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B.Com. — Office Management & Stenography

Course Structure & Scheme of Examination

Group Paper Name Theory marks | Internal )
Assessment
Marks
i 40 10
Accounting I 40 10
| 40 10
i 40 10
Management
! Basics of Computer 40 1 10
Office H Basic of Stenography 40 ‘ 10 N
Management
Practical 50 n
l 40 | 10
Accounting It 40 T B lx)uj B
I 40 ; 10 ‘
Management 1l ‘ 40 ' 0 _1
| Office Management 40 10
Office | — Stenography with 40 10
Management Computer
Practical 50 _
B ! 40 10
Accounting ] 40 10
| 40 10
Management il ’ 40 10
Office ] Secretarial Practice 40 10
Management il Advance Stenography 40 10
with Computer
Practical 50

Note: Papers of Accounting and Management groups will be taken from the syllabus of

B.Com. (as approved by Central Board of Studies for B.Com.).
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Title of Subject Group Office Management and Stenography

fawg wgE @1 M Frafera yde gd smgfafd

Title of Paper | Basics of Computer

Ue U3 @l Mub PPN B Heqd Fagrd

Max. Marks Theory Internal Assessment
rfSrpan afd Jgifas IR HeuTH
50 40 10

Unit-T  Introduction of computer, history, generation, advantages,

limitations, appllcatlon type of computer.
s‘afls‘—1ao—u21€‘\!muﬁaas’f%1—sw | T, T, SR B IFUANT,

Unit-II | Computer memory, main components of computer, hardware and

software, computer languages.
$BR — 2 | FYR AR, FFYCR B PR Tk, SRR, FHCIIR, HFYex AN |

Unit-TIl | Introduction to window xp, parts of window- desktop, icons,
taskbar, changing screensaver and background.

18 — 3 | fiereT vaad uRay, fdSal & WIT—Swhe, 3fgdlH, TRGAR, T Hav e,
IR dHUTIS

Unit-IV | Paper types, size and uses of different types of paper, Word pad-
meaning, features, create document, open print, save, edit. Care and

upkeep of computer.
SBE — 4 | TR D UPR, INHR, AR TPR & TR & SN, a8 e, a1, fayag, sore

AT, et i B, GRS a1, FINfia R, FRGER B @I U
TR |

Unit-V | Methods of counting of computer speed. Figures- Arabic and
roman, meaning of foot notes, paragraph setting, alignment setting,
numbering, line display-vertical and horizontal, border types.
SPIE — 5 | BRYEX T VAT bR B (A, 37 NG TG A, BEAey B 3, A
Jfew, v AT, diaxer, g wd, 4fas wd SwiR a8 @ bR
Suggested 1- Pragya Computer Course, Gourav Sharma

Readings

2. Computer today Galgotia publication Sk Bansandra
3. Information Technology by Sumit Kumar
4. Information Iechlplo/y by Nitin K Nayak Kamal Prakashan
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fpr (@)

Title of Subject Group Office Management and Stenography

fava wE @1 MNe Praferd wEy= ud qrgferd .
Title of Paper 11 Basics of Stenography
fgha e vz &1 e amgfaft & enm Rgra
Max. Marks Theory Internal Assessment
ifdree 3 gifos SIRD FeRITDH .
50 40 j 10
Unit -1 Shorthand — History, importance, writing techniques and materials,
types of shorthand
Consonants - Definition, number, sizes form, classes, thinness,

thickness, directions and joining strokes.

Vowels - Definition, number, sign, places, positions of outlines,
intervening vowels.

Introduction of upward and downward strokes in stenography.

IBlR — 1| YA, e, A8, JEg=dHa AR Aol Agfordl & TR

RIGTH—IRATT, HET, AR, 7Y, Tebl, Mal, fwm iR [ar @i’y Bl e |
TR--ARATYT, HXET, Adhd, U, ol JER @ Ry a1 A @ e H WR @
IR

megrferdt # STl T ST @ kT BT IR

Unit-1l | Phraeseography- Definition of phrase, how a phrase is written, qualities
of a good phraseogram, list simple phrase.

Grammalogue- Definition of grammalogue and logogram, list of
grammalogue and logogram, importance of grammalogue in
stenography, simple contraction.

$HE — 2 | ATEATI—TRETYT, foRE™ T TNIDBT, T AT & 0T ARG arerare] ol Gl
THANT—TTHATT T 0T U9 Y gRamer, e, smmggford! 3 umHaiT &1 wed,
AR Teq e |

Unit-lIl | Dipthongs- Definition, name, signs, place, joined dipthongs and
triphones. Use of plural in stenography, punctuation marks in
stenography, noun and pronoun. List of pronoun and noun words.
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$H1E — 3| gHMG HFA-URIIYT, M, Hahd, WH, fZeafie Amn vd Srafre amni @
Sre, Rpferdt ®§ sgaas &1 an, ongyford # faRm s, s ©d wdwmH WS
Td [ WET Y A |

Unit-IV | Circle- types, principles, uses, sizes, direction in phraseography,
attachment with straight and curve strokes, exception to the use of the
circle uses and rules of aspirate H.

gBIE — 4 | g-UPR, RHGrd, SUAN, MHR, Qo vad aree 3 gar, ¥RA UG 9% @l
JERT & Sire], 9 gd & SUANT & Iyudlg, TERe T

Unit-V | L oops — types, principles of its uses, sizes, direction, application in
phraseography, attachment with straight and curved strokes, exception
to the use of the loops.

3PS — 5| A-UPR MG, SN, MHR, fAu Ud avaren H SUAFl, AR ¢ 9 @l
R BT ST, A9 & I & AUdTS

Suggested 1- Hindi Shorthand, Rishilal Agrawal.
Readings 2- Pitman English- shorthand- Pitman.
3- New Era- English- Pitman
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B.Com First Year
Basics of Stenography and Computer
Max Marks- 50

PRACTICAL & VIVA YVOCE
Computer Typing test- Marks - 20
Passage/letter about 250 (Hindi), 300 (English) words.
Shorthand test Marks 20

Passage of 250 words to be dictated at the rate of 50 w.p.m. for 5
Min transcription either on by hand or computer. Total time for
transcription shall one hour.

Viva Voce- 10

Methods of marking
One mark shall be deducted for every four mistakes. Mistakes of
all types omissions, spelling, punctuation etc.

N HH—yud a9
Ui S
HRYeX Td AYfordy & MR
AfHAH A’H—-50
HTYe} TIPAT e " 20
250 3reg f2=4] U9 300 3NN BT HeX TIgd bRl 81T |
amgIfeifd S 20

250 W HT TENE 50 R gf fAfie @ e ¥ 5 Mfe § f$ace & g |
HFYeR W 1 BT ¥ foQ=1 wiNT faRor & {0 U ae &1 99g feur S |

HifRge ulet, 10

SimorT faft—
URAE GR TAGAl B o8 U fd HIel ST | g8 Tefaar wfenr, favm fows
vd ge §J vEl W Bl |
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Title of Subject Group Office Management and Stenography

fava agg &1 Niw FrteT ydeH vd gy

Title of Paper | Office Management

Y yed uF &1 s 5

EARIC DAL

‘Max. Marks Theory Internal Assessment

st i dgifaw 3rfaRe qearm

50 40 10

Unit -1 Management- concept, nature, and importance, office- meaning,
functions, importance, centralization Vs decentralization of office
services, office organization, principles, department of modern office.

BlR — 1 | FSRI—-IITRYT, UFH(Q Td A8, Hraterd a1, &l #gad, praterdi= Gaid &
SHIYDHRY] gAM [ 1HRv1, Brafas e, g, smgfie smatag & v

Unit-II | Mailing department— meaning, works, centralization Vs decentralization
of mailing services, machines and equipment of mailing department.
Handling of mail-

. Inward mail- receiving, sorting, opening, recording, marking,
distributing of mail.

2. Outward mail- drafting, typing, preparation of envelops, sorting,
scaling, weighting, stamping of outward mail, entering in letter
sent book or peon book, meaning of parcel service.

PR — 2 | S fArT— 1f, B, STHHAR B Hraadol a W Aeie, S T #
AT fHT S el SUSROT Td 7 |
ST HATeA—

1. 3 drell SH-—UIfd Ble1, @i, RaTte &, [&afFed &, Sid faavo

2. WM dTell SH-A[E] IR HIA], TIGY &3], [ABHI FH IR, Ble,
W a9 HAL, T aTed I WX ffdbe amen, g3 A4S arell gRise
7 U gRA®ST W 3ifdFd w1, 9 Jar B e

Unit-T | Meaning, importance, types e letter, types and parts ot thg official
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letter, business letter parts and types, semi ofticial letter.

TPlE — 3

g3l &1 3} HEE 9 PR, WXHRI UAl BT UBR 9 9N, ARG TS B YPR G
WA, eferassy o

Unit-IV | Filing- meaning, importance, types, essentials element of a good filing
system, centralized Vs decentralized filing system, filing equipments.
Indexing- meaning, importance, types, essentials, elements of good
indexing system, indexing equipment. i
TPE — 4| TGRU—3R], AE@ UGR, IH WIgd ARAT b A, ARNBIOT AT F
BHUIIBROT G fABHIHRO, TRNBROT SUHRT
SrIHAMIDT 31ef, Hecd UPTR, A TIHANRTDT UG(d & I, SJhAfIIBT JUBRT
Unit-V | Modern office machine- A study of various types of commonly used
appliances and machines- duplicator, accounting machine, calculator,
addressing machines, coin sorter, time recorder, dicta machine, cheque
protector, cash register, fax machine, scanner.
3PS — 5 | MYP BRI ANH—AMTT: SUANT Bl O drell a1 YR &1 F99 g
SYERY], Geflber THTSeT #efH, Pagelcy, ual for@d arelt #9f9, Ryad Bleq
arell 79, <rgq Rerex, saergd #eli=. 96 RET dv areh 72, dw
Suggested 1. Office management R.C. Agrawal
Readings 2. English shorthand quiz Dr. G.D. Bist.
3. Office management [.M. Sahai.
4. Office management Chopra. |
5. Office management and commercial correspondence, Balraj
Duggal.
6. Office management Singh, Batra, Kalra.
7. Secretarial practice M.C. Shukla.
8. Jain Office management
9. Company law and secretarial practice K.C. Grag, R.C. Chawla.
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B.Com LHWT Year
Qepty (@) Rad af

Title of Subject Group Office Management and Stenography
v g @1 e Frataa ydg vd angrferfy
Title of Paper 11 Stenography with computer B
i ux &1 e Py P
amgfefy ud drugeR
Max. Marks Theory  Internal Assessment
ST ik Hgifas  oicRe gegien
50 40 10
Unit -1 Special rules for hook R and L with vowels. Qualities of stenographer.

Duties and responsibilities of stenographer. Halving and Doubling
principles. Halving. general principles and their exception doubling
general principles and their exception, use of doubling principles in
phreaseography.

TP — 1

¥ G ;W Aes b ARy Faw, emeferad @ o smyforfue @ iR wd ada,
AP TG fgmrierer & Rrgra sdieror & 9wy gy od 998 S,
feex & M= 999 Ud IS 3udrg, ST 1 areRnen § wanT

Unit 11

Prefixes, suffixes- meaning and uses, list of prefixes and suffixes, its
application in phreaseography. Valuable tips for stenography. Initially
short form for P,B,J,W,V writing of figures in shorthand, logogram with
phreaseography.

ST, geag—ared Td SUAnT, SO Ud Uerd Bl Gl ST dTamen WO,
srgfoiie & forg sguamh gsma, "o @ G 9 @ uRMe wfeed R, ofel
B YA H o, qradil & /Y AN B YA

Unit 111

Computer virus- meaning, types. Input and Output devices, My
documents, recycle bin, personal computer meaning, classification.

3B1E — 3

HeR arRa—3d, UHR, YT U4 MICYE SUBRYI, A SIRpe, Refgamd fa,
T HRIER BT A TG TR ]

Unit -1V

MS Word- Introduction, features, Menu, ﬁlé,_edlt,wew,mscrt, format
tools, help.

IS — 4

.9 de— R, [aRarg, #1H, wisd, T, &, g99e, BHe &od, 8ed

N

T
7o

6 7
| @%\Z\ﬁ ]

0 )12 yelelh IR e oo




Unit -V

Correspondence- types, method of different types of letter typing,

Extended us of certain consonants, intersection rules and examples, list
of intersection words compound consonants medial semi circles, list of
compound consonants.

@R -5 | QIAR-YGR, (T UBR & us ity &) [af), ol &l fdedR, bie e,
e Ud Serever wie ARl B I, 6ga FoH, He SEged, Wa ol
NGl

Suggested 1- Pragya Computer Course, Gourav Sharma

Readings 2- Hindi Shorthand, Rishilal Agrawal.

3- Pitman English- shorthand- Pitman.




B.Com.- Second Year

Stenography and Computer

Max Marks- 50
PRACTICAL & VIVA VOCE

' Computer Typing test Marks 20

Passage/letter about 250 (Hindi), 300 (English) words speed required

25/30 W.P.M. The duration of the shall be 10 min.

Shorthand test marks 20
passage of 400 words to be dictated at the rate of 80 W.P.M. for 5 min.
Transcription either by hand of computer Total time for transcription shall
one hour. ~

Viva Voce- 10

Methods of marking - N
One mark shall be deducted for every four mistakes. Mistakes of
all types omissions, spelling, punctuation etc.

Q- fgda a9
e <
HYex Ud Aferdl & AR
JRHTH IHH—50
ISR BT X | JFH—20

250 weg (fRv<)) 300 ¥rea (3MIGH) &I eSS 25,30 s Wh (AT |
P IfT A T8y Bl Afdedn gag 15 fAfae fygr s |

ENEiESS 3H—20
400 WG] Bl AT 80 I Ul A B X A 5 fAfic # faee
PR, VRN AT BT F I HFGeR & gR1 (BT S| e
|/ 1 ' [eiRa fdar S|

ARaew aden Hoa‘ﬁ

FpoT faf-uyas IR Tofddl @ g (& d @wIer Gﬂénﬂ’fu%i
Toffadl Wl YR & ge g v, Wit vd favm Bl @ fod
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B.Com I Year o )

fpra (s o

Title of Subject Group Office Management and Stenography »

fawy g9 o1 Wi FHTafer yeu ud refarfy B

Title of Paper | Secretarial Practice

o 5 T it Tef

Max. Marks T heo_rAy “ Internal Assessment

50 40 10

Unit -1 Secretary- meaning, types, rights, duties. responsibilities of secretary,
appointment and dismissal of secretary.

P — 1 | g, UBR, SMUBR, b, Ud alfded, \radl @i Fgfad ud g

Unit-lI | Meeting- Introduction, Kinds of meeting, legal rules of meeting,
resolution minutes agenda quorum, voting of meeting. chairman of
meeting- right of chairman, duties of chairman, speech of chairman,
statutory report. ] o

SIS — 2| AM-URT, ST & UBR, W & S M, Uk, YeH, oS BikA
TR A AT o
T BT ALAET—IMIBR, decred, Fwor, derfie RAre

“Unit-11 | Office report
Meaning, types, need of office report, qualities of report, method of
writing report, suggestion for good report, office system — meaning,
procedures. ) ) |

SHE — 3| e TG, UK, ST Wides &) ATawddd], qew Hdes @ I,
gfides foras &) R, ores uldded & e gema, wrafeaa o fafg-ad, gfda

Unit-IV | Marking Travel — Preparing tour ﬁ?ogr;mme of of:ﬂcer,  hotel
reservation, railway, bus, air service reservation, T.A. Bill.
Office stationery — Meaning, types, issued, recovery of stationery,
controlling and purchasing method of stationery.

TS T G ST sTeT @7 AU GramA SRR @R, Bled SIRE, Yod STRAT, a9 |




JIRETO, BATS T MRETVT, TS <UD

FIOTFIT LAR--37, UBR, IR AR B, Gl e, Framor e o7
TWINT I B3 @) (Al

Unit-V | Office communication- Meaning, Types, importance, types of written
communication, technical communication facilities.

2o -5 | praferd wRmv-ged, YHR, Fe, foRad IR & ghR, aeiel dar g

Suggested Office management R.C. Agrawal
Company law P.P.S. Gogna
Office management 1.M. Sahai
Office management Chopra
Office management and commercial correspondence, Balraj
Duggal.
Office management Singh, Batra, Kalra.
Secretarial practice M.C. Shukla.

8. Jain Office management

Readings
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| LT (@) EL

Title of Subject Group Office Management and Stenography

farr g &1 e FrteR WEEe Ud i

'!‘ille of Paper 11 Advanced Stenography with Computer
»_?ﬁm EERCaIILED 3T mgferfy vd wrwger

Max. Marks Theory Internal Assessment

FTFHaT 3P deifas SRS qegeE
50 40 o il 10

Unit -1 Manuscript- meaning, method of manuscript typing; mamiscripi sign

and word list. Special contraction- Meaning, list of special contraction
words. Typing method of envelops.

BRI dEg-—ef, foifl Tigy &3 ol Iy exafoif wad vd weg g

WA PredI—34el, a9y, weaer oGl &1 gl e wR ergfivn &1 asier

 Unit-1l | Advanced Phreseography- meaning, rules, advanced phreseography
with  logogram, grammalogue, contraction, list of advanced
phreseography words.
go1e — 2 | A9y arge—ad, Frg|, faRIy argarn &1 aEuE, JHANT, Ud Ble eI @ e |
ganT favy graarer el S g
Unit -1 Large initially hook meaning rules, correspondence- meaning, types,
method of letter typing.
S — 3 | URMG g7 b, fFom, wraR -3 yeR, fafra yer & 9A @I ey
PR BT ANB
Unit-IV | MS power point- Introduction to MS power point, Power poin?
elements. templates, wizards, views.
o -4 | gATE. OidR Wige-uRed, dd, o wied, fIute ofu I
Unit-V | MS Power Point menu, addicting text“,‘ adding titlgz‘gi,arti11g a new slidﬁ,d
starting a slide show, saving presentation, printing slide.
'*5<m§~5 K”-TW UfqR @ige—WI7, codal &hol &I iledl, crged EBT Cvrr@rr mﬂ RAES |
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RATGS B FAI, TOeW Pl RIS Pl AgS bl Uve el |
Suggested

Pitman English- shorthand- Pitman.
Pragya Computer Course, Gourav Sharma
Hindi Shorthand, Rishilal Agrawal.

Readings

S S
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B.Com.- Third Year

Advanced stenography with computer

Max Marks- 50
_____ PRACTICAL & VIVA VOCE

‘Computer Typing test Marks 20

Passage/letter about 250 (Hindi), 300 (English) words speed required
25/30 W.P.M. The duration of the shall be 10 min.

Shorthand test marks 20
Passage of 500 words to be dictated at the rate of 100 w.p.m. for 5 min.

Total time for transcription shall one hour.

Viva Voce- 10
Methods of marking

One mark shall be deducted for every four mistakes. Mistakes of
‘all types omissions, spelling, punctuation etc. | ;

........

dlem— gig af
URIfTe e
JTd JMYfeIfd Ud HIYeX
3ferdeH 3iH—-50
HIYER I <X diB—20

250 Wg (f2=<l) 300 Weq (SFISH) &1 VT 25/30 ¥ed U (A
& 7fa ey BN, Afeas gug 15 fafve ar s |

| argfomy 2w 20

500 Tl 1 S 100 T A I A ax § 5 e § faee
Y], TEETARCT AT B W AT HFYSX & R A1 SawT | SrferdeH
gy 1w iR fear sma |

Afgs wer 10 3F

JBTUFT fAR—TAS TR TA(crd & [T U 3k Pl STdT| T8 |
Tafrdt @ UER & BE §I R, WiHPT vd favm Rrel @ for
B |




