:8GI SD Sid%18Z VISZ8Z SUHZFTLF
SHLP ; LPILPSLPS8G f

;LA

TF,IDGLDNT 0 1 JOF
XIFI6S ,FISFTo  WIPY_+Z GL SWWITDRWIPY _ 5F;
SUHZFTL IJQFI ZFYF

IGIfDSzl4 ZIHUFZ VG TF, LDGL SRZ\4
UMLGUZ



TF, D NHGF 0 NZZIH

80 YLIZL

XI8Cy0 1,1

SIfkI8Z /G UHZFTL ERF I'S, 7S sVOJFIOST

80 55815,

XI8C0 $S,FS # DIGL8 NZZIHGF

8527 .8lU

SIdk18Z

SZL1F ST

SIfR18Z YLIZL VG UHZFTL ERF #S,S [T U6

5S8LS,

-8G1 55815, 1S,1S 1 U6
s#_ XaNGl SFR DLGL8GI 5ZUF0f

SIfRI8Z 58S, | 1S,FS 1 U6
SOF. , AGFJL 15 XaNGl 5ZUFOy VDPV/ ;P
JODF 8A, AGRIJF

8F.5558S, | _DIGI8sZ5_XaNf 1 U6
5S8lS,GF S, U6 H

GIW ov 5S8LS, 5ZL1FF DF8 5F; YJFDFGF UG T (




UHZTL , 31,15 YL1Zlov

JLS GP

, XG GP

» XGG GfD

Topic No.

V/F.PBLPVF_PGL HFGSFZL

1.11,1.12,
2.01,3.01,
6.01,7.01,
8.02,11.01

:8GIGL HFGSFZL

,WI, 15 J6DF/F SABAUAWARAKAHANATAYANAW

e HEN

J 1HG 849404-45404A4E41424 , 4]

1.13,1.21,
2.02,3.01,
5.01,6.02,
8.01, 11.02

JIHG DAG46404 ; AX4QF41F47

1.14,1.22,
2.02,3.01,
6.03, 8.02,
8.03,9.01,
11.03

JIHG 04-4C4VAV

*| Ro

JIHGIG HIOF64DGIPY YL S4VEN:YFGGF :JZll

1.23,2.02,
3.02,4.01,
6.04 , 8.03,
11.04

Dl :YFGGF :JZli4

1.15,1.24,
2.03, 3.02,
5.02,6.04,
8.02,8.07,
11.05

V1l :YFGGF : JZI4DGIP&4™

'YiG , BGIDGIP(4)

1.25, 2.03,
6.04, 8.02,
8.07,10.01,
11.06

13ZFD IRgCli4 ; ST

1z

DGI4Y YL 14 VG 5FZIES :JZ [RyCl

1.16,1.26,
2.04,6.05,
8.02,8.11,
8.12, 8.13,
10.02, 11.07

14

DGIPY$4154Db 1 1WJ:JZ DF+f

2.05,6.05,
8.02, 8.04,
8.08, 10.03,
11.07

$

Vol WJ:JZ DF+F4 DGIPT &

15

DGIP1*41 (41) VG XaN;DC

1.17,1.27,
2.01,3.01,
6.01, 7.02,
8.05, 10.01

1&

DGWPZ_4z214;ZIBT VG J/FSIF/F JIHGH FY IT ;e

1.17,4.01,




5.03,6.01,

8.05,9.01,
11.01
1> 10;¢JTGF Vgl IGIDI VG DGIPZZ4Z#

1 (| ;STIADGIPZ$4Z5 1.18,1.27,
2.02,3.01,
6.02,7.02,
8.06 , 10.03

1) (C404- ¢ GF IJIIW IRgCl

17 Z  [c14Jd4,c GF1IIIW IRgCIADGIP Z& YL Z) 1.18, 4.02,
5.03, 6.02,
8.06, 9.02,
11.02

1# Zv  DIBJTc:Jd4;Cu VG RFS ¢:Tv:Ye 1.19, 1.27,
2.04,3.02,
6.03, 7.03,
8.02, 10.03

L |DGIP#_YL##

13 #wZ4, oSO 4.02,5.04,
6.03, 8.09,
9.02,11.03

Z$ | J41F4849404- GF p, 8F ~5IP
Z5 DvlJTL :JZ0 VG DGIP#$4#5

15 Z& | ;STIVG DGIP#&4#H™ 1.27,1.31,
2.05,3.02,
6.04,7.03,
8.09, 10.03

1& Z*  |5FZIES SOLVIDF T VG RF54 DGIP# (4#) 1.32,4.03,
5.04, 6.04,
8.1,9.02,
11.04

Z(  |G414JP SOL
Z) |Vtl SODF JT VG RF5

1* #  DGIP$ 4$1 ;STI4DGIPSZ4$#ISS 1.27,1.33,
2.06,3.01,
6.05, 7.04,
8.1,10.04

1( #1 | ¢Zc GF JSIK5S pSHiUI4 DGIP $5 YL $( 1.34,4.03,
5.05, 6.05,
9.03, 11.05

D #Z |JEISTGF 5t 1.28,1.35,
2.07,3.01,
6.06 , 7.04 ,
8.11, 10.04

##  (CATATAVESC ; IGFDI
#$ [DGIP$) VYL 5Z

Z_ #5 | JTDIGAETSH/ VG EIJQI SNT 1.36, 4.04 ,

5.05, 6.06 ,

8.12,9.03,




11.05

#& XwW VG IDz SF/
#* | Vgl WTVIGF ~5ll VG DGIP5#45%

VA #( DGIP5545& VG VWS HIUI 1.28,1.37,
2.01,3.02,
6.01,7.05,
8.13, 10.04

#) VOWFjIHGIG :YFG , BG4 DGIP5*45(P

/A $ DGIP5)4& VG jIHGI AJOFIJF IIXP 1.31,4.04,
5.06 , 6.01,
9.03, 11.05

$1  AJOFJ, jIHGIG :YFG ,BG DGIP &!

[# $Z DGIP&Z VG ;ST DGIP &#4&$ 1.28,1.32,
2.02,3.02,
6.02,7.05,
8.14 , 10.04

’$ $# |1uD jIHGI ;FY SOL4 DGIP&5 YL &( 1.33,4.05,
5.06 , 6.02,
8.03,9.04,
11.05

Z5 $$ |;DC ZBFSGADGIP&)4* 4 zT,BG 1.28,1.34,
3.01,6.03,
8.03,10.04

$5 |p5;U

& $& 5IUIVOFZ; 14VZAL 5JUI 1.35,4.05,
5.03, 6.03,
8.03,9.04,
11.06

$* 5tll4 zT,BG

* $(C DGIP*Y YL*$4zT,BG 1.29,2.04,
3.01,6.04,
7.05,8.02,
8.07 , 10.05

Z( $) |VFSOFVIADGIP *5 YL *(4 zT, BG 1.36, 4.02,
5.04,6.04,
8.07,9.04,
11.06

Z) 5 HIOSF XaNl4SFS ZBF ;ST4 zT, BG 1.29, 2.05,
3.02,6.05,
7.05,8.02,
8.12,10.05

51 XaN ; 1F54pSHIUL ; DC ZBFSGIP zT, BG

# 5Z IJ1IW BFTFVIGF GFD4 IJWFG ; EF4;FDFgl JCLI8 IJEFU4 2T, BG 1.37,3.02,
4.03, 6.05,
8.14,9.05,
11.06 , 11.06

5# |UC IJEFU4 GF6FIJEFU4DFU VG DSFG IJEFU 4 zT,BG
5% SIFIJEFU4DC; , IJEFU




#1

55

IXIFGASFINF IJEFU4  VEZWWl [JEFU 42T, BG

1.29, 2.06,
3.01,6.05,
7.06, 8.02,
8.03, 10.05

&

pnilU VG BF6 1IJEFU4 VG IJEFU4; DFH S<IF6 IJEFUA zT , BG

5*

S5RFIT4 JG 51FJZ64 VFINHFT4ANZI VG JFCG IJEFU

5(

|;RF.4 zD VG ZIHUFZ IJEFUAGDNF 13SF; IJEFU4 53F; G
|JEFU4XCZL 1ISF;

#L

5)

1JF ;F:SITS4H/ ; 51T4 ; CSFZ IJEFU4 JRFEJZF IJEFU4ZT , BG

1.31, 2.07,
3.01, 6.06,
8.03, 9.05

gIFIF, 1GF XaNl4 5SL6 XaN4 zT , BG

&!

EFZTGE XCZI4 UHZFTGF HI<,FVI4 zT, BG

&z

Vgl UFD XCZIAGNLVIASITI VG DCLGF  JFZ GF GFD4 zT,BG

#H# YL
$z

YLIZLG ZLILhG4 zT, 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
131, 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 ZLILhG VG BZL1F 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

$5YL HNL HNL 5 ZSFZL SRZLVIIGL VIO ; IIDF SFI 5S8L;
SYA

GIWov JLSGPZ5 YL#Z ;WLUHZFTL ,WI, 15 ASGF XaN; DC4 ; STI4 XaN ; 1F5I45ZUF0G
zT,BG
JISGP## YL$Z Vgl zT,BG;Z6L ASGF VFWFZ 5ZUFOGF XaN ; DC AGFJJF TDH
zT,BGP




UHZFTL 8F . 50v

JIS GP 55815,

DNFI+GL 5FYIDS DFICTL

DNF, BGG DCtJ4 DNFI +GL HFT

¢SLeA0 1IXGL DFICTLSS/58GF EFUIF

JFCG VGP TGF EFUIGL ; DH

5FZIES UI9JGLDNFI+ VFU/Z A; JFGL ZLT

1+DF SFU/ R-FIJFGL ZLT4 CFI; IFGL UI9J6L4 S5IST VTZGL UI9J6L

VWSIST ; 7FVIi4pid 5IST ; 7FVIGL ; DH

S/58 TF, DV 14 VWSIST ; 7FVI v ASDFGH ¢ JKL;

S/58 TF,IDVZ4 prJ 5IST ; 7FVIv asdfgh (jKI:

|"'VA *| Ro| U6/ T| N 1mm

S/58 TF,LD v 1 ¢ Z GF XaNI

11 'S/58 TF, Dv#4 VWSIST ; 7FVIlv QWERTY ¢ UIOP

1Z |S/58 TF,Dv$4 pid 5IST ; 7FVIv gierty g uiop

1# S/58TF,LD v#($ GF XaNl

1$ |S/58TF,Dv54 VWSIST ; 7FVIlv ZXCVB (NI, ./

15 S/58 TF,LDv&4 pid SIST ; 7FVIlv zxevb g nm<>?

1& |S/58TF,LD v 5(& GF XaNI

1* 'S/58 TF,Dv*4 VWSIST ; 7FVIl v 123456 ( 7890-

1( S/58TE,IDv(4  pidBIST ; 78IV 1EHSH 18* () _+

1) S/58 TF,LD *q( GF XaNi

L Vgl XaNIGL 558 ;

Zv Vgl XaNIGL 5S8L ;

ZZ Vgl XaNIGL 558L;

#  GEGF JFSHIGL 5S8L;

Z$  |GFGF JFSHIGL 5S8L;

Z5  |GFGF JFSHIGL 5S8L;

2&  |;ZSFZL 5+j1JCFZ KF5JFGL 5S8L;

Z*  |;ZSFZL 5+j1JCFZ KFSJFGL 55815

Z( |SCJTIGL 5S8L;4 HFCZFTGL 5S8 ;

Z) YL $Z 5ZUFOGL 5S8L;

$# YL $$ | 8.5 5ZLIF

$5 YL5Z | HNLHNL ; ZSFZL SRZLVIGL VIO ; IIDF SFI 5581 ;




UHZFTL EFRQFrov

JIS GP ,XGGL IJUT
! EFQF V8, Xm
Z ERF VG, 15
# EFRF VG All, L
$ HIOGLGF IGIDI
5 XaNIGL HIOBLAXHW v V/XuW XaNi
& XaN; DC DF8 VS XaN
* XaN;DC DF8 VS XaN
( ; DFGFYL XaNli
) ; DFGFYL XaNli
1 |JZIWFYL XaNi
1 [JZIWFYL XaNi
17 VGSFYL XaNil
1# VGSFYL XaN
1$ ~|-5 Ul
15 SCJITI
1& VYENJF/F XaNll
1 1JZFD IRgCl
1( ;IWv i JIZ W
D) JIHG ;IWqlJd;U ;W
Z_ > IW HIOI g ; IW KIOW
Z! JFS1 ZRGF
/7 5+ ,BGov jIISTUT 5+ IGD+6 5+ v XIS 5+ v Wyl JFN 5+
# ;ZSFZL 5+ ,BGov 5+4 :DIT 5+ 4tJZF 5+
% VW ;ZSFZL 5+ 4 SRZL IFNL4 SRZL CSD
75 5175+ 497FI4HFCZGFDP
2& IGAW
l* IGAW
Z( ;FZ,BG
Z) ;FZ,BG
# ;fZ,BG
#UYL$Z jIFSZ6G ZLILhG
$#YLSS | 5ZUF VG ZLILhG
$5YL5Z HNLHNL ;ZSFZL SRZIVIGL VIO ; IIDF SFI 588 ;




Sk 1182 VG

Vgl VIOL; DXLGZL g . SJIL5Dg8

,XGGL IJUT

JIS GP

Computer Fundamentals - Sld%18ZGL DFICTL4 5I1ZR14.ITCF;

VA Sid%18ZGL 5-LVIi4 ,FIFIGSTFVI VG DIFNFVI
# Slid% 18ZGF 5SFZ VG p5 HIUI
$ ;L5L14.G58 vVFp858 OLJF. ;P
5 0,I5L10:54 CF0 10:S
& ;108324 Cr0JZ
* Sidk18Z , uJH
( M.S. Windows - Operating Systems ( Latest Version )
) Taskbar, Desktop , Accessories
!_ MY Computer, Window Explorer , Control penal ,Internet
11 Recycle bin ,Short Cut, Folder
1z MS-Word Introduction
14 File Menu, Edit menu
13 View Menu,
15 Insert Menu,
1& Format Menu,
1* Toots Menu,
1 ( Table Menu,
!) Window / help Menu,
L Note Pad , Word pad
VA MS-Excel - Introduction File , Edit Menu
/7 View Menu, Insert Menu
IH Format Menu , Tools Menu , data Menu
% MS-Dos -Operating System, External Com.
/5 Internal Command, Dir command
& File Command, Directory Command
’* Power Point — Intro - file Menu , edit Menu
Z( View Menu, Insert Menu, Format Menu
Z) Toots Menu, Slide Show
#_ Network - E -Mail , Downloading
#1 Duplicating Machine, Photo Coping Machining, Telephone, Intercom ,
Fax Machine
#Z7 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




1& TF, LDFYLVH DFS HIl. TL :8XGZL sIFIQFS f

Slid%18Z :8XGZL I AP (A4 size/Legal Size)
8.5 557 17 5S8

SFAG 557 1 558

8.5 ZLALG 5 GU

:8Gl GIBAS 5 GU

:8Gl 5lg; , 5 GU

RIS AlllF s; ONF H~ZLIFT DHA

RISAIF sZULGT H~ZLIFT DHA

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.
OIGRZ v
sUf | Sld%18Z DSJFGF ; GDF. SF8I5JF/F 8A, 56U
sZf | Sidh18Z BZXL sZLJIkJLUT 56U
s#f | 8F.5 DXLG DSJFGF 8A, sBFGF JF/Ff 1 GU
s$f | CFYF JUZGL BZXL s8F. 5 SZJF DF8f 1 GU
s5f | OF. , I DSJFGI WION sZSf _1GU
s&f | .¢:858Z DF8G 8A, _ZGU
s*f | .¢:8S8Z DF3GL BZXL _LGU
s(f | .g:8S8Z ITHIZL _#GU
s)f |a,SAI0 _1GU
st f|I598Z8A, _1GU
stIf | Xi8Cg0 8A, 1& GU
s1Zf | XI8Cg0 BZXL 1& GU
sT#f | 0%, AID 16U
SIS | VP;IPDXLG ¥ 8G sJlgOih 8F.54Sld%18Z ~D DF8f | 1 GU

GIW ov pSZIST ;FWGHGH IFNL 1 & TF, LDFYLVIGL VS 8SOL DF8GL KP




SETSHGL IFNL ov

VPGP S:TSGGD SSEXS

1p UHZFTL , W, L5l

ZP zT,BG ;Z6l

#P UHZFTL EFQFFGL HIOGL EFQFF IGIFDSGL SRZL4UPZFPUFWLGUZP
$P ;ZSFZL , BG SIWIT EFQF IGIFDSGL SRZL4UPZFPURWLGUZP
oP EFQFF 13JS EFQFF IGIFDSGL SRZL4UPZFPUFWLGUZP
&P m.s JIg0lh ;108JZG 5:TS

*P m.s VIOL; TYF m.s JO ;l08JZG 5:TSP

-I08JZGL IFNL 0
1390lh VS ;514 VDPV ; PVIOL; 5, 8:8 JhGF
| ZwWL 0

UHZFTL :8Gl 5IT DLGL8 & XaNIGL h05

UHZFTL 8.5 5IT DLGL8 Z5 XaNIGL h05

UHZFTL ¢ VUHL Slidk 182 XI08JZ VII5Z8Z



Syllabus of Life (Soft) Skill

Week

Topic
No.

Name of Topic

1.11

Articles, Numbers

1.12

Prepositions, Phrasal

2.01

Barrier to communication and method to over come

3.01

The basic problem-solving element

6.01

What is Motivation?

7.01

What is Self Esteem? (Self-concept, Self Esteem, Self-ideal)

8.02

Use of Internet

11.01

Benefits of Team Work, The Team Function

1.11,1.12,2.01,3.01,6.01,7.01,8.02,11.01

1.13

Pronouns

1.21

Art of conversation & listening

2.02

Channel of communication formal / informal

3.01

The basic problem-solving element

5.01

What is Self-Confidence?

6.02

Motivation & Hygiene Factors

8.01

Windows Operating System

11.02

Team Leader responsibilities

1.13,1.21,2.02,3.01,5.01,6.02,8.01,11.02

WINININININININININIFP|IRPIPIRP|IRPIRPIRPRPPF

1.14

Modal verbs,

w

1.22

Verbal & Non verbal communication, Vocabulary & Word building

2.02

Channel of communication formal / informal

3.01

The basic problem-solving element

6.03

The Tree need for motivation

8.02

Use of Internet

WlWwlw|w|w

8.03

Toolbars & Menu bars features in WORD

w

9.01

Global Environmental Issues, Ecological Communities, Humans
and the Environment

11.03

Planning for effective teamwork

w|w

1.14,1.22,2.02,3.01, 6.03, 8.02, 8.03,9.01,11.03

iy

1.23

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

2.02

Channel of communication formal / informal

3.02

Request-Response-Result

4.01

Environmental Health and Safety

6.04

Intrinsic Vs Extrinsic Motivation

8.03

Toolbars & Menu bars features in WORD

11.04

Techniques for teamwork

1.23,2.02,3.02,4.01,6.04,8.03, 11.04

(621 I SN S S N R N B

1.15

If-Conditional Sentences,

al

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

2.03

Body language

3.02

Request-Response-Result

5.02

What Causes a Lack of Self-Confidence

ajo|jojo

6.04

Intrinsic Vs Extrinsic Motivation

1




Topic

Week 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
Practice pronouncing the Letters, Vowels, Vowel Combination,

6 1.25 o
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

5 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,

9 127 How to o_btain goods anq seryices, 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

2




Topic

Week No.

Name of Topic

9.01 |Global Environmental Issues, Ecological Communities, Humans

10 .
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,
1 127 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.

How to obtain goods and services, How to obtain goods and

13 1.27 . . . .
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

How to obtain goods and services, How to obtain goods and

15 1.27 . . . .
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

3




Topic

Week 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
17 127 How to o_btain goods anq seryices, 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
19 128 How to express you_rs_elf in di_fferent 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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Topic

Week 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

1 128 How to express you.rs'elf in di_fferent 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

23 128 How to express you_rs_elf in di_fferent 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

25 128 How to express you_rs_elf in di_fferent 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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Topic

Week 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
7 1.29 Hoyv 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 Hoyv 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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Topic

Week No.

Name of Topic

30 6.05 |Problem with Motivation

30 8.14 [Inserting Different Things

9.05 |Environmental Processes. Globalization in the Contemporary

30 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

How to narrate a sequence of events, How to express conjecture,

31 1.29 . .
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

9.05 |Environmental Processes. Globalization in the Contemporary

32 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

9.05 |Environmental Processes. Globalization in the Contemporary

3 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




Week

Topic
No.

Name of Topic

35

1.32

Supplementary reading and answering the questions




Topic

Week 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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Topic

Week Name of Topic
No.
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 1.33,2.02,3.01,81,9.06, 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
a4 3.02 |Request-Response-Result
44 7.07 |Self-Concept Circle & Advantages of Good Self Esteem
a4 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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