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RATIOMALE :

OBJECTIVE:

TARGET GROUP:

COURSE CONTENT:

Use of English Language

in

| ] . .
i Business Communication
September 07 - October 16, 2009

Communication as a tool continues to establish itself
as indispensable for organizational growth. The
challenging technologies at workplace make it all the
more neceSéary for the workforce to acquire integrated
communication skills.

They need to wield command over the dynamics of
the language in use. ‘English’ as a language of the
cgrporate world has‘—co,me to be accepted across

“hations. Skills in the use of English certainly make global
communication easy. Command over the basic elements

of this language benefits professionals in a number of
ways. The programme ‘Use of English Language in
Business Communication’ has, therefore, been
désigned to sharpen the concepts and skills in the use
of English in business communiCation and operation.

~ The objective of the programme is to acquaint the
‘participants with the dynamics of English language so as

to facilitate its effective use in Business Communication.

e Entrepreneurs

e Managers & Executives at Corporate Houses,
Government Departments and Non-Government
Organisations ‘

e Business Counsellors & Consultants and

e Teachers of Business Schools
Participants must possess basic knowledge of
English language.

Module T Introduction to Communication and the
Significance of ‘English’ Language

Module II Advanced Language Structures

Module III  Principles of Modern Business English and
Writing




BENEFITSTO
PARTICIPANTS:

LAST DATEFOR
RECEIPT OF
NOMINATION
FORM AT ITEC:

COURSE DIRECTOR:

E-MAIL:

Module IV  Organisational Communication
Module V Effective Oral Communication
Module VI Study Visits

Participants undergoing the programme will be
equipped with the basic mechanics of English
language to be able to articulate their points for
business purposes.

* able to lead better in business, with enhanced written
and oral communications skills.

* able to expand their business territories on account
of skills to comprehend business systems and
procedures across the globe.

o equipped with knowledge, skills & attitude needed
for self development.

7t July, 2009

- Ms. Julie Shah

. julie@ediindia.org




VENUE AND ACCOMMODATION

The programme will be organized at EDI Campus located in a serene and pleasant
environment, 5 kms away from the Ahmedabad International Airport on the Ahmedabad-
Gandhinagar Highway in Gujarat State. Ahmedabad is well connected by air and rail with
the commercial hub centre-Mumbai and the capital city-New Delhi. Participants will be
housed in comfortable air-conditioned rooms on double occupancy basis at EDI campus
and in hotels during study visit. Requests for single occupancy accommodation will not
be entertained. The Institute will not make any sort of arrangements for friends or family
members of the participants and hence the participants are requested to ensure that
they are not accompanied by anybody. Throughout the training programme, EDI will
facilitate participants to visit places of interest in and around the city. However, for better
management of the programme, it may please be noted that participants cannpt leave
the campus on their own without seeking explicit permission from the Institute.

FELLOWSHIP SUPPORT

The Indian Technical and Economic Cooperation (ITEC), Ministry of External Affairs,
Government of India supports the programme by offering fellowships to cover the following

e Tuition fee

e A.C. accommodation on twin sharing basis

o Living Allowance* (Food Expenses + Out of Pocket Allowance)

e Book Allowance (in the form of Course Material, Cases, CD, etc.)
e Air Travel (Economy. Class) to-Ahmedabad, by shortest route.

* Total living allowance admissible is Rs. 10,000/- out of which 80% released by the ITEC
will be deducted by EDI towards boarding facilities provided at EDI campus and the
balance 20% only will be given to the participants for their out-of- pocket expenses. In
view of the limited living allowance, candidates are advised to bring extré foreign exchange
to meet additiorial ‘expenses, such as; excess baggage allowance at the time of return,
entry charges to visit places of sight-seeing, etc. ' :

Participants must possess a valid passport and visa for the entire duration at the
course. o ‘

GENERAL ITEC GUIDELINES

1. The classes will be held from Mohday to Friday. All Sa’furdays and Sundays are holidays.

It is compulsory to attend classes regularly. Course completion certificate will not be
awarded to those with less than 95% attendance.

3. If a participant is unable to attend class, he/she must seek prior permission from the
respective Course Director., .

4. If a participant wishes to go outside Ahmedabad, he/she must obtain a ‘No Objection
Certificate’ from his/her respective Embassy in New Delhi addressed to the Ministry
of External Affairs, New Delhi and submit the same to the Institute.

5. The participants have to follow the rules and regulations of the Institute.
6. Participants will hand over their ticket and passport to the Institute on the first day
of the course. The passport will be returned after a day while the ticket will be kept

with the Institute for re-confirmation and will be returned to participants on the last
day of the training programme. -

7. Course details on individual training programmes are given under Forthcoming
Programmes at EDI web site : www.ediindia.org




About ITEC

Indian Technical and Economic Cooperation programme popularly known as
“ITEC” was launched in 1954 as a bilateral programme of assistance by Government

of India.

Under ITEC and its corollary SCAAP (Special Commonwealth Assistance for Africa
Programme) 156 countries in Asia, East EUrOpe, Central Asia, Africa and Latin
America are invited to share the Indian de‘Verpmental experience acquired over

five decades of India’s existence as a free Nation.

ITEC is about cooperation and partnership for mutual benefit. It is response oriented

and it addresses the needs of developing countries.

India spends about Rs. 500 million annually on ITEC actiVitiés.,Since 1964 India has
provided over US $2'bivllion worth of technical assistance to déveloping countries,

including neighboring cbuntries\i (assistance to whfo_m is administered separately).

ITEC is the flag bearer of the I,ndi'an Government’s technical cooperation efforts,
not only because of its wide geographical coverage but also for innovative forms of

technical cooperation in which it has assisted.
Indian Technical and Economic Coop'eration has five components viz
(1) Training in India of nominees of ITEC partner countﬁes;

(2) Projects and project relatéd activities such as feasibility studies and consultancy

services;
(3) Deputation of Indian experts abroad;

(4) Study Tours;

(5) Aid for Disaster Relief (ADR).




LIST OF COUNTRIES UNDER
ITEC/SCAAP & MISSIONS DEALING WITH THEM

b
i

Sr.No.- Country. City ITEC/SCAAP
1. Afghanistan Kabul ITEC
2. Albania Bhcharest ITEC
3. Algeria Algiers ITEC
4, Angola Luanda ITEC
5. Anguilla Georgetown ITEC
6. Antigua & Barbuda Georgetown ITEC
7. Argentina Buenos Aires ITEC
8. Armenia Yeravan ITEC
9, Azerbaijan Baku ITEC
10. Bahamas Washington ITEC
11. Bahrain Bahrain ITEC
12. Bangladesh Dhaka ITEC
13. Barbados Paramaribo ITEC
14. Belarus Minsk ITEC
15. Belize Mexico ITEC
16. Benin Lagos ITEC
17. Bhutan Thimphu ITEC
18. Bolivia Lima ITEC
19. Bosnia - Herzogovina . Budapest ITEC
20. Brazil .. .. Brasilia ITEC
21. Brunei Darussalam Brunei Darussalam ITEC
22. Bulgaria Sofia ITEC
23. Burkino Fasso Accra ITEC
24, Burundi: : Kampala : ITEC
25. Cambodia : Phnom' Penh ITEC
26. Cape Verde Island = - Dakar ITEC
27, Cayman  Island o Kingston ITEC
28. Central African Republic Accra. . ITEC
29. Chad : : Lagos ITEC
30. Chile L i Santiago . ITEC
31. Colombia : Bogota ITEC
32. Commonwealth -of Dominica Port. of Spain ITEC
33. Comoros T JAntananarivo " ITEC
34. Cohgo : S Luanda ITEC
35. Costa.Rica Panama ITEC
36. Croatia Zagreb ITEC
37. Cuba Havana ITEC
38, Czech Repubiic o Prague ITEC
39. Djibouti Addis“Ababa ITEC
40. Dominican Republic : Havana ITEC
41. East Timor Jakarta ITEC
42, Ecuador Bogota ITEC
43, Egypt o Cairo ITEC
44, El-Salvador Panama ITEC
45. Equatorial Guinea Luanda ITEC
46. Eritrea Nairobi ITEC

-47. Estonia Helsinki ITEC
48. Ethiopia Addis Ababa ITEC
49. Fiji ~ Suva ITEC
50. Georgia " Yeravan ITEC




S B T T B e R
52. Guatemala Panama ITEC
53. Guinea Abidjan ITEC
54. Guinea Bissau Dakar ITEC
55. Guyana Georgetown ITEC
56. Haiti Havana ITEC
57. Honduras Panama ITEC
58. Hungary Budapest ITEC
59. Indonesia Jakarta ITEC
60. Iran Tehran ITEC
61. Iraq Baghdad ITEC
62. Ivory Coast Abidjan ITEC
63. Jamaica ~Kingston ITEC
64. Jordan Amman ITEC
65. Kazakhstan Almaty ITEC
66. Kiribati Wellington ITEC
67. Korea (DPRK) Pyongyang ITEC
68. Kyrgyzstan Bishkek ITEC
69. Laos Vientiane ITEC
70. Latvia Stockholm - ITEC
71. Lebanon Beirut ITEC
72. Liberia Abidjan ITEC
73. Libya Tripoli ITEC
74. Lithuania Warsaw ITEC
75. Macedonia o Sofia ITEC
76. Madagascar ~Antananarivo ITEC
77. Malaysia Kuala: Lumpur ITEC
78. Maldives ‘ Male ITEC
79. Mali : ‘Dakar ITEC
80. Marshall: Islands Manila ITEC
81. Mauritania Dakar ITEC
82. Mexico .- Mexico City ITEC
83. Micronesia Manila ITEC
84. Moldova Buchdrest ITEC
85. Mongolia Ulaan Bataar ITEC
86. Monstserrat Port of Spain ITEC
87. Morocco Rabat ITEC
88. Myanmar ~Yangon ITEC
89, Nauru Wellington ITEC
90. Nepal Kathmandu ITEC
91. Nicaragua Panama ITEC
92. Niger Accra ITEC
93. Oman Muscat ITEC
94. Palau Manila ITEC
95. Palestine Ramallah ITEC
96. Panama Panama ITEC
97. Papua New Guinea Port Moresby ITEC
98. Paraguay Buenos Aires ITEC
99. Peru Lima ITEC
100. Philippines Manila ITEC
101. Poland Warsaw ITEC
102. Qatar Doha ITEC
103. Republic of Sao Tome Luanda ITEC
104. Romania Bucharest ITEC
105. Russia Moscow ITEC
106. Russia (St. Petersburg) St. Petersburg ITEC




107. Rwanda Kampala ITEC
108. Samoa Wellington ITEC
109. Senegal Dakar ITEC
110. Singapore Tanglin ITEC
111. Slovak Republic Brastislava ITEC
112. Solomon Island Port Moresby ITEC
113. Sri Lanka Colombo ITEC
114, St. Christopher & Nevis Port of Spain ITEC
115. St. Lucia Georgetown ITEC
116. St. Vincent & Grenadines Georgetown ITEC
117. Sudan Khartoum ITEC
118. Suriname Paramaribo ITEC
119. Syria Damascus ITEC
120. Tajikstan Dushanbe ITEC
121. Thailand Bangkok ITEC
122. Togo Accra ITEC
123. Tonga Suva ITEC
124, Trinidad & Tobago Port of Spain ITEC
125. Tunisia Tunis ITEC
126. Turkey Ankara ITEC
127. Turkmenistan Ashgabat ITEC
128. Turks & Caicos Island Kingston ITEC
129. Tuvalu Suva ITEC
130. Ukraine Kyiv ITEC
131. Uruguay Buenos Aires ITEC
132. Uzbekistan Tashkent ITEC
133. Vanuatu Port ‘Moresby ITEC
134, Venezuela Caracas ITEC
135. Vietnam .(Hanoi) . : Hahoi . ITEC
136. Vietnam (HoChi Minh City) Ho Chi-Minh City - ITEC
137. Yemen : : Sana‘a ITEC
138. Zaire Kinshasa - ITEC
139. Botswaria Gaborone SCAAP
140. Cameroon Lagos SCAAP
141, Gabon: Luanda SCAAP
142. Gambia - Dakar ¢ SCAAP
143. Ghana Accra SCAAP
144, Kenya Nairobi . SCAAP
145, Lesotho Pretoria SCAAP
146. Malawi Lusaka SCAAP
147. Mauritius Port ‘Louis SCAAP
148. Mozambique “Maputo SCAAP
149, Namibia Windhoek - SCAAP
150. Nigeria : Lagos SCAAP
151. Nigeria (Abuja) Abuja“(Nigeria) SCAAP
152. Seychelles Victoria SCAAP
153. Sierra Leone Abidjan SCAAP
154. South Africa (D) Durban SCAAP
155, South Africa (J) Johannesburg SCAAP
156. South Africa (P) Pretoria SCAAP
157. Swaziland Maputo SCAAP
158, Tanzania (Dar es-Salaam) Dar-es-Salaam SCAAP
159 Tanzania (Zanzibar) Zanzibar SCAAP
160. Uganda Kampala SCAAP
161. Zambia Lusaka SCAAP
162. Zimbabwe Harare SCAAP
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TO APPLY

For availing fellowship support, participants are requested to contact the concerned
Indian Embassy/Mission located in their vicinity. Filled in nomination forms (duly
forwarded by the Nodal Ministry as advised by Indian Mission) are to be
submitted with Indian Missions only. Please note that nomination form must
be routed through Indian Embassy / Mission only. Any form sent directly
to the Institute shall not be entertained.

Since nomination will be accepted only on-line, please find attached the
nomination form :

1. At the end of PART-I of the nomination form, the applicant has to affix
the signature (beneath ‘Undertaking of the Applicant’).

2. At the end of Part I (a) of the nomination form (i.ex Medical Report), the
physician has to affix his signature and seal.

3. Part II of the nomination form is to be filled by the Authorized Official of
the Nodal Ministry in._the country (as advised by the Indian Mission).

4, Part III of the Nomlnatlon Form is to be filled: by the Authonzed Official
of the Indian MISSIon along with their stamping.

Please note that unless all the parts of the nomination form are appropriately
filled up and stamped it will not be approved by the ITEC Division, New Delhi,
India.

In a nutshell, the procedure is as under :

The duly filled-in application form is not to be sent to EDI, but to the Indian
High Commission in a given country after getting it endorsed by the Nodal
Ministry and thereafter, it is to be submitted to the Indian Mission for their
endorsement. After this procedure, your application will reach ITEC office, New
Delhi, India, for their approval.

For more information, interested applicants may contact : Ms. Lalitha Krishnan,
Manager (Planning), Entrepreneurship Development Institute of India, Ahmedabad,
Gujarat (India) at e-mail id :lalitha@ediindia.org.

Participants must possess valid passport and visa for the entire duration
of the course.




bout The Institute

Entrepreneurship Development Institute of India (EDI), set up in 1983,
is an autonomous institution registered under the Societies
Registration Act and sponsored by all India financial institutions viz.,
Industrial Development Bank of India (IDBI), ICICI Ltd, IFCI Ltd and
State Bank of India (SBI) with 'act,i've_support from the Government
of Gujarat. Committed to education}"research and training, EDI has
earned a great deal of national and international recognition for its
. efforts as reflected in the support it has received from the World Bank,
International Labour Organization, UNIDO, Commonwealth Secretariat |
and several other international agencies. The Institute has been
conducting several international programmes fora variety of target
groups to develop managerlal talent, proﬂaency in computer skills,
skills of entrepreneur tralner motivators in smaH busnness promotion
and micro enterprlvses and micro finance related activities, good
governance practices in the NGO sector and senSitiVity to gender
centric issues. As of now, the institute has develpped 28 professionals

in the area of Business Communication in English, as well.

The Institute has also successfully carried out the prestigious task
assigned by the Ministry of External Affairs, Government of India, to
set up Entrepreneurship Development Centers in Cambodia, Lao-PDR,
Myanmar and Vietnam (CLMV nations).

Eventhough much has been realised, far more remains to be done. EDI

continues with its mission of enhancing the human resources at

national and international levels through development of capacities.




Entrepreneurship Development Institute of India

P.O. Bhat 382 428, Dist. Gandhinagar, Gujarat, India.
Phone :+91-79-23969161, 23969162, 23969163
Fax 1 +91-79-23969164

E-mail  info@ediindia.org; lalitha@ediindia.org
Website : www.ediindia.org
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