¥ Lesson Plan

Name of the Faculty: Anupma Aggarwal (Thoery and Practlcal
Disciplines: Elect + Elex ‘

Semester: 2nd

Subject: Communication Skills
Lesson Plan Duration: 15 Weeks (From January 2018 to Aprll 20ﬁ8)
Lecture Load per week (in hours): Theory (03)+ Practlcles (06) ) :

THEORY Practrcal
WEEK | Lecture Practical
Day Topic Day
Introduction to I
1st communication 18
in general | ! ‘ \ i
General revision of Introductnon to General and i :’;‘f‘
1st 2nd high school 1st Importance ofCommumcatmg f‘ il
grammar Effectnvelym English j I
Basics regarding ? i i ‘ M
3rd communication | i it
skills | |
1st Prepositions a L
2nd 2nd As above 2nd D‘éb‘ate 1 ‘ ,‘
3rd Framing Questions fo S (LA
1st As above Telephoni‘c Conversation: ‘
3rd | 2nd Conjunctions 3rd general etiquette for maklng i
3rd As above and recevmg galls 14 !, :; hi
1sh ot offerrmg~respondmg to offers; ||
% e S Tohvs i Requesting-responding to Requests |
3rd Past Tense { 8 [T
1st Future Tense | i
5th 2nd Revision 5th Viva-Voce |
3rd Class Test gL
1st Problem Solving Class
2nd Test and Assignment Colr1gra£ulating .
6th Discussion with the class 6th AR
3rd about the sessional
performance
- Unseen Passages for é
7th comprehension 7th Eprormg Sympathy:and
2nd Vocabulary Enhancement Condolences
3rd Prefixes i
o gt — Askmg Questlons- i
8th 2nd One-word Substitution 8th Sk LS
Pollte Responses ‘ il
3rd Synonyms pitd
i £ololid i Apologlzmg, Forglvmg,
9th 2nd Practice 9th
; Complalmng ,
3rd Practice
1st Practice {if%
10th 2nd Problem Solving Class 10th Viva-Voce
3rd Test and Assignment ‘
1st Correspondence




.

11th [ 2nd Business Letters 11th | Warning |
3rd Floating Quotations B i el
15 P'“'”? Sores Asking and lemg lnformatlon, i 11 It
12th 2nd Complaint Letters 12th Gt and Guvmg Permlssmn !
3rd Official Letters ‘
385 Letters to Government iy
13th e ther Qfﬁces 13th Asking for and Giving Opinidns i
2nd Memos, Circular i
3rd Office Orders
1st Agenda of the Meeting i
14th 2nd Minutes of the Meeting 14th Viva-Voce
3rd Problem Solving Class
1st Test and Assignment , :
15th 2nd Practice 15th Viva-Voce
3rd Practice )




