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SHRI GOVIND GURU UNIVERSITY
PROGRAMME: B.A.(MASS COMMUNICATION AND JOURNALISM)
(UNDER CHOICE BASED CREDIT SCHEME)

SEMESTER: 1

Syllabus with effect from: 2021-22

Course Type Course Code Name Of Course T/P Cre | Contac | Exam Component of Marks
dit t Duratio
E:rurs NiNArs. Minternal | External | Total
Week Tota_l/ Tota_l/ Tota_l/
passing | passing | passing

Ability UAO1FFNGO1 | Functional English T 3 15 3 30/08 70/28 100/40
Enhancement
Ability UAO1ILAJO1 | Environmental Studies T 3 15 3 30/08 70/28 100/40
Enhancement
Core Subject UAOLICIMCOL | yoysi2eq 219 Q=40 T 3 15 3 30/08 70/28 100/40
Core Subject UA01CIMCO02 i A5yl szl uBan T 3 15 3 30/08 70/28 100/40
Generic Elective | UAOIAPMNOL | {315 a\(zu1 2a3u T 3 15 3 30/08 70/28 100/40
(Any One) UAOIAPMCOL | wn wortptetett BLAiL T |3 |15 3 30008 | 70/28 | 100/40
Generic Elective | UAOTACTSOL | o4 _ ¢ - divd YalGi-4 T 3 15 3 30/08 70/28 100/40
(Any One) =

UAO01ARWPO1 yld Wi 4 gaid T 3 15 3 30/08 70/28 100/40

(A9

Skill UAO01FCOF01 | Computer Fundamentals T+P |3 10+5 3 30/08 70/28 100/40
Enhancement UAO1INWRO01 T 3 15 3 30/08 70/28 100/40
(Any One) 4 quie
Skill UAOLITRAOL | aqqis- 4 T 3 15 3 30/08 70/28 100/40
Enhancement =
(Any One) UAOLIADVOL | mgz woeiz T 3 15 3 30/08 70/28 100/40
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SHRI GOVIND GURU UNIVERSITY

PROGRAMME: B.A. (MASS COMMUNICATION AND JOURNALISM) (UNDER

CHOICE BASED CREDIT SCHEME)

SEMESTER: 2
Course Type Course Name Of T/P | Credit | Contact | Exam Component of Marks
Code Course Hours | Duration
Per In hrs. Internal | External | Total
Week Total/ | Total/ | Total/
passing | passing | passing

Ability Enhancement | UA0O2FFNGO01 | Functional English T 3 15 3 30/08 | 70/28 100/40
Ability Enhancement | UAO2ILAJOL | yysi2ea 219 GUML- 2 T 3 15 3 30/08 | 70/28 100/40
Core Subject UA02CIMCO01 AL U asynd] uASIz A, T 3 15 3 30/08 70/28 100/40
Core Subject UA02CIMCO02 AUAIEL U9l AsUAl US1R A T 3 15 3 30/08 70/28 100/40
Generic Elective UAO2ARPTO1 221[As RuiZor waleL 4yl T 3 15 3 30/08 70/28 100/40
(Any One) UAO2ZAEPMOL | 4yfeq sl i3 <ttt T 3 15 3 30/08 | 70/28 | 100/40
Generic Elective UAO2ZACTSOL | 25 _ ¢ otietisdind YalGi-2 T 3 15 3 30/08 | 70/28 100/40
(Any One) UAO2AIAVOL | _ou_ pion wiopiiuior |1 | 8 | DO 3 | 30/08 | 70/28 | 100/40
Skill Enhancement UAO2FCOF01 | Computer Fundamentals T+P| 3 5+10 3 30/08 | 70/28 100/40
(Any One) UAO2IICCOL | ainzaniesis wear 3 15 3 30/08 | 70/28 | 100/40
Skill Enhancement UAO2ITRAOL | ., o -5 3 15 3 30/08 | 70/28 100/40
(Any One) UAO2IMLEOL | sypoiiy stiet ool Lo 3 15 3 30/08 | 70/28 | 100/40
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SHRI GOVIND GURU UNIVERSITY

PROGRAMME: B.A. (MASS COMMUNICATION AND JOURNALISM)
(UNDER CHOICE BASED CREDIT SCHEME)

SEMESTER: 3
Course Type Course Code Name Of Course T/P | Credit | Contact | Exam Component of Marks
Hours | Duration
Per in hrs.
Week Internal External | Total
Total/ Total/ Total/
passing passing passing
Foundation UAO3FFNGO1 Functional English T 3 15 3 30/08 70/28 100/40
Course
Foundation UAO3FCOFO01 Computer Fundamentals T+P |3 5+10 3 30/08 70/28 100/40
Electives
Core Subject UA03CIMCO01 340 Uaslza 4 T 3 15 3 30/08 70/28 100/40
Core Subject UA03CIMCO02 SRIARAR] U512, 4 T 3 15 3 30/08 70/28 100/40
Core Subject UAO3CIMCO3 | £1jiZlot o el BacHidl T 3 15 3 30/08 70/28 100/40
Allied Subject 1 UAO3ARPOOL | gisysiziid (iifzal T 3 15 3 30/08 70/28 100/40
(any one) UAOSADMMOL | wyaies wieaiiedl (s ot T 3 15 3 30/08 70/28 100/40
Allied Subject 2 UAO3ARECO01 251201 BBl T 3 15 3 30/08 70/28 100/40
(any one) UAO3ACTSOL | yind uaudl »it si4ae T 3 15 3 30/08 70/28 100/40
I iscipli o~
nte_rdlsup Inary UAO3ITRAOL Wis1e [egl-»i32 meiedl T 3 15 3 30/08 70/28 100/40
Subject 1 (any one) ~
or3(A1d — 4
UA03IMCGO01 A Ut i3 A2, T 3 15 3 30/08 70/28 100/40
24l
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SHRI GOVIND GURU UNIVERSITY
PROGRAMME: B.A. (MASS COMMUNICATION AND JOURNALISM)
(UNDER CHOICE BASED CREDIT SCHEME)

SEMESTER: 4
Course Type Course Code Name Of Course T/P | Credit | Contact | Exam Component of Marks
Hours Duration
Per in hrs.
Week Internal External Total
Total/ Total/ Total/
passing passing passing
Foundation UAO4FFNGO1 Functional English T 3 15 3 30/08 70/28 100/40
Course
Foundation UAO4FFCOO01 Computer Fundamentals T+P | 3 5+10 3 30/08 70/28 100/40
Electives
Core Subject UA04CIMCO1 3L USSR 2 T 3 15 3 30/08 70/28 100/40
Core Subject UA04CIMCO02 SRR U512 2 T 3 15 3 30/08 70/28 100/40
Core Subject UA04CIMCO3 252000 A A UGz BizHidl T 3 15 3 30/08 70/28 100/40
,(O:AI\ lied OSul;ject 1 UA04ARSO01 HHLSY5120 ENEN T 3 15 3 30/08 70/28 100/40
ny One
UA04APRMO1 Syl B UM Yo T 3 15 3 30/08 70/28 100/40
Allied Subject 2 UA04ARIMO1 el usisizAa T 3 15 3 30/08 70/28 100/40
(Any One) UAO4ADCO0L oo Aot T |3 15 3 30/08 70128 100740
Interdisciplinary UAO4ITRAOL . o~ T 3 15 3 30/08 70/28 100/40
: WaASIRAHL [GEl-2iU% vidaledl
Subject 1 3
(Any One) or3Ald - 2
UAO4INMEO1 4t Wil B T 3 15 3 30/08 70/28 100/40
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SHRI GOVIND GURU UNIVERSITY
PROGRAMME: B.A. (MASS COMMUNICATION AND JOURNALISM)

(UNDER CHOICE BASED CREDIT SCHEME)

SEMESTER: 5
Course Type Course Code Name Of Course T/P | Credit | Contact | Exam Component of Marks
Hours | Duration
Per inhrs. | Internal | External | Total
Week Total/ | Total/l | Totall
passing | passing | passing
Foundation UAO5SFFNGO1 | Functional English T 3 15 3 30/08 70/28 100/40
Course
UAO05CIMCO01 sadis, wllan v e — 1 T 3 15 3 30/08 70/28 100/40
UAO05CIMCO02 o4 AL 24 wuellsz - 4 T 3 15 3 30/08 70/28 100/40
UAO05CIMCO03 ML, S — 1 T 3 15 3 30/08 70/28 100/40
Core Courses: UAO5CIMCO4 | 315wl T 3 15 3 30/08 70/28 100/40
UAO05CJIMCO05 Wivs2 45 — 4 P 3 15 3 30/08 70/28 100/40
UAO05CIMCO06 Al (o 1 A= 4 P 3 - - 30/08 70/28 100/40
Elective UAO5FFCOO01 | Computer Fundamentals T+P | 3 5+10 3 30/08 70/28 100/40
E:Aor‘:;sé;e) UAOSFFCPOL | 41z wortpint T |3 15 3 30/08 | 70/28 | 100/40
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SHRI GOVIND GURU UNIVERSITY

PROGRAMME: B.A. (MASS COMMUNICATION AND JOURNALISM)
(UNDER CHOICE BASED CREDIT SCHEME)

SEMESTER: 6
Course Code Name Of Course T/P | Cr | Contact | Exam Component of Marks
Course edi | Hours | Duration

Type t Per inhrs. | Internal | External | Total

Week Totall | Totall | Totall

passing | passing | passin

g9
Foundation | UAO6FFNGO01 | Functional English T 3 |15 3 30/08 70/28 100/40
Course

UAO6CIMCOL | .\ qis o, el 24 2EA - 2 T 3 |15 3 30/08 70/28 100/40

UA06CIMCO02 w53l w4 siuellsae—2 T 3 |15 3 30/08 70/28 100/40

UA06CIMCO3 AITAPLA, HOLA -2 T 3 |15 3 30/08 70/28 100/40

Courses: | UA0O6CIMCO05 WMieys2 9 2 P 3 |15 3 30/08 70/28 100/40

UA06CIMCO06 asgail, FoiH w43 Anial -2 P 3 |- - 30/08 70/28 100/40

Elective UAO6FFCO01 | Computer Fundamentals T+P | 3 5+10 3 30/08 70/28 100/40
Courses

(Any One) UAOG6FFAPO1 2idzB1A WAL T 3 |15 3 30/08 70/28 100/40
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SHRI GOVIND GURU UNIVERSITY
B.A. (MASS COMMUNICATION AND JOURNALISM)

SEMESTER 1
UAOIFENGO1 FUNCTIONAL ENGLISH

UNIT 1
1 Introduction to grammar (what is grammar, its importance etc.)
2 Importance of English in modern world
UNIT 2
1 Articles
2 Kind of sentences (affirmative, negative, interrogative, Exclamatory,
Imperative)
UNIT 3
1 Primary Auxiliaries (Be, have, do)
2 Modal Auxiliaries (can, may, should, would, must etc.)
UNIT 4
1 Essay Writing (as ex. A visit to the library)

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
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FOUNDATION ELECTIVES

UAO1FCOF01 - COMPUTER FUNDAMENTALS (3 CREDITS, 45 HOURYS)

[Each Unit Carrying 25% weightage]
UNIT 1

Computer Basics: Definition of computer, Components of a computer, Application of computer, Advantage

of computer, Block diagram of computer, Characteristics of computer, History of computer

UNIT 2

Computer Peripherals

Input Devices: Keyboard, Mouse, Touch Screen, OCR, OMR, MICR and OBR, Light pen, Scanner

Output Devices: Visual Display Unit —CRT, LCD, Plasma Display, Impact (Dot Matrix), Non Impact (Ink jet,
Laser), Inkjet printer, Laser printer

Storage Devices: CD, DVD, USB Flash drive, Blu-Ray Disk

UNIT 3

Data Entry : Changing Language, Introduction to Gujarati Keyboard, Introduction about Gujarati IME,
Difference between Remington and transliteration keyboard, How to operate the keyboard, what is
transliteration keyboard, how to type different characters and word from transliteration keyboard, IME help,
TBIL converter

Typing Tutorial: Different Software Application for Gujarati (Introduction & Practice),Di Different Software
Application for Hindi(Introduction & Practice)transliteration keyboard, how to type different characters and

word from transliteration keyboard, IME help, TBIL converter
Installation and Best Practices:

Burning CD/DVD, Taking data on and from Flash Drive, Pen Drive, Using Data and resources from LAN,
Scan Documents from Scanner, Installation of Fonts, Installation of Basic Software like Office, Burning

Software, Drivers, Fonts, Adding and Removing Hardware and Software, Backup & Restore

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

YV V.V V V V V

Information Technology”, PHI
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CORE SUBJECT 1
UA01CIMCO1 UatslRed i HILYHL (3 CREDITS, 45 HOURS)
[Each Unit Carrying 25% weightage]
Y[eie q
1. HI=AHIAL [Aeua-l

R. HIEAHIAL USL2

Y[ei2 R
1. HIEAHL Hed — Al 2ifus
2. HIEHIAL HALEL - 4L 2ifus

yY[eie 3
1 UAsIRAAl [AdaAL

2. YASIReAAL USIR

yY[eie ¥
9 USASIRcA Bl UHISY

2. WASsIed vAe Al[sa

Yedls Aol Yadsl :
> iy HlHRAL AR sald, uslas wsd
U512 (AR 2l 202444, A, AgSled Hdl, USIAS - AAMIRA
Aled, HElL, UsLeUA, A, Ddeg AU, USLAUS T ABHGL
USLAA 1 AL 524, SIH, 2ol HESIRL, e, Ddeg 2U1D

AU B U512, G SHIRULL 2415

YV V VYV VYV Y

UHES HIEAHL 24 AL, @, LA 2

Page 10 of 71



CORE SUBJECT 2

UA0L1CIMCO02 Aiud Aoxldl uasiRed-dl WRkyd (3 CREDITS, 45 HOURS)
[Each Unit Carrying 25% weightage]

yfaz q
9. 2AeA2dzAL 2[5
2. wefs 2lasl
3z 2
1. AMPASL (HUAH1RL)
2. AHRSL (AuidRA121)
yaz 3
1. U1 <4 A4l (2redA)
2. e 4 A4l
yfaz ¥
1. U512l 203 A4l (2ustaael )
2. o LA AL (5. 21H)

Sedls Ued Ydsl

> Allelens ussizead (AUHASIAL wea1 ) . (5202 A, usd Usigd
AUzl 244 2340 Azl , @, i sale, udlo usia-
Allsleas AHPISE UZUL 2 UKL 4. [Ad HEAL, USIUS  2eedle

vV V VY

YaAs1ed U4, @ Al sdld, uslas ; asyR
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ALLIED SUBJECTS 1 (ANY ONE)
UAO0LAPMNO1 (W2 #l[341 2434 (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

yfaz q
1. (ez Hl2ul [Aeua-
2. [z |l szl
3z 2
1. 2lasid 2434 21 us12l
2. AMPAsl 293U 214 U512l
yfaz 3
4. (e HlRALAL AUIEA] Heea
2. (o2 {0 duieadl est 214 usrssdl
Yz ¥
. Hias, dsil 21 duieal ayfast
2. Qs dsil i Auleadl Yol
Sedls ued Ydsl
2041 G- U0l i UAA, A, AR cald, Uslas © AsRUd A, (4410 613

WAS12cA, (A9 2 D1EA4, AL AgSled Hesdl, USLAS © AAMIRA

A\

O] Qe @ SHIZULIERALS , USIAS : 0Low=ld A [AH1BL 6113

A\

A5 ussized (AHASIAL w414 ) A, [z A, ustad ;- wied

A\
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ALLIED SUBJECTS 1 (ANY ONE)
UAOLAPMCO1-44s Uedldd-l [t4idi (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

yfaz q

4. UL A9 BAed, ALV
2. UL 5141
3z 2

4. Ul WlEAL 24 dedl
2. U515 UAAAAL HUd “C”
3z 3

4. UL USIRL — 1

2. UL UsIRl -2

yfaz ¥
4. Uil Al d2ls el [@siu
2. U125 U AZL5 HSLHL QLML

Sedls Ued Ydsl

Y

Y512, [A9id Bl p1e9d, A 2Agsled Hidl, USLAUS | dAAMIRA
AR 5 UHM [AZHId 294 orel HIAH, S (Al Uiz, wied

UL Al 513, 510, Sl HESEL, Y, Ddg 21D

YV V V

AuiZlor 2t 234l izl , @, aliq seia, udlo usia-
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ALLIED SUBJECTS 2 (ANY ONE)

UAOIACTS01 2~ glAdii Aiud uaisl {3CREDITS, 45 HOURS)
[Each Unit Carrying 25% weightage]

32 4
1. ASAALA, Asrs10L — [A2QuBlLHS

2. USEAZALLL UYWL — dAelleHs
32 2
1. AR Asy5120L — [A2AuElLHs

2. 2ARTALA, ASEIWL — delellHs

1. 2USEARALA UHISY510L — [A2dUBlLHS

2. ASAZAZ|A AHISYSIREL — dQAlcHS

1. AR AHIorS10L — [A2dupls
2. ARzdA UHISYSIR0L — daelHs

S2dls Ue® Yrdsl
> P@eAlcs Asr510, | U suldldl, Uslas © dqwa-
AUHAA HAAIR AU, &, seedAdld Aalsal, usias @ Asx

~NoN

>
> ASYAUA Bl AR, A, EleAld BAAL, YEded BUAOIR, USIUS ¢ AARIRA
> WL URLASKRUA €9 2lAl, Q. [Agd oviell, 22 512 Allaad 2280- Yad
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ALLIED SUBJECTS 2 (ANY ONE)
UAOIARWPO1- yled ity 12 adid [[ds4 (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

JICER
U UHIAIR 1 24, AL el dedl
2. UHIAIRAL U121
3z 2
1. Szl [Aeuadl
2. He2ledl UsIRL
yfaz 3
U UHIAIR AW, SR Aol Bl UdAl2 dvie
2. AMPsL M2 QUi
yfqz ¥
. [A9M Quid : Hors, zzsds, sulds, Asysize
2. (494 Quid : AL, 5112l de, 2uizd, (At
S2dls el Yrdsl
> UL, YB Usro VR Hell, UL 2H oy, Hadgly
> Uslald : Adl 5142 514, 2l HESEL, Ve, Ddeg AL
> 2Ol QUi A SHIRUIAZAIES |, USLAS : OLonR1d U [AHleL 6l
> Auidlon vt AL izl , @, alq ecia, udlo usiad
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INTERDISCIPLINARY SUBJECT 1 (ANY ONE)
UAOLITRAOL xAddie 43 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]
JICER
1. viddle D s90 B A, 4

2. AAALE T SO el AWIRA 2
3fqz 2
1, ieqdled Hued, : oLsyUdlHI]L ey
2. Viedled Hied T pieAHid] oraldl

3z 3
1. BAAlEAL USIRL — UHIAIR
2. VidlEAL USIRL - glur
yfqz ¥

9. UHYL 2AAIEL
2. UYL 2AA1Es]

S2als edl Ydsl

A\

wdledl sou, Q. lldeiz we, usis sl Alsar sisiesdl

vialeedl HAL 215 ol . HIGAMLS 252015 U2d, Uslas : AsxRld [Aadls

VAL 1 [ 21 wlal, Q. aolldsid uzm, 4.aH Al usias sl Alsa sisiedl
Podlal, Sodla....., [2olleL Hadl, Usias : 2U2 22U s

YV V VYV V

ANAAL Yoy ul, &, (A2 alotdL, i, [A-die Hal
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ITERDISCIPLINARY SUBJECT 1 (ANY ONE)
UAOLINWRO01-4a @4 (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

yfaz q
U b A, AL B YAl
2. <43 Hi2Al 2dL
[z 2
1. <423 weafl-l ulsa
2. b Al eyl Al 244 A1 2L
32 3
1. 4o AU Segl Gualoildl i Heed
2. Ozl [Af4s usi
yqz2 ¥
.4t Auall ‘Oeazs dlals  ughla
2. <A QiU Huled

$24ls Aedl Yrdsl

UAS12cA, (A9 DA 21984, A Agsled Hisdl, USLAS | AAMIRA

VOLL]L dVted, A, SHIZUAZHLS | USI95 © A5r3ld A2 [AH1eL olld
ey ML, A, R4 s, usias s

YV V V VY

20{611<] GELOL- 0ls 2l AAULA, Q. AR 2ald, Uslos : oLord U, [AH1BL 6113
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INTERDISCIPLINARY SUBJECT 2 (ANY ONE)
UAOLILAJOL Yasikeq 14 MINL-2(3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

JICER

1. AL 241 ¢IML: GeMa v [As1

2. onUdl el Geda i [As1u
3z 2

1. Hied G

2. HL MLML 2t W€ ol Gema vid [As1
32 3

U UHIAIZHE Hied AL 2 ol 202isy<

2. AUt 5lAML HIAL AL Dt ol Ay
yfq2 ¥

1. ASYUAL AHIARAL CUMLUR 21U FHIMLAL Ul

2. ordl a1l AL R [gegldl uela

Sedls Ue®™ Yrdsl

> uaud, &, sRacas el Usias @ suuR. 95
vilad, d. 5 sl 2izsll, usias - AURUS sxellIeS s 24glH4 UM[A
MLULAL ASU[AS BIRALA, G, Aldleg, LA, USLAUS 1 UL

vV V VYV

QUULANRL, Q. Sl G AALUHAIS, Uslals © Ad®IRd
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INTERDISCIPLINARY SUBJECT 2 (ANY ONE)
UAOLIADVO01 ™8R “oR (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

JICER
4. NGOl [AMIa-AL
2. MEIHORAL USIR
yfdz2 2
9. MEUAsIRAL GeMa
2. MEIHoRAL (A5
32 3
4. NEIHORAL 2HLSys w1420
2. NGOl 2[5 A3
yqz ¥
4. NEIUOR AAIASAEIBL
2. METAOLR Bisy<ld Ad2ULuA

$24ls Aedl Yrdsl
> opediud il Mo, LA eid, Al gialauio ol
> wAsllRAL, sreAIR 2 [Astud, Sl aalot sl 4oL 1B, oryR
> oyezus piaH (AU, $LUwA Aldlad, AsyzAld [Aealdanga, oy
> HEEAH HlHiL, d. ald sdl, usias el
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SHRI GOVIND GURU UNIVERSITY

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

UAO2FEENGO1 FUNCTIONAL ENGLISH UNIT 1
1 Parts of Speech
2 ldentification 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
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FOUNDATION ELECTIVES

UAQ2FCOF01 — COMPUTER FUNDAMENTALS (3 CREDITS, 45 HOURS)
[Each Unit Carrying 25% weightage]

UNIT 1
Word Processor Basics: Opening, Closing, Savings, Printing, Previewing, Protecting, Importing, Exporting

Cc

NIT
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

N

[

NIT
Mail merge: Introduction, Objectives, Data sources & main documents, creating merged documents

Viewing Option: Print layout. Full screen reading, Web layout, Outline, Draft

(98]

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

Y

Y

Page 21 of 71


http://www.amazon.in/-/e/B001HCZ9YM/ref%3Ddp_byline_sr_ebooks_1?ie=UTF8&text=Peter%2BWeverka&search-alias=digital-text&field-author=Peter%2BWeverka&sort=relevancerank

CORE SUBJECT 1
UA02CIMCO1 3InlEl Yde oes1dl uAsied (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

yfaz q
1. Uz Hl ALl oAl ustsized Al Sl
2. dlHl A€l ualE AL osrR1dl ustsizeadl Slasiu
yfaz 2
. il ustsRed — 4
2. il AL ueud s AmrRidl wAsIzea
3z 3
4. HHIRS 4L, U1
2. Adzee Hallld ustsizeq
Yz ¥

-

U HGEL e Uslee 1 WA 214 2934 — 44l 20Uy

~

(5%l 22 526l 20[Us © 1eHl ULLAL UASIRARE HGBL 2 METAHOAR)

2. us<léla — <4l 2i[us

~ U

(5gll 2 52l 21[Us 2 0H| AULLAL WASIRARL YL i METHOIR)

Sedls Ued Ydsl

> AsRIAL WAs1zeAAl SlAsiA, Q. 2ded 32dH HIAE, UsLAS 1 el 32dH HIAE Kl A (A

> ool Sldaiy, Q. i caid, usias el

> olHlad Al d. MBLHIEL Uslas © 49994

> UASIRAAL UALSL ML 4 Al u . ofl M. u2d, Heeg uzd, ustas ;- 2U0Es [Asiu uodlsad dedlo
> URGHO ML 121 2, d. odd Hawll, valls Hawil, usias  asrRid Allsa sisiedl
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CORE SUBJECT 2
UA02CIMCO02 UBLEL Ul oexridl usikea (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

JICER
1. 52152l Ul Asrzidl waasizea
2. GellszelL usdld osridl ustsizeq
yfaz 2
1. 5252l 2Rl AsrRidl w1z
2. 204] ULl Bz osrdl ussizeq
3z 3
1. ASYRUAAL 2w A UA51RAML 2UHLAL BEA
2. Aoyl WIE(As 2AZlH UASIRARE 2UHLAL Gex
3z ¥
1. AU AsrUAL UAs1RAHl cpauLlPisaHl vl
2. AlUd AsrUAL uAs1RAHl UL 2 2UR1IRU[SALAL ugdl

S2als edl Ydsl

> Aordl ussReAAL SlASIA, &, 2 32dH, HIAG, USIUS 1 e 32dH, HING UHIA uM[A
[M1a1u, Q. (A0 gL, sUR. o295
YASIReAAL UALSL MIRL 4 4l U @, ofl.wim, u2d, Heeg uzd, uslas : wifEAs (s vodlsad ddlaqd
20011E] Sldiy, A, AR sald, uslas : wed

YV V V VY

YaAslRed, 22 i<l (221, (AN AL, UsIUs 1 AA™IRA
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ALLIED SUBJECTS 1 (ANY ONE)
UA02ARPTO1 2euilets U121 : wailot w4 yiuzl (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

yfaz q

1. A5yl W[y 2oURIML 2245 dRI6]
2. Aoyl UIE[25 2AOURIHL WAL DA UL5IRL
yfaz 2
1. W22y 2ruolRl  s2dls 5 228l
2. AAZARAL VLR 524ls 54 228l
yaz 3
. ASEARAAL 20oURIAl Wizlas 21l ([AaudL 21 HALEL)
2. AsrAAeAL 200Ul W25 2UaltAl 22045 20U UL dedlis 2@UA
Yz ¥
4. 29U[As UASIRAAL ULAL VA dHAL 25126141 WAL
2. 24U uasiReaul dluiEileazu iz

S2als edl Ydsl
> WAsI2cAAL UAlEl ML 4 94l . ofl 20, Y2d, Héeg u2d, Us19s ; 2Es [ vodlsad ddled

Al wasized @, (5202 2, Uslad ; wed
WL YAS12L AL AU cald, Uslas | wed

YV V VY

YaAslRed 22l wiel (22, @ (A0 dgal, 2udl dgal, usias : aeiiRd
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ALLIED SUBJECTS 1 (ANY ONE)
UAO02AEPMO1-4[ed HIL¥Hl HI2 duled (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

3z q
4. AUlEA-l [AxiaHdl
2. AuleAdl [REAId i 2LAAL
3z 2
q. duted-dl ulsan
2. duled [Aepid Hiav]
3fd2 3
4. AUle [AMLAL 21 (A0 118 AsHolY
2. duledl ;fust
yfq2 ¥
4. eldsl HIZ duled
2. AHPSL HI2 Adled

S2dls e Yrdsl
> usAslRed 22l wie (22, d. (A0 dgal, 2urdl Ugal, Uslas : AdMiRd
> WAsI2cAAL UAlEl ML 4 4l . ofl 20, Y2d, e u2d, Us1as ;- 2Es [Asi vodlsad Sdled

> MM, Q.(Au ugil, 2uR.o2.98
> wuollEl Slasi, A, 2R sdld, uslas ;s
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ALLIED SUBJECTS 2 (ANY ONE)
UAD2ACTS01 2o g1l Uind u€i-2(3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

yfaz q
9. ASEAZAA 24951200 — [A2AuRLLHS
2. AsrAAIA 2445120, —ddeleHs
yfaz 2
1. ARZALA 2195120 — [A2duplHs
2. ARALA w5120 —ddeleHs
yfaz 3
9. AsrAZAIA 435120, — [A2ANRlHS
2. AsrAAIA B¥510 —ddeleHs
yfaz ¥
1. UARALA 4510 — [A2duBlLHS
2. UARRALA H¥s1R0L —ddeleHs
S2als edl Ydsl

> ASYRUA Bl AU, A, EleAd VAL, Yeded BUOIR, USIUS © AAMIRA

> WY AL Alsl, Aldl wavilaal, usias ;44994
> YU W51, AR s, uslas ;o wsq

> WASIZcAAL UAlSl ML 4 4l . of 20, Y2d, e u2d, Usls : 2AEs [Asiu yodlsad ddlad
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ALLIED SUBJECTS 2 (ANY ONE)
UA02AIAV01 -cs3-glicy Wil Wikay (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

342 q
1. (3l Ge™a
2. AL [As
3z 2
1. 2[afdz-l Ge™a
2. 2lalqoadl (s
3fqz 3
1. UL HIEAH, d2]5 221l ciafBsdizi
2. Ul HIEAH, L5 2ol cia@sdizi
yfq2 ¥
EM P ERSIEE]
2. 26l[Qove HIZ dvie

S2dls UL Yrdsl
> UHG HIEAHL 2 Allsa, | illd s
> AUzl vt 282 AUl 4. allqd edid, udlel usio-d
> A1, [AE8Id ied w2, AL AgSled HEAL USLAS © AAMIA
> 2dlldote waasiledl, 6y, Hodelu vodlsad, oryz
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INTERDISCIPLINARY SUBJECT 1 (ANY ONE)
UAO2ITRAOL s<dle -2 (3 CREDITS. 45 HOURS)

[Each Unit Carrying 25% weightage]

3z q

1. viedledl WALzl : AsyRidlniE] s
2. vidledl HAleL - simiEl snzidl
32 2

1. AQAAS vidAled Heed — 44l 2ilus

=~ AN

( 5y<ll 22 534l 2U[Us 1 oUH1A0L Bied ddl piUMi 224l vidalEl)

2. vidle Holsldl ulRan — <4l 2ifus

=~ SN

),
(0%l 2 52l 21[Us © Gells U S50 WAL ALl
(URBLLHS, Aded M3, ML S DlEl )
32 3
1. 2iAHiEl Ysrzidl Uqale (Al )
2. [SEluisdl ampridl (il )
(422 1 1 Mpuadl [PaLldimguan )
yfqz ¥
1. 2iAHidl Ysrzidl wUqale (URAUA vid AlAlldsa )
2. [Se2lnisl ampaidl widale (A 21 A ltd5201)
(22 Ui 25eiHiel 2i5 viqaie 59l Ad s 69 Al (21 )

S2dls UL Yrdsl

A 1 [ A5 i HlAL, Q. <olldeid wizw, 4.2 dldl, ustas ©slegr ullea 215124l
vidlecdl uHAL 25 40U, . HigARIS 0520185 U2d, Uslas : AsxRld [Aandls

25 UlE51dl a4, . HRIoEA, Bl AAHIN 21O, USIS | 449

YV V V VY

d HlRzlod, @, (4522 &I, Vi, SUUIEEIA U2d, USIUS | 4299
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INTERDISCIPLINARY SUBJECT 1 (ANY ONE)
UA0211CCO1- did5(d uad (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

JICER
1. dzsld-dl [Aeua-
2.zl ulsa vid qeul

yfaz 2

1. il wd [AeaHdl
2. Bidzzizg(d A ulAL va el
3z 3

4. UTUAAA HIEAHL 2UARA5[A Ul A8 d2ls
2. 04[5 ARG HIEAHL SARU5[d WAl i 435
yfaz ¥
1. B[S 25dIAL sl i Ul U2 U
2. UHE HIEAHL 25 Yizglasizalq 45

Sedls Ued Ydsl
> AR sl 2112 (429 oy HIEAH, UHAE Uldorall, Rl 045 Ae2? dWl
> w2 22 uHisy, Ao galaél, AHL uslad, (el

> ARdl ds(ddl [BeaxaR, daze dolas:, rdl Slasiu dsad A
SHELALE

A\

UAAL MLy, oOlEl2AR A4ALL, Hiel[Msl Uslo, [zed]
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INTERDISCIPLINARY SUBJECT 2 (ANY ONE)
UAO02ILAJOL YAsIed 2 MINL 2(3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

3z q

. UASIcAA] RLMLAL 244 ML A1 AL A0l (AlSlas )

2. WAS1cAeA] MUMLAL e HIML AL A0 (A1)

32 2

1. Hlgd HIEAHHE 21413 sl (Working Terminology)

2. (Aol wismul 21dl3y dsusil

3fd2 3

4. AHIARAL UMM U ALAL ULl

2. QUi glazl cummi ulapdldal usl

yfqz ¥

1. Hlgd HIEAHAL D suR1RU(SAL

2. (Aol wiEn el epmi staruledl

$24ls el Yrdsi

vV V VY V¥V

UAS12cA, (A58 2 215924, A AgSled HEAL USLAUS T AAMIRA
cuLaHd, A, sRacdm B, uslas @ 2202, 48
HiEH HlniL, AL AR sai, usias ;o wied

Yg<l<loL 5l A 2 69, d. Wdeg 2AULD, USIUS - 4429
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INTERDISCIPLINARY SUBJECT 2 (ANY ONE)
UA02IMLEQL- HIEYHL 148l 14, dlldgura (3 CREDITS, 45 HOURS)

[Each Unit Carrying 25% weightage]

3z q
4. MIRAHL HIEAHL AL SE1wHL — 4
2. MLRAHL HIEAHL AoL[EA s1ELL -2
yfaz 2

1. Ud 2512 511l
2. 2R i Yedsldl el siel
3z 3
9. HIEAHIAL 2oL
2. HIEHIHL syqiotzld]
yfaz ¥
9. MIRAHL 200412 Uizl Gema

2. MUAHL BHoL] Ml [Es1

S2als edl Ydsl
> URA sl 242 WAsLRAL 629 @Rldld 215214 [Aeafaaian, sy
HULRAL 51t 2AAH AL 2AUAA, MY Sy, HAALIW Yodlsad, oy

>
> A1, [AE8Id i w2, A AgSled HEAL USLAS © AAMIA
> WASIZcAAL UAlSl ML 4l . of 20, Y2d, Héeg u2d, Uslas ; 2AEs [Asiu yodlsad ddlad
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SHRI GOVIND GURU UNIVERSITY

B.A. (MASS COMMUNICATION AND JOURNALISM)
SEMESTER 3
FOUNDATION COURSE
UAOSFENGO1 FUNCTIONAL ENGLISH

UNIT 1
1 Adjective (forms and functions)
2 Adverb (forms and functions)
UNIT 2
1 Identification of phrase/clause
2 Synonyms/ antonyms
UNIT 3
1 The continuous tenses — the continuous present (forms and uses)
2 The continuous past and future (forms and uses)
UNIT 4
1 Letter writing — Informal (Letter to a friend)

2 Letter writing — Formal (Letter to any authority)

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
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FOUNDATION ELECTIVES
UAOIFCOFO1 - COMPUTER FUNDAMENTALS (3 CREDITS. 45 HOURS)

[Each Unit Carrying 25% weightage]

Unit 1
L.Introduction to spread sheet: Introduction, Use of spread sheet in office, Advantage of
Spread sheet, Screen of spread sheet, rows, columns, cell and workbook. Creating, Saving,
Importing, Exporting, Deleting and Protecting Worksheet, Entering text, Number and formula
2.Working with Spreadsheet: Absolute Reference, Relative Reference, Custom list, Search
And replace data, Rearrange cell, Inserting, Deleting, Page break.

Unit 2
1. Features of Spreadsheet: Creating Charts, chart types, Modifying Charts types and its
Properties
2. Conditional Formatting

Unit 3
1. Calculation and Analysis: Types of function Statistical, Mathematical, Logical, Date,
HLOOKUP, VLOOKUP
2. Pivot Tables

Unit 4
1. Introduction to Presentation: Power point Views, creating power point templates,
Introduction, adding text to Slide, Editing text on a slide, Formatting text, formatting
Paragraphs, checking text, inserting table on slide, creating table in power point, creating
Smart graphics.
2.0rganizational chart, use of clip art gallery, adding background color, use of shapes, use of
WordArt, printing slides, setting the slide size and orientation, printing the presentation,
Creating and presenting a custom show, animating text and graphic objects, running a slide
Show, setting timings and Transitions.

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

VVVYY
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Core 1 8|4Mi wasiRea —1
[Each Unit Carrying 25% weightage]

JICER
1. A.M.,F.M.,S.W.,Med.W.l GUAIIL i<, dl llalifas, AiHilors, dizslds dedt

2. AM.F.M.,S.W. Med.W.L Hiledl, (21810 21 Hellisy<l &3 GuAial
3z 2
1. U3 sAsHAL [AHlRLAL ulsaioil vt doid dlg2dR
2. AL sPAsHAL NAIRELAL WAL 24 2U0i[EAA A15292
32 3
1. 2L 2a3UL ( disuAIRs, P2l - 5vu, 42 siza1)
2. A3 sPisHUL ulacudidl ;Mg vid Hea
yfq2 ¥
1. 2L GRAIRLAL ¢iML 21 [A[Md sl YHa
2. 2iAlsy i 2, ARAADLA 4a8l

Sedls Ue® Yrdsl

ey, Yluiu), A, 44 sdid, usias o weq
U512, (A8 2 22924, A AgSled HEAL USLAUS 1 AAMIA

Auizlor 244 2820 Auizl, Q. R sdid, udlo usia-

YV V VYV

SF AR 5 UM [AZHId DIAH, oyt HIZAH, SL. [Adle uiga, wied
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Core 2 2(alanmi uasire
[Each Unit Carrying 25% weightage]

yfqz q.
1. A UG Hied
2. 4 Al valel
yfqz 2
1. 4P AAQH] AHI™IR AWl
2. 4 AAdHL 2514 Quid
32 3
1. 4B A4dqHl AHI=IRAE] 51541
2. 4 A4aul slazasl siisul
yfq2 ¥
1. 4B AUl [AHEAL U5 214 A01[E4 His2az
2. <408 A4GHl UA1R01AL U520 21 AolBd 25l

Sedls Ue® Yrdsl

> UAS12cA [ B 2924, &, Agsled HEAL USIAS ¢ AAMIRA
SF AR 5 UMV, [AZHId DIAH oyt HIZAH, SL. [Adle uiga, wied
Uslale Al 51424 514, Eledl HeSll, S, Ddeg 241D

YV VYV V

Auizlo 244 2820 Auizl, Q. i edid, udlo usia-
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Core 3 Auizfol vid dl usil

[Each Unit Carrying 25% weightage]

yfaz q
1. AUl vi2d 9 ? (AL i UHSYTL )
2. Uizl Hea
3z 2
1. dHIUR UL ugaldl vid usil
2. AmPs il : ugalastl vid usiel
32 3
1. UHIAIR dvteedl diapilsdiztl sid w11l
2. HHIAIR Avided] 2243l

yfqz ¥
1. ARSI 221 duidd] ugaldail 214 usizi
2. AP 2212 Quiad] i ARA[EAL
S2als Aedl Yrdsl

> dUled, UB AT VIR Yo, Ul M oy, HadLly
> WS [AEIA B 229U, A, AgSled HEAL USLUS T AAMIRA

> Aol QUi |, SHIULOL 2L, USL9S : OLorld, dalAH10L ol
> SAAR S UHM AL DA syl HIEAH, S1. [Adle uiga, wed
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Allied 1 Asy¥s1301 Uil
[Each Unit Carrying 25% weightage]

JICER
1. Asr51A ustld 2ials Uil
2. (438 2Asrsla ustle dadicns il
yfqz 2
1. (A4 u2s1dl Aantid iz (e, (oM, Heldazuilast 4912 )
2. dRalead duizlh
yfaz 3
1. disAMLAl 2zuilqal uzenul el Assizdla AsysIRBML 2AdL Aedldl (5uz28])
2. {3 A2 U] ASAALA A 5IREHE 2L oledldl (5uzzél )
yfqz ¥
1. AsrAA] AUEid A AHAAL DAOURIAL [(A2ERUAHS 20, -1 (5224))
2. ASPAALUL LI UHAAL DLU0URIAL [A2ERUAS DA - 2 (5uz2dl)

S2els Uedl Yrdsl

RAALHS 2ASH51RBL, A, 2UALL sUIELA], Uslas A4
UHAA UAAIR AU, Q. eeddlddinfsil, usias : oLy
ASYAUA 25 U, 4. [23ld BB, Yedld BUIRUR, USIUS | 4AMIRA

-

VAL UBL ASYRUA 89 el , &, [Aid origll, A2 g1z Uil2ad 2280 — Yz

vV V V V

Page 37 of 71



Allied 1 44 HILAHIAL [Qs1
[Each Unit Carrying 25% weightage]

yfaz q
1. MIALL U512l GEMA v (45124
2. ASrRAAHL AUMISIA Uss1ReAAL GeMa i, [A51
yfqz 2
1. GURAHE UZURLILA HIEAHL
2. dls WAl wielas Al
yfaz 3
VAHGHIZAH, dL]5 Aa 2
2. Mdl ARl PAldsiRis sHui Qs
yfqz ¥
1. UHE UAAAL HIEAH, 425 221 21 26l [z
2. GRAML 501 2 GuaAs 26lllAn Adey

S2als Aedl Yrdsl
> AU HIEHL 2 AUleer, | lld s
> Uil 2 2820 <iEh, @, i calg, udlo usia-
> WS (BRI Bt 2%, E. 2Agsled HEAL USIAS 1 AAMIRA

> zalldova wasiRal, sy, Hoagly vodlsad, or1yz
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Allied 2 85101 Adicl
[Each Unit Carrying 25% weightage]

JICER
1. 01692 el U251 U] — Uy i [Aequ
2. sy izl (daRd, arulast
yfqz 2
1. (A48 HIS2 — AHSY 2 [A2AN0L ( 22AMR, AL QAL )
2. 2042 i APz otz AUl (ofl. v, O, vd.2u. 5. AR)
yfaz 3
1. (A8 421 2ie A1 AHEy viA [A2Qun
2. (A3 A2t 244 st AUzl ughld vid ugsizi

yfq2 ¥
1. YEH Ay Vi HEAH BELIL 2 HID5L 04[50 U522 Uizl ugald 24 ugsial

~ ~

2. Galalssold, (Sudl, stuiRz ) 21 Hsl olles01 ds2z (U=512] 24 viiepil oisl ) o AuiZlo
ygild 2 ugsizl

Sedls Ue® Yrdsl
> ABIMRHL ASIEL AL HIZ 529, A, spAe [Radla, usias © SHey uodlsaq

Save Income Tax Througe Tax Planing, R. N. Lakhotiya, Published by

USRI V5 UYL, 4. (290 Bl Yeded 2ALIUR, USILS AU

YV V VYV

HIZL oAl 29167 A Ueg 69, d. Sal @22 Uslals : udl
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Allied 2 AU UAUEL Vi, AdlE
[Each Unit Carrying 25% weightage]

yfaz q
1. UHIAIR ¢l UHer 214 Q245 usl
2. UHIAIR Ve v [Qua w1 [Aedupl
3z 2
1 - HHIRLAL [geglnig] asrridl sidaie
2. dquiil [$2lall aspzidl siqale
32 3
1. AHIARIAL 2iA24i4] Iex21d] iale
2. Auldl 2iAouidl dsridl 2idale
yfqz ¥
1. Alas usdlidl Uy
2. ULl 2ol 12 AoiAIAl AUHEY 2 WIRRURS HeMIA

S2als Aedl Yrdsl
> WASIRcA (AR B 21290, &, Agsled HEAL USIAS ¢ AAMIRA
> 2ol Quid, A, SHIZULOL 2L, USLAS : OLorRld, AAlAHI0L 6113
> W HIHIL, A R sad, usias o wed
> ol GELIL — 20lsA i HALAA, Q. AR cald Uslas - AsrRUd A [AHLL 6118
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Interdisciplinary 1u3sRReani [§<€l vid 102 siqale-l or3Rald 1
[Each Unit Carrying 25% weightage]

JICER
1. Valed el dlaisdipil : 289 - yepidl — »idw
2. viqdled 24dald alaDsdil ; (gl — 9oyl — (£l
3z 2
1. Y2AL 21U — AUl BqAlEAL AURAU - 1
2. 22dl %AW — A3l BAAIEAL AURAA — 2
32 3
1. Y24l (g2l - Asradl 2Aaledl AU - 4
2. 924l [$<fl - oyorldl mddiedl sy -2
yfq2 ¥

1. 2iA2HiEl asrdl 2iqate neibis usey
2. [S<2lHizl amraidl 2idale walls useu

S2als Aedl Yrdsl

> vddiedl s, Q. dollasi uiRu, ustas : sleg Aileer 215124l
> vidaledl AHAL 1 25 6olE], A, HISAMIS 252U U2d, Uslas : AsyRld [Qeanils

> widale  RFAid 24 uHlaw, Q. adilasia wiu, A4 A4l usias o slega Ailsar
25124]

> Hodla, Dodlla....., [2alla Hadl, usias @ 212 w2 48
> AL @RerHell, A [Aedz quolial, i, [Adie Haeil
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Interdisciplinary 1 A4 Ucdid {1 it ®ad edd
[Each Unit Carrying 25% weightage]

yfaz q
1. il -l wlMs gl
2. litloput a3al [AuAl
3z 2
I ERTRI]
2. AiElow-L [Aazusil
32 3
1. il ulls
2. il L 21 €l
yfqz ¥
q. |2l AusIElA UAASY A1zl
2. WUyl HAHOOLAHI OLiEL2 L Uats12eaAl Udddl

S2als Aedl Yrdsl
> liHla-l viicHsal, UAAL WALRLL, A4 U519
> oliHla< A, el HIZL uslas ;- ailddid a4 als, 191
> DA Ule, UKELY AL, 4949 Usia-
> ol 261 Al HEsdL 260, dlau udlu, 4429 Usi-
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SHRI GOVIND GURU UNIVERSITY

B.A. (MASS COMMUNICATION AND JOURNALISM)
SEMESTER 4
FOUNDATION COURSE
UAO4FENGO1 FUNCTIONAL ENGLISH

UNIT1
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
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FOUNDATION ELECTIVES
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

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.

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 ofInformation Technology”, PHI
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Core 1 33141Mi YiAsiRea - 2

[Each Unit Carrying 25% weightage]

DIRER]

3[d2-2

3[42-3

Y[z

Hed Yzdsi:

AL HAlZsy<L 515
AL 2412 Alsuuzle (s vid u1R

AL sPAsHIAL 23U 1 [AHLBs0L-1
AL sPAsHIAL 23Ul 1A, [AHlBs0L-2

AL GeellMedle 22l 24 Hesed

RUEPAHI gl Het-21182<] 25(Asu

EXRICTRNEE
23l si[Fala

o UHS HIAHL vt Hllgen, QMlld wws

o Uizl wiq 22l uiZhl, AR caua, udle ustaq

o Wi5IRCA, [AgHid B 2, A.2Ag5led HEAL USIAST AAMIRA
o SyelAR S UYL [RUEHid 219U oy HIFAH, SLL[ALE Uigd, wisd
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Core 2 24l[da4ui YAsRRea- 2

[Each Unit Carrying 25% weightage]

DIRER]
1 4 Adaui izl
2. 4 UAAGHI 2GSl AV
3[d2-2
1 He2eey O IR
2. S G2 LR
3[42-3
1. vzl
2. sikuala
Y[z
1 SlggHe2El T HalHA v Avie
2. sl s gleol md widlZl
Hed Yzdsi:

o UHS HIAHL vt Hllgen, QMlld wws
o WS [UgHId e 21944, .25 HEAL USIS 1 AAMIRd
o zdllansd uasiRAl, M Sy, Haazlu wodlsad, sr1yz

e Documentary Films in India, Author : Aparna Sharma, Published by

Palgrave Macmillan
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Core 3 3isl2[o dal &21G24L [RigHidl

[Each Unit Carrying 25% weightage]

DIRER]
1. vl vizd ¢?
2. ol Hea
3[d2-2
1 AHIRIRWAL Hizd 21820
2.0 Al Hzd 2182
3[42-3
1. Huled ugild
2. duedddl 2uaRzlsdl
Y[z
1. AeuuRed 208200 (BAIOAH2)
2. AP 282D (SIS 2)
Hed Yzdsi:

o UYLl UsReAAl DAY, A.2ded 2AH HINE, USILS el 22AH HINAAHLA
uMl

o HlualAu, Q.(que U, Uslas ;2R BUIR.AUS

o WAsIRAAAL YAl MIRL 1 4l 5, d. ol win.uzd, Héeg uzd, uslas : sulds (st
ulodsad ol

o Buioidl SlAsid, d A sald, uslas wsd

o UiAslRed 22l el (2o, (AN AL, UsIUS 1 AAMIRA
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Allied 1 4MI% 51281 U121
[Each Unit Carrying 25% Weightage]

SIEER]
1. 5194 izl
2. sz duidla
y[q2-2
1. siesad AuiZl (al zd<la)
2. vepsud duiZh (G2 (aaw)
3y[42-3
1 [Bduzs1dl Hoisl vid aizglds vzl
2. HiddlA ddzeAl syaladl 221 iz
Y2y
1 AL AL e dA DUZDL (Al A9z, Bl AAEIR)
2. de Ui (viqoll vid 2518l silzuza)
Aed Ydsi:

o WiASIRAAL UALEL (ML 1 4l 5), Aol vin.uzd, Heeg u2d, usias : wilds [@Asu
yloasad (3elond

o Alleleas wasizea, a.f5az 4, us1as : wied

o WU WisIRl, QAR eI, Uslas  usd

o WiAsIRA : eall e (2o, (Ao ugal, 2udl dgal, usies  AasiRd
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Allied 1 %=iiU$ el UlLaY Yoitsl
[Each Unit Carrying 25% Weightage]

DIRER]
1. oyddus : GeMa vid [As1u
2. SyddUS : sIUEL Bl pUARUSAL
y[q2-2
4. syedusel [alas Qoo 11l sl
2. A vAd A2s12AL syraiugel S1H02L i, A<l [Alas 2541
3[42-3
1. oydub Hizd Quied
2. oyddUS AU
Y2y
4. HIAH QAN
2. HIBAHL BIs GaloL d3ls
Hed ydsi:

o WislRed : 22l i [z, (A Ugal, 2Rl gL, Usls @ 4aMizd

o U 512l AL (MIRL 1 4l 5), Aol i uzd, Heeg uzd, usias : »ulds [
lodsad [3dlad

o Hluiaizam, Q. (MY UL, Uslas ;B UR.AS

o BuollEl Sldsiy, d.all&d cald, uslas : wd
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Allied 2 AH1lGL UAASIRd
[Each Unit Carrying 25% Weightage]

DIRER]

y[q2-2

3[42-3

Y2y

Hed ydsi:

AHleL ustsRed, MHsL i Hed
ALHLRL U5 ReAAL ULSIRL

AHLBL U512 T UALRL il UZYRL
AHLEL uAs1ReaHl 2 AlSls0l 212l

AR 2, daRuilast AuiZ

Algsl YA 21 [Sreal yarid<d izl

Al AlaZl dami vleaiiidl efst 214 ugsial
Al Azs512) Alsy il Auizlo

o culdl AR, A.ufBiad suzd, uslas

o WS [UgHId e 21244, d.2g5id HEAL USIS 1 AAMIRd

o UOLIZL QUid, A SHIZULOL ZALS, USLAS 1 AUsyR1d A2 [AHIRL o1l
o HIAH HIHIUL, A AURA sdid, Uslas ;- weq
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Allied 2 [AslA ULIYal
[Each Unit Carrying 25% Weightage]

DIRER]

y[q2-2

3[42-3

Y2y

Hed ydsi:

(5124 © 243 24 21981200
[As1u2ld 244 [AslAd AHIsr-U Qi

[A514 A [Aciadl
(45124 UeLAANL AR

5[ 24 e U

[A514 UAAA DI BURARA

(5124 vt alen [3zdze
BIASIS Uit AIHAL U520

o Allsleas wasizea (RUHASIAL veA1), d. (5902 A, Y12 uslad
o zluiZlo vt 22l AUzl , | A4 cala, udle usia-

o Ulc[eas PS5 UUL A UMY, U [Ad HEAL USLUS 2l
o Wi5lRed ud, AR sdld, Uslas  lsyR
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Interdisciplinary 1 UAS1RcclHi [&o€] ol iAW) Woditeil ASeRULA 2
[Each Unit Carrying 25% Weightage]

DIRER]
1 UAsReAHE 2idaledl Guaidlldl
2. UAsReAH] valedl Asrovdl
y[q2-2
1. 24AlE 2 HIAl4AlE - 4
2. VAL Vi MLAlAIE - 2
3[42-3
1 202900312102 vidale-d] Halelsll
2. [ggloemidl-leegl mqaied] waleizil
Y2y
1. viuiEl AsrRidl vidale (MR useu)
2. [eeelnial asyandl siqate (wAibis useu)
Hed ydsi:

o iddledl sull, d.Avlldsin U, Uslas ; secld Ullser 25124l
o iddledl UHAL Vs HolEl, A HISAMIS s uzd, Uslas : osyRld [Qanils
o ddle : [AgHid vt yHlal, d.vildsin wize, 240 Al ustas sl

AUl sl
o B0y, SRag....., [2olla Hadl, Uslas @ 2220295,
o UNAAL Yoyyuil, Q. (A2 ale 3L, vie, [A<dle Hawll
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Interdisciplinary 1 <d« HieqHl<l (Aol
[Each Unit Carrying 25% Weightage]

DIRER]
Dezzedzl Geda vt [As1
He2rd2 U2 Guaos, (A4 At
y[q2-2
1. 4GS AL Aot 6AlL o9ld v UleAd 4245
2. HIBLOA 25Ul e AL Srlledl Ay
3[42-3
1 A5 29U 2 dded HIFAHL
2. eddel HIEAHIML 2[5 Ad] el
y[a2-v
AULHAZ Ol Bhel HIDOIR SIAEL
2UA-AUIHUSYS A BUR el HIFAHIAL 121
Hed ydsi:

o WA [AgHid i w4, A2g5led HEAL, USIAS T AdMIRA
e Cyber Crime in India-A Comparative Study, Author : M. Dasgupta,

Published by Eastern Law House

o HIEAH HlMiUL, d AU said, usias  wsd
o MoiI<] GELI-UOLEA, Vi UALEA, QAR 2UE Uslas : Ay A [AHleL 61ld

Page 53 of 71



SHRI GOVIND GURU UNIVERSITY
B.A. (MASS COMMUNICATION AND JOURNALISM)

SEMESTER -5
UAOSFENGO1 FUNCTIONAL
ENGLISH
UNIT 1

1 Preposition (Phrasal preposition)
2 Concord (agreement between a subject and a verb)
UNIT 2

1 Interchange of Tenses- Passive into Active (affirmative sentences only)

2 Interchange of Tenses- Active into Passive (affirmative sentences only)

UNIT 3
1 Confusing words (Suffix & Prefix)

2 One word substitute
UNIT 4

Blog writing on given topic (social media)

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
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UAO5CIMCO1 Hd€lsel dylall ¥ia viddld-1

SIEER]
1. A8 1A AL oildleg 430 ;a1
2. 4B Gl AL onlidleg 420l [Asdur
DIEER
HHADL MIRL-1 AU,
AHAZL M- [dedui
DIBER
ez H{l[za1dl a0 Hasld Moz, [Asdue
ez Hl[2a1dl 10 U512 Moz, [Asdqur
Y2y
1. [asoia Hladl 4o dauslt memoizd (deaun
2. [Aerid dllaidl 10 drsidl Moz [dedun
Aed Ydsi:

o UHAL, GHILS ovigil, UsLAS-0L6YR AU SIALEAN, HHELALE
o oxildleg ddal,
o oyuul BIaH (AU, SLUDA HIAlAd, xR S, Ayl [AzA[A=aA,

OFAYR
o WiAslRAL sriUR 9y [Astiuq, slaalot sisldl, Afaa2) o5 Gy, sz
o SyelUS B MR VoI, SL. ARl saud, AfAa2] Yo [aHie o, Akl
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UA05CIMCO02 HAOMd A1 214 2nedlsq

DIRER]
RTI w221
RTI Slasi
y[q2-2
RTI 2Audlsz0
RTI ugsial
3y[42-3
1. RTIuRay
2. RTISMAsA
y[2-v
1. RTIl sudlse
2. RTIusl
Aed Ydsi:

o HUaAl 2512 AL, 200U 214 AsrUAAL [A4H], Ustas Hilsdl 20512
YSYRUd UGH(SY UL HHEIALE

o HiaAl 2512 AR, 200U (IAD 1 AYsxRId]), UsIAS-UEIR U2 A
qélaz Uzal, Heldle
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UAQSCIMCO3 HINURLA, AU -1

JIRER]

y[q2-2

3[42-3

Y2y

Hed ydsi:

[Al2ad 22518l day/(asol uzaa-1
[load 22512l dav/(asiio [eaup-1

[Al2ad 2alas 2azusyl 2zal uRar-1
[l2ad zafas 2ausyl dzal [dedup-q

(Af2ad szl 2zl wEas-1
[Al2ad As1dl e [Azdu-4

[a[294 NGO ulz2u-9
[[294 NGO [4sdupi-4

o AUsyRld<il 2A[2695 Uz, LUALUR AL, 6il2A3U £1, UsIAs-A22 AllLa
228l Y2d

o 5269<] 2A[2e95 i, e Al Usias-ulan 222, Hous

o Uil (Rl WAl UM (A1, AA2UH AL, 21U 2U.AAEL, UslAs-A-22 AlAad
228, Yz

o AHUSYs < UM[AZU 24 4010 A2LA HSIAZY SIAEL Ay llBtl-[A4Hl,
d.[ondlzg dvaa, ddusy ulodsud

o AUMASY, HIOLHL 549429 U5l
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UA05CIMCO04 213 YRAY

SIEER]

2,
DIEER
DIBER

2.
Y2y
Hed Yzdsi:

IASYRUA Asw, U4
YoYU AU [A2dupl

HELILSYUA, BhizldA Ry
HERLHRIA Misid [Aedup

IeyRldAl 2zl uleaa vid [dedupl
syl efdd UMMt URAA 21 [A2qun

AUiud Aoxzldl 2lets uleun vid [dedupl
Ui ousx=idl Ailclens ALy ulRan 214 [dedun

dlaHl A2l Asraid, duled-[adlu g, oisa 2a2, sred Ysd, Uslas-Adle
Usloled, el

ASHUA....... 25 U, UULEA-(200d 2URL, LY 2ALARUR, USLAS-AARIRA
AUgen 4z, wueiae

ASYUd<, 2sr 510, SLHASRoHE], Usles-AAAR2] A2 [AHla olld, 2iHeldle
AonRldedl HARHAL HIZL dAsr2, AUEA-GH UZHIZ, UsIUS-5H 204524 AlAIAZL,
Sl4, (573424

HELILSHUA BEIA(1EUL-150), 2120 Alddl, Uslas-218R Uoasa-,
HEIALE

ULUIRAL SR [A2Mis

U[A1]-UA SepsHIR Mell, UsI1US-IAGHR Ul 51PIAA, AUHELALE

U[A1l2AL AT5IE i VAU, LALUH ALS, UsIAS-U2R 512 U214 2288, U3
Alcslens AWML wURL 20 UYL, AUIEA-G[RUd HSdL, UsIAS-2o<llE UslAA
VHELALE
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UA05CIMCO5 Nisys2 459

50 A4 Aol 5223 UR 215U 534l Usy 52(orA1d

Uisys2 (A4 £l.d.
- SIOUEL 6L YalsIAYHe2Y
- s15uBL HILRAL S1GUAL GeMA 2 [As14 2Udm
- S1HUBL 25 oUHAL [Al2ad [Au1 Guad udanl

- 515UBL Y5 As2l Ws1de
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UA05CIMCO06 asiaiyt [Aoit 214 qlaal- 4

AHolA, (Aol (AU £ld.
- 515 215 AR 2lasl (Alad /013 ylduiidl sieam
- 515 vis DAL Elasl [Al2ad qHAdL Ad/Esadoil sea i
- 515 w15 YAqal AHAR AHPsAL (A4 qnadl 592 22114l viea1-

- 519 5 -2, Biel HIEAHAL [A[22d HINAUAHAL 2IRAA
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UAOSFFCO01 COMPUTER FUNDAMENTALS:

UNIT 1
Introduction, Initialization & development of Internet, Different Facilities

available onlinternet.

UNIT 2
WWW: Definitions (WWW, Web server, Web client, website, webpage, Search
engine),

Application
(Email, Chat)

UNIT 3
Cyber Crime and Cyber Laws

UNIT 4
Searching & Surfing: Online magazines & Newspaper

SOME REFERENCE BOOKS:

e Sinha, P.K.(2004), “Computer Fundamentals”, 4th Ed.,BPB Publications

e Computer course windows 7 and office 2010 by R.K. Taxali Publisher Tata
McGrawHill.

e Computer fundamentals By Anita Goel Pearson Publication New Delhi.

e Rajaraman,V, “Fundamentals of Computers”, PHI

e lLeon Alex & Leon Mathews(1999), ‘“Fundamentals of Information
Technology”, Leon
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UAO5FECP01 $14R2 Ui

SIEER]

2,
DIEER
DIBER

2.
Y2y
Hed Yzdsi:

y[eas dagd [Qeadl
yleas 2dud Hed

uloas <A (¢
ulods Ao A, 2y, PHA S HEA s

B[S [As1AAL 218 dZls L2412
YLotiz. <AL oLl A 53071

w1214 (280, 50, slleu, Gallold vl 2.y
HIAH AL wde(ld 2142 5241 uRon

o oYU, ULAgsid UElel, YHHL 52452

e Mass Communication and Development - Baldev Raj Gupta
e Communicating Rural Development - Rashmi Jain, Rawat Publication,

Jaipur-2003
o oYAAAIR 5 UL [UEHid 2194 or HIEAH, <L (Al Uig, uled ulodsaq
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SHRI GOVIND GURU UNIVERSITY
B.A. (MASS COMMUNICATION AND JOURNALISM)
SEMESTER -6

UAO6FENGO1 FUNCTIONAL ENGLISH
UNIT1

1 Interchange of Tenses- (Passive into Active, Active into Passive)

2 Interchange of Tenses- (affirmative, negative and interrogative)
UNIT 2

1 Greeting paragraphs

2 Reply to greetings (welcoming, bidding farewell, showing different moods)
UNIT 3

1 Barriers of communication — Introduction

2 Noise — Classification of Barriers
UNIT 4
1 Drafting of C.V./ Resume

SOME REFERENCE BOOKS:

e Essential English Grammar by Raymond Murphy, Pub. Cambridge University

e Collins Easy Learning English Conversation by Collins, Pub. Harper Collins

e Common Mistakes In English by T.J. Fitikides, Pub. Pearson India

e Basic English Usage by Michael Swan, Pub. Oxford University Press-New Delhi
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UA06CIMCO1 A dGlsel, ¥Hlall Al Sdld-R

JIBER]

y[q2-2

3[42-3

y[a2-v

Hed ydsi:

24901 9exR1dl 2y Aoz wleun
2190 ool 24 oz [Aeaue

Ion3ledl AUl doridail ulaxn
yoxldl AUl Aol [Asaue

2190 (3l <4 Qoridz ulan
2190 (<€l <4 Aotz [Asquel

olll[Us (el uRaa
iU (e (Aequn

e Shrivastav H.O. Broadcasting Technology: A Review. Gyan
Publication House

e Pati M.R. Some Aspects of Broadcast Journalism in India. Kalyani
Publishers

e Nath, Shyam. Assessing the State of Web Journalism. Authors Press,
New Delhi,2002

e Pavlik J.V. Media in the Digital Age. Columbia University Press

¢ Newspaper and magazine articles about New Media.
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UA06CIMCO02 HNMA ESIRL i M50

SIEER]
1. ISyRId AU HidAvi[As12 U
2. HIAADES1R HIZ s 52l izl
y[q2-2
A Hidg2 512 vy
2. AlARAzAL HIAAE51R Ho1sl
3[42-3
QU< ofA120L uRaA - 4
QU< ofA10L uRay - 2
Y2y
1 QAL 6H1RRAL SlAsid - 1
2. GRd<L 631201l SlAsiA - 2
Hed ydsi:

o HI0U GUT HIdY, UL - SergHIR il

o ARd<L 6iHIREIA SPAEL - UIUR SAAMID. ofl. s, AlAaR2] dalaHiel o, 2sszid
2]

e The Constitution of India (4t Edition) Bharat Sarkar
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UAO6CIMCO3 HLAWIOLA AR - R

SIEER]
1. [Afead w51l dw/laeuo ulRat - 2
2. [ad w2l dv/lacua [Beaue - 2
y[q2-2
[A[s2d z2las zazior<l 2dzal uleaa - 2
2. [alsad 2afas 2100 e [QAzaQun - 2
3[42-3
[fs24 Aes1dl zal ulkaa - 2
(A2 Ass1<] dzal [Aedupl - 2
Y2y
1. [afs24 NGO ukaa - 2
2. [af24 NGO [as4un - 2
Hed ydsi:

o OlRld-dl 2A[Re95 Uz, UALUH UL, (AU 214, UsIAS- U2 512 AlLad
228l Y2d

o 5269<{l 2A[2e95 AU, 29 ANSIAL, ustas-ulAA, 222, Hotd

o Uil (Rl Widl UM (A1, AA2UH AL, 21U 2U.AAEL, UsIAs-A22 AlAad
228, Yzd

o UHUsys AL UM[AAL 2 Ao A0LA HSIAIU SAEL Alsyllvil-[23l,
d.[ondlzg dvaa, ddusy ulodsud

o AMARISY, HIRLHL §. Aa%9d USIAA
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UAO0BCIMCO04 519 31 U£FAAL 2141 i, A8l

SIEER]

2.
y[q2-2

2.
3[42-3
Y2y

2.
Hed ydsi:

SR ISR EEID)
LA, LMo [dedupl

A4 origell sl ulzaa
A4 orisell sla [Aedun

[Aeasial dasiel ulkya
[Aeasia dasul [deaun

EN

syl ARIAs i Aizs(ds Slasiu ulaa

E e

syl ARL[Es 21 AizslAs Slasia [Aedupl

o OlsyRldl 2Asx51A 2 Aislds SlAsiu (2uAlEl ugal vid ugl, 1 @l 1¢<0),
USL2U5-CLL6Y. [AEUMA, AHEIALE

o SlAsi, AUHISY v UUSAHH ASHRUA, H52E HEAL, Uslas-Ion2Ldl Allged uRue,
VHEIALE

o A Ysy=idl sxigiilsia, Asrrid [Aails xueide
o Ioxzidl [Aeasia gull, asrrid [Aeasia 222, »Heldle
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UA06CIMCO5 isys2 452

50 A4 HIHAL 5¥223 UL 215U 526l Usy 52(0n21d

Wisys2 (AU 2.,
- SIOUEL 6L YalsIAYHe2Y
- s15uBL HILRAL SIGUAL GeMA 2 [As14 2Udam
- S1HUBL 25 oML [Al2ad [Au1 Guad udanl

- 515UBL Y5 As2l Ws1de
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UA05CIMCO06 asjalitt [Aoit 14 alaal- 2

AHolA, (Aol (AU £ld.
- 515 215 AR 2lasl (Alad /013 ylduiidl sieam
- 515 vis DAL Elasl [Al2ad qHAdL Ad/Esadoil sea i
- 515 w15 YAqal AHAR AHPsAL (A4 qnadl 592 22114l viea1-

- 519 5 -2, Biel HIEAHAL [A[22d HINAUAHAL 2IRAA
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UAO6FFAPO1 2Aid22A514 Ucdidd

SIEER]

DIEER

DIBER

Y2y

Aed Ydsi:

i dARBA 5521 2Asx51H, 2[5 21 Aizslds wleouml
iU A5l Bl L5 281 qHIAIR, d2a1tdeIR vid Hiledl

WidABA AHIAIR DIyl e Raclszaudl vl
WAL UHIAIR DAsyriloil i [R5zl 5110

WARBAL 222AIR e, [Aau 51l 20164l
UHIZIR UALSHE AR AAA £2 53ALAL 451l Ul

Adl il Hiledl 2id 2ulds aza
De2rAddd sPA[ASUARL U5NAL 2l [A501d1AL HEL

o WiAsIcd [RgHId Ve 224, USIAA, Agsid HEAL d.AdMIRA
o U041l Gallol ARl £AId UsLs, A4S Bl UALAA, ASH3UA A2 [AHIEL o1

¢ International Encyclopedia of Communication (Vol 1-4) Oxford
e Cultural Communication in India - J.M. Oza

e Cultural Communication and Social Change - P.C. Joshi
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UAQGEFCO01 COMPUTER FUNDAMENTALS

UNIT 1
Photoshop: Introduction, workspace, Opening & manipulating image, Changing Modes
of screen.

UNIT 2
Photoshop Tools: Marquee, Lasso, Magic wand, Rubber stamp, Eye - Dropper, Pencil,
Paint brush, Adjusting the brightness & contras, Color balance & Variation, Changing
color image to grey image, Changing foreground & background

UNIT 3
Page Maker: Introduction, Screen, Understanding toolbox, working with palettes &
control palettes, Text tools, Frames, Paragraph formatting

UNIT 4
CorelDraw: Introduction to coreldraw program, menubar & drawing toolbar.
Drawing tools: Freehand tools, Rectangle tools, Ellipse tool, polygon, spiral & graph tools.
Editing tools: Shape tool, Knife tool, Erase tool, Smudge tool, Roughen tool, ansformation
of object. Color fill tool: fill color, Fountain tool, pattern tool, Texture tool, Post script
tool, no fill, docker window. Outline tool.

SOME REFERENCE BOOKS:

e Sinha, P.K.(2004), “Computer Fundamentals”, 4th Ed.,BPB Publications
e Computer course windows 7 and office 2010 by R.K. Taxali Publisher Tata

McGrawHill.

e Computer fundamentals By Anita Goel Pearson Publication New Delhi.

e Rajaraman,V, “Fundamentals of Computers”, PHI

e Leon Alex & Leon Mathews(1999), “Fundamentals of Information Technology”,
Leon

e Techworld
e Norton, Peter(2001), "Introduction to Computers", 4th Ed. TMH

*hkhkkkhkhkkkhhkkkhkhkkkhkhkkhkhkhkkhkihkkhkihkkiikk
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