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Action Taken Report

Name of the Department : Department of Languages
Name of the Course : Business English Certification Course

(30 Hours)
Name of the Course Incharge : Dr. Q.N. Shaikh
Date of Commencement : 27-02-2023

Duration of Course : 30 Hours

Number of Participants:

Sr. No Students Students Total
(Boys) (Girls) ____participants
01 04 ' 09 13
1
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Dayanand College of Commerce. Latur

.
Academic Year 2022-23

Department of Languages
Business English Certification Course (30HTS)

Action Taken Report

As per the instructions received from IQAC, Business English Certification
Course (30Hrs) was started through Department of Languages from 27 February.
2023 to 12 April. 2023 for B.Com/BBA/BCA Ty and M.com students. The aim of
this course was to enhance oral and written language skills among learners in a

business context: of reading. listening, speech and writing.

Notices were issued to students from time to time regarding registration for
course, date of commencement of course, time table, syllabus etc. Registration
process was started in the month of February where 13 students registered: out of

which. there were 04 boys and 09 girls students.

The syllabus was framed by English faculty and was approved from
Dayanand Education Society. Dr. Q.N. Shaikh has taught the syllabus to students.

Total 30 lectures were conducted during 27 February, 2023 to 12 April. 2023 and

I'1 students were benefited through this course. Daily attendance of students was
maintained. At the end of the course, cemﬂcates were distributed to students on the
basis of their attendance and performance in class tests, practical activities and

final exam,



Dayanand College of Commerce, Latur
Department of English

4

usiness English Certification Course

The Business English Certification course is designed to prepare students o
usc English in a present or future work situation. Students will develop speaking as
well as writing skills with a focus on business contexts and environments. and they
will learn vocabulary that is used regularly in the business world. This course will
help students to write letters, emails, and notices and to make ecffective
presentation in Business.

The aim of this course is to enhance oral and written language skills among
learners 1n a business context: of reading, listening, speech and writing. Students’
progress will be examined through assignments, class tests during the course. Final
exam will be conducted at the end of the course. Certificates will be issued on the

basis of their performance in the final exam.

Learning Qutcomes:

By the end of the course, the learners will be able to:

* Develop basic soft skills to deal with people in business situations.
* Improve English speaking ability in business.

Make cffective presentation in business world.

Write letters, emails, notices effectively.

* Expand vocabulary related to general business situations.

Develop confidence to deal with people and b

asIC 1ssues in the business

world,




SYLLABUS

I
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I
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[ Other

I Activities

durmg the

Course

each lecture)

Guest Lectures: Ol

No. of Assignments: 02
No. of Class Test: 02

Final Exam (afier completion of syllabus)

Unit Niwin i [Subopies
et e st e SR : e S
Greetings & Formal & Informal (mumu Useful E \pu\\wn\_ to n\pnnd 04
l [ntroductions | to Greetings, Useful expressions for Introductions, Greeting I
and Introduction dialogues
2 | Making | Techniques of Effective Presentation, Analysis of good | 04
Presentation prcscnlnlinn. Analysis of bad Presentation i
e Soft Skills Teamwork, C Ummunlcatlon Critical Thinking, Fle \|h|h(\ JF(T\ FEt e
3 required m Problem Solving, Time Management, Persuasion, Contlict
Business Resolution |
N S S S STV eistss; [ SR, Sy S S + e
¢ Business Letters: , 07
Format and Style of Business Letters, Types of Business |
Letters
4 Writing Skills o Email Writing: 1
Formal and Informal Email, Email Etiquettes, Format of |
Email, Rules for Email Writing |
e Notice Writing:
Company Notices, Essential elements of Notice. :
Interviewing | Appearing for Interview (before, during and after Interview), os
5 Skills Conducting Interview, Analysis of Good Interview, Analysis E
of bad Interview
oo - T T TTTI7300 comumon verbs used in daily hife. (10 verbs in ___(_},_(_: et . =l

Dr. Q.N. Shaikh



F/Notice/Notice-2022/English notice

111111

Date : 31.01. 2023

Department of English

NOTICE

All B.Com, BCA, BBA & B.Voc Third Year students are
hereby informed that English Department is starting Business
English Certification Course (30 Hours). Interested students kindly
enroll their names to Dr. Q.N. Shaikh on or betore 08.02.2023 by

filling registration form and fees of Rs. 300/-.

Note:-
1. Capacity of the class is only 40.
7 (Certificates will be provided after successful completion of the

course.

™
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Dayanand College of Commerce, Latur

Business English Certification Course (30 Hrs)

' Sr. No List of registered students for the course|  Gender
0l. Sayyed Mo. Kaif Arif M

02. Patil Akash Dhanraj M

03. Kale Vaibhavi Mallesh F

04. Deshmukh Sujata Shridhar F

05. Gaikwad Siddharth Satish M

06. Shinde Gitanjali Pandurang F

[

IF

F

F

F

07. Arya Ankita Satyaprakash
08. Gadde Ankita Siddheshwar
09. Potdar Shruti Sudhir

10. Dhormare Ashwini Rajkumar
11. Valse Nikita Nagnath
12. Shaikh Harsh Balan M
I Rathode Bhagyashri F
CD% ' Q&éﬁ&/ Al
Course Incharge | : ogrdinator I’/rmcipal >

__(/
ey I/C. Principal
lrance (‘Q’bannand Cottege of Commerge

rCommerce, Latur fhikers e

Im\i* el O
nemal y
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Dayanand College of Commerce, Latur

Department of English

Business English Certification Course (30hrs)-2022-23)

For B.com, BBA, BCA & B.Voc Third Year Students

Registration Form

Name of the Student __@gihg;&@jhgﬂﬁg.sbﬁi Ram)ishar

Class: B.Yoc § N
Division: A’

Roll No: BU Ny
Gender: female

Email:_yaralishanyathede3421@ groai] - comn
Mob/Whatsapp no: 292196 2.C6) ‘

T

Permanent Address: A7 . Sonﬂnuf Y'C;,N”ar)\?e/
Dist - laduy P - 241352

Declaration:

I hereby declare that the above information is true to the best of

my knowledge and belief.
.7 UC} \-Q’/)\f
ot

" Student’s Signature



Department of English
Business English Certification Course (30hrs)-2022-

For B.com, BBA, BCA & B.Voc Third Year Students

Registration Form

Name of the Student Sayyed mo. haif Asif
Class:_Q(A s+

Division: 'A'

Roll No: 991 ¢7

Gender: w™a\e

Email: Sanvad Kt {5169 l@ﬂmoﬂv (orm

Mob/Whatsapp no: 2309 s 3¢ 21

Permanent Address: 5%:\/3&.@0 NP

K %aclgocm yoad  latuy.

Declaration:

I hereby declare that the above information is true to the best of
my knowledge and belief,
%

Student’s Signature

& )
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DAYANAND COLLEGE OF COMMERCE, LATUR

BRI

We build excellent careers
WEe OU G et e

Date : 25.02.2023

NOTICE

All Students are hereby informed that Business

English Certification Course (30 Hrs.) classes are
commencing from 27.02.2023 (Monday) at 09.10 Am In
Hall no. 23 (Commerce Building).

I/c P\llkr\}c% I

Incharge a

(Dr. Q.N. Shailh) (Dr. R.S. Paw;

Dayanand College of Commerce
LATUR.
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DAYANAND COLLEGE OF COMMERCE, LATUR

We build excellent careers

NOTICE

Business English Certification Course

All Students are hereby informed that their class
test (I) will be conducted on 14.03.2023 (tomorrow) at
09.10 Am in Hall no. 22 (Commerce Building).

Note :- Attendance of all students is mandatory.

Cl{)// A {?
Incharge I/e 14;1(&&[%[
(Dr. Q.N. Shaikh) Ug)r. RS Pawa )

Bvarang Collegs or Conr
LAT! g o
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Latur Maharashtra India 2
Off, Barshi Rd, Prakash Nagar, Latur,

Maharashtra 413512, India

Lat 18.401228°

Long 76.558383°

14/03/23 09:41 AM GMT +05:30
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Latur Maharashtra, India

Off, Barshi Rd, Prakash Nagar, Latur, Maharashtra
413512, India

(at 18.401238°

Long 76.558442°

12103123 12:20 PM GMT +05:30
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£ GPS Map Cameras

Latur, Maharashtra India

Off, Barshj R, Prakash Nagar, Later, Mah wprashird
213512, tngia
it 18 2017350

Long 76 558242¢

odc 12.-04-2.02.3

2
K GPS Map Comera

Latur, Maharashtra, India

Off, Barshi Rd, Prakash Nagar, Latur, Maharashtra
413512, India

tat 18.401238°

Long 76.558442°

(ﬂ 12/04/23 12:21 PM GMT +05:30

; & GPS Map Camera

4 Latur, Maharashtra, India
"' § Off, Barshi Rd, Prakash Nagar, Latur, Maharashira
473512, india
. Lst 18.401238"
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® ANSWER BOOK @
HOME EXAMINATION 202

Subject Bucppneas

Snale

Date 1\ / & /2022, No. of Supplement Tied

- 202
Test _ /First Term/Second Term Exam.

Name _KO\€  \JCR\naw  Mownesh  class @ NOC- T Divi._f  RollN

Q.1

Q.2

Q.3

Q.4

Q5

Q.6

Q7| Q8| Q9

Q.10

Grand Total

pECCOD-

Sign. of Invigilator __————

Sign. of Examiner

s e
e

/U\ Ludene 55

il

F\\\ _ OO M CAN

o

\ —

OG0 50
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HOME
Test

Q.5

Q.4

Q.6

ANSWeR BoOK

XA MINATION 20272~ 20224

A, Firsy Term/Second Term Exam.
o Ln\nl\llgl QLAA&ALCLLE\% Class ?}/C Qm"J Divi.

Date: |2 /0
Suly ipct ‘&l‘l“i’q/ t‘ ,2020.) No. of sUpplament Tied
4 T

P _RoliNo pECC 83>3

Sign, of Invigilator ———="

Q7

Q.8 Q9 Q10

yaminer
Grand Total | S9N of Exami
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Dayanand College of Commerce, Latur

Business English Certification Course (30 Hrs)

Final Test

Attendance Sheet Date: 12.04.
I!i Sr. N \ Seat No. \ Name of Student | Class
\ 0l. \ BECCO1 \ Sayyed Mo. Kail Arif B(h Sy
102. BECC02 | Patil Akash Dhanraj T g
(oM L
\‘\ 03 \ BECCO03 \ Kale Vaibhavi Mallesh R |
R \ \ avi Malle B AJaC Ry £ B
04 \ BECC04 \ Deshmukh Sujata Shridhar i TR
% T 1B veC TV | Swakd
.‘Tos | BECCOS \Gaikwad Siddharth Satish o TY, | oo r
1 ) o i (A )
(06. 1‘ BECCO06 \ Shinde Gitanjali Pandurang | &com(Ty) 0y ’fﬁﬁf
P . P
| 07. \l BECCO07 Arya Ankita Satyaprakash B.ComT~| (Rt
| 08. \ BECC08 | Gadde Ankita Siddheshwar gy g0 8Y | A0
09, \ BECC09 Potdar Shruti Sgdhir | Bwee T et
Fo. \ BECC10 Dhormare Ashw iEi Rajk—l.il_nizﬂ\r —AR— |—nan—
L \ BECC11 Valse Nikita Nag@_ul T e
12. | BECCI2 | Shaikh HarshBalan BCH SY | Geih
1 I}
B BECCI3 | Rathode Bhagyashri Rov? 'f\ﬁ"f 8. yec ¢ %}Q\cﬁa%‘%’l),
() dd,[/ LC/},//
Course Incharge  Principal”
A Y ~ ]

‘ e - M |
‘:':”‘tV‘:‘. - 3 v : AVl

> ze of Commerce
LATUR
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