
Name of the Paper:-        DEVELOPING COMPOSITION SKILLS                       Class: BA III (D)                                                                                                                                                                     

WEEK DATE TOPICS

INTRODUCTION TO THE SYLLABUS 

LETTER WRITING: MEANING, TYPES, ELEMENTS

LETTER WRITING: STRUCTURE AND FORMAT OR LAYOUT

BUSINESS LETTERS: MEANING, TYPES 

BUSINESS LETTERS: BASIC ELEMENTS OF A GOOD BUSINESS LETTER

BUSINESS LETTERS: FORMAT AND POINTS TO BE KEPT IN MIND

OFFICIAL LETTERS: TYPES, ELEMENTS AND FORMAT

JOB APPLICATION

RESUME: SAMPLE

PRACTICE (BUSINESS LETTERS)

PRACTICE (BUSINESS LETTERS)

ONE-WORD SUBSTITUTIONS

ONE-WORD SUBSTITUTIONS

ONE-WORD SUBSTITUTIONS

OFFICIAL LETTERS: RECOMMENDATION AND REFERENCE LETTERS

PRECISE WRITING: MEANING AND RULES

PRECISE WRITING: STEPS TO FOLLOW AND POINTS TO BE KEPT IN MIND

PRECISE WRITING: EXERCISE FOR PRACTICE 

PRECISE WRITING: EXERCISE FOR PRACTICE 

ASSIGNMENT GIVEN: PRECISE WRITING

ONE-WORD SUBSTITUTIONS

ONE-WORD SUBSTITUTIONS

SUNDAY - 05.01.2020

SUNDAY -  12.01.2020

SUNDAY -  19.01.2020

4
January                 

(20 -25)

2
January                             

(6-11)

3
January                

(13-18)

 I.B. (PG) COLLEGE,  PANIPAT           

(SESSION 2019-20)
Weekly Lesson Plan (January 2020  - April 2020)

Name of the Teachers: DR NIDHI

1
January                   

(1 - 4)



ONE-WORD SUBSTITUTIONS

ONE-WORD SUBSTITUTIONS

PRACTICE (BUSINESS LETTERS)

ASSIGNMENT 

MEMORANDUM: MEANING, FORMAT AND GENERAL RULES

MEMORANDUM: HOW TO WRITE A MEMO (SAMPLE)

MEMO: EXERCISES 

MEMO: EXERCISES 

CIRCULAR: MEANING, FORMAT AND DIFFERENCE BETWEEN A NOTICE AND 

CIRCULAR

CIRCULAR: ONE OR TWO SAMPLES

PRACTICE OF CIRCULAR

PRACTICE OF CIRCULAR

PLACING AN ORDER OF GOODS ( EXAMPLE)

PLACING AN ORDER OF GOODS ( EXAMPLE)

PRACTICE (BUSINESS LETTERS)

PRACTICE (BUSINESS LETTERS)

ONE-WORD SUBSTITUTIONS

CLASS TEST

PRECISE WRITING: EXERCISE FOR PRACTICE 

PRECISE WRITING: EXERCISE FOR PRACTICE 

A LETTER OF COMPLAINT REGARDING POOR SALES

LETTERS OF COMPLAINT AND REPLY

LETTERS OF ENQUIRY 

LETTERS OF ENQUIRY AND REPLY

BUSINESS LETTERS(EXAMPLES)

BUSINESS LETTERS(EXAMPLES)

JOB APPLICATION (EXAMPLES)

JOB APPLICATION (EXAMPLES)

RESUME: SAMPLE

CURRICULUM VITAE: SAMPLE

SUNDAY - 16.02.2020

SUNDAY - 23.02.2020

January - 26.01.2020

SUNDAY - 02.02.2020

5

January

(27- 31)

February (1)

9
February                   

(24-29)

February

(3 -8)
6

7
February                     

(10 -15)

8
February                    

(17-22)

SUNDAY - 09.02.2020



RECOMMENDATION LETTER

RECOMMENDATION LETTER

A LETTER TO EDITOR  ABOUT ENCROACHMENT ON THE CITY ROADS

A LETTER TO EDITOR  ABOUt IRREGULAR WATER SUPPLY

PRECISE WRITING: EXERCISE FOR PRACTICE 

PRECISE WRITING: EXERCISE FOR PRACTICE 

HOLI BREAK

HOLI BREAK

HOLI BREAK

HOLI BREAK

HOLI BREAK

HOLI BREAK

E-MAIL WRITING:INTRODUCTION  AND GENERAL RULES

E-MAIL WRITING:FORMAT AND HOW TO WRITE AN E-MAIL(SAMPLE)

E-MAIL WRITING:EXERCISES 

E-MAIL WRITING:EXERCISES 

E-MAIL WRITING:EXERCISES 

E-MAIL WRITING:EXERCISES 

SUMMARIZING 

SUMMARIZING 

RTI: INTRODUCTION, MEANING, AND RULES

RTI: ONE OR TWO SAMPLES 

RTI: ONE OR TWO SAMPLES 

RTI: EXERCISES FOR PRACTICE 

RTI: EXERCISES FOR PRACTICE 

RTI: EXERCISES FOR PRACTICE 

RTI: EXERCISES FOR PRACTICE 

ASSIGNMENT 

ONE-WORD SUBSTITUTIONS

ONE-WORD SUBSTITUTIONS

SUNDAY - 01.03.2020

SUNDAY - 08.03.2020

SUNDAY - 15.03.2020

11 March (09 -14)

March (23-28)13

14
March (30 -31)  

April 1-4)

12 March (16 -21)

March (02 -07)10

SUNDAY - 22.03.2020

SUNDAY - 29.03.2020



A LETTER OF COMPLAINT ABOUT INCREASING THEFTS

A LETTER FOR APPOINTING A RADIOLOGIST IN THE CIVIL HOSPITAL

A LETTER OF APPRECIATION 

PRACTICE OF CIRCULAR

PRACTICE OF MEMO

PRACTICE OF E-MAIL

REVISION

REVISION

REVISION

REVISION

REVISION

REVISION

EXAMINATIONS 

EXAMINATIONS 

EXAMINATIONS 

EXAMINATIONS 

EXAMINATIONS 

EXAMINATIONS 

EXAMINATIONS 

EXAMINATIONS 

EXAMINATIONS 

EXAMINATIONS 

SUNDAY - 19.04.2020

SUNDAY - 26.04.2020

April (06 -11)15

April (13-18)16

April (27-30)18

April  (20-25)17

SUNDAY - 05.04.2020

SUNDAY - 12.04.2020
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