SARADAR PATEL UNIVERSITY
B.A. (MASS COMMUNICATION AND JOURNALISM)
SEMESTER 4
FOUNDATION COURSE
UAOAFENG21 FUNCTIONAL ENGLISH

UNIT 1

1 Conjunction
2 Interjection (Prepositions)
UNIT 2
1 Phrases & idioms
2 Comment tags (Questions tags)
UNIT 3
1 The perfect tenses — The perfect present (forms and uses)
2 The perfect past and future (forms and uses)
UNIT 4
1 E-mail writing on given topic (formal)

2 E-mail writing on given topic (informal)

SOME REFERENCE BOOKS:

Essential English Grammar by Raymond Murphy, Pub. Cambridge University

>
» Collins Easy Learning English Conversation by Collins, Pub. Harper Collins
» Common Mistakes In English by T.J. Fitikides, Pub. Pearson India

>

Basic English Usage by Michael Swan, Pub. Oxford University Press-New Delhi



FOUNDATION ELECTIVES

UAO4FFCO21 COMPUTER FUNDAMENTALS (3 CREDITS, 45 HOURS)
[Each Unit Carrying 25% weightage]

Unit 1
Basics: insert text, delete text, Cut & Paste, copy, Page size and margins, Search and
Replace, word wrap

Unit 2
File Management: Many word processors contain file management capabilities that allow you
to create, delete, move, and search for files.

Unit 3
File Layout: font specifications, footnotes and cross-references,headers , footers, and page
Numbering, layout specification.

Unit 4
Manage Data: macros, merges, table of contents and indexes, spell checker, thesaurus

SOME REFERENCE BOOKS:
» Sinha, P.K.(2004), “Computer Fundamentals”, 4th Ed.,BPB Publications
Computer course windows 7 and office 2010 by R.K. Taxali Publisher Tata McGrawHill.
Computer fundamentals By Anita Goel Pearson Publication New Delhi.
Rajaraman,V, “Fundamentals of Computers”, PHI
Leon Alex & Leon Mathews(1999), “Fundamentals of Information Technology”, Leon
Techworld
Norton, Peter (2001), “Introduction to Computers”, 4th Ed., TMH.
Walters, E. Garrison Walters(2001), “The Essential Guide to Computing: The Story of
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Information Technology”, PHI


http://www.webopedia.com/TERM/F/font.html
http://www.webopedia.com/TERM/F/footer.html
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» Documentary Films in India, Author : Aparna Sharma, Published by Palgrave Macmillan
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» Cyber Crime in India-A Comparative Study, Author : M. Dasgupta, Published by Eastern
Law House
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