" (which signals shouting),
and the "Double-Check" of attachments and recipient names.

Video Conferencing & Virtual Meetings:
Challenges: "Zoom Fatigue" and technical glitches.

Best Practices: Maintaining "Digital Eye Contact" (looking at the camera, not the
screen), muting when not speaking, and ensuring a professional background.

Social Media for Corporate Branding:
LinkedIn: Used for B2B (Business to Business) lead generation and talent acquisition.

Customer Grievance Redressal: Using Twitter/X for real-time problem-solving with
customers.

5.2 Global Business Communication Systems



In a global business, a BBA professional must navigate more than just language; they
must navigate Culture.

High-Context vs. Low-Context: In some cultures (like India), communication is indirect
and based on relationships. In others (like the USA), it is direct and based on the written
word.

Asynchronous Communication: Managing teams across time zones using tools like Slack
or Trello, where a message sent in India is read 12 hours later in New York.

5.3 Types of Information Technology (IT) and Their Utility

Collaborative Software (Cloud Computing): Tools like Google Workspace or Microsoft
365 allow multiple people to edit one document simultaneously from different
continents.

ERP (Enterprise Resource Planning): A system that integrates all departments (HR,
Finance, Sales) so that information flows instantly between them.

Al and Automation: Chat bots for customer service and automated email filters to
increase office productivity.

Summary Comparison for Exam Study

Concept Primary Goal Critical Element

Notice Informing Time and Location

Minutes Recording Decisions and Responsibilities
MIS Organizing Data Accuracy

Email Correspondence Professional Tone

Global IT Connectivity 24/7 Access



