
LANGUAGE & COMMUNICATION SKILL (ENGLISH & HINDI) 
Theory No of Period in one session : 60 

No. of Periods Per Week Full Marks : 100 
L T P/S Annual Exam. : 80 

Subject Code  
00105 

04 - - Internal Exam. : 20 
 
Rationale & Objective: 

The primary aim of this course is to help technical students studying in Polytechnics and 
Engineering Institutes acquire the skills of language and communication in order to be successful in 
their studies and subsequent professional life. It has been found that in the world of work of diploma 
holder they have to perform various job functions like Letter Writing, maintaining office records, 
drawing up tender notices, writing technical reports, communicating with sub-ordinate staff and/or 
labourer and with superiors. 

The curriculum has been designed to improve the knowledge of the Language, 
comprehension and its application to develop communication skill. 

The curriculum also seeks to develop the student's power of oral communication through 
effective use of body language and necessarily puts knowledge to practice through exposure in 
varied form. 

The curriculum has been designed both in English & Hindi languages. 
S.No. Group Topic Periods Marks 
1 A ENGLISH 30 50 
2 B HINDI 30 50 
  Total: 60 100 

GROUP - A [ENGLISH] 
S.No. Topic  Periods 
01 A. 

B. 
Language Practice 
Oral Communication 

[08] 
[05] 

02  Comprehension [03] 
03  Paragraph Writing [02] 
04  Letter Writing [04] 
05  Tender Notice & Advertisement [04] 
06  Report Writing [04] 
  Total: 30 
 
CONTENTS: 
TOPIC 01(A) - Language Practice: 
 

[08] 

01.01 Tenses of verbs  
01.01.01 Writing about the Present 

- Subject verb agreement 
- Negative statements 
- Is/ Are VERB - ed (is needed, are powered etc.) 

 



01.01.02 Writing about the Past 
- VERB - ed (Past Simple) 
- Was/ Were VERB - ed (Past simple passive) 
- Has/ Have VERB - ed 
- Has/ Have been VERB - ed 
- Has VERB - ed +  VERB - ed (Past perfect + Past simple) 

(The demonstration has already started before the office broke 
for lunch) 

- Was/ Were VERB - ed + VERB - ed 
(Past continuous + past simple) 

 

01.01.03 Writing about the Future 
- Shall/ Will VERB (Future simple) 
- Shall/ Will be VERB - ed (Future simple passive) 

 

01.02 Auxiliaries 
- Use of can could, will would, shall should, may might etc. 

(Drilling exercise with suitable examples to be done) 

 

01.03 Word Formation 
- Common roots in Technical English 
- Noun endings, -tion, -ment, -ance, -ity, -logy, -meter, -metry,  

-or, -er etc. 
- Prefixes that mean NOT: in, on, non, il, im, de, dis, mis, mal 
- Words that end with: -ize, -ate, -ify 
- Adjectives that end with: -al, -ic, -ical, -ar, -ary, -ory, -ing 

 

01.04 Single Word Substitution 
- Drilling of exercise 

(Page No. 147 to 151 of Text Book) 

 

01.05 Sentence Structure 
- Completing, joining, reframing (for emphasis) and 

transformation of sentences 

 

01.06 Punctuation 
- Correct use of comma, semi-colon, colon, full stop, 

apostrophe, inverted commas, note of exclamation, note of 
interruption, dash, brackets, hyphen, capital letters and italics. 

 

TOPIC 01(B) - Oral Communication: 
 

[05] 

 - Manners & basic etiquettes 
- Body Language - the role of body postures, movements, 

gestures, facial expressions, dress & make 
up in effective communication 

- Information/ Desk/ Front Office/ Telephone conversation  

 



(Practice with audio/ video cassettes 
- Conduct while facing interviews (Mock Interview) 
- Group discussions, debates, elocution 

TOPIC 02 - Comprehension: 
 

[03] 

02.01 Prescribed unit from communication in English for Technical 
Students (Orient Longman): 
i. Uses of Mango Wastes 
ii. Making Money in India 
iii. Radar: its operation and benefits 
iv. Technology for Mankind 

 

 
TOPIC 03 - Paragraph Writing: 
 

[02] 

03.01 General – Specific  
03.02 Process – Description  
03.03 Problem – Solution  
03.04 Data – Comment  
TOPIC 04 – Letter/ Application Writing: 
 

[04] 

04.01 Official letters to an from higher authorities/ departments 
regarding administrative/ establishment/ financial matters. 

 

04.02 Commercial letters regarding enquiries/ proposals for purchase/ 
service. 

 

04.03 Drafting application for jobs - format, style & contents  
TOPIC 05 - Tender Notice & Advertisement: 
 

[04] 

05.01 Inviting Tenders/ Quotations - format & contents, formalities 
involved, placing orders. 

 

05.02 Drafting advertisements for 'situation vacant'/ 'situation wanted' 
columns, for sale/ purchase of items etc. 

 

TOPIC 06 - Report Writing: 
 

[04] 

06.01 Types, structure and utility of reports  
06.02 Technical reports  
06.02.01 Project reports  
06.02.02 Enquiry reports  
06.02.03 Stock verification reports etc. 

 

(The teacher should help the students in the preparation of their 
project report) 

 



Books Recommended: 
 

Text Book: 
1. Communication in English for Technical 

Students 
- prepared by C.D.C., T.T.T.I. 

Calcutta (Orient Longman) 
Reference Books: 
1. An Intermediate English Practice Book - by S. Pit Corder 

(Orient Longman) 
2. Living English Structure - by W.S. Allen 

(Orient Longman) 
3. Advance Learner's Dictionary - by A.S. Hornby 

(O.U.P.) 

SCHEME OF EXAMINATION FOR FINAL EXAMINATION 

OUTLINE FOR SETTING QUESTION 
 Percentage of Marks 
1.  Cognative domain 

Knowledge of the subject: 
Definition/ Objective type questions 

20% 

2.  Comprehension for the purpose highlight understanding 25% 
3.  Short answers for Quotation, Reminder, Book reservation, 

Book recalling etc. 
25% 

4.  Long Answers 
- Descriptive 
- Report type 

30% 

 Total: 100% 

GROUP - B [HINDI] 
Øe lañ ikB~; O;k[;ku 

01 Hkk"kk vH;kl [08] 
02 ekSf[kd lEçs"k.k [05] 
03 vifBr x|ka'k vkSj ç'uksÙkj [03] 
04 vuqPNsn ys[ku [02] 
05 i=@ vkosnu ys[ku [04] 
06 fufonk lwpuk ,oa foKkiu [04] 
07 çfrosnu ys[ku [04] 
 dqy% [30] 
 
 
 
 



CONTENTS: 
ikB~; 01 & Hkk"kk vH;kl% [08] 
01-01 'kCn jpuk  
01-01-01 fo'ks"k.k 

fo'ks"; vkSj fo'ks"k.k dh jpuk, fo'ks"k.k cukus ds dqN fu;e] in okpd 

fo'ks"k.k 

 

01-01-02 ewy 'kCn] milxZ] çR;;  
01-01-03 fons'kh 'kCnksa dk fgUnh ç;ksx  
01-02 okD; jpuk  
01-02-01 okD; dk :ikUrj] lkekU; okD;] okD; miokD;] okD; dh v'kqf);k¡] 

okD; esa dÙkkZ vkSj fØ;k dk esy] laKk vkSj loZuke dk esy] okD;Kr 

ç;ksxA 

 

01-03 fojke fpUg  
01-04 - foijhrkFkZd 'kCn 

- ;qXe 'kCn 
- vusd 'kCnksa ds fy, ,d 'kCn 

- ,d 'kCn vkSj fofHké ç;ksx 

- ,d 'kCn dk fofHké 'kCn Hksnksa esa ç;ksx 

- la{ksi.k 

 

 
ikB~; 02 & ekSf[kd laçs"k.k% [05] 
02-01 rkSj rjhds ,oa vk/kkjHkwr f'k"Vkpkj  
02-02 'kkjhfjd Hkk"kk & 'kkjhfjd HkkoHkafxek }kjk lEçs"k.k] vfrfofgr] lafdr 

eq[kkd`fr }kjk lEçs"k.k] iks'kkd rFkk çlk/ku }kjk çHkkodkjh lEçs"k.k 

 

02-03 tkudkjh@ MsLd@ dk;kZy; dk vxzHkkx@ VsyhQksu okÙkkZyki 

¼J"Vk@ n`'; dSlsVksa }kjk vH;kl½ 

 

02-04 vUrohZ{kk ds le; vkpj.k  
02-05 lkewfgd ifjppkZ] okn&fookn] oDr`rk  
ikB~; 03 & vifBr x|ka'k vkSj ç'uksÙkj% 

lEc) ikB~;Øe lelkef;d if=dk] v[kokj ,oa iqLrd esa lEikndh; rFkk ys[k 

ij vk/kkfjr gksxsaA ijh{kk vifBr vorj.kksa ij vk/kkfjr gksxh] 'kCnkFkZ] rdZ] fopkj] 

okD; lajpuk] okD; lajpuk ,oa ç;ksx ds lEcU/k esa fo'ks"kdj oLrqfu"B ç'u iwNs 

tk;sxsaA 

[03] 

ikB~; 04 & vuqPNsn ys[ku% [05] 
04-01 lkekU; & fo'ks"k  
04-02 çfØ;k & o.kZu  
04-03 leL;k & lek/kku  
04-04 vfdaNk & leh{kk  



 
 
ikB~; 05 & i=@ vkosnu ys[ku% [04] 
05-01 mPpkf/kdkfj;ksa@ foHkkxksa ds lkFk ç'kklfud@ LFkkiuk@ foÙkh; 

ekeyksa ls lEcfU/kr i=kpkjA 

 

05-02 iwNrkN@ Ø;@ lsok ls lEcfU/kr i=kpkjA  
05-03 fu;kstu gsrq vkosnu  
 
 
ikB~; 06 & fufonk lwpuk ,oa foKkiu% [04] 
06-01 fufonk@ dksVs'ku vkeaf=r djuk & :ijs[kk ,oa lanHkZ lEc) 

vkSipkfjdrk] vkns'kA 

 

06-02 fjfDr;k¡@ vko';drk@ Ø;@ foØ; vkfn ds fy;s foKkiu dk 

çk:iA 

 

 
 
ikB~; 07 & çfrosnu ys[ku% [04] 
07-01 çfronsu ds çdkj] lajpuk ,oa mi;ksfxrkA  
07-02 rduhdh çfrosnu & ifj;kstuk çfrosnu] tk¡p çfrosnu vkfn 

¼ifj;kstuk çfrosnu rS;kj djus esa f'k{kd dks fo|kfFkZ;ksa dh enn 

djuh pkfg,½ 

 

 

 

fu/kkZfjr iqLrdsa 

 

VsDLV cqd¼ikB~; iqLrd½@ jfnxZ iqLrdsa 

 
1. vk/kqfud fgUnh O;kdj.k vkSj jpuk - Mkñ oklqnso uUnu çlkn] 

Hkkjrh Hkou] iVuk 

2. fgUnh esa mUur fVIi.k vkSj lkj - jke fouk;d flag] 

yksd Hkkjrh çdk'ku] bykgkckn 

3. fgUnh esa ç'kklfud i= ys[ku - jke fouk;d flag] 

yksd Hkkjrh çdk'ku] bykgkckn 

4. fgUnh çk:i.k vkSj fVIi.k - eYgks=k] 

Ýstj jksM] iVuk 

5. f'k{kkFkhZ fgUnh 'kCndks'k - Mkñ gjnso okgjh] 

jkeiky ,.M lUl 

6. vaxzsth fgUnh 'kkldh; ç;ksx dks'k - xksihukFk JhokLro] 

le iky ,.M lUl 



ijh{kk dk vk;kstu@ vadksa dk foHkktu 

 
[k.M ^v*¼22 vad½ vad 

1.  Hkk"kk vH;kl¼O;kdj.k½ 12 

2.  ekSf[kd lEçs"k.k 10 

3.  vifBr x|ka'k o ç'uksÙkj  

 
[k.M ^c*¼18 vad½ vad 

1.  vuqPNsn ys[ku 05 

2.  i= ys[ku 05 

3.  fufonk lwpuk@ foKkiu 03 

4.  çfrosnu ys[ku 05 

 dqy% 40 

 vkUrfjd ewY;kadu 10 

 ;ksx% 50 
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