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(pesey 568 EGOO)

Business Communication (BCI — English Language)

Students who wish to sit Technician Stage of CMA Examination in Sinhala are required to pass BC I
paper before proceeding for Intermediate Stage. The sole objective of BC I paper is to help students
acquire that degree of proficiency in English Language so that they could continue their studies in
English medium at Professional I and Professional II stages.

Every student sitting Technician Stage Examination in Sinhala medium shall understand the
importance of English in the business world and it is only by developing his/her communicative skills
in English that he/she could become a successful management accountant.

The Syllabus content is planned to cover approximately 70 — 80 hours of course work and instruction.

Learning Aims:

e Speech Skills (Spoken English)

e  Writing Skills

e Reading and Listening Comprehension
e Practical Grammar

The question paper will be of 3 hour duration.

Syllabus Content

1. Speech Skills
1.1  Getting to know people.
(a) self introductions
(b) Introducing another person
(c) Relevant responses
1.2 Making requests
1.3 Responding to requests
1.4 Asking for information
1.5 Information giving
1.6  Asking for advice, instructions etc.
1.7 Warning, Cautioning, Prohibiting giving reasons.
1.8  Asking for directions and giving directions.
1.9  Advising to do something / not to do something
1.10 Making suggestions / Proposals etc.
1.11 Conveying messages
1.12 Reporting simple incidents
1.13  Asking for permission and Giving permission / Refusing permission
1.14 Apologizing giving reasons.
1.15 Inviting and responding to invitations
1.16 Agreeing and Disagreeing
1.17 Approving / Disapproving giving reasons
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1.18 Describing processes, events, situations etc.
1.19 Expressing opinions

1.20 Telephoning

1.21 Pronunciation Exercises

1.22 Simple communicative dialogues

Writing Skills

2.1 Sentence construction

2.2 Combination of clauses and sentences
2.3 Paragraph writing

2.4 Taking down messages

2.5 Writing simple business letters

2.6 Writing memos

2.7 Answering comprehension Questions
2.8 Information transfer

Reading and Listening Comprehension
3.1. General passages

3.2 Passages on current events

3.3 Simple incidents

3.4 Simple discussions

3.5 Simple business documents

Practical Grammar

4.1 Subject Verb Agreement

4.2 The use of tenses

4.3 Active Voice and Passive Voice
4.4 Reported Speech

4.5 The use of prepositions

4.6 Positive, Comparative and Superlative degrees
4.7 Linking devices

4.8 The use of the relative pronoun
4.9 The use of the conditional clause
4.10 Adverbs of frequency

4.11 Common idioms

4.12 Common proverbs

Vocabulary

5.1 General Vacabulary used in office and business situations
5.2 Synonyms and antonyms

5.3 The use of suffixes and prefixes

4.4 Common collocations
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