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Wijewardena, H, Financial accounting in Sri Lanka,

Author publication

Accounting Standards (SLFRS e LKAS) latest versions.
Chartered Accountants Sri Lanka

Drury, C 2007, Management and Cost Accounting,

Thomson Learning, India.

Horngren, C T, Sundem, G L and Stratton, W O (latest

edition), Introduction to Management Accounting, Prentice
Hall, New Delhi.
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Prescribed Legislation

e Partnership Act of 1890

¢ Bills of Exchange Ordinance No. 25 of 1927

e Sale of Goods Ordinance No. 11 of 1896
¢ Industrial Disputes Act No. 43 of 1950
e Value Added Tax Act No. 14 of 2002

¢ Inland Revenue (Amendment) Act No.10 of 2006

¢ Finance Leasing Act No. 56 of 2000
e Consumer Credit Act No.29 of 1982

e Regulation of Insurance Industry Act No. 43 of 2000

e Consumer Affairs Authority Act of 2003

Essential Reading:
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A Textbook of Commercial Law (Business Law)
By Dr. Wickrema Weerasooriya, PIM, University of Sri

Jayawardenapura

Additional Reading;:

Contract Law by C.G. Weeramanthry
Commercial Law by Robert Bradgate, Butterworths, 2000
Atiyah, Sale of Goods, 11" ed, 2005 (UK)

Fisher, Commercial and Personal Property Law,

Butterworths, 1997

Law of Contract, Volume I and II by R.K. Bangia
E - Resource

www.lawnet.lk
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Course Unit Details

1

Course Code

BME 1007

Course Title

Business English

Number of Credits

Non # Credit

Year

1

Rationale

This is a non-credit elementary course on professional
communication in English, commencing at a fairly basic
level and touching upon the fundamentals of language. A
pre-intermediate level of language proficiency would be
adequate for a student to enroll in the course. This course
seeks to develop all four language competencies in the
areas of reading, writing, listening and speaking skills in
relation to their personal as well as business life. In
addition, grammar and vocabulary are also extensively
discussed.

Course Objectives

e Develop writing, reading, speaking and listening
skills of students with regard to English language

¢ Equip them with knowledge and skills related to
Business English.

Learning Outcomes

At the end of the course, the student will be able to,

e use English language in a considerably
grammatical and accurate manner in writing and
speaking

e compose formal letters, reports and other business
related documents for a given context

e conduct successful presentations and meetings

¢ use English more appropriately and with greater
confidence, both in personal life and in the
business context

e cngage more effectively and efficiently in business
communication (in English) in the organizational
context
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Content

Main Topics Sub Topics No. of
Hours
1. Grammatical 1.1 Parts of speech
Foundation | 1.2 Tenses- present, past, future
1.3 Sentence structures 8
1.4 Making questions and negation
2. Grammatical 2.1 Active voice and passive voice
Foundation II 2.2 Conditionals
2.3 Reported speech 8
2.4 Prepositions and articles
3. Basic Aspects of 3.1 Greeting others
Communication 3.2 Agreeing and disagreeing
3.3 Asking for and giving advice and opinions 8
3.4 Giving instructions
4. Composition 4.1 Describing people and objects
4.2 Describing graphs
4.3 Writing paragraphs (topic sentence and supporting | 6
ideas, punctuation)
5. Business 5.1 Telephone etiquette
Correspondence 5.2 Memos
5.3 E-mails 10
5.4 Letters of inquiry, request and complaint
5.5 Cover letters
6. Communication 6.1 Memos
Within the Organization 6.2 Notices
6.3 Meetings: writing minutes ,negotiating ,meeting 6
etiquette
7. Report Writing 7.1 Structure of reports
(Information-only 7.2 Language in report writing 2
reports)
8. Presentation Skills 8.1 Structure of a presentation
8.2 Paralinguistic features associated with presenting ]
Visual aids
9. Reading Skills 9.1 Scanning, skimming, inferring
9.2 Reading comprehension 8
10. Business Jargon 10.1 Business related vocabulary
10.2 Business idioms and expressions
5
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9 | Evaluation
Mode of Evaluation Final Examination will be conducted.
10} Recommended Reading 1. Timothy, R. Foster.2002. Business English: Better
business writing. Kogan page :UK
2. Andrew, Bradbury. 2000. Successtill Presentation
Skills. Kogan Page :UK
3. Murphy, Raymond. 2000 . Murphyols English
Grammar. A Self-study Reference and Practice Book
for Intermediate Students of English with answers:
3rd Edition. Cambridge University Press
4. Leo, Jones. 1996 . Business English: New
international business English: Student’s book:
Workbook: 3 Audio cassettes.University Press :UK
5. Andrew, Bradbury.2000 .Successfiil Presentation
Skills. Kogan Page :UK
6. Blundel, Richard. 1998 . Effective Business

Communication. Prentice Hall
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Kotler Phillip, Marketing Management, 14t edition
Prentice Hall of India(PK)

Kotler Phillip, Marketing Management, 13t edition
Prentice Hall of India(PK)

Kotler, Keller, Koshy, Jha, Marketing Management,
13th edition, A South Asian Perspective

Kotler, Armstrong, Agnihotri, Haque, Principles of
Marketing, 14 edition, A South Asian Perspective
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o Amstrong,M. (1192), A Hand Book of Personal
Management Practice, Landon; Kogan Page Ltd.

e Dessler,G.(2005) Human Resource Management, New
Delhi; Practice Hall Of India.

e Glueck, W.F.(1979), Foundation of Personnel, Texas:

Business Publication Inc.

e Opatha, H.H.D.N.P., (2009) Sewa Mandala

Kalamanakaranaya, Colombo, Author Publication.
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Any other reading material recommended by the lecturers

Additional Readings:
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Delhi, Cengage learning India (Pvt) Ltd.

Shaw, W.H.,1999. Business Ethics. Canada, Wadsworth
Publishing Company.
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Management (5t ed.), Pearson Education Inc.
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perspectives (2n ed.), Cengage Learning

81 | wwd® $B80® §r8668. yminm 38s & § S:ddRmnyd SEO Bexies e 6.




8390®9R@9 Se3®Ses

BRI 6D

BME 3506

280®RIedD »H®

303802 3083z 80D

02000 g®as

05

R e

60 DSBS

it B B B o M

2882503

e®® 3I0DIRIGDT 5D gOP e DBTes3, DS BOEH HTHDO
gewlsmDs DB 30805 §8Sm Bexd 88d¢ 886
8DeRIHE Box B8xrds} w0 ENIED D). 6@ BIDBIRID BB
£3:080B0 eOBz3 308D SOOE B85S Geenes S8R wrdd et
8188z e3:080> geedi®Dss 8ERE 30D WS Rred.
e®BBS e3EmI AR BI>anIDS DBew; e3:080D BIBS &)
00855053, DSHDID 308D RS, BDeD e
ge3®rmm0Dedd Sen® &), DD TV WYOMID, eSS
€929 ©e3903, 2a82I8D 3820@ 6503 €380 HIBws £3:DSDBBA.
DSOS 5D 350G G 66 GBecdinnkss e mOd BEde
e®RB S e30mDesH mEB) @Rred.

Benendd g en

6®® 300®IERID §D3IBmEEE, KBS B8O 00O

o &8 30DE Peges e 308D 88w ©rOd BEDe
1@ ERIED.

o 0805608 gewtym) gDeRIR EHIRO 50 §IeDB
683953%EE 8588 D@ Dremsin® §DedI0 mSHTH®

o D®» 583z 83080 ©TOS 30 O ewGe Y

Pl eeIme B85 Yuew e6m Gieninns’ 88de
806 @IED

2em5® O

c®® Buw 0udes e gy KBsewnd s §08eR EwI DEDD
DB §1.

82 | wwd® 8B80® §r8668. vyminm 38s & § S:ddRnys SEO Bexies e 6.




¢ 3:08053 6085 DR CODE ©rOd BEDeD Oasedd
603z @I ®B) LB

o Hosim® 88Re BdeEnem (53 dedS3®

o cHosi® 880ed BdeEnmencs 3600 gD®S &IewIBm
&5 AedzB 8 2pesEmIDGS RedD) 1.

o  &3:0805B WIS OTBE® cEmEHI 00 6ddn 816083

65 DR D gwm® §DedIVNDL g1

390®@) gmSoms
I IO 373 ®r192090 96®5»®
&7
01. e3:0802 §8Szm Bexod 1.1 588w e3-080mes eseo DEAB BEOOBCS 05
58®
078BID® ese0 OF Szmrcs
02. e3:08Rmcs @025 30K 2.1 &Smownm d8Rm 0
595253 D@ e3®e50Bes e3¢0 09
Se®5rSes 5500 2.2 05 88 88900 88de ¢55®
2.3 8083z 30802 SO0
03. & Ped e GEsOIBDC 3.1 8083m e3:080mensd £3-637536 5050
DreEeencs
@%@ 12
3.2 980®1» ecim 8 P6D8 880 9D0®
048088 D8DmenS e3®wds 4.1 ed3ede0decd DEmenS §endns
4.2 608R-68301 DEA® GozmaScs
2696523
4.3 Oxp0o5idm 6Dmedm® gozmad 09

4.4  etsders 83603 DD gomaS

83 | wwd® 8B0® §r8668. yminm 38s & § S:ddRnys SEO Bexies e 6.




05. 238e38c3 09 8283w 51 06s 88z 8exo eszmEes 06
5.2 Bdesod §18S3m 3080
£3:D8DBS
06.60ee 21003 329 3080 0.1 edee yBesS 8Dew
6.2 ex)d exte nED® 5 308D OB
853e7R® - 09
B3DR® CODE &3
6.3 BBO gEysImes 3t O BBDcs GBRSIB
BB
07 3080505 0823 s308% 7.1 €080 883w 3133 ewcs 04
GODE 8BS B3B3
08. 303D 60823 OS> 8.1 228288 382008 %3
S0DE 83:D8Dm Ee39¢s 8.2 388z 882 Bm3Sencs
®18®c58 8.3 Dx0®m eDmesmd 09
8.4 ond® e B> e5729B36® e300 B8
09.80882 DEAmenS DB 9.1 eDeeesiE 330 e BOSE 258® Ben® | 06
£3% YBOR
10.e3205 £3:080> 5@ ex 10.1 88625302 Bwdeesd Dre®s ©rOd
10.2 s3:8080m 183w 8630008 D82®12 ©7rOd 06
09 3O 23®edecs D8 gdesr B esbwenc esrdrsied)
10 o ) Michael P. Todaro and Stephen C. Smith, Economic

Development

84 | wwd® 8B80® §r8868. yminm 38s & § S:ddRmnyd 8O Bexies e 6.




3708RI Se3Ses

80®IR) 62T

BME 3507

830®IRIed 5O

®150 308373 308D c3

©3®08 g

05

gaxnm D8

650 DB

1
2.
3.
4
5

2882503

D8®5 3-8 e et8dw 6D Bueg® DOV e eetdm

0e38200 53 e3e200 8920 3®ess? e3-D8VBB PO Gz OO

BB G

5D, £3:080D0 §) @920 €503, E3-BNBHZD P FOBN
Olm®@2S. VzBesoe, e3®esr 3.8 28wOE, OF eesOz
8O O By BD8® 53 O® eeddm 8O SSenws e
DYBIe@ 0728007 320 gBesSe 32 83382 B3, BIBD £30eszs
£3:080B 3250 6®IO DzmIzmISOE, e 72Vc3DBS 3%
gBeddenn eedd AEReIB. OSB3 60V 1 ADIRIED B
30N DB 6608 DB 1D 3 e3:D8DBHO e EBD
¢a80emIen 6ODE.

Beend ¢ en

®120 e3Pz e3:08DmecsE Bepes e IO €3t Oeede
BrdeFsenn B8O esen BSrmbencs BE® 3@DBNek s PImE

320 28R D REW2S ERIOTROD &r® ©0 WIZNWIOBS
@2 6®® Buwn Wedned 86®IEAGAE.

960 n® O

e®® Bvn Smwmen w1¢z8e®53 s5e3d BH® rTed 9em® O

KBexc30 §553S ©B).

o 920 83065 308D 09 BVVBIA) e3> Ee3, 2Fe3OED
02 838053 §DeID WS ©B.

o DD 505 508D 3VDBAD WOE BSrwSEocs

* 3D e5eR 0 WEP®BIMEEH £3:D8DD Dr8esODSS
BE@renes 8@

85 | wwd® $B80® §r8868. yminm 38s & § S:ddRmnyd SxO Bexies e 6.




DastBis me@zmSencs 58O esen) Dassdics e31Re® eazed

2B8®
390®@) ¢3S0 mE
NI BIWAzID 8z ®r1az200 960 n®
ST
1. @0 es®eszs$ e3-03RBCH 1.1 @50 ©dss 3:08050 BSDDD B8O 07
0785309
1.2 ®250 63832 £3:08D503, EO®IznSEHcs €320
©D 303155 ZE@mITHSEncs BPVBIR OB
&92993¢3
1.3 820 5032 £3:080> 36D R
1.4 ®120 50318 £3-080mecd SzmIHzcs
1.5 ®120 3@z e3:08Dmecs FO@B2DH
1.6 8120 e5®eszs £3-08D>eEE Geenees GBewin
2. otdOwm genend HésO0 2.1 etsom enend vy 05
2.2 etdom enend EB @RIODWIS YBHRID
2.3 etdom eynend ese) PImme 85¢®
3. etz epnen FORBDI 3.1 pnen g0®R105 B3y 07
BeOw 58
3.2 enen gm0 DEDIOTE® IO
4. D@63 exnen Dr@es0Hs3 4.1 exenen D805 8D 238682 esreBw g | 05
=3Sr€q
5. 9em® e5t0 D50 £3Deszss 5.1 9o0r® BEOOD 58O 07
£3:08Dmcs 5.2 9wr)® 2000653
5.3 9015)® 30D Ecs
0. &8 ® 6.2 580 ener 238e® ® e Oz Az 2@ D& 10

86 | wwd® 8B0® §r8668. yminm 38s & § SwddRnys SO Bexies e 6.




ewdm»s D D3N 320 & e3e0d BgISew

7. 59690 ew3¢d®

7.1 509690 6c3¢8® 32
7.2 exnend eccde® Dremsim®

7.3 t50€0D 6c3¢d®0 §6IE GIzasss
7.4e50969D 0036368 G505 D™

05

8. &ed gwe 8@

8.1 e5eneqd Grod® eSO e OF S DO
8.2 &59e9D GroBe® grzmsss

07

0. e®235€% 308D 3

9.1 »e®12386 303D BEODICH

9.2 2»e®92:36% 30805 DDz DE 3Dt s
09 30802 DrBesdHss OSw®

07

10. DasiSies ®®
DHEODITHS D3

10.1 DastBes SOOI 258® (e30®e360832 e300 >
Slcalelnya))

10.2 Das$Scs 30802 gozmass

10.3 Dastsics me®2m386% 25c30DE €3t dOHBS

RIOD DT YBERIM

10.4 94558 e@20m365:0 §6I@ D2

10

11.8920 &332 £330 e39VBID Bewes zSreR

05

OB ®eden

D8 gdes B esbwenc esrdrsied

10.

BEedRm DO

e Noe.R.A, Employee Training and Development (2008),

Tata McGraw- Hill Edition.

e Ronald.R.S. Human Resource Development Today and
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