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Shri Petlad Education Trust Managed
Shri. R. K. Parikh arts and Science College, Petlad

Add-on Certificate Course

Course Title : Gujarati Correspondence

Coordinator : Dr. G. D. Chaudhari

Department : Gujarati

Duration : 30 Hour (Theory : 15 hrs., Prectical :15 hrs.)
Objectives:

1. Training for effective correspondence
2. Understand government correspondence
3. Preparation for competitive exams
Course Content:
-The meaning and importance of correspondence
-Letter types and features
-For correspondence functions
-The structure and structure of the letter
-Difference between letter writing and application writing
-Language readiness
-Format of different government departments and correspondence of Gujarat
-Training of letter writing and application writing
-Test of letter writing and application writing
Outcomes:

1. Effective correspondence in Gujarati and development of its linguistic style and
skills

2. A reference to job as well as career success
Reference Books: 1 Gujarati Bhasha kaushal ane lekhan kaushal — Dr. Yogendra Vyas

2 Vanijy part vyavahar — Dr. C.H. Gandhi



