Subject: Request for Approval of Certificate Course Proposal

Suman Garg,
Assistant Professor,
[ Department of English]

And

Renu Bala

Assistant Professor,

[ Department of Computer]
S.D.Mahila Mahavidyalaya, Narwana.
-/ -/ 202}

To

Chairperson,

Board of Studies,
S.D.Mahila Mahavidyalaya,
Narwana.

Madam,

We are writing to formally request the approval of a certificate course proposal that we
have developed for the benefit of our First year students of all Streams.

Title: Samwaad (H4d1)

Computer-Assisted English Communication Certificate Course
Duration: 30+ hours
Overview:

This certificate course, jointly designed by the Computer and English Departments,
aims to equip participants with the necessary skills to communicate effectively in
English using computer-assisted tools and platforms. This course will blend theoretical
knowledge with practical application to ensure participants develop comprehensive
skills.



Course Structure:

1. Anintroduction to computer-assisted Communication tools and platforms.
2. Developing basic communication skills through speaking, listening, reading, and
writing exercises.
Utilizing word processing software for document creation and editing.
Introduction to presentation software for effective communication of ideas.
5. Exploring grammar checking tools and language learning apps to improve
English proficiency.
6. Online Communication Platforms Understanding the etiquette and conventions of
online communication.
7. Practice N using email, instant messaging, and video ‘conferencing for
professional
communication.
8. Project Work integrating computer-assisted tools with English communication
skills.

> w

9.Analysis of case studies highlighting real-world applications.
10. Assessment and Feedback

Certification:

Participants who successfully complete all modules and assignments will be awarded a
joint certificate by the Computer and English Departments.

Target Students:
1st year of all streams.

Requirements:

Basic proficiency in English language and access to a computer with internet
connectivity.

Faculty:

Experienced faculty members from both departments will deliver lectures and mentor
participants throughout the course.



Mode of Instruction:

The course will be delivered through a combination of lectures, practical exercises,
group discussions, and online resources.

Admission Process:
Interested students can get themselves registered by filling a registration form.
Course Outcome:

Upon completion of the course, participants will be eqlipped with the necessary skills to
effectively communicate in English using computer-assisted tools and platforms,
thereby enhancing their professional prospects in various fields.

We request the Board of Studies to consider and approve this proposal. Your support in
this matter is crucial, and we are willing to provide any further information or clarification

if required.

Thank you for your time and consideration. We look forward to a positive response and
the opportunity to contribute to the enrichment of our student's academic journey.

Sincerely,

Suman Garg, éfﬂ‘g” ‘1/%
e

Renu Ba

Pringipal
S.D. Mahila Mahavidysiye

(Narwvang Vy
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Suman Garg
Asst. Prof., Dept. of English

Renu Bala
Asst. Prof., Dept. of Comp.Sc.

Subject: Approval for “Samwaad” by the Board of Studies
Dear Suman Garg & Renu Bala,

| am pleased to inform you that after careful consideration and review by the Board of Studies, has
approved “Samwaad” whiph spans over 30+ hours of instruction.

This course has been evaluated thorbughly to ensure its alignment with our institution's academic
standards and objectives. We believe that it will significantly contribute to the academic enrichment of
our students and align with our commitment to providing high-quality education.

Thank you for your interest and support in our academic endeavors.

@A}\A (Q&W ' Kﬁmﬂ Jierd \\\{%\’@‘9
Dr. Anita abra Dr. Sh

Yours sinceggly,

Dr. ndeep lu Sachdeva Suman Garg Nisha
Assoc. Prof. in Eco. Asst. Prof. in Hindi Asst. Prof. in Hist. Asst. Prof. in Eng. Asst. Prof. in Chem.
Convener Member ' Member Member Member

Principal
S.D. Mahila Mahavidyatyr
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DEPARTMENT OF ENGLISH & COMPUTER
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MODE- OFFLINE
DURATION - 30 HOURS
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ﬁMS RENUBALA ~  DR.NAYAN DEEP DR. ANJANA LOHAN .-
" PROGRAM MANAGER  |OAC CONVENOR PRINCIPAL
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Samwaad
Paper Code: SAM2223
Session:- 2022-23

Time 1:30 Hours . ' ' o MM 40 Marks

1)

3)
4)

5)

6)

What do you mean by Writing Skill? Explain various tips to improve writing skills.
(7) '

What do you mean by Presentation? Explain various tips to improve Presentation
Skills. (7) ’

Write a conversation between a teacher and a student (7)

Write an email to the editor of a newspaper regarding issue of environmental
pollution.(7)

Write about few language learning and grammar checking tools and applications
you are using.(7)

Write keyboard shortcut keys in MS Word

a) To open a document

b) To save a document

¢) To copy the selected data

d) Toundo - ,

e) To create a new document(5)
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