SYLLABI OF COURSES FOR DIPLOMA PROGRAMME IN MODERN OFFICE PRACTICES LEVEL i-V, FOR BTE (GOA 1

LEVEL I COURSES

Progressive
Assessment.

25
[S

RATIONALE: The main objective of this course is 1€ impro
iting and speaking.

developing their giills in reading, Wit
COURSE CONTENTS Hrs Mks
15 40

1. READING COMPREBENSION
Passage from George Orwell’s Animal Farm 7
15 20

2. GRAMMER & USAGE

e the student’s proficiency in English by

Concord of number and person, ‘e, ‘do, ‘have, and

Comprehension of given passage,
other verbs, Tenses: The past perfect, The past indefinite. The past continuous tense.
3. VOCABULARY: W B
Distinction betweer words having the same sound, Distinction berween meanings of
the same word, Suffixes.
4. COMOSITION: 0 B
Essays on bus'mess/management interest, Letter writing on personal issues
Total 64 10
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3. Communication,
4. Grammar and Composition,



