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Rationale of the course: 

This is an intensive reading and writing course for student who are non-native speaker of 

English. It includes different branches writing and reading including skimming, scanning, 

previewing and making and describing table, bar and pie charts etc.  Focus on several different 

forms of writing with particular attention devoted to analysis and argument. Help to develop 

individual  intensive writing and reading skills ,revising and evaluation different ideas. Students 

learn to craft impactful arguments and creating writing and read any content impactfully. 

Course Objective: 

By the end of the course, students will learn to preview and analyze any text and describe it in 

more creative and different manner. 

Course Learning Outcomes: at the end of the course, the student will be able to- 

CLO 1 Demonstrate knowledge and 

understanding of basic ideas 

about different  rules of 

reading. 

Remember 

Understand 

CLO 2 Skim and scanning a text for 

general meaning and specific 

information. 

Understand 

Analyze 

CLO 3 Increase and writing speed. Apply 

CLO 4 Develop effective writing skill. Evaluate 

Course code: ENG-0231-1205 

Course title: Intermediate Reading and Writing 

Course Teacher: Soumen Acharjee 

Course type: Core course 

Credit Value: 3      Contact Hours: 34 Hours 

Total Marks: 150 



CLO 5 Create and defend a position 

using appropriate evidence. 

Create 

CLO 6 Re-write any text to evaluate 

its value 

Create   

 

PLOs/CLOs CLO1 CLO2 CLO3 CLO4 CLO5 CLO6 

PLO1  ✓ ✓ ✓   

PLO2 ✓ ✓ ✓ ✓ ✓  

PLO3   ✓    

PLO4      ✓ 

PLO5      ✓ 

PLO6     ✓ ✓ 

PLO7  ✓ ✓  ✓ ✓ 

PLO8  ✓ ✓    

PLO9     ✓  

PLO10   ✓    

PLO 11 ✓ ✓ ✓  ✓ ✓ 

PLO 12    ✓ ✓ ✓ 

1. Topics to be covered/ Content of the course- 

Time 

Frame 

Topics Topic 

Details 

Teaching 

Strategies 

Assessment 

Strategy 

Alignment 

to CLO 

Week 

1 

Reading  Basic 

concept 

 Reading 

Activities 

 Introductory 

Lecture 

 Interactive 

demonstrati

on  

 Showing 

PPT 

 Class 

attendance 

 Class 

performance 

 Presentation 

CLO 1, 2 

and 4 



Week 

2 

 

Comprehensio

n 

 

 

 

 

 

1.True/ False 

2.MCQ 

3.Question 

Writing 

 

 Lecture with 

multimedia 

presentation 

 Interactive 

discussion 

 

 

 Class 

attendance 

 Class 

performance 

 Group 

discussion 

CLO1 and 

3 

 

Week 

3 

 

Comprehensio

n 

 

 

 

 

 

 

Summarizing 

Paraphrasing 

Making 

Sentence   

 

 Lecture with 

PPT and 

Demostratio

n 

 Class 

attendance 

 Class 

performance 

 Group 

discussion 

CLO 1, 2 

and 4 

Week 

4 

Proof Reading 

and Error 

Correcting 

 

 

Spelling 

mistakes 

Punctuation 

errors (e.g., 

commas, 

periods, 

apostrophes) 

Grammatical 

errors (e.g., 

subject-verb 

agreement, 

pronoun use) 

 

 Lecture with 

multimedia 

presentation 

 Practical 

Demonstrati

on 

 Class 

attendance 

 Class 

performance 

 Mid exam 

CLO 2 &3 

Week 

5 

Test on 

Comprehensio

n 

  Understand 

the main idea 

of a passage.  

  Identify 

supporting 

details.  

  Make 

inferences.  

  Analyze the 

author's 

purpose and 

tone. 

Question Paper  Class 

attendance 

 Class 

performance 

 Mid exam 

 

CLO 2 

CLO 3 



Week 

6 

Basic Concept 

of Writing 

 Definition 

 Types 

 Writing 

Activities 

 

 Pictorial 

presentation 

 Lecture with 

multimedia 

presentation 

 Practical 

Demonstrati

on 

 Class 

attendance 

 Class 

performance 

 Group 

discussion 

CLO 5 

CLO 4 

Week 

7 

Basic 

Grammar 

and 

Syntax 

Review 

1.Tenses,  

2.Subject-verb 

agreement, and 

3.Punctuation. 

4.Common 

sentence 

structures and 

errors. 

 Lecture with 

Multimedia 

presentation 

 Interactive 

demonstrati

on 

 Class 

attendance 

 Class 

performance 

 Mid exam 

 Assignment 

CLO 4 

CLO 5 

Week   

8 

Vocabulary 

Development 

1.Word roots, 

prefixes, and 

suffixes. 

2.Academic 

vocabulary 

building. 

3.Synonyms, 

antonyms, and 

context clues. 

4.Collocations 

and idiomatic 

expressions 

 Lecture 

 PPT 

 Class 

attendance 

 Class 

performance 

 Mid exam 

 Assignment 

CLO 5 

CLO  

6 

Week 

9 

Composition  Definition 

 How to 

write 

 Structure 

 Content 

 Lecture 

 Interactive 

demonstrati

on 

 PPT 

 Class 

attendance 

 Class 

performance 

 Final exam 

CLO 2 

CLO 3 



Week 

10 

Argument 

Writing  

 Definition 

 How to 

write 

 Lecture 

with 

multimedia 

presentatio

n 

 Interactive 

demonstrati

on 

 Class 

attendance 

 Class 

performance 

 Final exam 

CLO 2 

CLO 5 

Week 

11 

Test on 

Writing 

1.Creativity  

2.Clarity  

3.Organization 

4.Spelling and 

grammar  

 Question 

Paper 

 Class 

attendance 

 Class 

performance 

 Exam 

CLO 5 

CLO 4 

Week 

12 

Graph and 

table 

 Steps of 

writing it 

 What not 

to include. 

 Practical 

writing 

 Lecture 

with 

demonstrati

on 

 Interactive 

demonstrati

on 

 Class 

attendance 

 Class 

performance 

 Final exam 

 Presentation 

CLO 2 

CLO 5 

Week 

13 

 

Linkers and 

Connectors 

 Types 

 Rules for 

using 

Connectors 

 Lecture with 

Multimedia 

presentation 

 Discussion 

 Class 

attendance 

 Class 

performance 

 Final exam 

 Assignment 

CLO 2-3 

 Week 

14 

 

Taking Notes 
 How to 

write  

 What to 

include 

 What not to 

include 

 

 Lecture with 

Multimedia 

presentation 

 Discussion 

 Showing 

textual 

example 

 Class 

attendance 

 Class 

performance 

 Final exam 

 

CLO 4&5 

Week 

15 

Professional 

Letters 

 

 Types 

 How to 

write 

 What to 

include 

 

 Lecture with 

Multimedia 

presentation 

 Discussion 

Showing textual 

example 

 Class 

attendance 

 Class 

performance 

 Final exam 

 

CLO 4 &5 



Week 

16 

 

Common 

Mistake in 

Academic 

Writing 

 Discuss the 

key 

elements of 

the course 

 Lecture with 

Multimedia 

presentation 

 Discussion 

 Class 

attendance 

 Class 

performance 

 Final exam 

 

CLO 2 

CLO 3 

 

Week 

17 

Revision and 

Problem 

solving 

 Answer all 

the course 

relater 

questions 

 To have 

expertise in 

every topic 

 To solve 

their doubt. 

 Class 

attendance 

 Class 

performance 

 Final exam 

CLO 3 

CLO 5 

 

5. ASSESSMENT PATTERN   

Assignment/ Presentation:  

The topic or case studies will be given as assignment during the class which they have to 

prepare at home and will submit on or before the due date. No late submission of 

assignments will be accepted. Students will have to do the presentation on the given topic.  

Quizzes: 

One Quiz Test will be taken during the semester, this test will be taken after midterm. No 

makeup quiz test will be taken. Students are strongly recommended not to miss that test. 

 

Viva-Voce: 

At the end of the semester, the students must appear before a board of faculty from their 

course, who will assess them on topics they have covered. The department may invite 

external faculty to assess the students. 

 

ASSESSMENT PATTERN 

Total Marks 

Per Credit 50 Marks 

3 Credits Course 150 Marks 

2 Credits Course 100 Marks 

CIE   60% 

SEE  40% 

 



CIE- Continuous Internal Evaluation (90 Marks-60%) 

Bloom’s Category 

Marks (out of 45) 

Tests 

(45) 

Assignments 

(15) 

Quizzes 

(10) 

External Participation in 

Curricular/Co-Curricular 

Activities (20) 

Remember 5          05       Attendance : 10 
       Viva-Voce : 10 
 

       

Understand 10       05 05 

Apply 05 10  

Analyze 10   

Evaluate 05   

Create 10   

 

SEE- Semester End Examination (60 Marks-40%) 

Bloom’s Category Tests 

Remember 10 

Understand 5 

Apply 10 

Analyze 10 

Evaluate 5 

Create 20 

      

 

 

 

 

 

 

 



CIE- Continuous Internal Evaluation (45 Marks) (It should be 50) 

Bloom’s Category  Tests  
Assignments/ 

Presentation  

Quizz 

  es    External Participation in  

Marks (out of 50)  

  

  

(25)  

    

    

(10)  

  

  

  (05)    

       

       

Curricular/Co-Curricular  

Activities (10)  

    

Remember  

  

    

    

  

  

  05    

       

    

    

Understand      05             

Apply  05          5 

Analyze  05               

Evaluate  05                

Create   10   05             

  

SMEE- Semester Mid & End Examination (105 Marks) (It should be 50)      

           

Bloom’s Category    Test 

Remember    10 

Understand    20 

Apply    20 

Analyze    20 

Evaluate    10 

Create    25 

  

  \ 

 

 

 

  



1. Recommended Readings : 

 Friends Language (Grammar, Reading Comprehension Writing Composition)  

by Professor Dr. Johirul Haque ,  Dr. Binoy Barman ,  Professor Md Ataul Haque (Editor) ,  Professor S M Amanullah 
(Editor) 

 

English for Professional and Academic Purposes 
edited by Miguel F. Ruiz-Garrido, Juan Carlos Palmer, Inmaculada Fortanet-Gómez 

 From Paragraph to Essay 

by Maurice Imhoof ,  Herman Hudson 

 

 

 

 

 

 

 

 

 

https://www.rokomari.com/book/author/11550
https://www.rokomari.com/book/author/41644
https://www.rokomari.com/book/author/17466
https://www.rokomari.com/book/author/17468
https://www.rokomari.com/book/author/17468
https://www.rokomari.com/book/author/27351
https://www.rokomari.com/book/author/27350


            SLIDE NUMBER: 1-12 

  

 

 

 

 

                

               WEEK-1 



 



 



 

 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 13-23 

  

 

 

 

 

                

               WEEK-2 



 

 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 24-35 

  

 

 

 

 

                

               WEEK-3 



 



 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 36-48 

  

 

 

 

 

                

               WEEK-4 



 

 



 



 



 



 



 



 



 



 



 



 



 



            TEST ON COMPREHENSION 

  

 

 

 

 

                

               WEEK-5 



            SLIDE NUMBER: 49-70 

  

 

 

 

 

                

               WEEK-6 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 



 



 



            SLIDE NUMBER: 71-92 

  

 

 

 

 

                

               WEEK-7 



 

 



 



 



 



 



 



 



 



 



 



 



 

 



 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 93-104 

  

 

 

 

 

                

               WEEK-8 



 



 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 105-116 

  

 

 

 

 

                

               WEEK-9 



 

 



 



 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 117-128 

  

 

 

 

 

                

               WEEK-10 



 

 



 



 



 



 



 



 



 



 



 



 



 



            TEST ON CREATIVE WRITING 

  

 

 

 

 

                

               WEEK-11 



            SLIDE NUMBER: 129-138 

  

 

 

 

 

                

               WEEK-12 



 

 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 139-154 

  

 

 

 

 

                

               WEEK-13 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 155-166 

  

 

 

 

 

                

               WEEK-14 



 

 

 



 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 167-176 

  

 

 

 

 

                

               WEEK-15 



HOW TO WRITE PROFESSIONAL LETTER? 

 



WHAT IS A PROFESSIONAL LETTER? 

 
 Definition: 

A formal written communication used in 

business or professional settings to convey 

information, make requests, or establish 

relationships. 

 Purpose: 

 Communicate effectively and professionally. 

 Maintain a formal tone and structure. 

 

 Common Types: 

 Cover letters 

 Business inquiries 

 Resignation letters 

 Recommendation letters 

 



KEY FEATURES OF A PROFESSIONAL LETTER 

 Formal Tone and Language: Avoid slang and casual 

expressions. 

 

 Structured Format: Organized into clear sections. 

 

 Conciseness: Clear and to the point. 

 

 Relevance: Focus on the subject matter. 

 

 Proper Salutations and Closures:  

              Appropriate greetings and sign-offs. 



BASIC STRUCTURE OF A PROFESSIONAL LETTER 

 
 Header: 

 Sender's name and address. 

 Date. 

 Recipient's name and address. 

 Salutation: Formal greeting  

   (e.g., "Dear Mr./Ms. [Last Name]"). 

 Body: 

 Introduction: Purpose of the letter. 

 Main Content: Details and supporting points. 

 Conclusion: Summary and next steps. 

 Closing: 

 Sign-off (e.g., "Sincerely," "Best regards"). 

 Signature and printed name. 

 





COVER LETTER ESSENTIALS 

 
 Purpose: Highlight qualifications and express interest in 

a job. 

 Key Sections: 

 Introduction: Mention the position and source of the job posting. 

 Body: Explain your qualifications and fit for the role. 

 Closing: Express enthusiasm and request an interview. 

 



BUSINESS LETTER ESSENTIALS 

 

 Purpose: Professional communication between 

companies or individuals. 

 Examples: 

 Proposals 

 Requests for information 

 Thank-you letters 

 Key Features:  

 Formal tone. 

 Clear subject line or reference. 

 Actionable closing  

    (e.g., requesting a reply). 

 



MISTAKES TO AVOID IN PROFESSIONAL LETTERS 

 
 Informality:  

                Avoid casual language or emojis. 

 Overloading:  

                Do not include irrelevant details. 

 Negativity:  

                Use constructive language, even when addressing 

                 problems. 

 Lack of Personalization:  

                 Avoid generic templates without customization. 

 Errors:  

                 Spelling or grammar mistakes can damage  

                 credibility. 

 



SAMPLES 



            SLIDE NUMBER: 177-188 

  

 

 

 

 

                

               WEEK-16 



 



 



 



 



 



 



 



 



 



 



 



            SLIDE NUMBER: 189-198 

  

 

 

 

 

                

               WEEK-17 



 

Soumen 
Acharjee 

 



 



 



 



 



 



 



 



 


