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Auxiliary Verbs [ [ e | | |
Use of Auxiliaries in proper place rules I _ I _ 15-04-2025 _ ~ L
Correct use of Auxiliary verbs. (Ex.) | 1 | 1eoez0s | ] i
MODIFIERS [T [ 7 | eowms | | [
Modificrs T 1| s | |
Use modifiers in proper place 1 _ ! _ 18-04-2025 * —
Correct use of modifiers ( Ex.) ! ! _ 19-04-2025 _
Caorrect use of Adverbial Phroses ! ! 21-04-2025
I 1 21-04-2025
Degree
Use different degree in 3 sentence 1 ! 22-04-2025
= i T | mosaos |
orrect f in a sentence (Ex)
g e a.om:x i [ ] 23-04-2025
One word substtute 2 HOURS : - 24042025
&0 ; 1 1 24-04-2025
Naration (Direct & Indirect specch) |_\\||_|l 25 D20
Change Narration (Rules) — 1 26-04-2025
E\\ — 1 | 1 29.04-2025
. . GRAMMAR Change Narration (Example) — 1 29-04-2025 I
Summbled @ecs 11 | 01052025
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Use different degree in a sentence —T 1 1 02052025
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_ Undertine the modifers in each sentence i = - RERTERT L
Whether adjective of verb phrase T | 33632023
_ ! Using tise correct degree ol COmApriUsD PUstivey rJ\J : To.0=2025
| cormparauve & supeiuve degree 1\_\||. : 07-05-2025
. _ T
} Ore Word Substimte == 1 Qx-052023
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| 1\\ et e R ——T 1 1 11052025 o
_ | 11 1 12-05-2025 rev
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. Rearrangement Of Jumbled Worts II\I\I\.‘.‘\_\ 1 13052025 I
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. NON VERBAL oynam lcaiaes of lan Veabal Communication
‘ ’ COMMUNI AT IO i o Teatiuies of mon varbal communiation
Ut of approprisie Manmensm | Hcad and Movament SOEEEE
Conect Manneriem , Head and Movement | Eyc w Eye
Appiopnate Use of Fuqueties Mannerism , Head and
Role of verbal communication o make yuur
communikalion cllective
| I |
NS f/\uA(.:::}:lvl,:rk' TER T noduction 1o Parapraph woung 14 HOURS ! ! 1a-8.2
Features of Paragrapl. I | 16-06- 2023
Paragraph writing format 1 ! 17-06-202%
Laample of Paragraph wniting ! ! 18-06-202¢
Imroducton 10 Letier wnting ! ! 19-00-202¢ ]
Introduction to Letter wnting ! ! 21-06-2025
types of Business Letters ! 1 23-06-2025
Purposc of letier writing 1 ! 29-06-2025 ] ]
Characicnistics and structure of a letter I 1 30-06-2025 ] ]
Formar of Icticr writing ] 1 01-07-202 | ] |
; 3 Types of Business Letters ! 1 02-07-2025 I I ]
Applications for Job I ] 03-07-202% I I ]
Leave Letter 1 I 04-07-2025 I I ]
Resume Writings 1 1 05/072025 ' 121-07-2023 rev ,
Sample Resume for Job 1 T 02005 | 072005 |
Letter of Enquiry / purchase ! 1 09-07-2025 I ]73407-2015 ,
Letier of Enquiry / purchase 1 1 10072005 | [2s-07-2005 |
Letter of Enquiry / purchase [ 1 1072025 | J26072005 ]
e ! ! 12072025 | Jas-07-20s |
Letier of C"""""f"“ [ [ 1407-2025 | [2907-2025 |
Lener of Complainis ! 1 1s07-2025 | [r007205 ]
Lrvier of Compiaiony ! ! lerozs | 3107205 |
L] ]
Repon wnuing i 1 I 1 I 17-03-2025 ] ll J’
. Chermaiczistics of A Goad Repart i I 1 17-05-2025 J I I
Types of Technica! Peport 1 T 1 17-05.202% I I I .
Tecknic.] Report (exarple ) 1 1 19.03.202< ’ [ ]
‘A General Outhine of Project Report [ 1| 205203 | | |
Format of a Project report 1 1 22.03.202< I ] 4}
formal and informal 1 1 31032025 [ I ]
Sample Report in Currect Furmat 1 1 25-03-2025 I I J
d B TECHNICAL REPORT  [fPort ypes ‘ GRS ! 1| 26032025 T | ]
WRITING Notices (Introduction ) 1 1 ' 26032025 I I J
Progress Report Of Any Assumed Work 1 1 ] 27032025 I I ]
Purposcs of Notices 1 1 I 28032025 I I J
Qualities of Notices 1 1 ' 28032025 I I I
Prepare Notice in correct format (Ex.) 1 1 ] 2803-2025 I I J
Format / draft of Notice/ structure of notice 1 1 J 29-03-2025 Ii I ]
Purpase of E —Mail T | 2032057 ] ]
Format of E-Mail 1 I 1 J 31-03-2025 J ’ 7
Draft notices and ¢ —mail |7 siesaos | |
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Draft notices and e —mail

| PARAGRAPH & LETTER |Types of Business Letters , : p — >
WRITING Applications for Job 14 HOURS ] 02/0772025
|Leave Letter 1 __ 03/072025
Resume Writings ] 1 MMW@.NWMNM Smiie,
Sample Resume for Job 1 ) = 21/0772025 |
Letter of Enquirv / purch SOV 21/07/2025
u Ty purchase ~ _ 09/07/2025 23/07/2025
Letter of m:nc_”J / purchase 1 1 10/07/2025 25/07/2025
Letter of Enquiry / purchase 1 1 11/07/2025 26/07/2025
Letter of Order Placement 1 1 12/07/2025 28/07/2025
Letter of Complaints 1 1 14/07/2025 29/07/2025
Letter of Complaints 1 | 15/07/2025 30/07/2025
Letter of Complaints ] ] 16/07/2025 31/07/2025
17/07/2025
Report writing 1 1 17/03/2025
Characteristics of A Good Report 1 1 17/03/2025
Types of Technical Report 1 1 17/03/2025
Technical Report (example ) 1 1 19/03/2025
A General Outline of Project Report 1 1 21/03/2025
Format of a Project report 1 1 22/03/2025
formal and informal 1 1 24/03/2025 :
Sample Report in Correct Format 1 1 25/03/2025 .
TECHNICAL REPORT  [report types 14 HOURS ! 1 26/ ow\ 2025 A,
WRITING Notices (Introduction ) 1 1 26/03/2025
Progress Report Of Any Assumed Work 1 1 27/03/2025 -
Purposes of Notices 1 1 28/03/2025 -
Qualities of Notices 1 1 28/03/2025
Prepare Notice in correct format (Ex.) 1 1 28/03/2025
Format / draft of Notice/ structure of notice 1 1 29/03/2025
Purpose of E -Mail 1 ! 29/03/2025
Format of E-Mail 1 ] 31/03/2025
L L _ _ 31/03/2025




