SARADAR PATEL UNIVERSITY

B.A. (MASS COMMUNICATION AND JOURNALISM)
SEMESTER -2

UAOZ2FFNGO01 FUNCTIONAL ENGLISH UNIT 1

1 Parts of Speech
2 Identification of parts and showing examples
UNIT 2
1 Noun (Singular/ Plural, Countable/ uncountable, gender)
2 Pronoun
3 Verb (regular/irregular)
UNIT 3

1 The simple tenses — The simple present, the simple past, the simple
future)

2 The simple tenses — Forms and uses
UNIT 4

1 Story writing based on given outline

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

UAQ2FCOF01 — COMPUTER FUNDAMENTALS (3 CREDITS, 45 HOURS)
[Each Unit Carrying 25% weightage]
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Word Processor Basics: Opening, Closing, Savings, Printing, Previewing, Protecting, Importing, Exporting
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Word Formatting :Indents &outdents, Font, Styles, Pages, Tables, Header & Footer, Text, Symbols, Page
setup, Page background, Align, spell checking, Water mark, page color, Page border, comments, date & time
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Mail merge: Introduction, Objectives, Data sources & main documents, creating merged documents
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UNIT 4
Viewing Option: Print layout. Full screen reading, Web layout, Outline, Draft

SOME REFERENCE BOOKS:
» Computer course windows 7 and office 2010 by R.K. Taxali Publisher Tata McGrawHill.
» 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
Information Technology”, PHI
Microsoft Office 2010 training guide By Prof. Satish Jain and M Geeta BPB Publication.
» Office 2010 For Dummies, Peter Weverka
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http://www.amazon.in/-/e/B001HCZ9YM/ref=dp_byline_sr_ebooks_1?ie=UTF8&text=Peter+Weverka&search-alias=digital-text&field-author=Peter+Weverka&sort=relevancerank

CORE SUBJECT 1
UA02CIMCO1UBLEL Yydef a1l uasiReel (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]
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CORE SUBJECT 2
UA02CIMC023UBLEL uedlo] a1l uasiReel (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]
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ALLIED SUBJECTS 1 (ANY ONE)
UA02ARPTO12UL[s (o1 ol el U2URL (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]
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ALLIED SUBJECTS 1 (ANY ONE)
UAO02AEPMO1-Y[cl MituHl HI2 AUlEsl (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]
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ALLIED SUBJECTS 2 (ANY ONE)

UA02ACTS0122L-€ [A2ulell AU Uclldl-2(3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]
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ALLIED SUBJECTS 2 (ANY ONE)
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[Each Unit Carrying 25% weightage]
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INTERDISCIPLINARY SUBJECT 1 (ANY ONE)
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[Each Unit Carrying 25% weightage]
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INTERDISCIPLINARY SUBJECT 1 (ANY ONE)
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INTERDISCIPLINARY SUBJECT 2 (ANY ONE)
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[Each Unit Carrying 25% weightage]
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