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(A)  THEORY: 
   
1.  Spoken English: 

Following communication functions be discussed in Meaningful natural dialogue 
forms: 
Greetings, introductions, making requests, suggestions, invitations, acceptance, 
refusal, seeking permission, giving a description, stating likes and dislikes, agreeing 
& disagreeing, stating performances, conversing on the telephone, inquiries & 
complaints, compliments, encouragement expressing thanks and apologies etc. 
(Audio Visual aids could be used for Above) 

   
 2.   Written English: 
         Business letters – Structures of business letter, essentials of a good business letters. 
         Letters of inquiry, complaints, and requests etc. 
         Report writing on general as well as scientific topics. Writing formal speeches for 
         Occasions like inaugurations, introduction of guest speakers, fare etc. Recording 
and  

Drafting of minutes of meetings. 
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