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Week Class Day Theory Topics
Ist Ist StandingUpForY ourself(1st&2ndpara)
2nd StandingUpForY ourself(3rd&4thpara)
3rd DiscussionOfTheQuestions
4th VocabularyBuilding(synonyms)
2nd Ist Antonyms,Homophones
2nd OneWordSubstitution, WordFormation
3rd Tense(PartsOfSpeech)
4th Tense(structure andExamples)
3rd Ist AssignmentOnTense
2nd Paragraph Writing(Rules)
3dr General-specificparagraph
4th Process-descriptionparagraph
4th Ist ToMyTrueFriend




2nd QuestionAndAnswerDiscussion
3dr ModalAuxiliary
4th QUIZ TEST

Sth Ist IntroductionToCommunication
2nd ObjectivesOfCommunication
3rd Models Of Communication
4th Process Of Communication

6th Ist Reading Comprehension

2nd Assignment On Comprehension
3rd Note-Making
4th Summary Writing

7th Ist Articles
2nd Determiners
3rd The Magic Of Team Work(1st & 2nd Para )
4th The Magic Of Team Work (3rd & 4thPara)

8th Ist Communication Network (Introduction)
2nd Formal Communication, Upward Communication
3rd Downward Communication, Lateral Communication

4th

InformalCommunication




9th Ist Notice
2nd OfficialLetters
3rd PersonalLetter
4th Agenda
10th Ist BusinessLetter(LetterOfEnquiry,PlacingAnOrder)
2nd ComplaintLetter
3rd CancellationOfOrder
4th DoubtClearingClass
11th Ist Verbal AndNon-Verbal Communication
2nd Non-VerbalCodes(kinesics,Proxemics)
3rd Paralanguage,SignsAndSymbols
4th DoubtClearingClass
12th Ist InchcapeRock(1stPara)
2nd InchcapeRock(2"Para)
3rd QuestionAndAnswerDiscussion
4th AssignmentOfTheChapter
13th Ist JobApplication
2nd Curriculum-Vitae
3rd QUIZ TEST
4th ReportWriting
14th Ist VoiceChange(Rules)
2nd ExamplesOFVoiceChange

3rd

CountableAndUncountableNoun




4th Subject-VerbAgreement

15th Ist Professional Communication
2nd EssentialsOfEffectiveBusiness Communication
3rd AssignmentandDoubtClearing class

4th

Revision






