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2019-2020

"~ 1[ uma Maner

Annual Teaching Plan

Semester 111 Department- B.Com 11
Course Title: English for Business Communication

[ Month - June T Module/Unit: || Sub-units planned 1
o N e “Oral Skills 1.Oral Presentation
Lectures | Practical | lotal 2.Compering \
T S T
Moath: dJuly ‘Module/Unit: 1 Sub-units planned \
A | Continued o
N | = B ) 1 csenle
] Lecrures | Practical f Total Oral Skills & Poetry é i,ﬁtﬁ,ﬁﬁ:ﬂ;l;::f;;ﬁ1 ion
| 14 j = 7 14 3.Phenomenal Woman by Maya
f - ’ Angclou
Month: July | Module/Unit: 11 Sub-units planned |
! Lecwures | Practical Total Conversation Skills | 1.Introducing Yourself
12 [ . 12 2.Asking Information
3.Complaining
4. Agreements/Disagreement
Month: August Module/Unit: 11 Sub-units planned ‘\
Lectures | - Total 2.The Childless One by Jai Nimbkar
08 . 08 3.Those Winter Sundays-Robert

|
{

Hayden

Mon ih '\Uﬂuqt

Module/Unit: 111

Sub-units planned'

; Lectures | Practical | Total English For 1. Building Vocabulary
| 08 - 08 Competitive Exams-1 2. English Grammar
Month: Séptember Module/Unit: III Sub-units planned
Lectures | Practical | Total English For Subordination , Idioms and Phrases
i6 f 16 Competitive Exams-I
Month: October Module/Unit: IV Sub-units planned
14 14 Prose & Poetry 1. Stormy Arrival in South
| Africa -M.K.Gandhi
2. The Road Not Taken-
_J Robert Frost
Month: October & November Revision All Modules

Dr Saiama Maner

Dr Prabha Patil,
Head, Department of English
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Academic Year: "019 2020

Subject: English

: ’n‘"l Teaching Plan

Semester IV Department-
Name of the Course Title: English for Business Communi
ame of the teacher: Dr Salama Maner

| Month : November

Module/Unit: V

Sub-units Janned

B.Com: 11
jcation

Total

I Lectures /Pmctical

| 10 | - | 10

E-communication

[E-mail

| Month: December

Module/Unit: V
Continued

Sub-units planned

a] aTld

/ Lectures } Practical } Total

E-communication

4. 1. Blogs-Person
Professional

¢ B | 12 5. Blogs-Personal and
Professional
6. Breathing Spaces- Rana
N
I Aromh:ﬁDeceml_)cr Module/Unit: VI Sub—unitsag;:nned
Lectures | Practical [ .. .. oo | English for 1.Transformation of Sentences
04 04 Competitive Exam
!
! Month: January Module/Unit: VI Sub-units planned
{ Lectures | Practical | 08 English for 2. Precis Writing
[ 12 12° Competitive Exam 3. Essay Writing
{ Month: January Module/Unit: VI Sub-units planned
J Lectures | Practical | Total English for 1. My Financial Career
- 04 Competitive Exam
Month: February Module/Unit: VII | Sub-units planned \
Lectures | Practical | Total English for Notice, Agenda and Minutes
16 16 Banking and
- Industries
| Month: March& April Module/Unit: VII | Sub-units planned |
| 20 20 1.English for 1.Writing Advertisement
f Banking and 2 Note Taking &Note Making
! Industries 3. Writing Report
f 2 Prose and Poetry | 1.Senor Payroll
; 21 Am The People, The Mob by
| Carl Sandburg
Month: April Revision All Modules = |

) fipnd | ¢W$Mﬁ
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Dr KAvita Tiwade,



Aca demije
Subjece;
Name

Year. 20]9-2020
Nalish
Of the Ttege

her: Dy
June

10
Month: July

Practical

Month:

Month: August

- Salama Maner

s PP
__I Module/Unit: 1
Pr{lClicnl l Total Developing

Annunl Teaching p

Semester 1
Course Title:

Vocabulary

o o
l\'lodulc/Unil: 1
Continued

Prose and Poetry

Grammar

W
Module/Unit- 11

lan

Department- B.Se. |
English for Communication

2.p

Sub
;I

Sub-units lanned
1.Words in Contexis
refixes and Suffixes
3. Synonyms
4. Antonyms
Sub-units planned

1. Technology with Human Face
2. How Beautiful

-units planned

&

___/,;\'.'

g T

.

Tenses
A. Present Tense
B. Past Tense

C. Future Tense

Total
08 08

Month: August

Module/Unit: II

Sub-units planned

Preposition

1.
2.
3.

Preposition of Time
Preposition of Place
Preposition of Direction

Module/Unit: II]

Sub-units planned

Lectures | Practical Total
08 - 08

Description

1.

2.
3.

4.

Describing
objects/things/instruments

Describing Birds and Animals
Describing Places

Describing Persons

[ Month: September

Module/Unit: IIT .

Sub-units planned

[Lectures Practical | Total
16 16

Description and
Prose

1.Describing habits and routine
2.Describing Scens
3. I Have a Dream:

LMonth: October

Module/Unit:; IV

Sub-units planned

/14 14

/

Prose and Poetry

|
2. The Book

The Auspicious Vision

/ Month: October & November

Revision

All Modules

Dr Salama Maner

Dr Prabha Patil,
Head, Department of English



Academic Year: 20
Subject: English
| Name of the teacaer: Dr Salama Maner
Month : Nov ) =
November ModuleUni- v

19-2020 Semester I1

Dep
Course Title: Engi

Annual Teaching Plzn

Lectures | Practical |  Total Telephonic
f . Communication
10 o

[ | - ['10

I~fhrr=

!
Month: December Module/Unii: V Sub-uniis plaon=gd
s . Continued N o
Lectures / Practical ;J Total Telephon:?c L.
| | Communication 2,
12 / - [ 12 Cesssine:
o : || ; 3. losiForesis
Month: Decemb:zr | Module/Unit: VI Sub-units planned
Lectures | Practical | Grammar 1 X Lt
s 01 Total 08 | : i

| Month: January Module/Unit: VI | Sub-units planned
Lectures | Practical | 08 Grammar 1. Artcle
12 12 A. Definite article |
B. Indefinite aricle |
- C. Zero article ;
| Month: January Module/Unit: VII Sub-units planned ‘
Lectures | Practical | Total English for 1. Adverusing and its ;
04 - 04 Advertising meaning |
2. Advertising and its Media |
1
Month: February- Module/Unit: VII Sub-units planned ‘|
Lectures | Practical | Total English for 3. Structure of Advertising 1
16 16 Advertising
Month: March& April Module/Unit: VI | Sub-units planned 'I
: & VIII %
/ 20 / { 20 1. Poetry 1. An Epitaph *‘
l.
2.Prose and Poetry 1. The Golden Touch |
2. Offering in the Temple
[ Month: April Revision All Modules

Dr Saiama Maner

TN

Dr Prabha Patil.
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Nubjects 1y
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l‘l';l\"li\‘;ﬂ |
) |

far 20102000

Sew
Conrse Migres 1 o b

Madule/Unigs

_h‘_uh-mﬁ\;. plained T

Y Department- 13.8¢. 11

Baplish tor Communieation
e

{ . Uotal ‘\‘.\‘\‘Ol\minp_ LAWOrds with simitar but different
L = BT weabulary spelling and weaning,
.‘ { 2.8 ynomyms
- Monthe Jaly . . | LSutlixes and Preixes
| I\i\\\h.ll.\‘ Uit 1 Sub-units planned e
| | - Continued
Lavtures | Practical Total Avoiding Brors in | UAvticles '
::'L\\‘ I Ti— Written LEnglish 2.Parts of Speech
| | R 3 Tenses
i- ‘\ : = : - i.n e—— - e e _'ﬁl_n_nm'l“s.
|l ::?::;1":: T Module/Unit 111 Sub-units planned
J = e Y g " " e .‘-__._‘—“‘——‘
. \.‘Il\ 1 1 \;l\‘dl k31 Ranizing a L.Passage - Drafl and Redraft
! 0} Passape 2. Types of Passape
|
Month: August Module/Unit: 1V Sub-units planned
Lectures | - 08 Prose 1. Nation Building Requires
| 08 Commitment
Month: August Module/Unit: V Sub-units planned |
Lectures | Practical | Total Short Story L. The Tiger in the Tunnel .
08 - 08
Month: September Module/Unit: VI Sub-units planned \
Lectures | Practical | Total Prose The Prophet who taught India how
10 10 to win
12 12 Module V11 1.A Psalm of Life
Poetry

Month: September & October

Module/Unit: VIII | Sub-units planned

;

14

14

Poetry

2. Daffodils

| Month: October & November

Revision

\ All Modules

Dr Salama Maﬁcr

0N Dr Prabha Patil,
" Head, Department of English
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1
Name o thiy oo e e Mulooa Lsnk Maner

[ Morih © Novemila
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f
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[
[ NMonth; December

Lectures | Practienl Total
08 . 08

Nodule/Unit; 1%
Interncting inn
Civonp Discussion

Module/Unit: X

Conrse Tl Maglish for Communicention

Sub-unity planned
L nitinting o Discussion

2. Developing the topic

3. Hxpressing Apreement and
Disngreement

4. Intervening or Breaking into the
middle of the Discussion

5. Making suggestions/Accepting
or Relusing suggestion

Sub-units planned \

Writing Report

1.Report : Definition and meaning
2. Types of Report

A. Formal

B. Informal

Month: December

Module/Unit: XI

Sub-units planned

Lectures Practical
04 04 -
l'otal 08

Writing Official
Letters

1.Application for a Job

2. Appointment letter

3. Accepting an Appointment
4.Resignation

5.Complaint
! Month: Jmnmry Module/Unit: XII Sub-units planned
/ Lectures | Practical | 08 Prose Let’s Make India a Better Country
04 04
| Month: January Module/Unit:XIII | Sub-units planned |
Lectures | Practical | Total Short Story Kusum
08 - 08

l Month: February

Module/Unit: 14

Sub-units planned

Lectures | Practical | Total Prose Indian Folk Culture
10 10
12 12 Unit: 15 1. An Ode to Death
/ / I Poetry .
[ Month: March Module/Unit: 16 Sub-units planned J
! 14 I - ’ 14 Poetry 1. She Walks in Beauty J
’ Month: March & April Revision All Modules J
. T
Dr Salama Maner Dr Prabha Patil,

Head, Department of English
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Montp, “June -

Dr Salg

—

Pitle. l?i;‘m.nstu‘t- V' Depm
* Ehglish for Commun
1 Maney
Module/t i 1
Interview Skills

Module/Unie |
Continued
Poetry

Grammar lor
Competitive
Examinations

Tenching Plan

| Sub-unis planned

dent- LA LN
ication

Subsunits planned
ATow o Face an Interview
Dos and Don'ts of Interview

Sub-units planned

1 B UShall Return o This Bengal

by Jibananda Das

e e e

AL Tenses, o
\*’ncnlmlur_v-synnnyms. antonyms
Phrase structure

Month: August

Module/Unit: 111

Sub-units planned

ngcmres - ’ 08 Prose B The Lottery by Shirley Jackson
&/Ionth: August Module/Unit; 1V Sub-units planned
Lectures | Practical | Total Writing Skills for I Précis writing
08 - 08 Competitive 2.Note Making and note taking
Examinations 3.Organizing Paragraph
Month: September Module/Unit: 1V Sub-units planned
Lectures | Practical | Total Writing Skills for 4.Letter Writing
10 10 Competitive 5. Essay Writing
Examinations
12 12 Module IV 1. A.The Lighthouse Keeper of
Prose Aspinwall by Henry Sienkiewicz
[ Month: September & October | Module/Unit: IV Sub-units planned
14 14 Poetry B.(i) Song of Youth - A, P. J.
Abdul Kalam
1. (ii) The Orphan Girl -
Henry Derezio
Month: October & November | Revision All Modules m/\
Dr Salama Maner Dr. Prabha Patil

- DesH
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Head, Department of English



Annual Teaching Plan

Academic Year: 2019-2020 Semester VI Department- B.A, t
Subject: English Course Title: English (or Communication
_Name of the teacher: Dr Salama Isuk Maner ) e R et
Month : November - Wuluh@m_\:’_j “Sub-units planned I
Le i 1 i s, —— Group Discussion I.Initiating, o l)ih‘ﬁllﬁ:&ftm
o l Practicgl { foml 2.Developing the topie
10 - 10 3. Expressing Agreement and
Disagreement
4. Intervening or Breaking into the
middle of the Discussion
5. Making suggestions/Accepling
or Relusing suggestion
{ Month: December Module/Unit: V Sub-units planned \
Poet i (i abric
/ - ( Praatiual Total Ly B. The Mystic Drum - Gabriel
Okara
{ 08 I - | 08
| Month: December Module/Unit: VI Sub-units planned |
Lectures | Practical Note Making and A. Methods of Note making
04 04 Total 03 | Note Taking B. Methods of Note Taking
Month: January Module/Unit: VI | Sub-units planned \
Lectures | Practical | 08 Prose B. Three Questions - Leo Tolstoy
04 04
Month: January Module/Unit: VII | Sub-units planned \
Lectures | Practical | Total Media Writing A.1. News report “
08 - 08 2. Writing headlines
Month: February Module/Unit: VII | Sub-units planned \
Lectures | Practical | Total Prose Eight Rupees - Murli Das Melwani
10 10
12 12 Unit: VIII A.The Interview -V.V. John
Reading B. (i) Two Dead Soldiers- Jean
Comprehension Arasanayagam
Month: March [ Module/Unit: VIII | Sub-units planned |
14 14 Poetry (il) Bora Ring - Judith Wright J
Month: March & April Revision All Modules \

, o B N | \\}_’_.\_____
Dr Safama Maner ~GOLLEGRN, Dr Prabha Patil
\S) :
\ .




Month: Juby 2019
i Lectuwes  Practical™s

15 T N A ] i

 Munth - Aagust 2019
| Fastures = Practical s

*

T NOA

1

| Vianth: Septamber 201
If.-:cmnx Practical Fatud

& ] NA

| | |
! i i
! Manth mmr mq
|
{

lﬂ:nmn Pragtical’s | Toml

Fotsd Sodule |1 latreduction ta

§ ol

mﬂlu‘
4.

; th Academic Year 20
Natner ot Toaches © Ma. Supeiys M. Patil
Sloadabe U it ‘mb unity planned ) il
1 Bassc typeos of communscation: Readang, W reang Lissonng. :

Spwcak ing,
2 Purpose of Communication, Proces of Commumoation

I { sommupicalion
1 Importance of Communication s Baams
| 4 Bamscrs 1o Communication, Measares to Onesvome the Barmen o
| Comnmunscation - -
Modube U nit: ‘mb-nnm p!nmud
Modaube 11: I Scope and 1y pes of C ommunscation Netmort
Commonication Netwerk |, §ovssal and Informal Commurication Motwonf

| 3 Upaard Communication Downward Commeamacaton Horuontad
1 anersrication, | hagonal C oI At Crrapesme _

'wb units planned _ . _
11 Momo- Characteristics of a mcrne, |asgusge and wrtmg stvleol &

 Modabe| mit:
Madule 111 Writing Mo
. Slemmens, Cireulars and - gscensoe Fogmiat of a Moo
i Nethoes 2 Cuculass Guidelines for witing 3 owowdar Lampunpes andwriting
| style of a carcular- Format of 3 ciecula
| 3 Notices- Purpose- Format- lmpontams) possts 50 somomborwhile
| wnting 5 notive
4 Writing Business Letter: linpostaene of Bunmen | oftors,
f Difference between Porsonal and Bussmens | omors, Stractureand
iumtza of Busisess Letters, Types of Basmens Lenon,
" Vadule wit: , Sub-units plansed "
f Viedale IV Fasploysent Hesume ostonts of Gonnd Besssme Coandodines Tor Weiting
( cimananication Rosumne, Dilfosent Types of Rossmen, Ronson Ton o Cover | ottes




th

15

Apply for a Job-Format of Cover Letter; Different Types of Cover
Letters

Employment Communication —

Job Interview: lmportance and Factors Involving Job Interview,
Characteristics of Job Interview; Job Interview Process; Job
Interview Techniques- Manners and etiquettes to

be maintained during an interview; Sample QuestionsCommonly asked
During Interview




S

| Sub-units planned

month: December 2019 Module/Unit: . s =
y s V: Ors: 1"1. Nature, characteristics, Principles of effective oral
Lectures | Practical’s Total Module V U.”l blesn C —— b
Communication communication
2. Speech-prepared speech, public speech and extempore
speech ‘
15 N. A 15 3 Media of Oral communication- face 1o face
. |communical ion. teleconferences, press conferences
Month : January 2020 Module/Unit: Sub-units planned _ T
] - N - VI: Seminar, “Seminar- preparing, conducting and or ranizing seminar
Lectures | Practical’s ' I'otal Module VI e it I Exnipee prepanng g g g
Conferences, Group conferences L .
Discussion and Effective 2. Group discussion- opening of topic, discussion, summary,
5 N A 5 Presentation observer’s comments
1 ' d T 3. Presentation- introduction, purposc of presentation, tools
for effective presentation
fMonth: February 2020 Module/Unit: Sub-units planned
. Module VII: Report | Teatures of Writing a Good Report; Purpose of Report Writing;
Lectures | Practical’s | Total Writing 2 Difference between Business Report and Engineering Report
T A 05 3. Characteristics of writing a good report-Importance of
’ communication in report writing;
4. Guidelines for Report Writing; Steps in Report Writing;
Structure of Report; Types of Reports and DifferentFormats.
’ Month: March 2020 Module/Unit: Sub-units planned
. Module VIII: Application | 1. Group Decision-Making
Lectures | Practical’s | Total - . ’ ; &
/ / ! of Communication Skills | 2. Conflict and Negotiations
N A 15 3 .Cu_stomer Care/Customers Relations - Public Relations (Concept,
Principles, Do’s and Don’ts etc. to be studied for

E

each type).

Ms. Su

tya M. Patil
Subject Teacher
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