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Semester -1 
Course Structure 

Ability Enhancement Course (AEC) in English 

HENGAEC1101: Developing Spoken Communication 
Teaching Scheme 

Course Code  Course Name (Paper Title) Teaching 
Scheme (Hrs) 

Credits 
Assigned 

HENGAEC11
01 

Developing Spoken Communication 
(AEC English) 

02 02 

 

Examination Scheme 
[20% Continuous Assessment (CA) and 80% End Semester Examination (ESE)] 

Course 
Code 
(2) 

Course Name (3) Continuous Assessment CA ESE Total 
(9) 

Test 
1 (4) 

Test 
2 (5) 

Assignm
ent (6) 

Average of 
T1+T2+Assi./3 

Total 
(8) 

 

HENG
AEC11
01 

Developing Spoken 
Communication 
(AEC English) 

10 10 10 10 40 50 

 
Course Prerequisite:  
Any student who is willing to learn English 
Course Objectives: 

• Developing basic spoken skills: introducing, asking questions, giving 
information 

• Enabling learners to speak in different situations 
Course Outcomes: 
After the completion of the course, the learners will be able to: 

• Introducing, asking questions, and giving information 

• Speak in English in different situations 
Curriculum Details: 

Module Unit. Name of Topic Hrs. 
Required  

1. 0  Introduction to Spoken English   
 

05 
 1.1 Communication: meaning and types 

1.2 Importance of spoken communication 

1.3 Aspects of Spoken Communication 

1.4 Body language 

2.0  Preparing the Basics of Spoken Communication  
 

10 
 2.1 Introducing  

2.2 Asking questions 

2.3 Using imperative sentences 

2.4 Using Exclamations  
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3.0  Hosting a Formal Function  
 

10 
 3.1 Essentials of a formal function 

3.2 Compering 
3.3 Delivering welcome speech 

 3.4 Proposing a vote of thanks 

4.0  Developing Conversation in Different Situations 

 4.1 Conversation in the bank  
10 4.2 Conversation at the railway station 

4.3 Conversation at the airport  

4.4 Telephonic conversations (Formal and Informal) 

  Total 30 

 
Prescribed Text:  
Textbook Prepared by the University 

 
Guidelines for Course Assessment: 
A. Continuous Assessment (CA): 10 Marks (20% of the Maximum Marks) 
      Two Tests and One Assignment of 10 Marks each will be carried out throughout  
      the course. Average marks scored in two tests and one assignment will be  
      considered as a score in CA. 
B. End Semester Assessment (80% of the Maximum Marks): 40 Marks 
      End Semester Examination Question paper will consist of 5 questions (each  
      question for 10 marks) 
 
Question No. 1 will be compulsory and shall be based on the entire syllabus.  
The students are required to solve any 3 questions from the remaining four questions 
(Q. No. 2 to 5) each based on modules 1 to 4 in the syllabus respectively. 
 
Paper Pattern for ESE: 

Q.1  Write Short notes.  
(Compulsory Question based on the entire syllabus) 

10 marks 

 (Attempt any 3 questions from Q. No. 2 to Q. No. 5)  

Q.2 Question on Module 1 10 marks 

Q 3 Question on Module 2 10 marks 

Q.4 Question on Module 3 10 marks 

Q.5 Question on Module 4 10 marks 
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Semester -1 
Course Structure 

Ability Enhancement Course (AEC)  
HENGAEC1151: Developing Written Communication  

(AEC English) 
Teaching Scheme 

Course Code  Course Name (Paper Title) Teaching 
Scheme (Hrs) 

Credits 
Assigned 

HENGAEC11
51 

Developing Written Communication 
(Compulsory English) 

02 02 

 

Examination Scheme 
[20% Continuous Assessment (CA) and 80% End Semester Examination (ESE)] 

Course 
Code (2) 

Course Name 
(3) 

Continuous Assessment CA ESE Total 
(9) 

Test 
1 (4) 

Test 
2 (5) 

Assign
ment 
(6) 

Average of 
T1+T2+Assi
./3 

Total 
(8) 

 

HENGAEC
1151 

Developing 
Written 
Communication 
(Compulsory 
English) 

10 10 10 10 40 50 

 
Prerequisites: 
Any learner with working knowledge of English can take this course. 
Objectives: 
The main objectives of the course are: 

1. To familiarise students with the secrets of clear writing 
2. To acquaint students with writing skills for career development  
3. To understand the basics of a variety of professional writings 

Outcomes: 
After the completion of the course, the learners will be able to: 

1. Write Effectively 
2. Master writing skills required for professional success 
3. Adopt written communication skills for career development 

Curriculum Details: 

Module 
No. 

Unit 
No. 

Topic Hrs. Required 
 

1.0  Secrets of Clear Writing 08 

 1.1 Writing Solid Sentences  

 1.2 Developing Paragraphs  

 1.3 Mastering Punctuations  
2.0  Developing Writing Skills  08 
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 2.1 Essay Writing  

 2.1 Report Writing  

 2.3 Precis Writing  
3.0  Writing for Career Building 07 

 3.1 Resume Writing  

 3.2 Job Application  

 3.3 E-mail Writing  
4.0  Writing Mechanics for Meetings 07 

 4.1 Circulars and Notices  

 4.2 Memos  

 4.3 Agenda and Minutes  

  Total 30 

 
Textbook:  
Prescribed by the university 
 
Reference Books: 
Gupta, Sanjay, and Amit Ganguly.  Written Communication in English, New Delhi: 
SBPD Publication, 2021. 
Kaul, Asha. Effective Business Communication, New Delhi: PHI Learning, 2015. 
Sehgal, M. K., and Vandana Khetarpal.  Business Communication, I New Delhi: Excel 
Books, 2013. 
Sen, Leena. Communication Skills, New Delhi: PHI Learning, 2009. 
Williams, Diana. Writing Skills in Practice, London: Jessica Kingsley, 1957. 
 

Guidelines for Course Assessment: 
A. Continuous Assessment (CA): 10 Marks (20% of the Maximum Marks) 
Two Tests and One Assignment of 10 Marks each will be carried out throughout the 
course. Average marks scored in two tests and one assignment will be considered as 
a score in CA. 
B. End Semester Assessment (80% of the Maximum Marks): 40 Marks 
End Semester Examination Question paper will consist of 5 questions (each question 
for 10 marks) 
Question No. 1 will be compulsory and shall be based on the entire syllabus.  
The students are required to solve any 3 questions from the remaining four questions 
(Q. No. 2 to 5) each based on modules 1 to 4 in the syllabus respectively. 
 
Paper Pattern for ESE: 

Q.1  Write Short notes.  
(Compulsory Question based on the entire syllabus) 

10 marks 

 (Attempt any 3 questions from Q. No. 2 to Q. No. 5)  

Q.2 Question on Module 1 10 marks 

Q 3 Question on Module 2 10 marks 

Q.4 Question on Module 3 10 marks 

Q.5 Question on Module 4 10 marks 
 


