w.e.f Academic Year 2009-10 ‘E’ Scheme

s MAHARASHTRA STATE BOARD OF TECHNICAL EDUCATION, MUMBAI

E)

L) TEACHING AND EXAMINATION SCHEME FOR POST 8.5.C. DIPLOMA COURSES

N

COURSE NAME : CIVIL ENGINEERING GROUP

COURSE CODE : CE/CS/CR/CV '

DURATION OF COURSE : 6 SEMESTERS for CE/CS/CR (8 SEMESTERS for CV) WITH EFFECT FROM 2009-10
SEMESTER : SECOND DURATION : 16 WEEKS
PATTERN : FULL TIME - SEMESTER SCHEME : E
TEACHING EXAMINATION SCHEME
NN SUBJECT TITLE OUB | SCHEME | pyppr | TH(D PR (4) OR (8) T™W (9) (1?{}“{}{2)
TH | TU | PR | HRS. | Max | Min | Max | Min | Max | Min | Max | Min
Communication Skills 12012 { 02 | - | 02 03 100 - 254# 10 | 25@ | 10
Engineering Mathematics 12013 | 03 | 01 - -- -~ - --

1
2
3 | Applied Science (CIVIL) 12020 | 04 | -- 20 - -- -- --
4 | Engineering Mechanics 12015 -- - - |25@ | 10 50
5 | Workshop Practice - - - | 50@ { 20
6 | Development of Life Skills-I —~ | 254 10 [ 25@ | 10
7 | Professional Practices-1I 120 - -~ - | S0@ | 20
Total - 50 - | 178 | - 50

Student Contact Hours Per Week: 30 Hrs.
THEORY AND PRACTICAL PERIODS OF 60 MIT
Total Marks : 725 :
@ Internal Assessment, # External Assessment, | 1| No Theory Examination.
Abbreviations: TH-Theory, TU- Tutorial, PR-Practical, ,OR-Oral, TW- Termwork, SW- Sessional Work

 Conduct two class tests each of 25 marks for each theory subject. Sum of the total test marks of all subject are to be converted out of 50

marks as sessional work.
3 Progressive evaluation is to be done by subject teacher as per the prevailing curriculum implementation and assessment norms.
% Code number for TH, PR, OR, TW and SW are to be given as suffix 1, 4, 8, 9 respectively to the subject code.
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w.e.f Academic Year 2009-10 ‘f? Scheme

Course Name : All Branches of Diploma in Engineering & Technology

Course Code : CE/CR/CS/ME/EE/EP/EJEN/ET/EX/DEAEAS/ACEV/MU/CO/ICMW/
IF/CV/MH/FE/MU/CD/ED/EL

Semester : Second

Subject Title : Communication Skills

Subject Code : 12012

Teaching and examination scheme:

Teaching Scheme Examination Scheme
tH | TU | PR | PAPER 11y PR OR TW | TOTAL
HRS
02 - 02 03 100 - 254 25@ 150
NOTE:

5 Two tests each of 25 marks to be conducted as

i the schedule given by MSBTE.

onveried out of 50 and to be

which is the main objective of thi ¢ basic concepts of communication, Non-verbal and

written skills have been Introdug

Objectives:
The Students will be able to:
1) Understand and use the basic concepts of communication and principles of effective
communjcation in an organized set up and social context.
2) Give a positive feedback in various situations, to use appropriate body language & to
avoid barriers for effective communication.

3) Write the various types of letters, reports and office drafting with the appropriate format.
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w.e.f Academic Year 2009-10

Learning Structure:

Application

Procedures

Principles

Principles

Facts

‘E* Scheme

To enable the students to communicate effectively by using the concept of
communication, appropriate non-verbal and writing skills

Techniques of
communicating in
organizational and
social context

Principles governing

the appropriate use of
non-verbal skills

Techniques of
effective writing

Principle of
comprehending the
basics of

communication

Principle of drafting
coherent, logical &
simple sentences.

Concept of forma
informal, verbal, non
verbal types of

Concept of body
language

Designing the message

communication
A »
Concept of formal, Theory of non-verbal | Formats of letters,
informal, verbal, non- | skills (Body language) | Reports, office
verbal types of drafting
communication
3 12012

MSBTE - Draft Copy 08/05/2009




w.e.f Academic Year 2009-10

Contents: Theory

‘R Scheme

Chapter

Name of the Topic

Hours

Marks

01

Introduction fo communication:

1.1 Definition, communication cycle.,

1.2 The elements of Communication: sender- message — channel-
Receiver ~Feedback.

1.3 Concept of Communication Process.

1.4 Stages in the process: defining the context, knowing the audience,
designing the message, encoding, selecting proper channels,
transmitting, receiving, decoding and giving feedback. (Case lets.)

04

14

02

Types of communication
2.1 Formal Communication.
2.2 Formal: Types —a) Vertical Communication.
b) Horizontal Communication.
2.3 Informal: Types — a) Diagonal Communication.
2.4 Verbal Vs Non-Verbal Communication.
2.5 Verbal: Types-a) Oral Communication. _
b) Written Communication. &
2.6 Non-Verbal: Types- a) Body Language

(iraphic Language.

04

08

03

Principles of Effective Communicatio
3.1 Principles of Effective Communicatigh. (One example each.)
3.3 Developing effective messages: Thinki )
the audience, structuring the message, se
minimizing barriers & facilitati
(Examples: Writing articles for.newspapers, magazines.)

04

i6

04

4.2 Aspects of Body:

example each.) Marks: 06

4.3 Interpreting visuals & rating with visuals like tables, charts &
graphs. Marks: 08

08

22

05

Formal written skills :

5.1 Office Drafting: Circular, Notice, and Memo. Marks: 06

5.2 Job Application with resume. Marks: 08

5.3 Business correspondence: Enquiry, Order letter, Complaint letter,
and Adjustment letter. Marks: 06

5.4 Report writing: Accident report, Fall in production, Progress

Report,, Investigation Report. Marks: 08 |

5.5 Defining, Describing Objects &Giving Instructions. Marks: 04

5.5.1 Defining Objects- Appearance, It’s Use.

5.5.2 Describing Objects- Purpose, Components, Functions,
Applications.

5.5.3 Giving Instructions- Precise, Directive, Imagistic Statements of
a futuristic stance.

12

40

Total

32

100
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w.e.f Academic Year 2009-10 ‘E? Scheme

Assignments:

1. Communication Cycle (With the Help of Diagram) + Any two communication situations to
be represented with the help of Communication Cycle. (Use Pictures)

5 Communication Situations (List of 5 Communication situations stating the type of
communication viz; Vertical, Horizontal, Diagonal.

3. Barriers That Hinder a Particular Communication Situation. (State the type of barrier, and
how to overcome them). (04 Caselets)

4. Writing articles (two) in keeping with the parameters of developing effective messages.

5.

6. Non-Verbal Communication:

7. Presentation Skills: Select topi

of student in formal and Informal setups. (E
b) Graphic Language: Five Illustrations &

Charts in day to day life.

(Collect samples from newspapers, articles, Internet and pate them in the assignment.)
Business Letters: a) Job Application with Resume.

b) Enquiry Letter.

¢} Order Letter.

d) Complaint Letter.

a) Body Language.: Five lllustrations of appr nse of Body Language used on the part

as per the principles of effecti
the file.
Non-Verbal Codes: Kinesi

munication and paste these topics as an assignment in

Physical Appearance, Haptics. (Collect five pictures per group
of five students on the above tioned non-verbal codes, analyse and discuss them in the
class. Ask the students to paste these pictures along with explanation in their individual

files.

GUIDELINES: Teachers can make use of group discussions, class presentations, role plays,

simulations, caselets, listen and repeat drills with the help of cassettes etc to give a hand on

experience for students.

Students should maintain the Institute Files to write all the eight assignments with appropriate

Index and get it duly certified.
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w.e.f Academic Year 2009-10 ‘E’ Scheme

Learning Resources:

Books:
Sr. . .
Auther Title Publisher
No.
01 | MSBTE, Mumbai. gﬁﬁgfoc’k of Communication MSBTE, Mumbai.
02 | M.Ashraf Rizvi Effective 'Tecihmcal | Tata Mchaw Hill
Communication Companies.

Krushna Mohan, Meera

03 Banerii Developing Communication Skills | Macmillan
anetji :
04 | Joyeeta Bhattacharya Communication Skills. Reliable Series
05 | Jayakaran Ev‘efy ones guide fo effective Apple Publishing.
writing.
06 | Website: www.mindtools.com/page8.htm}-99

07

Website: www.khake.com/page66htm/-72k

08

09

Website: www.letstak.co.in

10

Website: www.inc.com/géides/growih/23032.html-45k

MSBTE - Draft Copy 08/05/2009 6 12012
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