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s#__ XaNGM  5F\R DLGL8GM 5[Z[U|FOf 
!__  U]6 

SMd%I]8Z 5[\|S8LS, ! S,FS                                                         
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U]HZFTL ,3l],l5 YLIZLov
JLS G\P ,[XG G\P ,[XGG]\ GFD Topic No.

! ! VF.P8LPVF.PGL HF6SFZL 1.11 , 1.12 , 
2.01 , 3.01 , 
6.01 , 7.01 , 
8.02 , 11.01 

 Z :8[GMGL HF6SFZL  
 # ,W]l,l5 J6"DF/F S4B4U4W4R4K4H4h4T4Y4N4W  
Z $ jI\HG 849404-454O4A4E4I4Z4,4J 1.13 , 1.21 , 

2.02 , 3.01 , 
5.01 , 6.02 , 
8.01 , 11.02 

# 5 jI\HG D4G46404;4X4QF41F47 1.14 , 1.22 , 
2.02 , 3.01 , 
6.03 , 8.02 , 
8.03 , 9.01 , 
11.03 

 & jI\HG 04-4C4V4V\  
$ * jI\HGMG]\ HM0F64DGMP! YL 54VFn:YFGGF :JZM 1.23 , 2.02 , 

3.02 , 4.01 , 
6.04 , 8.03 , 
11.04 

5 ( DwI :YFGGF :JZM4 1.15 , 1.24 , 
2.03 , 3.02 , 
5.02 , 6.04 , 
8.02 , 8.07 , 
11.05 

 ) V\tI:YFGGF :JZM4DGMP&4*  
& !_ :YFG ,[BG4DGMP(4) 1.25 , 2.03 , 

6.04 , 8.02 , 
8.07 , 10.01 , 
11.06 

 !! lJZFD lRgCM4 ;\S[TM  
* !Z DGM4!_ YL !# VG[ 5|FZ\lES :JZ lRgCM 1.16 , 1.26 , 

2.04 , 6.05 , 
8.02 , 8.11 , 
8.12 , 8.13 , 
10.02 , 11.07

( !# DGMP!$4!54D]bI lwJ:JZ DF+F 2.05 , 6.05 , 
8.02 , 8.04 , 
8.08 , 10.03 , 
11.07 

 !$ VgI lwJ:JZ DF+F4 DGMP!&  
) !5 DGMP!*4!(4!) VG[ XaN;D}C 1.17 , 1.27 , 

2.01 , 3.01 , 
6.01 , 7.02 , 
8.05 , 10.01 

!_ !& DGMPZ_4Z!4;]Z[lBT VG[ J/F\SJF/F jI\HGM ;FY[ J'T cc;cc 1.17 , 4.01 , 



5.03 , 6.01 , 
8.05 , 9.01 , 
11.01 

 !* c;c J'TGF VgI lGIDM VG[ DGMPZZ4Z#  
!! !( ;\S[TM4 DGMPZ$4Z5 1.18 , 1.27 , 

2.02 , 3.01 , 
6.02 , 7.02 , 
8.06 , 10.03 

 !) cC404- c GF lJlJW lRgCM  
!Z Z_ cI4J4,c GF lJlJW lRgCM4DGMP Z& YL Z) 1.18 , 4.02 , 

5.03 , 6.02 , 
8.06 , 9.02 , 
11.02 

!# Z! DM8] J'T c:J4;Ccc VG[ RF5 c:Tv:Yc 1.19 , 1.27 , 
2.04 , 3.02 , 
6.03 , 7.03 , 
8.02 , 10.03 

 ZZ DGMP #_ YL ##  
!$ Z# cc Z4 , cc S0L 4.02 , 5.04 , 

6.03 , 8.09 , 
9.02 , 11.03 

 Z$ J41F4849404- GF p,8F\ ~5MP  
 Z5 DwIJTL" :JZM VG[ DGMP#$4#5  

!5 Z& ;\S[TM VG[ DGMP#&4#* 1.27 , 1.31 , 
2.05 , 3.02 , 
6.04 , 7.03 , 
8.09 , 10.03 

!& Z* 5|F\ZlES S0LVMDF\ J'T VG[ RF54 DGMP#(4#) 1.32 , 4.03 , 
5.04 , 6.04 , 
8.1 , 9.02 , 
11.04 

 Z( G4I4JP S0L   
 Z) V\tI S0LDF\ J'T VG[ RF5  

!* #_ DGMP $_4$! ;\S[TM4DGMP$Z4$#4$$ 1.27 , 1.33 , 
2.06 , 3.01 , 
6.05 , 7.04 , 
8.1 , 10.04 

!( #!  cZc GF J{Sl<5S p5IMUM4   DGMP $5 YL $( 1.34 , 4.03 , 
5.05 , 6.05 , 
9.03 , 11.05 

!) #Z lJElSTGF 5|tIIM 1.28 , 1.35 , 
2.07 , 3.01 , 
6.06 , 7.04 , 
8.11 , 10.04 

 ## cC]4T]]4T[4VF5c ;J"GFDM  
 #$ DGMP $)  YL  5Z  

Z_ #5 JT"DFG4E}TSF/ VG[ ElJQI S'\NT 1.36 , 4.04 , 
5.05 , 6.06 , 
8.12 , 9.03 , 



11.05 
 #& X]wW VG[ lDz SF/  
 #*  VgI WFT]VMGF ~5M VG[ DGMP5#45$  

Z! #( DGMP5545& VG[ VW"5|IMUM 1.28 , 1.37 , 
2.01 , 3.02 , 
6.01 , 7.05 , 
8.13 , 10.04 

 #) V0WF jI\HGMG\ :YFG ,[BG4 DGMP5*45(P  
ZZ $_ DGMP 5)4&_ VG[ j\IHGM A[J0FJJF lJX[P 1.31 , 4.04 , 

5.06 , 6.01 , 
9.03 , 11.05 

 $! A[J0FJ[,  jI\HGMG]\ :YFG ,[BG DGMP &!  
Z# $Z DGMP&Z   VG[   ;\S[TM             DGMP &#4&$ 1.28 , 1.32 , 

2.02 , 3.02 , 
6.02 , 7.05 , 
8.14 , 10.04 

Z$ $# I]uD jI\HGM ;FY[ S0L4 DGMP&5 YL &( 1.33 , 4.05 , 
5.06 , 6.02 , 
8.03 , 9.04 , 
11.05 

Z5 $$ ;D}C Z[[BF\SG4DGMP&)4*_4 z]T,[BG 1.28 , 1.34 , 
3.01 , 6.03 , 
8.03 , 10.04 

 $5 p5;U"  
Z& $& 5}JUM"vOFZ;L4VZAL 5}JUM" 1.35 , 4.05 , 

5.03 , 6.03 , 
8.03 , 9.04 , 
11.06 

 $* 5|tIIM4 z]T,[BG  
Z* $( DGMP*! YL *$ 4z]T,[BG 1.29 , 2.04 , 

3.01 , 6.04 , 
7.05 , 8.02 , 
8.07 , 10.05 

Z( $) VF\S0FVM4 DGMP *5 YL *(4 z]T,[BG 1.36 , 4.02 , 
5.04 , 6.04 , 
8.07 , 9.04 , 
11.06 

Z) 5_ HM0SF XaNM4SF5 Z[BF ;\S[T4 z]T,[BG 1.29 , 2.05 , 
3.02 , 6.05 , 
7.05 , 8.02 , 
8.12 , 10.05 

 5! XaN ;\1F[[54p5IMUL ;D}C Z[BF\SGMP z]T,[BG  
#_ 5Z lJlJW BFTFVMGF GFD4 lJWFG ;EF4;FDFgI JCLJ8 lJEFU4 z]T,[BG 1.37 , 3.02 , 

4.03 , 6.05 , 
8.14 , 9.05 , 
11.06 , 11.06

 5# U'C lJEFU4 GF6F\lJEFU4DFU" VG[ DSFG lJEFU 4      z]T,[BG  
 5$ S'lQF lJEFU4 DC[;}, lJEFU  



#! 55 lX1F64SFINF lJEFU4    VFZMuI  lJEFU 4z]T,[BG 1.29 , 2.06 , 
3.01 , 6.05 , 
7.06 , 8.02 , 
8.03 , 10.05 

 5& pnMU VG[ BF6 lJEFU4 VgG lJEFU4;DFH S<IF6 lJEFU4 z]T,[BG  
 5* 5\RFIT4 JG 5IF"JZ64 VFlNHFlT4A\NZM VG[ JFCG lJEFU  
 5( l;RF.4 zD VG[ ZMHUFZ lJEFU4GD"NF lJSF; lJEFU4 5|JF;G 

lJEFU4XC[ZL lJSF; 
 

#Z 5) I]JF ;F\:S'lTS4H/;\5lT4 ;CSFZ lJEFU4  J[RF6J[ZF lJEFU4z]T,[[BG 1.31 , 2.07 , 
3.01 , 6.06 , 
8.03 , 9.05 

 &_ gIFIF,IGF XaNM4 5|SL6" XaN4 z]T,[BG  
 &! EFZTGF XC[ZM4  U]HZFTGF HL<,FVM 4 z]T,[BG  
 &Z VgI U|FD XC[ZM4GNLVM45J"TM VG[ DCLGF q JFZ GF GFD4         z]T,[BG  

## YL 
$Z 

 ]YLIZLG]\ ZLJLhG4 z]T,[BG 1.32 , 2.01 , 
3.02 , 6.06 , 
7.06 , 8.02 , 
8.03 , 10.05 
1.31 , 2.02 , 
3.02 , 6.06 , 
8.07 , 9.05 , 
11.07 
1.32 , 2.04 , 
3.01 , 6.06 , 
7.06 , 8.05 , 
8.07 , 10.05 
1.31 , 2.05 , 
3.01 , 6.06 , 
8.07 , 9.06 , 
11.07 
1.32 , 2.06 , 
3.02 , 6.06 , 
7.06 , 8.05 , 
8.09 , 10.06 
1.31 , 2.07 , 
3.02 , 8.09 , 
9.06 , 11.07 
1.32 , 2.01 , 
3.01 , 7.07 , 
8.05 , 8.1 , 
10.06 
1.33 , 2.02 , 
3.01 , 8.1 , 
9.06 , 11.07 
1.33 , 2.04 , 
3.02 , 7.07 , 
8.06 , 8.14 , 
10.06 , 12 
1.34 , 2.05 , 



3.02 , 7.07 , 
8.06 , 10.06 , 
12 

$# YL 
$$ 

 ZLJLhG VG[  5ZL1FF 1.34 , 2.06 , 
3.01 , 7.07 , 
8.07 , 10.06 , 
12 
1.34 , 2.07 , 
3.02 , 7.07 , 
8.12 , 10.06 , 
12 

$5 YL 
5Z 

 H]NL H]NL  ;ZSFZL SR[ZLVMGL VMlO;MDF\ SFI" 5[|S8L;  

 
GM\W ov   JLS G\P Z5  YL #Z ;]WL U]HZFTL ,W]l,l5 A]SGF XaN;D}C4 ;\S[TM4 XaN ;\1F[5M45[Z[U|FOG]\    
             z]T,[BG 

JLS G\P ## YL $Z VgI  z]T,[BG;Z6L A]SGF  VFWFZ[ 5[Z[U|FOGF XaN;D}C AGFJJF T[DH 
z]T,[BGP 

 



U]HZFTL 8F . 5ov
JLS G\P 5[|S8LS, 

! D]N|FI\+GL 5|FYlDS DFlCTL 
Z D]N|F,[BGG]\ DCtJ4 D]N|FI\\+GL HFTM 
# cSLcAM0" lJX[GL DFlCTLsS/58GF EFUMf 
$ JFCG VGP T[GF EFUMGL ;DH 
5 5|FZ\lES UM9J6L4D]N|FI\+ VFU/ A[;JFGL ZLT 
& I\+DF\  SFU/ R-FJJFGL ZLT4 CF\l;IFGL UM9J6L4 5\lST V\TZGL UM9J6L 
* VWo5\lST ;\7FVM4pwJ" 5\lST ;\7FVMGL ;DH 
( S/58 TF,LDv!4 VWo5\lST ;\7FVM v ASDFGH  q  JKL; " 
) S/58 TF,LDvZ4 pwJ" 5\lST ;\7FVM v   a s d f g h  q j k l :"   

!_ S/58 TF,LD v ! q Z GF XaNM 
!! S/58 TF,LDv#4 VWo5\lST ;\7FVM v QWERTY  q  UIOP[] 
!Z S/58 TF,LDv$4 pwJ" 5\lST ;\7FVM v  qwerty  q uiop{}} 
!# S/58 TF,LD v# q $ GF XaNM 
!$ S/58 TF,LDv54 VWo5\lST ;\7FVM v ZXCVB q NM,./ 
!5 S/58 TF,LDv&4 pwJ" 5\lST ;\7FVM v  zxcvb q nm<>? 
!& S/58 TF,LD v 5q& GF XaNM 
!* S/58 TF,LDv*4 VWo5\lST ;\7FVM v 123456 q 7890-= 
!( S/58 TF,LDv(4         pwJ" 5\lST ;\7FVM v  !@#$%^  q &*()_+ 
!) S/58 TF,LD *q( GF XaNM 
Z_ VgI XaNMGL 5[|S8L; 
Z! VgI XaNMGL 5[|S8L; 
ZZ VgI XaNMGL 5[|S8L; 
Z# GFGF JFSIMGL 5[|S8L; 
Z$ GFGF JFSIMGL 5[|S8L; 
Z5 GFGF JFSIMGL 5[|S8L; 
Z& ;ZSFZL 5+jIJCFZ KF5JFGL 5[|S8L; 
Z* ;ZSFZL 5+jIJCFZ KF5JFGL  5[|S8L; 
Z( SC[JTMGL 5[|S8L;4 HFC[ZFTGL 5[|S8L; 

Z) YL $Z 5[Z[U|FOGL 5[|S8L; 
$# YL $$  8F.5 5ZL1FF 
$5 YL 5Z  H]NL H]NL ;ZSFZL SR[ZLVMGL VMlO;MDF\ SFI" 5[|S8L; 

 



 U]HZFTL EFQFFov
JLS G\P ,[XGGL lJUT 

! EFQFF V[8,[ X]m 
Z EFQFF VG[ l,l5 
# EFQFF VG[ AM,L 
$ HM06LGF lGIDM 
5 XaNMGL HM06L4X]wW v VX]wW XaNM 
& XaN;D}|C DF8[ V[S XaN 
* XaN;D}|C DF8[ V[S XaN 
( ;DFGFYL" XaNM 
) ;DFGFYL" XaNM 

!_ lJZ]wWFYL" XaNM 
!! lJZ]wWFYL" XaNM 
!Z VG[SFYL" XaNM 
!# VG[SFYL" XaNM 
!$ ~l-5|IMUM 
!5 SC[JTM 
!& VY"E[NJF/F XaNM 
!* lJZFD lRgCM 
!( ;\lW v :JZ ;\lW 
!) jI\HG ;\lW q lJ;U" ;\lW 
Z_ ;\lW HM0M q ;\lW KM0M 
Z! JFSI ZRGF 
ZZ 5+ ,[BG ov jIlSTUT 5+ lGD+6 5+ v XMS 5+ v WgIJFN 5+ 
Z# ;ZSFZL 5+ ,[BGov 5+ 4     :D'lT 5+ 4 tJZF 5+ 
Z$ VW" ;ZSFZL 5+ 4 SR[ZL IFNL4 SR[ZL C]SD 
Z5 5lZ5+ 49ZFJ4HFC[ZGFD]\P 
Z& lG\AW 
Z* lG\AW 
Z( ;FZ,[BG 
Z) ;FZ,[BG 
#_ ;FZ,[BG 

#! YL $Z jIFSZ6G]\  ZLJLhG 
$# YL $$  5ZL1FF  VG[ ZLJLhG 
$5 YL 5Z  H]NL H]NL ;ZSFZL SR[ZLVMGL VMlO;MDF\ SFI" 5[|S8L; 

 
 

 



SMd%I]8Z VG[ VgI VMOL; DXLGZL q .SJL5D[g8
JLS  G\P ,[XGGL lJUT  

! Computer Fundamentals - SMd%I]8ZGL DFlCTL4  5lZRI4.lTCF; 
Z SMd%I]8ZGL 5[-LVM4 ,F1Fl6STFVM VG[ DIF"NFVM 
# SMd%I]8ZGF 5|SFZ VG[ p5IMUM 
$ ;L5LI]4.G5]8 vVFp85]8 0LJF.;P 
5 O,M5L l0:S4 CF0" l0:S 
& ;MO8J[Z4  CF0"J[Z 
* SMd%I]]8Z ,[\uJ[H 
( M.S. Windows - Operating  Systems ( Latest Version ) 
) Taskbar, Desktop ,  Accessories 

!_ MY Computer, Window Explorer , Control penal ,Internet 
!! Recycle bin ,Short Cut, Folder 
!z MS-Word  Introduction  
!# File  Menu,  Edit menu 
!$ View  Menu,   
!5 Insert  Menu,   
!& Format Menu,   
!* Toots Menu,   
!( Table Menu,   
!) Window / help Menu,   
Z_ Note Pad , Word pad 
Z! MS-Excel - Introduction  File , Edit Menu 
ZZ View  Menu, Insert Menu  
Z# Format Menu ,         Tools Menu , data Menu 
Z$ MS-Dos -Operating System, External Com. 
Z5 Internal Command ,     Dir command 
Z& File  Command, Directory Command 
Z* Power Point – Intro -      file Menu , edit Menu 
Z( View  Menu, Insert Menu, Format Menu  
Z) Toots Menu, Slide Show   
#_ Network - E -Mail , Downloading 
#! Duplicating Machine, Photo Coping Machining, Telephone, Intercom , 

Fax Machine 
#Z YL  #&  Revision of Theory ,Computer  Practice 
#* YL  $Z  Computer  Practice , Revision 
$# YL $$  Computer Exam  &  Revision 
$5 YL 5Z  On  job training in the  Govt. Office 

 



!& TF,LDFYL"VM DF8[ HM.TL :8[XGZL sJFlQF"S f 
 
SMd%I]8Z :8[XGZL !_ AM1FP   ( A 4   Size / Legal  Size) 
8F.5 5[5Z  !Z  5[S[8 
SFA"G 5[5Z ! 5[S[8 
8F.5 ZLALG 5_ G\U 
:8[GM GM8A]S 5__ G\U 
:8[GM 5[lg;, 5__ G\U 
RMS AM1F  s;O[Nf H~ZLIFT D]HA 
RMSAM1F sZ\ULGf H~ZLIFT D]HA 
 
List  of   Machinery  &  Computer Hardware  

1 Computer (latest technology) 05  Nos. 
2 Printer  laser – jet / Dot matrix  132 Col. 01 No. 
3 Pen – drive 03 Nos. 
4 Type writer  ( Godrej) brife Size 10  Nos. 
5 Stop – Watch 01 No. 
6 Pencil  Sharpener (desk type) 01 No. 

    
OlG"RZ ov
s!f SMd%I]8Z D]SJFGF  ;GDF.SF 8M5JF/F 8[A, _5 G\U 
sZf SMd%I]8Z B]ZXL sZLJM<JL\Uf _5 G\U 
s#f 8F.5 DXLG D]SJFGF 8[A, sBFGF JF/Ff !_ G\U 
s$f CFYF JUZGL B]ZXL s8F.5 SZJF DF8[f !_ G\U 
s5f OF.,M D]SJFGM WM0M  sZ[Sf _! G\U 
s&f .g:8=S8Z DF8[G]\ 8[A, _ Z G\U 
s*f .g:8=S8Z DF8[GL B]ZXL _ Z G\U 
s(f .g:8=S8Z lTHMZL _# G\U 
s)f a,[S AM0" _! G\U 
s!_f l5|g8Z 8[A, _! G\U 
s!!f XM8"C[g0 8[A, !& G\U 
s!Zf XM8"C[g0  B]ZXL !& G\U 
s!#f 0L:%,[ AM0" _! G\U 
s!$f V[P;LPDXLG  ! 8G   sJLg0Mh 8F.54SMd%I]8Z ~D DF8[f _! G\U 
 
  
GM\W ov p5ZMST ;FWGMGM IFNL !& TF,LDFYL"VMGL  V[S 8]S0L DF8[GL K[P 
 



5]:TSMGL IFNL ov 
 
VPG\P  5]:TSG]\ GFD    5|SFXS  
!P  U]HZFTL ,W],L5L 
ZP  z]T,[BG ;Z6L 
#P  U]HZFTL EFQFFGL HM06L   EFQFF lGIFDSGL SR[ZL4U]PZFPUF\WLGUZP 
$P  ;ZSFZL ,[BG 5wWlT   EFQFF lGIFDSGL SR[ZL4U]PZFPUF\WLGUZP 
5P  EFQFF lJJ[S    EFQFF lGIFDSGL SR[ZL4U]PZFPUF\WLGUZP 
&P  M.S JLg0Mh ;MO8J[ZG]\ 5]:TS   
*P   M.S  VMOL; TYF  M.S  J0" ;MO8J[ZG]\ 5]:TSP 
 
;MO8J[ZGL IFNL o 
 
lJg0Mh V[S;5L4 V[DPV[;PVMOL;s,[8[:8 Jh"Gf 
 

l;wWL  o 
 
U]HZFTL   :8[GM  5|lT  DLGL8 &_ XaNMGL h05  
 
U]HZFTL  8F.5  5|lT DLGL8 Z5 XaNMGL h05 
 
U]HZFTL q V\U[|HL SMd%I]8Z XMO8J[Z VM5Z[8Z 
 



Week Topic 
No. Name of Topic

1 1.11 Articles, Numbers
1 1.12 Prepositions, Phrasal
1 2.01 Barrier to communication and method to over come
1 3.01 The basic problem-solving element
1 6.01 What is Motivation?
1 7.01 What is Self Esteem? (Self-concept, Self Esteem, Self-ideal)
1 8.02 Use of Internet
1 11.01 Benefits of Team Work, The Team Function
1 1.11 , 1.12 , 2.01 , 3.01 , 6.01 , 7.01 , 8.02 , 11.01
2 1.13 Pronouns
2 1.21 Art of conversation & listening
2 2.02 Channel of communication formal / informal
2 3.01 The basic problem-solving element
2 5.01 What is Self-Confidence?
2 6.02 Motivation & Hygiene Factors
2 8.01 Windows Operating System
2 11.02 Team Leader responsibilities
2 1.13 , 1.21 , 2.02 , 3.01 , 5.01 , 6.02 , 8.01 , 11.02
3 1.14 Modal verbs,

3 1.22 Verbal & Non verbal communication, Vocabulary & Word building

3 2.02 Channel of communication formal / informal
3 3.01 The basic problem-solving element
3 6.03 The Tree need  for motivation
3 8.02 Use of Internet
3 8.03 Toolbars & Menu bars features in WORD 

3 9.01 Global Environmental Issues, Ecological Communities, Humans 
and the Environment

3 11.03 Planning for effective teamwork
3 1.14 , 1.22 , 2.02 , 3.01 , 6.03 , 8.02 , 8.03 , 9.01 , 11.03

4 1.23 How to pronounce English word and phrases, spell, count and tell 
time, How to greet and address people appropriately

4 2.02 Channel of communication formal / informal
4 3.02 Request-Response-Result
4 4.01 Environmental Health and Safety
4 6.04 Intrinsic Vs Extrinsic Motivation
4 8.03 Toolbars & Menu bars features in WORD 
4 11.04 Techniques for teamwork
4 1.23 , 2.02 , 3.02 , 4.01 , 6.04 , 8.03 , 11.04
5 1.15 If-Conditional Sentences,

5 1.24
How to talk about family. How to ask and answer simple equations, 
How to form positive negative statement in the present, future & 
simple

5 2.03 Body language 
5 3.02 Request-Response-Result
5 5.02 What Causes a Lack of Self-Confidence
5 6.04 Intrinsic Vs Extrinsic Motivation

Syllabus of Life (Soft) Skill

1



Week Topic 
No. Name of Topic

5 8.02 Use of Internet
5 8.07 Toolbars & Menu bars features in EXCEL
5 11.05 Working as a team, Typical team difficulties
5 1.15 , 1.24 , 2.03 , 3.02 , 5.02 , 6.04 , 8.02 , 8.07 , 11.05

6 1.25 Practice pronouncing the Letters, Vowels, Vowel Combination, 
Consonants, Consonants combination

6 2.03 Body language 
6 6.04 Intrinsic Vs Extrinsic Motivation
6 8.02 Use of Internet
6 8.07 Toolbars & Menu bars features in EXCEL

6 10.01 Self Introdcution and types of manners, The importance of the first 
impression

6 11.06 Responsibilities of Team members
6 1.25 , 2.03 , 6.04 , 8.02 , 8.07 , 10.01 , 11.06
7 1.16 Adverb / Adjective,
7 1.26 Basic Vocabulary Numbers, Time, Calendar, Colors.
7 2.04 Voice  modulation
7 6.05 Problem with Motivation
7 8.02 Use of Internet
7 8.11 Main point of Presentation.
7 8.12 Slide Layouts & Slide Design
7 8.13 Different Slide View
7 10.02 Improving Business Etquette, Basic of Business etiqutte
7 11.07 Typical Team Skills needed & Team Leader's Role
7 1.16 , 1.26 , 2.04 , 6.05 , 8.02 , 8.11 , 8.12 , 8.13 , 10.02 , 11.07
8 2.05 Smile and its philosophy
8 6.05 Problem with Motivation
8 8.02 Use of Internet
8 8.04 Creating document, Non-document files.
8 8.08 Entering & Editing Worksheet , Different view of Worksheet 
8 10.03 Business Etiquette and electronics communication.
8 11.07 Typical Team Skills needed & Team Leader's Role.
8 2.05 , 6.05 , 8.02 , 8.04 , 8.08 , 10.03 , 11.07
9 1.17 Reported Speech,

9 1.27 How to obtain goods and services, How to obtain goods and 
services in emergency situations.

9 2.01 Barrier to communication and method to over come
9 3.01 The basic problem-solving element
9 6.01 What is Motivation?
9 7.02 Real Self Esteem
9 8.05 Book marks, Hyperlinks, Creating broachers

9 10.01 Self Introdcution and types of manners, The importance of the first 
impression

9 1.17 , 1.27 , 2.01 , 3.01 , 6.01 , 7.02 , 8.05 , 10.01
10 1.17 Reported Speech
10 4.01 Environmental Health and Safety
10 5.03 Tips for Increasing Self-Confidence-1
10 6.01 What is Motivation?
10 8.05 Book marks, Hyperlinks, Creating broachers
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Week Topic 
No. Name of Topic

10 9.01 Global Environmental Issues, Ecological Communities, Humans 
and the Environment

10 11.01 Benefits of Team Work, The Team Function
10 1.17 , 4.01 , 5.03 , 6.01 , 8.05 , 9.01 , 11.01
11 1.18 Passives,

11 1.27 How to obtain goods and services, How to obtain goods and 
services in emergency situations

11 2.02 Channel of communication formal / informal
11 3.01 The basic problem-solving element
11 6.02 Motivation & Hygiene Factors
11 7.02 Real Self Esteem
11 8.06 Creating templates, tables, Formation the text, Mail Merge
11 10.03 Business Etiquette and electronics communication
11 1.18 , 1.27 , 2.02 , 3.01 , 6.02 , 7.02 , 8.06 , 10.03
12 1.18 Passives
12 4.02 Key workplace safety issues-1
12 5.03 Tips for Increasing Self-Confidence-1
12 6.02 Motivation & Hygiene Factors
12 8.06 Creating templates, tables, Formation the text, Mail Merge
12 9.02 Geographical Analysis and Techniques 
12 11.02 Team Leader responsibilities
12 1.18 , 4.02 , 5.03 , 6.02 , 8.06 , 9.02 , 11.02
13 1.19 Message wrting.

13 1.27 How to obtain goods and services, How to obtain goods and 
services in emergency situations

13 2.04 Voice  modulation
13 3.02 Request-Response-Result
13 6.03 The Tree need  for motivation
13 7.03 How is self-concept build & destroyed
13 8.02 Use of Internet
13 10.03 Business Etiquette and electronics communication
13 1.19 , 1.27 , 2.04 , 3.02 , 6.03 , 7.03 , 8.02 , 10.03
14 4.02 Key workplace safety issues-1
14 5.04 Tips for Increasing Self-Confidence-2
14 6.03 The Tree need  for motivation
14 8.09 Creating worksheets with Insert Different things
14 9.02 Geographical Analysis and Techniques 
14 11.03 Planning for effective teamwork
14 4.02 , 5.04 , 6.03 , 8.09 , 9.02 , 11.03

15 1.27 How to obtain goods and services, How to obtain goods and 
services in emergency situations

15 1.31 Direct and Indirect Speech 
15 2.05 Smile and its philosophy
15 3.02 Request-Response-Result
15 6.04 Intrinsic Vs Extrinsic Motivation
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Week Topic 
No. Name of Topic

15 7.03 How is self-concept build & destroyed
15 8.09 Creating worksheets with Insert Different things
15 10.03 Business Etiquette and electronics communication
15 1.27 , 1.31 , 2.05 , 3.02 , 6.04 , 7.03 , 8.09 , 10.03
16 1.32 Supplementary reading and answering the questions
16 4.03 Key workplace safety issues-2
16 5.04 Tips for Increasing Self-Confidence-2
16 6.04 Intrinsic Vs Extrinsic Motivation
16 8.1 Creating worksheet with Mathematical formula & Graphs
16 9.02 Geographical Analysis and Techniques 
16 11.04 Techniques for teamwork
16 1.32 , 4.03 , 5.04 , 6.04 , 8.1 , 9.02 , 11.04

17 1.27 How to obtain goods and services, How to obtain goods and 
services in emergency situations

17 1.33 Multiple-Choice Questions
17 2.06 Manners and etiquette, Attitude and aptitude
17 3.01 The basic problem-solving element
17 6.05 Problem with Motivation
17 7.04 Tips for building Self Esteem
17 8.1 Creating worksheet with Mathematical formula & Graphs
17 10.04 Office etiqutte
17 1.27 , 1.33 , 2.06 , 3.01 , 6.05 , 7.04 , 8.1 , 10.04
18 1.34 Elementary / Pre-Intermediate
18 4.03 Key workplace safety issues-2
18 5.05 Things To Remember When Improving Self-Confidence
18 6.05 Problem with Motivation
18 9.03 Environment, Economy and Society in World
18 11.05 Working as a team, Typical team difficulties
18 1.34 , 4.03 , 5.05 , 6.05 , 9.03 , 11.05

19 1.28 How to express yourself in different tonts and moods, How to 
express yourself efficiently with pronouns

19 1.35 Mini-stories with cloze exercises
19 2.07 Group discussion
19 3.01 The basic problem-solving element
19 6.06 Reflection Questions
19 7.04 Tips for building Self Esteem
19 8.11 Main point of Presentation
19 10.04 Office etiqutte
19 1.28 , 1.35 , 2.07 , 3.01 , 6.06 , 7.04 , 8.11 , 10.04
20 1.36 Speed reading exercises
20 4.04 Safety Engineering
20 5.05 Things To Remember When Improving Self-Confidence
20 6.06 Reflection Questions
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Week Topic 
No. Name of Topic

20 8.12 Slide Layouts & Slide Design
20 9.03 Environment, Economy and Society in World
20 11.05 Working as a team, Typical team difficulties
20 1.36 , 4.04 , 5.05 , 6.06 , 8.12 , 9.03 , 11.05

21 1.28 How to express yourself in different tonts and moods, How to 
express yourself efficiently with pronouns

21 1.37 Extensive reading
21 2.01 Barrier to communication and method to over come
21 3.02 Request-Response-Result
21 6.01 What is Motivation?
21 7.05 How do values and morals fit into feeling good about yourself?
21 8.13 Different Slide View
21 10.04 Office etiqutte
21 1.28 , 1.37 , 2.01 , 3.02 , 6.01 , 7.05 , 8.13 , 10.04
22 1.31 Direct and Indirect Speech 
22 4.04 Safety Engineering
22 5.06 Assumptions That Hinder Self-Confidence
22 6.01 What is Motivation?
22 9.03 Environment, Economy and Society in World
22 11.05 Working as a team, Typical team difficulties
22 1.31 , 4.04 , 5.06 , 6.01 , 9.03 , 11.05

23 1.28 How to express yourself in different tonts and moods, How to 
express yourself efficiently with pronouns

23 1.32 Supplementary reading and answering the questions
23 2.02 Channel of communication formal / informal
23 3.02 Request-Response-Result
23 6.02 Motivation & Hygiene Factors
23 7.05 How do values and morals fit into feeling good about yourself?
23 8.14 Inserting Different Things
23 10.04 Office etiqutte
23 1.28 , 1.32 , 2.02 , 3.02 , 6.02 , 7.05 , 8.14 , 10.04
24 1.33 Multiple-Choice Questions
24 4.05 Tasks & Rules for Construction & Carpentry Safety
24 5.06 Assumptions That Hinder Self-Confidence
24 6.02 Motivation & Hygiene Factors
24 8.03 Toolbars & Menu bars features in WORD 
24 9.04 Habitat Conservation and Management Planning 
24 11.05 Working as a team, Typical team difficulties
24 1.33 , 4.05 , 5.06 , 6.02 , 8.03 , 9.04 , 11.05

25 1.28 How to express yourself in different tonts and moods, How to 
express yourself efficiently with pronouns

25 1.34 Elementary / Pre-Intermediate
25 3.01 The basic problem-solving element
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Week Topic 
No. Name of Topic

25 6.03 The Tree need  for motivation
25 8.03 Toolbars & Menu bars features in WORD 
25 10.04 Office etiqutte
25 1.28 , 1.34 , 3.01 , 6.03 , 8.03 , 10.04
26 1.35 Mini-stories with cloze exercises
26 4.05 Tasks & Rules for Construction & Carpentry Safety
26 5.03 Tips for Increasing Self-Confidence-1
26 6.03 The Tree need  for motivation
26 8.03 Toolbars & Menu bars features in WORD 
26 9.04 Habitat Conservation and Management Planning 
26 11.06 Responsibilities of Team members
26 1.35 , 4.05 , 5.03 , 6.03 , 8.03 , 9.04 , 11.06

27 1.29 How to narrate a sequence of events, How to express conjecture, 
options and emotions.

27 2.04 Voice  modulation
27 3.01 The basic problem-solving element.
27 6.04 Intrinsic Vs Extrinsic Motivation
27 7.05 How do values and morals fit into feeling good about yourself?
27 8.02 Use of Internet
27 8.07 Toolbars & Menu bars features in EXCEL
27 10.05 Professiional wardrobe to increse business
27 1.29 , 2.04 , 3.01 , 6.04 , 7.05 , 8.02 , 8.07 , 10.05
28 1.36 Speed reading exercises
28 4.02 Key workplace safety issues-1
28 5.04 Tips for Increasing Self-Confidence-2
28 6.04 Intrinsic Vs Extrinsic Motivation
28 8.07 Toolbars & Menu bars features in EXCEL
28 9.04 Habitat Conservation and Management Planning 
28 11.06 Responsibilities of Team members
28 1.36 , 4.02 , 5.04 , 6.04 , 8.07 , 9.04 , 11.06

29 1.29 How to narrate a sequence of events, How to express conjecture, 
options and emotions.

29 2.05 Smile and its philosophy
29 3.02 Request-Response-Result
29 6.05 Problem with Motivation
29 7.05 How do values and morals fit into feeling good about yourself?
29 8.02 Use of Internet
29 8.12 Slide Layouts & Slide Design
29 10.05 Professiional wardrobe to increse business
29 1.29 , 2.05 , 3.02 , 6.05 , 7.05 , 8.02 , 8.12 , 10.05
30 1.37 Extensive reading
30 3.02 Request-Response-Result
30 4.03 Key workplace safety issues-2
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Week Topic 
No. Name of Topic

30 6.05 Problem with Motivation
30 8.14 Inserting Different Things

30 9.05 Environmental Processes. Globalization in the Contemporary 
World

30 11.06 Responsibilities of Team members
30 11.06 Responsibilities of Team members
30 1.37 , 3.02 , 4.03 , 6.05 , 8.14 , 9.05 , 11.06 , 11.06

31 1.29 How to narrate a sequence of events, How to express conjecture, 
options and emotions.

31 2.06 Manners and etiquette, Attitude and aptitude
31 3.01 The basic problem-solving element.
31 6.05 Problem with Motivation
31 7.06 Who has contributed to your self esteem?
31 8.02 Use of Internet
31 8.03 Toolbars & Menu bars features in WORD 
31 10.05 Professiional wardrobe to increse business
31 1.29 , 2.06 , 3.01 , 6.05 , 7.06 , 8.02 , 8.03 , 10.05
32 1.31 Direct and Indirect Speech 
32 2.07 Group discussion
32 3.01 The basic problem-solving element
32 6.06 Reflection Questions
32 8.03 Toolbars & Menu bars features in WORD 

32 9.05 Environmental Processes. Globalization in the Contemporary 
World.

32 1.31 , 2.07 , 3.01 , 6.06 , 8.03 , 9.05
33 1.32 Supplementary reading and answering the questions
33 2.01 Barrier to communication and method to over come
33 3.02 Request-Response-Result
33 6.06 Reflection Questions
33 7.06 Who has contributed to your self esteem?
33 8.02 Use of Internet
33 8.03 Toolbars & Menu bars features in WORD 
33 10.05 Professiional wardrobe to increse business
33 1.32 , 2.01 , 3.02 , 6.06 , 7.06 , 8.02 , 8.03 , 10.05
34 1.31 Direct and Indirect Speech 
34 2.02 Channel of communication formal / informal
34 3.02 Request-Response-Result
34 6.06 Reflection Questions
34 8.07 Toolbars & Menu bars features in EXCEL

34 9.05 Environmental Processes. Globalization in the Contemporary 
World

34 11.07 Typical Team Skills needed & Team Leader's Role
34 1.31 , 2.02 , 3.02 , 6.06 , 8.07 , 9.05 , 11.07
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Week Topic 
No. Name of Topic

35 1.32 Supplementary reading and answering the questions
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Week Topic 
No. Name of Topic

35 2.04 Voice  modulation
35 3.01 The basic problem-solving element.
35 6.06 Reflection Questions
35 7.06 Who has contributed to your self esteem?
35 8.05 Book marks, Hyperlinks, Creating broachers
35 8.07 Toolbars & Menu bars features in EXCEL
35 10.05 Professiional wardrobe to increse business
35 1.32 , 2.04 , 3.01 , 6.06 , 7.06 , 8.05 , 8.07 , 10.05
36 1.31 Direct and Indirect Speech 
36 2.05 Smile and its philosophy
36 3.01 The basic problem-solving element.
36 6.06 Reflection Questions
36 8.07 Toolbars & Menu bars features in EXCEL

36 9.06 Environmental Management and Business Strategy, Hydrogeology 
and Pollution

36 11.07 Typical Team Skills needed & Team Leader's Role
36 1.31 , 2.05 , 3.01 , 6.06 , 8.07 , 9.06 , 11.07
37 1.32 Supplementary reading and answering the questions
37 2.06 Manners and etiquette, Attitude and aptitude
37 3.02 Request-Response-Result
37 6.06 Reflection Questions
37 7.06 Who has contributed to your self esteem?
37 8.05 Book marks, Hyperlinks, Creating broachers
37 8.09 Creating worksheets with Insert Different things
37 10.06 Meeting etiquette, Creativity & Problem Solving
37 1.32 , 2.06 , 3.02 , 6.06 , 7.06 , 8.05 , 8.09 , 10.06
38 1.31 Direct and Indirect Speech 
38 2.07 Group discussion
38 3.02 Request-Response-Result
38 8.09 Creating worksheets with Insert Different things

38 9.06 Environmental Management and Business Strategy, Hydrogeology 
and Pollution

38 11.07 Typical Team Skills needed & Team Leader's Role
38 1.31 , 2.07 , 3.02 , 8.09 , 9.06 , 11.07
39 1.32 Supplementary reading and answering the questions
39 2.01 Barrier to communication and method to over come
39 3.01 The basic problem-solving element
39 7.07 Self-Concept Circle & Advantages of Good Self Esteem
39 8.05 Book marks, Hyperlinks, Creating broachers
39 8.1 Creating worksheet with Mathematical formula & Graphs
39 10.06 Meeting etiquette, Creativity & Problem Solving
39 1.32 , 2.01 , 3.01 , 7.07 , 8.05 , 8.1 , 10.06
40 1.33 Multiple-Choice Questions
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Week Topic 
No. Name of Topic

40 2.02 Channel of communication formal / informal
40 3.01 The basic problem-solving element.
40 8.1 Creating worksheet with Mathematical formula & Graphs

40 9.06 Environmental Management and Business Strategy, Hydrogeology 
and Pollution

40 11.07 Typical Team Skills needed & Team Leader's Role
40 1.33 , 2.02 , 3.01 , 8.1 , 9.06 , 11.07
41 1.33 Multiple-Choice Questions
41 2.04 Voice  modulation
41 3.02 Request-Response-Result
41 7.07 Self-Concept Circle & Advantages of Good Self Esteem
41 8.06 Creating templates, tables, Formation the text, Mail Merge
41 8.14 Inserting Different Things
41 10.06 Meeting etiquette, Creativity & Problem Solving
41 12 Preparation of Curriculum Vitae
41 1.33 , 2.04 , 3.02 , 7.07 , 8.06 , 8.14 , 10.06 , 12
42 1.34 Elementary / Pre-Intermediate
42 2.05 Smile and its philosophy
42 3.02 Request-Response-Result
42 7.07 Self-Concept Circle & Advantages of Good Self Esteem
42 8.06 Creating templates, tables, Formation the text, Mail Merge
42 10.06 Meeting etiquette, Creativity & Problem Solving
42 12 Preparation of Curriculum Vitae
42 1.34 , 2.05 , 3.02 , 7.07 , 8.06 , 10.06 , 12
43 1.34 Elementary / Pre-Intermediate
43 2.06 Manners and etiquette, Attitude and aptitude
43 3.01 The basic problem-solving element.
43 7.07 Self-Concept Circle & Advantages of Good Self Esteem
43 8.07 Toolbars & Menu bars features in EXCEL
43 10.06 Meeting etiquette, Creativity & Problem Solving
43 12 Preparation of Curriculum Vitae
43 1.34 , 2.06 , 3.01 , 7.07 , 8.07 , 10.06 , 12
44 1.34 Elementary / Pre-Intermediate
44 2.07 Group discussion
44 3.02 Request-Response-Result
44 7.07 Self-Concept Circle & Advantages of Good Self Esteem
44 8.12 Slide Layouts & Slide Design
44 10.06 Meeting etiquette, Creativity & Problem Solving
44 12 Preparation of Curriculum Vitae
44 1.34 , 2.07 , 3.02 , 7.07 , 8.12 , 10.06 , 12
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