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SYLLABI OF COURSES FOR DIPLOMA PROG
RAMMEIN MODERN OFFIC

E PRACTI
CES LEV

EL !-V, FOR BTE GOA 

LEVEL I COURSES 

Examination Sch
edule (Marks) 

Progressive

Teaching Schedule Per Week 

Tareset[On|
Assessment. 

repft 

student's proficienc
y in English by 

Hrs__Mks 
RATIONALE: Th

e main objective of this course is to improve the 

writing and speaking. 

COURSE CONTENTS 40 15 

1, READING COMP
REHENSION 20 45 

Passage from George Orwell’s Animal Farm 

“be, ‘do, ‘have, and 

Comprehension 
of given passage, Concord of number and person, 

2. GRAMMER & USAGE 

other verbs, Tenses: The past perfect, The past indefinite. The past continuous tense. 
45 4 

Distinction betw
een words having the same sound, Distinctio

n betwe
en meaning

s of 

3. VOCABULAR
Y:

20 25 

the same word, Suffixes. 

tter writing on personal issues 
4. COMPOSITIO

N: 64 10 

ssays on pusiness/mana
gement 

interest, Le 

and pattems, Thor 

Stannard Allan, Living English structure
, Horsy A.S., Teaching of structure, words 
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2. 

Grammar and Composition
, Bi

ll L.A., Outline of Composition Boo
k. 

3. 
4. 

TotalE 

@ 


