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Spoken and Writing English

Objective : The Main Aim of the course is to prepare Students to
communicate ecffectively in both speaking and writing in various
professional contexts, The Methodology of teaching shall encompass and
focus not only on the rules of grammar but also on conversational
practices. Education is very important to improve yourself but learning
English also improve the quality of life. It is the main language for studying
any subject all over the world.

Duration — 34 Hours (Theory: 18 hours+ presentation: 16 hours)

S.N. Chapter Theory presentation
Unit 1 Parts of speech 4 4
Unit 2 Basic Grammar 4 4

Make them listen,
Unit 3 speak, reading 4 4
Writing

effectively

Words and
Unit 4 phrases used for 4 2

Conversation

Unit 5 Oral Presentation 4 0
Total Hours 20 14

Syllabus Outline :-

Unit: 1 parts of speech

Noun, pronoun, verb, adjective, adverb, degree, preposition, conjunction,
interjection, antonyms, synonyms and their uses.

Unit: 2 Basic Grammar
Tense, voice, narration, types of sentences and pattern.
Unit: 3 Make them about listen, speak, read and write.

1. Listening 2. Speaking 3. Reading 4.writing,




Unit:

Unit:

4 Word and phrases used for conversation.

5 Oral presentation ( Topic will be assigned by instructor for

instantaneous ) Debate, group discussion, poetry reading and storytelling.

Detailed syllabus :

Unit 1. Parts of speech

L,

Noun- common noun, proper noun, abstract noun, concrete noun, singular
noun, plural noun, compound noun, uncountable noun, collective noun,
pOSsessive noun.

Pronoun- Interrogative pronoun, possessive pronoun, reflective pronoun,
reciprocal pronoun, demonstrative pronoun, personal pronoun, indefinite
pronour, relative pronoun.

Verb- Regular verb, irregular verb, linking verb, tramsitive verb,
intransitive verb, finite verb, infinitive verb.

Adverb- Conjunctive adverb, adverb of frequency, adverb of manner,
adverb of degree, adverb of place.

Adjectives- comparative adjectives, superlative adjectives, predicate
adjectives, compound adjectives, possessive adjectives, demonstrative
adjectives, proper adjectives, participial adjectives. _
Preposition- simple preposition, double preposition, compound
preposition, participle preposition, phrases preposition.

Conjunction-  coordinating conjunction, ~correlative  conjunction,
subordinating conjunction, conjunctive adverbs.

Interjection- the interjection of greeting, the interjection of joy, the
interjection of attention, the interjection of approval, the interjection of
surprise, the interjection of sorrow.

Unite- 2 Basic Grammar

e Article- introduction of article, use of article (A, An, The).
e Modals- Modals denating: can, could
Modal expres-ing permission: can and may
Modals for likelihood: will, might, may, can and could
Modals denoting obligation: must, have to
Modals for giving advice: should
o Tense: There are 12 types of tenses with example.
Prescnt simple, present progressive, Present perfect, Present perfect
progressive tense, past simple, past progressive, past perfect, past



rogressi i i
progressive ter'lse, future simple, future progressive, future perfect,
future progressive tense.

Voice- introduction of voice, Active voice and passive voice with
¢xample.

Narration- introduction of narration, Direct narration and indirect
narration with example.

* ‘l'ypes of sentence and their uses- declarative sentence (statement)
[nterrogative sentence (question)
Imperative sentence (command)
Explanative sentence (exclamation)

Unit -3 Make them listen, speak, read and writing
Listing- listening to text, trail of a good listener.

Speaking- Fluency, vocabulary, Grammar, Pronunciation
Reading- Re-reading, read-out loud, lookup a word you don’t know,
ask question

Writing- persuasive, narrative, expository, and descriptive.

Unit -4 Word and phrases used for conversation
Sentence of greeting

Manner and etiquette

Exclamation

Phrases

Some important helping verb

Roman alphabet

Vowel and consonants

SRR e R

Unit -5 Oral presentation

1. Personal interview

2. Mock-interview session

3. Topic wise presentation ( topic will be assigned by instructor for
instantaneous)

Reading poetry

Story telling

Debate

Group discussion

o li-a Ll
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BASIC COMPUTER LITERACY COURSE
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The course is designed to aim at imparting a basic level appreciation programme for the common man.

SYLLABUS FOR
BASIC COMPUTER LITERACY COURSE (BCLC)

OBJECTIVE;

After completing the course the incumbent can use the computer for basic purposes of preparing his
personnel/business letters, viewing information on the Internet (the web), sending emails, using internet

services, ete. This allows a student to be also a part of the computer users list by making them digitally

literate. This would alse aid the students to be computer friendly. This course also helps the students to
use Information Technology.

DURATION:
34 Hours. (Taeory: 12 hrs + Practical: 22 hrs.)

ALLOCATION OF TOTAL HOURS FOR EACH CHAPTER:

S.No. Chapter Theory | Practical |
Hours | Hours

[l '__iiﬁd'wing computer 2 2 o
| 2. | Operating. Computer using (Operating System) 2 4

3. | Understanding Word Processing (MS Word) 2 4

4. Using Spread Sheet (MS Excel) 2 4

5. Introduction to Internet, WWW, and web browsers 2 4

6. Making small presentation (MS Powerpoint) 2 4

Total Hours 12 22
SYLLABUS OUFELINE:
L. Fuowing computer: What is Computer, Basic Applications of Computer; Components of

Computer System, Ceatral Processing Unit (CPU), VDU, Keyboard and Mouse, Other input/output
Devices, Computer Memory, Concepts of Hardware and Software; Concept of Computing, Data, and
Information; Applications of IECT; Connecting keyboard, mouse, monitor and printer to CPU and
checking the power supply.

2. 2nerzéing System: What is an Operating System; Basics of Popular Operating Systems; The
User Interlace, Using Mouse; Using right Button of the Mouse and Moving Icons on the screen, Use of
Common wwotls, Staius Bar, Using Menu and Menu-selection, Running an Application, Viewing of File.
Folders and Directaries, Creating and Renaming of files and folders, Opening and closing of different
Windows; Using help; Creating Short cuts, Basics of O.S Setup; Common utilities.




3 Understanding Word Processing: Word Processing Basics; Opening and Closing of
documents; Tex! creation and Manipulation; Formatting of text; Table handling; Spell check, language

setting, and thesaurus; Printing of word document.

4. Using Spread Sheet: Basics of Spreadsheet; Manipulation of cells; Formulas and Functions;
Editing of Spread Sheet, the printing of Spread Sheet.

g, Introduction (o Internet, WWW, and Web Browsers: Basic of Computer networks; LAN,
WAN; Concept of the Internet, Applications of the Internet; connecting to the internet; What is ISP;
Knowing the interiel; Basics of internet connectivity related troubleshooting, World Wide Web; Web
Browsing software, Search Engines; Understanding URL; Domain name; IP Address; Using e-
governauce vebsile

0. Making Small Presentation: Basics of presentation software; Creating Presentation; Preparation
and Presentation of Slides; Slide Show; Taking printouts of presentation/handouts.

DETAILED $VILABUS

1. KNOWING COMPUTER - _ ] e i e P

[.0 Introduclion
I.1 Objectives
|.2 What is Computer?
1.2, Rusic Anglications of Computer
1.3 Compenents of Computer System
i.3.1 Cenvral Processing Unit
1.3.2 Keyboard, mouse, and CPU
1.3.2 Other Input devices
1.3.4 Other Output devices
;3.5 Computer Memory
1.4 Concept of dardhware and Software
| 4.1 Hardware
L 4.2 Saiiveare
1.4.2.1 Application Software
1.4 2.2 Systems software
1.5 Concept of computing, data, and information
1.6 Applications of (ECT
[.u.1 ¢-governance
192 Entertainment
1.7 Bringing computer to life
1. 7.1 Connecting keyboard, mouse, monitor, and printer to CPU
i.7.2 Checking the power supply
[.8 Summary
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2. OPERATING COMPUTER (OPERATING SYSTIIM)

—
=

Introduction
Objectives

BB b
ol =

Basics of Operating System
221 Operating system
222 Basies of popular operating systems (LINUX, WINDOWS)
2.3 the Uscr Iimeriace
23.1  Task Bar
232  lcuns
233 Menu
234 Runningan Application
2.4 Operating System Simple Setling
24.1  Changing System Date And Time
242 Changing Display Properties
24.3  Tu Add Or Remove A Windows Component
244 Changing Mouse Properties
24,5 Adding and removing Printers
25 File and Lirectory Management
2.5.1  Creaung and renaming of files and directories

3. UNDERSTANDING WORD PROCESSING (MS WORD)

3.0 Intreduction
3.1 Objectives
3.2 Word Processing 3asics
3.2.1  Openring Word Processing Package
322  Ivlenu Bar
d.2.3  Using The Help
3.2.4  Using The Jcons Below Menu Bar
3.3 Qpenina and Closing Documents
33,0 Opening Documents
3.3.2  Save and Save as
333 Fage Setup
334 Friw Preview
3.3 Printing of Documents

34 Tex: Craation and manipulation
3.4 Document Creation
342 Fditing Text
343 Paxt Selection
344 O Copyand Paste
f”fﬁgg S
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345 Spell check
3.4.0  lhesaurus

3.5 Formatting the Text

3.6

3.5.1 Fontand Size selection

352  Alignment of Text

3.5.3 Paragraph Indenting

354 Bullets and Numbering

3.5.5 Changing case

Tavie Manipulation

3.6.1  Draw Table

36.2  Changing cell width and height
3.6.3  Alignment of Text in cell

364  Delew/ Insertion of row and column
365  Border and shading

3.7 Summary

4. USING 3IPREADSEEET (MS EXCEL)

4.0
4.1
4.2

4.3

4.4

4.5

5. INTROEFICTSGA TO INTERNET, WWW, AND WEB BROWSERS

3.0
2
57

larroduction

Objectives

Elements uf miectenic Spread Sheet

221 Opening of Spread Sheet

422  Addressing of Cells

a.2.3  Friahog of Spread Sheet
424 Saving Workbooks

Manipulation of Cells
4.5y Euntering Text, Numbers and Dates
&3..  Crzating Text, Number and Date Series
433 Eoiting Warksheet Data

3.4 Inserting and Deleting Rows, Column
435 Changig Cell Height and Width
Formulas and function
441  Using Formulas
442  TFuachton

Suminary

Intredactics

OUbijecrives

Basic of Comiier Networks

5.4 Lozl Area Network (LAN)
5.2.2 Wide Area Network (WAN)

5.3 interr.;
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0. MAK I, SMo L, i’l{;‘*!-‘ﬁ'l‘lN'l'ATlUNS (M5 POWERI’GINT)
0.0) Intraducti,,,
0.1

H,2

Olbjectjvey
Basics

0.2.1

0,2

Uising PowerPaing
Opcering A PowerpPojn Presentation
02,0 By " A v resentation

0.3 Creation of Preseatation

6.1, g o Templare
1 Creating a Blank Presentation

0.33 Enterine and Lditing ‘Tex

6249 lasoq g Al Leleting Slides ina Presentation
04 Preparstion of didles

O N [ e it Veord Tabe or An |

Hh.4.2 Ad i, Clip Art Pietyres

623 laguti ' Other Objeety

645 Ry 12its and Sealing an ¢ Ihject
0.5 IPreseotation o

Hhicey
6.5 Vie. i A Fresentation

Creciing a Presentation Usin

el Waorksheet
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