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Session 2014—15 o“\\?‘"f’fb

Class/ el : B.Com
Semester/HHICR : I/weoH -
Subject/ faux 4 Office Management and
4 Secretarial Practice
Title of Subject Group ; Office Practice and
' Communication
Max. Marks 3ffereH 31 : g5+15 CCE
Particulars/faaxor

Unit | Definition of Computer, Characteristics, Application of Computer, Types of
Computer, Generation of Computer. Types of Memory (Primary and secondary
memory with types and dirferences).

Unit 11 Introduction to Software, Definition types like system software, applications
software. Introduction to window operating system and its component — desktop.
Introduction to Internet uses email-id (creation on various sites features).

Unit III | Word processor, Introduction of different menus. Mail Merge, Table, Formatting
features, Introduction to different official and Bussiness letter with Typing.

Unit IV | Introduction of Page sat up, Introduction to MS EXCEL. (workbook.worksheet
and Table handling and chart features of MS Excel)

UnitV | Printers : Types of Printers, Instalation, changing ribbon and Cartridge..
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Session 2014—15 omwn sl

Class/ @&l : - B.Com

Semester/THEN . : [1/fg<ra

Subject/ fawg : Fraterg ey 9 afedr
REAT

Title of Subject Group : ERICINIER]

fawa wqg @I dvd

Max. Marks 3if&I@aH 3id ; 85+15 CCE

Particulars/fa@xor
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Session 2014—15 ©wwoa~dy

Class/ @& . B.Com

Semester/AHER : 11/fg<ra

Subject/ fawy ; Office Management and
Secretarial Practice

Title of Subject Group : English Shorthand

Max. Marks 2iferdeH b ; 85+15 CCE

Particulars/faaxor
Unit | Introduction- Origin of shorthand with particular emphasis on PITMAN

shorthand, definition and importance of stenography. Writing techniques and
Material.

Unit 11

Consonents — Definition, number forms, classes,size, Thinnes,thickness,directions
and joining strokes.

Unit I11

Vowels-Definition, number sounds, signs,places, position of outlines, intervening
vowels. Upward/downward strokes in stenography. Dipthongs-names, signs,
places.joined dipthings and triphones signs and application.

Unit IV

Grammalouges — Definition of grammalogues, an logogram, list of grammalogues,
punctuation signs, phraseography-definition of phrase, how a phrase is written,
qualities of good phrasecogram, list of samples phrases.

Unit V

Loops size, and direction, hooks-definition, various types of hooks and their
application. Circles-size and direction application in phraseography; attachment

s

with straight and curved strokes, exception to the use of circles.
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Session 2016—17

Class/ ®wen : B.Com
Semester/3HE : [/

Subject/ fawg

Office Management and
Secretarial Practice

.

Title of Subject Group : Office Practice and

Communication

Max. Marks affersad 3ih ; 85+15 CCE

Particulars/faa=or

Unit 1

MS Excel introduction of MS Excel,worksheet, cell inserting, data in row and
column alignment-column, cell,row,sorting data uses of formula. Introduction of

M.S. Power Point. MS Access.

Unit 1

Office work, Meaning office function, centralization vs decentralization, important
of office work, Modem Office: Principal Department of Modern Office.
Corresponding, filling, mailing, general office. '

Unit 111

Office Appliances and Machines A study of various types of commonly used
appliances-machines-duplicator, accounting machine, calculator, addressing
machine, punch card machine. Franking machine,weighing and folding machine,
sealing, dictaphone, cheque protector, cash register, coin sorter, time recorder and
other such machine. Photo copier Types of photocopier, working on photocopier,
scanner their operation,

Unit IV

Introduction to DTP, Importance of DTP Packages, Pagemaker, Introduction,
tools, venus, page set up, designing layout. Introduction to Computer importance
add new hardware and Software, Introduction to Network and lan setting.

Unit V

Introduction of Coral Draw. Creating page, Design page, creating invitation logo
and symbols.
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Session 2016—17

Class/ et : B.Com
Semester/dAAEY ; 1V /=gl
Subject/ fauy ’ ; Office Management and
Secretarial Practice
Title of Subject Group : English Shorthand
Max. Marks 3i1fera 3k : 85+15 CCE
Particulars/fdevo
Unit | Alternative form-additional signs for FR,VR,FL and VL etc. Intervening vowels,
circle or loop preceding initial hooks before straight strokes. N and F hooks and
loop to final hook. Straight strokes followed by NS and curved follows by NS etc.
Unit 11 The SHUN hook, the termination SHUN, shun hook medially. The aspirate-upward
H downward H. Tick H and Dot H. Upward and Downward R, Upward and
Downward L and SH.
Unit 111 | Compound consonants -Initial W,EH aspitated W etc. Yowel Indication. Halving
Principal ( Section I and II).
Unit IV | The doubleing principal, Diaphonic or two vowel signs. Medical semicirele.
Unit V Prefixes, Negative words. Suffixes and Termination. Contractions, Figures etc.
Proper names.
Practicals
1% Repeated practice of above, Taking dictation at the speed of 60
words per minutes and transcription of the same on computer.
2 Taking dictation from tape-recorder.
Taking dictation from different voice.
Recording class lectures in shorthand.
Books-
. Pitman Shorthand Instructor & Key : Issaac Pitman (wheeler Publishing)
Simple Shorthand with key . Dr. G.D. Bist (Vishisht Prakashean)
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Class/ et : B.Com

Semester/THER ; [V/agel

Subject/ fawg . FHRTAd Yag g ArdIg
gegfe

Title of Subject Group : fa=d) armegferdy

fowg g &1 Ms :

Max. Marks aif&rdeH 3k ; 8§5+15 CCE

Particulars/faavor
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Session 2016—17

Class/ e ; B.Com
Semester/THER ; V/4=H
Subject/ fawg : Office Management and

Title of Subject Group

Secretarial Practice
Office Practice and
Communication

Max. Marks 3if&repdH 37 : 83+15 CCE

Particulars/faa=or

Unit | Office Stationary :- Types of papers and envelopesr, control of consum-ption of
papers, ink, typewriter ribbons, carbon papers, pin clips, erasers, ect. Thereof stock
and stock record.

Unit 11 | Meaning,functions, concept of an organization, centralization of office services
principle department of modern office, correspondence, filling, mailing, general
office.

Unit 111 | Meeting :- Notice, Agenda, Physical facilities, quorum providing secretarial
assistance. Working knowledge of making use of information from different sources.

Unit IV | Making use of :- Telephone Directory, Post Office Guide, Railways Time Table,
Teleprinter, Telex, Facesmile Telegraphy.

Unit V Making travel arrangement :- Preparing Tour Programme, Railways and Air
Reservation.

Arrangement :- Booking of Hotel accommodation, filling of from for tour advances,
preparing T.A. Bills.

Books

1. Office Management : R.K. Elorpro (Himalaya)

2. Office Management : N. Kumar Mittal ( Anmol)

3. Office Organisationand Mantainance : S.P. Arora (Vikas)
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Class/ @t
Semester/IHAveN
Subject/ fawa

Title of Subject Group

Max. Marks 31fersad afd

Session 2016—17

B.Com

VI yeH

Office Management and
Secretarial Practice
English Shorthand and
Typing

85+15 CCE

Particulars/fagzvr

Unit | Medical Semicircle, Prefix Negative words, Suffix and termination. Contractions,
figures, proper name.

Unit I | Technique and transeription of Typewriter. Learning and practicing of Typewriter-
keyboard.

Unit 111 | Note-taking transcription and Essential vowels. Advanced phraseography, special
list of words.

Unit IV | Checking and proof reading transeription.

Unit V| Styles of Typing different kind of letters.
Typing of statement and tabulation.

OR
Computer Typing.
ooks

[ssaac Pitman (Wheeler Publishing)
Dr. G.D. Bist ( Vishisht Prakashan)
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1. Pitman Shorthand Instructor & Key
2. Simple Shorthand with key :
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Session 2014—15

Class/ el : B.Com
Semester/dAveR : V1/vsq
Subject/ faw : FraTey vdd g dRd
geg i
Title of Subject Group : EEARCINIEIE
Max. Marks 3Tersdd 37 ; 85+15 CCE
Particulars/fqazor
Unit | amerfery ¥ wreg ferg, arauryr qerm uyad 1 arat gadl &1 Hecd, SUAT el o] qRersT
Unitll | Feae e ol wew, Suuliiel U4 [eae e ad wwd are v ara weeeel o | ]
arrerffy ) 7T A AT HIA WY GrEEriRr |
Unit 111 | AF= ®raferat 3§ yga gid drell [aey qais] aerde o, o wes g, draare
(@erEwi— = fprn, Yed o, Ruen favm, ey faTrT)
UnitlV | e fear § a1 dra o, angfaf 3§ Sea1 9wl |
Unity | emspfais & &9 3 SRax §many, aqead danl vd wfaey 3 gAlfar |
ararfa

1. vreq gl o1 ST |

0. fa=d) art & amgfafd # foraAn |
3. fEace 60 @ /fA |

4 smgfafa @ = an # Srgarg |

VI Sem Job Training
Max. Marks.100

Probably work-site where on- the Job training May be organised.
Government Departments/Office.
Business Commercial Organization.

Hospitals.

;
2.
3. Industrial Establishment
4
5

. Educational-Institutions.
6. Railways, Airlines and other Transport Undertaking.
7. Banking and Insurances Organization.

8. Job-Work Centers. = /
9. State Assemblies. ) b
10. Readymade Garments. (\)\b\\




Itis hereby notified that examination programme for B.A. VI

Y. gy Awer oA DA e —2016
B. A. 6" Semester A T.K.T. Exam -2016
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Semester A.T.K.T. is scheduled as below:-
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| dafed Day, R el
27.09.16 SRS ol / wrgex vl e/ wnfag
l‘ Tuesday ) (Functipnal Hindi/Computer Application/ Psychology )
" 280916 | wefues /wepa wifvea /adia ot (®va /are) '
| W,?dn§§day, - En@ﬂSa_ngl«iMur_e/lndian Music (Vocﬂlnstrumental))
| 29.09.16 SN fasma /el / fasor wa Baean /e
j Thursday (Political Science/Home Science/Drawing & Painting/Dance)
300916 [spita /e e /ud - P
) Friday (Geography/Hindi Literature/Urdu)
011048 | TR eeatogy]
Saturday | | - _
03.10.16 ghoera - ]
Monday (History)
041016 | ordh WiRk<(English Literature] - ”%‘_g
Tuesday
051016  |e@oh wmr o =
| Wednesday English Language
061016 IR® T erger gwiter Satranh e R
i Tf“fi_jiﬂLi'dYW : _7 "HBa?.Tf:ifComputer Information Technology) J
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Encl. No. : Exam./S.E./2016/ '-?-oIL/
Copy Forwarded to:-
\_k Dean/ Principal, All concern college

2l

£l

Director College Development Council, DAV V.

Asstt. Registrar (Conf), I3.A.V_.V., Indore for information & necessary action.

3.
4. Dean. Student Welfare, D.A. V.V,
5. Incharge, Central Valuation Centre, D. AV V.
6. Control room D.A. V.V,
\F Incharge, IT Centre, Net D.A.V V.,
8. Incharge, Press, Davv, Indore
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