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No. of Weeks: 15

Week ' -
ce Class Day Theory/Practical Topics
I 1 l‘lnlrd A oy
oduction to lhcory I'A (syllabus, objectives,
0 patterns of questions and evaluation )
Unitl :‘Ba.w.ics of Communication: Introduction, Meaning
- & Definition, Process of Communication
3 Unitl: Types of Communication: Formal & Informal;
Advantages and Disadvantages
2 | 1" [Unitl:Areas of Verbal and Non- ommunication;
\T N \Agyantages and D¥sadvzl11ntag(e):ls1 vestal Communicatios;
A \Umt2:lntroduction to Soft Skills and Hard Skills ’
- | 3™ [Unit2:Importance of Soft Skills h
| 3RD \ 157 {UnitS:Vocabulary of Commonly Used Words
\ - Unit3:Malgudi Days - An Astrologer’s Day
| 3®  [Unit3:MalgudiDays- An Astrologer’s Day
Tt . . . .
4n \ 1* ‘Umtl: 7 Cs of Effective Communication
ND
\ 2m> \Unit4:Writing Skill: The Art of Summary Writing
3
- \ - Unit4: Writing Skill:The Art of Report Writing
: \ ' ‘Unit 3:Stopping By Woods on a Snowy Evening (Poem)
ND
\ 2 Unit 3:Stopping By Woods on a Snowy Evening (Poem)
ﬁ 3% ‘UnitS:Application of English Grammar: Parts of Speech
- ' 5T .
| 6" \ 1 \Unitsz The Giftofthe Magi
\ AND Umf3: The Gittofthe Magi
| | 3™ |Unit2: Life Skills: Self-Awareness and Self-Analysis
— i ( 157 \Umt2: Applying Soft Skills across Cultures
— “Writing SKIT: Filling Up Different Forms (Offline
\ \ 2ND \gnrgt nlirrlleﬁng Eahh
‘f/ w  |Unit4:WritingSkill: Filling Up Different Forms (Offline
\

and Online)

Unit5;: Commonly Used AdministrativeTerms

UnitS:; Punctuation

Unit3:Malgudi Days- The Missing Mail |
Unit3:Malgudi Days- The Missing Mail _ 1
Unit4: Writing Skill: Business Letter Writing
Unitd:Writing Skill:Business Letter Writing
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Al:‘l’t&/\pphum(m of English Grammar: Time, Tense and |

Rl:ll)ti/:pphum(m of English Grammar: Time, Tense and

\Ah::)léu/:pphwnon of Tnglish Grammar:Time, Tense and |

Unit3: Where the Mind is Without Fear(Poem)
Unit3:Where the Mind is Without Fear(Poem)
Unit1:Barriers to Effective Communication and Ways to
overcome them

Unitl: Art of Effective Communication

Unitl: Technical Communication

Unit4: Wmmb Skill:Personal Letter Writing

Unit4: Writing ! Skill: Personal Letter Writing

~ |Unit3:Malgudi | Days- Doctor’s Word

Unit3:Malgudi Days- Doctor’s Word
nit5:One Word Substitution

Skill:Draftin > Emails, Notices and
}J;*st‘;r}’x?w%més Drpfing Er

t4:Drafting Emails, otxces . and Preparing Minutes
eetm S

15 “UmtS Application of English Grammar Vmce Change
Umt5 Application of English Grammar: Voice Change
Umt5 Application of English Grammar: Voice Change
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