. Lesson Plan i

Name of the Faculty: Pooja Gupta (Thoery and Pract:caf)
Disciplines: Civil + Auto + LIS : i

Semester: 2nd 1 il

Subject: Communication Skills _

Lesson Plan Duration: 15 Weeks (From January 2018 to Aprll 2@1

Lecture Load per week (in hours): Theory (03)+ Practlcles (06)
THEORY Prar:tlcal ;
WEEK | Lecture Practical J;’ “; 1§ ’ i
Day Topic Day bill] | | mp,'c:f},f I
1st General Introduction to Comm. i {la Qf‘ i Hil J i
and General Revision of ' lntroductnon to General andx \ !‘ ’,
Ist High School Grammar 1st | Importance ofComm mcatlng ‘;‘ i
4o Basics Regarding i Effect:velym Engllsh it
Communication Skills b i ] | ‘j:‘ i i
1st Prepositions it ‘ ’§ "
2nd 2nd As above 2nd L Debate |
3rd Framing Questions i | i
1st As above : ‘ Telephomc Conversétlon ; ""
3rd 2nd Conjunctions 3rd general ethuette fOr making ] | I
3rd As above L i) and recevmg calls i
1st Tenses ' ik i \
ik L FiEsent Tenye a0 Rejueestlr:]gg r;e;ss(;)r?(;'rlnggtt:lf;eutstsN !'(
3rd Past Tense f | [
1st Future Tense ‘ il i 18 RGO T j ‘ :?Q:#
5th 2nd Revision S5th, B Vi\"/a-VQ‘ce i “ ‘f‘ | ’ fw‘
3rd Class Test ) L e i H | ;‘ 1 [‘ |
1st Problem Solving Class ' LT T TTRE T s | [‘ i
ok 2nd ATest aﬁd Aésignment it COng‘Fat}d]a‘“ti}r‘igr " | J
3rd Discussion with the class ‘ ! & FEe ; f [
About Sessional Performance i ! i WL
1st Unseen Passages for Comporehension ‘ HE B | J ‘:
7th 2nd Vocabulary Enhancement 7th Explormg Sympathy ah? AL j '
. ‘ Condolence§ ! i
3rd Prefixes ! i i |
g S Suff:xes. - Askmg Questnon§ ‘ |
th 2nd One-word Substiotutions 8th IR
| Pohte Responses o i e
3rd Synonyms I I t'«.\n. s
i ! i e
N e o ||| e ]|
3rd Practice il Complalmng i \‘ ‘
1st Practice b T e i il
10th 2nd Problem Solving Class | ' 10th it by Mve-Yogs Ll i
3rd Test and Assignment by i Bl g ‘ ’ i
1st Correspondence (I PR I Il \'
11th 2nd Business Letters 11th ‘ ' Warning | L ‘ [ f*"
3rd Floating Quotations [l 2ol 1‘ |
4t Placmg Oprsies Asking and Giving nformation
12th 2nd Complaint Letters 12th Getting“an'd'éfivifné ‘ﬁérf:;:mission i
3rd Official Letters j p AV B b LR T




Letters to Government

1st . ' : |
13th G pfﬂces 13th Asking for and Giying Opihi‘ons ‘
2nd Memos, Circular i i i
3rd Office Orders ' i
1st Agenda of the Meeting _
14th 2nd Minutes of the Meeting 14th  Viva-Voce it
3rd Problem Solving Class ‘
1st Test and Assignment iR 2
15th 2nd Practice 15th Viva-Voce
3rd Practice Ll




