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Teaching Scheme

Evaluation Scheme

Lectures Practical Tutorials

Credits Internal Term End
Continuous Examinations
Assessment (TEE)

(ICA) (weightage)
(weightage)

20 marks/40% 30 marks/60%
of the total of the total
marks marks

Particulars of ICA

%

Presentation / Viva-Voce, etc. (any 2)

Classroom participation/ Class tests / Assignment / Project / Quiz /

40% = 10 + 10 = 20 marks

Learning Objectives:

1. To equip the learner with professional
writing skills

Learning Outcomes:

1. The learner will be able to draft letters
and reports.

Pedagogy:

Lecture, Presentation, Workshop, Classroom
interaction

Detailed Syllabus:

Session Outline For

Each lecture session would be of one hour duration (60 sessions).

Module | Module Content

Module
Wise
Duration/
Lectures

Module Wise
Pedagogy Used

Brochure

Letter writing: Job application letter and resume,
Acceptance of Job offer, Resignation letter, RTI, Sales

Lecture,
Presentation,
Letter writing
practice in
classroom

Report of an event

Report writing: Investigative report, Feasibility report,

Lecture,
Presentation,
Report writing
practice in
classroom
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QUESTION PAPER PATTERN (for Semester II)

Marks: 30
Duration: 1 hour
Semester 2:

1. Job application letter with resume 10 marks
2. Letter writing any 1 out of 2 10 marks

3. Report writing (any 1 out of 2) 10 marks




