DR. AMBEDKAR COLLEGE, DEEKSHABHOOMI, NAGPUR-10
DEPARTMENT OF ENGLISH
CERTIFICATE COURSE IN PROFESSIONAL WRITING SKILLS IN ENGLISH

APPROVED UNDER JEEVAN SHIKSHA ABHIYAN,
RASHTRASANT TUKADO]JI MAHARAJ] NAGPUR UNIVERSITY, NAGPUR-
440010

DURATION OF THE COURSE: 15 CLOCK HOURS
DURATION: 02-20 MAY 2022

Department of English conducted a Certificate Course in Professional Writing
Skills in English for the students of B. A. Sixth Semester. There were 225
participants who registered for the course and availed the resources.

As decided in the monthly meeting of the department and suggested by the IQAC
of the college, a certificate course was planned. A detailed syllabus for the same
was prepared jointly by all the faculty members of the department. Accordingly a
proposal was submitted to the Lifelong Learning Department of RTMNU, Nagpur.
After approval from the competent authority, students were notified for
registration. In all 225 students registered for the course.

In house faculty members were allocated proper workload for conducting the
lectures, presentations and assignments on the portion taught to the students.
Resource material was also supplied to the students in the form of ppt, pdfs,
books, etc. a few sessions were also conducted in the language laboratory. A
minimum of 5 lectures were conducted online taking into consideration the
availability of students and ongoing schedule of the college.

All the soft copies of resources were stored on google drive and a link was shared
to the students so that they can refer the material as and when required.

Feedback from students was obtained in the valedictory session of the course
and an online google form was also circulated to record their objective opinions
as well as further requirements. The valedictory session was attended by all the
faculty members wherein a healthy interaction among teachers and students was
observed. Dr. Shailesh Bahadure (Head), Dr. Ms. Priti Singh, Ms. Anita Tirpude,
Mr. Manoj Andraskar, Mr. Dilip Rathod, Ms. Devyani Sharma, Ms. Rupali Bhave
and Mr. Shreyas Kokate were present for this session. Students appreciated all
the sessions and resources provided during the course and expressed their
opinions.
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Syllabus of the course:

A B C D
sr No. [}:::]': Day Topic
1 1 1% Day |Introduction to Technical writing
2 1 né Da;__r Understanding the writing process.
3 1 34 Da‘-_.' Introduction to Technical Reports writing
4 1 4t Da;__r Significance of Reports
5 1 5‘hDa‘;r Tvpes of Reports
6 1 5‘1"]:}3;; Effective Technical Writing Practices
7 1 ?‘hDa;__r [dentifying the Common Errors in Writing of English.
8 1 g‘hDa;__r Writing Technical proposals and reports
9 1 g‘hDa;__r Workplace communication skills (written mode). PART I
10 1 m‘h]:}é‘; Workplace communication skills (written mode). PART I 1
11 1 11‘1"]:},3;.r Workplace communication skills (written mode). PART IIT
12 1 llthDa;.r English Grammar for Professionals with exercises
13 1 13‘111}3;; Identification of Common errors, Subject Verb Agreement, etc
14 1 1 4thDﬁ'-‘,-’ INCrun—pmnmJn agreement, Sequence of Tenses and errors identification
" |in Tenses.
15 1 15"Day |English Vocabulary and its types with exercises.
Dr. 5. ]. Bahadure, Course Coordinator, 9420698699

Link of the registration form: https://forms.gle/VYLNUgvrWoiz1Szb8

Whatsapp group link: https://chat.whatsapp.com/FmDNP2yOG5Q1Qf5leLuolz

Photographs:
[ Google Calendar - Tuesday, May X (M Meet - PROFESSIONAL WIS @ X 4 2 = i 2
C & meetgoogle.com/wing-bubw-gv?authuser=0 = & % £ %0 “ 3
2 Apr ™M Gmal @ YouTube ™ Log into MIES Sch Bl syronymsand Ant. ) Mabendras M SmactClassMabend . @ Attendance | PoawarPoints | Intro - Bank Bams

B You're presenting to everyone

@

Shubh Morande Prajwal Vairagade Aakansha Khobra...

S
(5 ) I
@
Pooja Wankhade Puja Wagare Rohan Maraskolhe
X
A
T o &
3 others
Tejaswi Sonsare

4:07 PM | PROFESSIONAL WRITING SKILLS IN EN... (m) Ed @ :
" o 5

> 3


https://forms.gle/VYLNUgvrWoiz1Szb8
https://chat.whatsapp.com/FmDNP2yOG5Q1Qf5IeLuo1z

= C # mestgoogle com/wmig-bubw-gje?suthussrd

o
-
*
L 2
=]
€

fpps M Gral @ Yoolube T Logiato MIBS Sch [ Synonyms eod A 5 Mabendms 3 SmortClssMahend . @ Attendance | PowerPoints | Intro, % Baak fxams - Cours

B You're prasenting to everyone

Conclusion! @& W

— & Pooja Wankhade Aakansha Khobra... HIMANI PARCHA...
Good business writing is mainly focused on the reader and how well the

information _is passed on to the reader, andnot on the ability of the writerjo
mation 15 pas he reader

bring out literary pieces. CD s
A good writer of a business document makes sure that complex information that
is hard to understand is diluted, providing an easy, engaging read to its readers. Puja Wagare Senali Thool

A wholesome business document is purposeful and aims to pass on a piece of
information to the reader it is easy to understand, clear and concise, and )
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1) Culpable adj.| ~ [FETR, &MY, deserving to be blamed or considered responsible for
bad - - -
Example — T
1) He was held culpable (= blamed) for all that had happened,
g - Tejaswi Sonsare Shubham Prakss...
2) Culprit {n,} - m a person who Is responsible for a crime or other misdead.
Example —
1) Police have so far failed to find the culprits.

3) Inculpate (v} — 20 ST, accuse

Example — i, s

1) He blamed himself, but alsc Inculpated his fiancee,
— laudisacsicbliatlmbis Sonali Thool Rohan Maraskolhe

4) Inculpate (v.) — SCTSTAT ST, incriminate.

Example — ety

1) Someone placed the pistol In your room in order to inculpate you

5) Exculpate (v.) - TFETY SEUAI, to free from bliame or guilt; vindicate or exonerate L
Example ~ _— =
1) The pilot of the aircraft will surely be exculpated when all the facts are known, LAXMI NRUPNAR._.. HIMANI PARCHA.
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