











— e ke
d Subjech verh Agredméent
3" Voice-change = — 3
4" Volee-change . - 2
|
b volee-change e =
iR _Tl.'nu'!-. i i =
i Temes
e = = -
i Trsis
ek =11 |uNmN
FORMAL WRITING SHILLS (Eoch topic ta be faliol | by mmampla
and exercise|
| 1, Paragragh wrlling
. Meaning
| Featuresof Paragraph Writing | Topic sEatement, Sugipotting Points
1 _and Plot Compatibility] 5 =
Fid Ceveloping Ideas (ata Paragraphs | ascrioing Plac s Terson/ Obect
= - JSitvation and any general topic af iniares!
. 5 unit-|
| LITERATURE APPRECIATION
|y Taxk
| To My True Fr Friend By Ellzabeth Min ard
Y Thit Magic ﬂszamwurh By Sarm Pitnacda
= = | The M;g:ll:'ﬁ"'l'rn'm\;nril By Sam Pitroda
,_ o | The f‘."-:.jglt of T«E'ﬂmwnrll.éy 5am Pitroda
" week ., DL i
3 5 Inchcape Rock By Hobert Southey
— | inthcape Rock By Acbert Southey
B ek T TTUNITAY - B
FORMAL WRITING SKILLS (Each toplc te be follow od by examgle
I and exercise)
2 Nallce
3 Agen-ﬂa o [ =
fr -1 H.-Epl;:ri u-.rnrmg |;Fa-r.'1|a.t ::|1 B ilenrt Flt'::l:lrlln.-c ] ek ) e
3" & Writing personal letter =i

8 errE;Fl_u_tFtEi’rmTu!al. Lib=ariam, Head of the Ceotl and Hostel
!:'L_lgurlﬂl'?"ld?ﬂ! = =

GoLarter ppthie Princ: i, Librarlan, Head ol the b and Hostel

| Suparptendent -

7. AL sness lentery
i
Liaeit ol & Husiness Letler

Letier ol Enauiry. Placing an Order, Execution of i | Ape Complaint

Garicetlation of an
order(Features, Format and example)

#ob apnlmaﬂnn and T [ Feptunes, Fﬂfﬂ.l-'il and e ‘b le)

UNIT-V

' iLtM!HT{iDF COMPAUNICATION (Each toplc to v 'al'ewed by

gh-‘ll'lip!i ‘and exercise)

.



4

N I P
1

\ A Introduction to Communication
I 1. Meaning, Delinition and concept of communicatis
2. Good Communication and Bad Communication

3. Communication model

OI'll’-wt‘!vl Communication Model and Two-way Comi

| with examples

a, F’lucr'u ol wmmunu_.‘stlnn and fac Inr‘ fPspons

] Channel, Mpss.nﬂu Receiver, Fee

8. Professional Communication
1. Meaning ol professional comn

dtm(h. Nolse and

yunication

| 2. Types of professional communication
2.1, Farmal or Systematic Communication

l Upward communication (How it takes place, symb

demerits)

Down ward cnmmunrc. ation 1How It rakes place, s

denmrns

| commuu-mllon |How it
qommllsi W

2.2 Irﬂormal (Ul‘l'lrmmrcehun
Grape vine communication (How
de nerits)

D Non- Verbal Cummunlmllon
1. Meanipg ofinonverbal Commu

.jluspl.-fll symbel

it lakes place, 5y!

nication

2. Different areas of Non-verbal Communicatian |

daily hfl situation )

2. Different areas of Non-verbal Communication
| Kinesics or Body Language (Postures and Gesture:

and Evefonlacl)

l and Eye Contact)

2. Different areas u_f Non- velbal Commun cation
Kinesics of Body Language (Postures and G

Kinesics or Body L m_g;age (Postures and Gesture:

}_a_nd_fyeCunlactJ

Prdxvm:cs or Spau;l Ldnguage tanate Space, Per

| Space, Public Space)
Proxemics or Spatial Languuge (P
Space, Public Space)

TLanguage of Signs and Svmbols{Audm S|gn and Vi

| life with [nerits and demerits

ri UdlE‘ Spice, Per

Language of Signs and Svmbo:s(_f«udno S:gn and v

| lHe with merit and demerits
| Hmidny 8

!
l - ...-14—

Examrnatacn ariented quealmn answer r discussion

B S B

culty

[
L

|

.

|1 VI R

Examinations ar:ented question answer discussion

estures

5l

1

i

unication Mode

W it (Sender,

iext.)

merits and

merits and

2

©rits anc

3. merits and

lea by BEiVing

jal Expression

clal Expressior
ial Expressio
socta

il ‘DI!C.‘:'.

il Space, S0Cial

N in everyday

SIEN N everya

{OD (Maths & 5¢

extended upto 20" Feb 2022. Rev:?ién and doubt clearing was gone during the period

!



