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Manoharbhai Patel Aris, Commerce 
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Dist. Condia, Pin Code - 441807 



Add oh Course 
Question Paper 

Test 

R) 

9) 

Prncinal 
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cOL ATEL 

RJUN 

Manoharbhai Patel College of Arts, Commerece & Science 

Sadak Arjuni, Dist. Gondia-441807 

Academic Year 2016-17 

BOARD OF STUDIES 

Sr. No. Name Designation 

1 Dr. R. R. Dipte Chairman 

2 Mr. D.D. Sakhare Co-ordinator 

3 Mr. N. W. Gharat Member 

Principal 
Manoharbhai Patel Arts, Commerce 

&Science College, Sadak Irjuni, 
Dist. Fondia, Pin Cede - 441807 



COLLS 
PATE 

4ouUt SADAK 
IUN 

Manoharbhai Patel College of Arts, Commerce & Science 
Sadak Arjuni, Dist. Gondia-441807 

COURSE PROPOSAL 

Name of The Course :a7akast a 
Course Co-Ordinator : D.D Sakhare ( Assistant Professor) 
Duration :10 January 2017 to 10 April 2017 

(2 day per week & 1 hour per day) 
Total Students 10 

Total Hours 24 

Principal Manoharbhai Patel Krts, Commerce &Science College, Sadak Irjuni, Dist. Gondia, Pin Cede - 441807 



coL ATR 

ADAK RJU 

Manoharbhai Patel College of Arts, Commerce & Science 

Sadak Arjuni, Dist. Gondia-441807 

Time table 

Year: 2019-2020 

(2 Days in week) 

Time:1 Hours 

Day 
Friday 

Saturday 

Time 
3.00-4.00 pm 
3.00-4.00 pm 

Sr. No. 

2 

Principal 
Manoharbhai Petal Arts, Commerce 
&Science College, Sadak Arjani, 
Dist. Gondia, Pia Code - 441807 



Manoharbhai Patel College of Arts, Commerce & Science 

Sadak Arjuni, Dist. Gondia-441807 

Add on Course in Marathi 

YEAR: 2016-2017 

Test Eramn 

SR NO. STUDENT NAME TEST (20) MARKS 

Punam Letndas Setdeve 18 

Tendeni Marind Ukey 14 

Gutee Abrehin Sheih 14 

ende Zu Narei 16 

Manoj Prema Gahane 12 

Gayri sukhdeo Tarone 14 

Puja Nadanlal Raut 16 

Swati premlal Wanjari 14 

Lokesh Ramkrushna Kuisunge 12 

10 Nitesh Mohan Wakhare 16 

incipal 

lanoharbbai Patol Arts, Comaerce 
Science College, Sadak Ljuni 
Dist. Condia, Pin Cede 41807 



Attendence MEP 

13/1/2017 14/1/2017| 20/1/2017 21/1/2017 3/2/2017 4/2/2017 10/2/2017 11/2/2017 17/2/2017 18/2/2017 24/2/2017 25/2/201 
SR. NO. STUDENT NAME 

P Punam Lehandas Satdeve 

Chandani Markand Uikey 
Gulbasa Abrahim Sheikh 

litendra Zitu Nareti 
Manoj Premlal Gahane 

P P 

D P 

6 Gaytri sukhdeo Tarone 

Puja Nadanlal Raut 

Swati premlal Wanjari 8 

A 
P P 

P 9 Lokesh Ramkrushna Kulsunge 

10 Nitesh Mohan Wakhare 

8/4/2017 

3/3/20174/3/2017 10/3/2017 11/3/2017 17/3/2017 18/3/2017 24/3/2017 25/3/2017 31/3/2017 1/4/2017 7/4/2017 

SR. NO. STUDENT NAME 

P Punam Lehandas Satdeve 

Chandani Markand Uikey 
Gulbasa Abrahim Sheikh 

Jitendra Zitu Nareti 

Manoj Premlal Gahane 

1 

P 

P 
Gaytri sukhdeo Tarone 

Puja Nadanlal Raut 

Swati premlal Wanjari 

A 

p P 
9 Lokesh Ramkrushna Kulsunge 

10 
Nitesh Mohan Wakhare 

Principal 
Manoharbhai Patel Arts, Commerce 
Science Colege, Sadalk Hrjun, 
Dist. Condia, rin Code - 441807 



COLL ATEC 

ADA 
Gondia Education Society's 

M. B. PATEL ARTS, COMMERCE & SCIENCE COLLEGE, SADAK ARJUNI 

CERTIFICATE 

student of This is certify that 

has participated in Add on course in Marathi Entitled aagifk HRTSEI ZIT 

organized by the Department of Marathi during academic year2016-2017 

Principal 
Manoharbhai Patel Arts, Cemmorce 
&Science Colege, Sadak f.jani, 
TConaia. Pig Cra 4i1801 
Principal Coordinator Head of the department 

LO8T p09 Ud 'eypuog jstq 



To, 

The Principal 

Manoharbhai Patel College of Arts, Commerce 
& Science College Sadak Arjuni, Dist- Gondia 

Sub: -Proposal for Certificate course in English 

Respected Sir, 
With reference to above subject, the department of English wishes to organize certificate course English from January 2016. The course duration is of 30 clock hours spread over 15 weeks (2 days per week) Course is specially designed for the UG students. Over 10 Students will participate in the course. A detailed proposal is enclosed herewith this letter. We request you to kindly sanction the permission to conduct the course. 

Tanking you. 

Yours Faithfully 

Prof. Ashwin M. Patil 
Head Dept. of English 

Principal 
Manoharbhai Patel Arts, Conmerce 

aience College, Salat Arjnai, 
.bOndia, ha bous 07 



MOPC Name of the Course Certificate Course in Communication Skills for 
Business 

Course Co-ordinator Prof. Ashwin M. Patil 

Duration 15 Weeks 

(Total 30 clock hours. 2 hours per week 

Eligibility Student can do this course simultaneously with 
under graduation and post-graduation) 

Fees Free of cost 

Intake Capacity 10 Students 

Objectives of Courses: 
1] To create awareness among U. G. Students about basic communication Skills. 2] To provide the knowledge skills for communication for Business. 
3] To provide them with some additional study material along with their curriculum of English. 

Prineipal 
Manoharbhai Patel Arts, Commerce 
&Science College, Sadak Arjuni, 
Dist. Gondia, Pin Code - 441807 



MBPC 
Gondia Education Society's 

Manoharbhai Patel College of Arts, Commerce and Science 

Department of English 

Certificate Course 

Communication Skills for Business 

The objective of the course is 

To develop self-confidence in managing the business 

To equip the students with correct and effective Communication Skills for successful 

Entrepreneurship (30 Hours) 
Unit 1: Language and Communication: 

Definition of Communication; Function an purpose of Communication; Process of 
Communication; Barriers of Effective Communication; Types of communication, Verbal communication, on-verbal communication; The Impact of Communication Performance on 

Unit 2: Oral Communication: 

Features, advantages and disadvantages, media; Public speaking- methods of speaking, guidelines for effective speech: Effective power point presentation- Interview Skills- Types, candidate's preparation for an Interview, staging and conducting an interview. 

Unit 3: Listening Skills: 

What is listening: Types of Listening; Barriers of Effective Listening; Strategies for Effective Listening, Semantic Markers; Listening to Complaints? 
Unit 4: Written Communication: 

Features, advantages and disadvantages, Media; Formats for writing- CV; writing Memos; Letters-principles, parts of a letter and layout, types order, complaint, enquiry, reply to 
enquiry, job application: Note Taking; Paraphrasing; Elements of writing; Business Letter 
Writing; Other Business Communications. 

Unit 5: Organizational Communication: 

Communication in organization, Types of communication, meetings, memos, circularsand 
notices, report writing, principles of proof reading. 

Principal 
Manoharbhai Patel Arts, Commerce 
&Science College, Sadak Arjuni, Dist. Gondia, Pin Code 441807 



viDPO 

Books Recommended: 

1. Essentials of Business Communication Skills - Dr. Mrs. Anjali Ghanekar-Everest publishing house. 
2. Communication Skills- Ghousia Khatoon & Kanini Dhurva- Himalaya Publishing 

House. 

3. Business Communication- R. C. Bhatia- Ane Books Pvt. Ltd. 
4. Managerial Communication- Urmila Rai & S. M. Rai- Himalaya Publishing House. 
5. Communication- C.S. Raydu- Himalaya Publishing House. 

Prncipal 
Manoharbhai Patel Arts, Commerce 
&Science College, Sadak Arjuni, 
Dist. Gondia, Pin Code 441807 



MBPC 
Gondia Education Society's 

Gr Manoharbhai Patel College of Arts, Commerce & Science, Sadak Arjuni 

Certificate Course: 2016-2017 

Notice 
Date:-30 July 2016 

All students of the college are here by inform that department of English of our college 

will running the certificate course in the session 2016-2017 from the date 01/08/2016. In 

reference to that students can contact to Prof. Ashwin M. Patil. 

PEIncipal 
Manoharbhai Patel Arts, Commerce 
&Science College, Sadak Arjuni, 
Dist. Gondia, Pin Code - 441807 
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