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Em”.z Date - | VBT MMWQE»EHE CONTENTS TO BE TAUGHT |REMARKS
1 1. Communication: Theory |Basics of Communication:
and Practice introduction, meaning
2 2)|%[r023 -—-Do---- Types of communication
3 T TEYY %) [ P N P —
' Barriers to effective
4 |- &~ ~Do— G
i communication
5 = d4= ---Do---- 7Cs for effective communication
6 l4~2-033% ---Do---- Art of effective communication
7 =g = ---DQ---- -==1)Q----
8 ~dr - —-Do—-- Technical communication
9 CLASS TEST-1
; Introduction : Soft skills and
10 5-4-2023 2. m.o? g hard skills, Importance of soft
professional excellence skills
1l ~po ---Do---- Life skills —
Applying soft skills across
12 o L i - culture
13 K s 3. Reading comprehension |The Gift of the Magi
14 —-9-2023. —Do— —Dp—
15 =8 223 ---Do---- Uncle Podger Hangs a Picture
6 | 1 —Do— Dl
17 1Y~y 2023 ---Do---- The Night of the Scorpion
Stopping by Woods on a Snowy
18 1592023 = Evening
19 19- 9 — w23 ---Do---- Where the Mind is Without Fear
20 CLASS TEST-II
21 4, Professional writing |The art of Precis Writing
22 21-1—13 ---DQ---- Letter writing
23 20 5-21 Do —Do-—
24 98 -6-22 ---Do---- Drafting e-mail, notices
25 29 -1-2.3 ---DQ--=- Minutes of a meeting
26 5. Vocabulary and grammar|Glossary of administrative terms
27 Y —(9 —208 ---DQ---- One word substitution
28 e (DR ---Do---- Idioms and phrases
29 — b ~ ---DQ---- ---DQ----
30 Ce lo-2% ---Do---- Parts of speech
31 L-lo- 33 -—--D0Q---- ---Do---—-
32 HOUSE TEST
33 5. Vocabulary and grammar| Tenses
34 lo~lv~27% ---DQ---- -==DQ----
35 12-18-2%5 ---D0---- Voice
36 o elun 2023 ---DQ---- -—-DQ----
37 19 .- v e)2 ---DQ---- Punctuation
38 | le_loaw Pw,FE REVISION
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