
2.2 BUSINESSCORRESPONDENCE–II
L P
6 -

RATIONALE

Adiplomaholderinmodernofficepracticehastoworkasprivatesecretarytothemanagement
executives and office executives in the organization. To handle his job,knowledge of
correspondenceisamust.Infact,hehastoacquiretheskillofeffectivecorrespondenceashe
hastocontroltheofficeandhastoprovidehelptohissuperiors.

DETAILEDCONTENTS

Note:Relevanttheoryinstructionsshouldbeimpartedalongwiththepracticalsineachtopic.

1. SalesLetters (16hrs)
1.1 Introductionofnewproduct

1.2 Promotionofaproduct
1.3 Publicityofbusiness
1.4 Specialoffers/discountetc

2. Circulars (10hrs)

2.1 Changeofaddress
2.2 Openingofnewbranches
2.3 Introductionofapartner
2.4 Retirementofpartner

3. OfficialCorrespondence (20hrs)

3.1 Introduction
3.2 Notinginfiles
3.3 Officialletters
3.4 Demiofficialletter
3.5 Officeorders
3.6 Memorandum/memoletters
3.7 Notification
3.8 Endorsement
3.9 Inter-departmentalcommunication.
3.10 OfficeCirculars

4. BankCorrespondence (10hrs)

4.1 Inquiryregardingopeningofanaccount.
4.2 Askingthebanktostoppayment.
4.3 Adviceofconsignment

4.4 Overdraftfacilities
4.5 Lossofchequebook
4.6 Transferandstandinginstructions
4.7 Dishonorofcheques,reasons,lettersfrom customers



4.8 Bankformsandbankterms.

5. DraftingofNotices,AgendaandMinutesofRoutineMeetings (8hrs)

6. Miscellaneousletters (16hrs)

6.1 Letterofcredit
6.2 LetterofIntroduction
6.3 Letterofstatusinquiries
6.4 Tradereferences
6.5 Requestingahotelreservation
6.6 Requestinganinterview/appointment
6.7 Requestingareservationbyrail,roadorsea.

7. InsuranceLetters (8hrs)

7.1 Introduction,letterinquiringaboutpremium rate.
7.2 Replyfrom insurancecompany
7.3 Claims

7.4 Seriesofletterbetweeninsurerandinsurancecompanyregardingthesettlementof
claims

8. ImportandExportLetters (8hrs)

8.1 ProcedureforImportingGoodsandExportingGoods
8.2 SeriesoflettersbetweenImporter,ExporterandClearingandForwardingAgent.

INSTRUCTIONALSTRATEGY

Asthecorrespondenceisanintegralpartofofficework,specialattentionhastobegivenso
thatthestudentattainproficiencyindraftingdifferentdocumentsusedintheoffice.Forthis
teachersshouldundertakefollowingactions:

Studentsmustbemadetodraftminimum 5lettersofeachtopicsuchaswritinganapplication
forasituation,notingonfiles,demi-officialletters,memorandum,notification,endorsement,
correspondencewiththebank,draftingtelegrams,saleletter,insuranceletter,importandexport
letters,duringthetutorialperiods/session.

Studentsmaybeaskedtocorrectthegivenletterwithreferencetolayout,format,styleand
draftinglanguage,andmaybegivenotherappropriate/relatedassignments

RECOMMENDEDBOOKS

1. CommercialCorrespondencebyMazumdar.

2. EssentialsofBusinessCommunicationbyRajendraPal&J.S.Ko-rlahali;SultanChand&
Sons,NewDelhi.

3. AGuidetoBusinessCorrespondencebyA.N.Kapoor;SultanChand&Sons,NewDelhi.



4. BusinessCorrespondenceandReportWritingbyR.C.Sharma;TataMcGraw Hill,New
Delhi.
5. ManualofOfficeManagement&CorrespondencebyB.N.Tandon,SultanChand&Sons,
NewDelhi.

6. BusinessCommunicationbySinha;Galgotia,NewDelhi.

7. ManualofCommercialCorrespondencebyHume&Baley;WheelerPublishing.

8. ModernBusinessCorrespondencebyL.Gartside,PitmanPublication.

9. Principlesand PracticeofCommercialCorrespondencebyL.F.Nelsonand James
Stephenson;WheelerPublishing.

10. BusinessCommunicationaProblem SolvingApproachbyRayW.Poe,RoseMaryT.
Fruenling;McGrawHillBook&Co.

SUGGESTEDDISTRIBUTIONOFMARKS

TopicNo.TimeAllotted(hrs)MarksAllotted
1. 16 16

2. 10 10
3. 20 20
4. 10 10
5. 08 10
6. 16 18
7. 08 08
8 08 08
Total 96 100



2.3 ITTOOLSANDAPPLICATIONS

L T P
2 - 4

RATIONALE

Theaim ofthissubjectistofocusondetailedknowledgeaboutcomputerorganization.Italso
familiarizesthestudentwithvariousoperatingsystemsi.e.DOS,WindowsandLinux.Inaddition
tothis,thestudentwillbemadefamiliarwithMSPowerPoint.

DETAILEDCONTENTS

Note:Relevanttheoryinstructionsshouldbeimpartedalongwiththepracticalsineachtopic.

1. ComputerAppreciation (8hrs)

CharacteristicsofComputers,Input,Output,storageunits,CPU,computersystem,Binary
numbersystem,Binarytodecimalconversion,DecimaltoBinaryConversion,BinaryCoded
Decimal(BCD)Code,ASCIICode.

2. ComputerOrganization (18hrs)

      2.1 CentralProcessingUnit
ControlUnit,arithmeticUnit,InstructionSet,Register,

ProcessorSpeed

Memory
Mainmemory,StorageEvaluation,Criteria,MemoryOrganization,capacity,RAM,Read

onlyMemories,SecondaryStorageDevices:-MagneticDisks,FloppyandHardDisks,Optical
DisksCD-ROM,MassStorageDevices.

InputDevices
Keyboard,Mouse,trackball,joystick,Scanner,OCR,Bar-code reader,Digitizer,Voice

Recognition,webcam,videocameras.

OutputDevices
Monitors,Printers-DotMatrix,Inkjet,Laser,Plotters,ComputerOutputMicro-Film (COM),

MultimediaProjector,speechsynthesizer

Multimedia:
ConceptsofMultimediaandformat,Text,Graphics,Animation,Audio,Images,Video;

MultimediaApplicationsinEducation,Entertainment,Marketing.

ComputerSoftware

RelationshipbetweenHardwareandsoftware;System Software,ApplicationSoftware,



compiler,Namesofsomehighlevellanguages
InformationTechnologyandSociety

ApplicationsofInformationinRailways,Airlines,Banking,Insurance,InventoryControl,
Financialsystems,Hotelmanagement,Education,Videogames,Telephonesexchanges,Mobile
phones

3. OverviewofLinux-BasicConceptsandApplications (6hrs)

Note: TheunderlyingconceptsmaybeillustratedusingMSOfficepackage/OpenOffice
package.

LISTOFPRACTICALS

1. OperatingSystem

1.1 DiskOperatingsystem
ExecutingsimpleLinuxCommands,Simplefileoperations,Directoryrelatedcommands.
1.2 MicrosoftWindows
Performingfileandfoldermanagementthroughwindows.Usingessentialaccessories:System
tool-Diskcleanup,Diskdefragmenter,Entertainment,Games,calculator,Imaging-Fax,Notepad,
PaintandWordPad.

1.3 PresentationPackage
Creating,OpeningandsavingPresentations,Creating,theLookofYourPresentation,Workingin
DifferentViews,Working withSlidesAdding and Formatting Text,Formatting Paragraphs,
CheckingSpellingandCorrectingtypingMistakes,MakingNotesPagesandHandouts,Drawing
andWorkingwithObjects,AddingClipArtandotherPictures,DesigningSlideShows,Running
andControllingaSlideShow,PrintingPresentations.

Note: Theunderlying conceptsmaybe illustrated using MS Officepackage/Open Office
package.Theunderlyingconceptsandtheorymaybetaughtalongwiththepracticals.
.
INSTRUCTIONALSTRATEGY

Teachersshouldlayemphasisondevelopingcomputeroperationalskills.Theoryshouldbe
taughtalongwithpracticaldemonstrationandexercises.

RECOMMENDEDBOOKS

MAINREADING

P.K.SinhaandP.Sinha,“FoundationsofComputing”FirstEdition,2002,BPBPublication.
S.Sgman,“MicrosoftOffice2000forWindows,”SecondIndianPrint,2001,PerasonEducation

SUPPLEMENTARYREADING

Turban,McleanandWebherbe,“InformationTechnologyandManagement,”Second Edition,
2001Wiley&Sons.
UnleashedLinux–TechMedia,BPBPublications
BasicsofLinux,BPBPublications



SUGGESTEDDISTRIBUTIONOFMARKS

TopicNo. TimeAllotted(Hrs) MarksAllotted
1 8 24

2 18 60
3 6 16
Total 32 100



2.4 PRINCIPLESOFMANAGEMENT
L T P

              6 --
RATIONALE

Thestudyandunderstandingofprinciplesofmanagementconceptsanddifferentfunctionsof
managementisveryessentialforthestudentsofthisdiploma.Thesubjectincludeselementary
knowledge ofconcepts ofmanagementviz.planning,organizing,staffing,directing and
controlling.Thebasicknowledgeofvariousfunctionsofmanagementwillenablethestudents
totakeeffectivestepsforperformingvariousofficeduties.

DETAILEDCONTENTS

1. Introduction (12hrs)

1.1 Meaning,featuresandimportanceofmanagement
1.2 Principlesofmanagement
Functionsandprocessofmanagement
Levelsofmanagers

2. Planning (12hrs)

2.1 Meaning,featuresandimportance
2.2 Planningprocess
2.3 Meaning,importanceofobjectivesandpolicies
2.4 Scientificlimitationandhowtomakeplanningeffective

3. DecisionMaking (12hrs)

Meaning,importanceandtypesofdecision
Traditionalmethodsofdecisionmaking
Problemsindecisionmaking
Scientificdecisionmakingprocess

4. Organizing (16hrs)

Meaning,featuresandimportance
Conceptsofformalandinformalorganizational
Typesoforganizationalstructures
Concepts,importanceanddifferencebetweendelegationanddecentralization

5.      Staffing (16hrs)

5.1 Manpowerplanning-Meaning,processandimportance
5.2 RecruitmentandSelectionProcess
5.3 Concept,importanceandrequirementforeffectivetraining
5.4 Differentmethodsof‘onthejob’and‘offthejob’training

6. Directing (16hrs)

6.1 Leadership-Concept,Importance,TypesofLeaders,Qualitiesofgoodleader



6.2 Motivation-Meaning,TypesandImportance
6.3 Communication–Concepts,Importance,processandtypesofCommunication.
6.4 Team –NatureandImportance

7. Controlling (12hrs)

MeaningImportanceandprocessofScientificcontrol
Traditionalandmodernmethods

ASSIGNMENTS

Designingaplanforsetting-upofabusiness
PreparationofOrganizationChartsforCommercialandindustrialorganizations
VisittoindustrialOrganizationandpreparationofreport
RoleofplayingexercisesonMotivationoftheemployees
DiscussCasestudiesonmanagement
Discusstheleadershipstylesanddetermineanappropriatestyleforagivensituation
NOTE:
TeachermayinviteexperiencedManagersfrom MNCs,industriesandotherorganizationsto
deliverextension lectures. The teachershould plan and prepare appropriate tutorial
assignmentsforthestudents.Studentsmaybeencouragedtoprepareandpresentthecase
studies.

INSTRUCTIONALSTRATEGY
Teachersshouldarrangetheindustrialtripandinviteexpertsfrom MNCsandindustriesto
deliverextension lectures.The teachersmustalso plan and propose appropriatetutorial
assignmentforthestudents’casestudies.Casestudiesshouldalsobediscussedwiththe
students.
RECOMMENDEDBOOKS

ManagementConceptsandOrganizationalBehaviourbyDr.NKSahni,KalyaniPublications

BusinessStudiesbyRKSingla,VKPublishers

PrinciplesandpracticesofManagement-PrasadL.M.;SultanChand&Sons,NewDelhi.

Management–TheoryandPracticebyGupta,C.B

PrinciplesofBusinessOrganizationandManagementbyReddy,P.N.andGulshan,S.S.;Sultan
ChandandSons,NewDelhi.

AtextbookofBusinessOrganizationbyVinayakam,N.,Radhaswami,M.andVasudevan.

BusinessOrganizationPrinciplesandPracticesbyKatyal,J.CbyGuptaC.B;SultanChand&
Sons,NewDelhi.

Management-TextandCaseStudiesbySatyarajuParthsarthy;publishedbyPrenticeHallof
IndiaLtd.,NewDelhi

EntrepreneurshipbyRobbinsandCoulterpublishedbyPrenticeHallofIndiaLtd.,NewDelhi



SUGGESTEDDISTRIBUTIONOFMARKS

TopicNo. TimeAllotted(hrs) MarksAllotted(%)
1. 12 12
2. 12 12
3. 12 14
4. 16 16
5. 16 18
6. 16 16
7. 12 12
Total 96 100

______________________________________________________________________

2.5 Stenography(English)-II
L T P

2 -6

RATIONALE

Fortheperformanceofa privatesecretary’sworkitisnecessaryto haveproficiencyin
stenography,ashehastotakedictation,quiteoften,onmattersofconfidentialnature.The
objectiveofthissubjectistoenablethestudentstoacquireagoodspeedinstenography

DETAILEDCONTENTS

1. Notetakingtechniques,transcriptionetc. (2hrs)
2. Circle‘S’and‘Z’(leftandright) (2hrs)
3. Stroke‘S’and‘Z’ (2hrs)
4. Largecircles‘SW’and‘SS’or‘SZ’ (4hrs)
5. Loops‘ST' (4hrs)
6. Loops‘STR' (4hrs)
7. Initialhookstostraightstrokesandcurves (2hrs)
8. Alternateformsof‘FR’,‘VR’etc. (2hrs)
9. Interveningvowels (2hrs)
10. Circleorlooppreceedinginitialhooks (2hrs)
11. Finalhooksof‘N’and‘F’ (2hrs)
12. Circlesandloopstofinalhooks (2hrs)
13. TheSHUNhook (2hrs)

LISTOFPRACTICALS

ASSIGNMENTS

Practiceofusingcirclesi.e.smallandlargecircles
Practiceofusingloops–smallandlargeloops
Practicinginitialhooks
Practicingalternativeformsandinterveningvowels



Practicingfinalhooks,circlesandloopswiththem

SpecialNote:

i) Allstudents should be divided in two groups.Each group should comprise ofa
maximum of15-20students
ii) Assignmentswillbebasedonuptoexercise64ofPitmanShorthandInstructorandKey
bySirIssacPitman.
iii) Dictationfrom seenexercisesupto exerciseno.64anditstranscriptioneitheron
typewritersoroncomputers.
iv) Attainmentofspeed=40wpm

INSTRUCTIONALSTRATEGY

Foreffectiveteachingofstenography,itisimportantfortheteachertofamiliarizestudentswith
thegeneralbackground,scopeofwork,employmentopportunitiesandfutureprospectsinorder
to motivate them for continuous,organised and methodicallearning and practising.
Stenographybeinganew languagescienceforstudents,complimentarytothelanguageof
English,theteacherisexpectedtosimultaneouslybuiltupthelanguageskillsoflearnersto
achievethegoal.Forsecuringmastersintheskillthefollowingstepsareprescribed:

1. Assessmentofstudentgroupprofilei.e.determiningtheaptitudelevelofeach
student.Theintakenottoexceed15-20students
2. Presentationofsubjectwithdueemphasisonpracticals
3. Proportionalteachingoftopicsduringtheprescribedsemesterperiod
4. Useofonlyshorthandnotebookandpencil
5. Ensurerightdirectionforwritingstrokesandsignsandtheirproperlength
6. Emphasisonlegibilityofoutlinesandrepeatedpractice
7. Monitoringofvowelplacementandpositioningattheinitialstage
8. Repeatedpracticeofprescribedwordexercises,grammalogues,phrasesetc
9. Strictadherencetospeedexercisesatdifferentspeedlevelsfrom simpletocomplex
10. Practicevarietyofspeeddrills
11. Periodicaltestsduringthecourseforremedialteaching
SUGGESTEDDISTRIBUTIONOFMARKS
TopicNo.TimeAllotted(Hrs)MarksAllotted
1 2 6
2 2 6
3 2 6
4 4 12
5 4 12
6 4 12
7. 2 8
8. 2 8
9 2 6
10 2 6
11 2 6
12 2 6
13 2 6
Total 32 100



2.6 OFFICEMANAGEMENT-II
                           L T P

3 -2
RATIONALE

OneofthemainobjectiveofthediplomaprogrammeinModernOfficeManagementistomake
thestudentsunderstandtheconceptsandprinciplesofofficemethodsandproceduresand
developskillsinperformingvariousofficeoperations.Thissubjectonofficemanagementaims
atmakingthestudentswellconversantwiththeservicesprovidedbyamodernofficeandhelp
them toperform efficientlyandeffectively.

DETAILEDCONTENTS

1. OfficeFiling (10hrs

1.1 Meaning,essentialsandimportance
1.2 Classificationoffiles
1.3 Traditionalandmodernfilingmethodsandequipment
1.4 Index–meaning,importanceandmethods(verticalandflatfiling)

2. OfficeRecords (12hrs)

2.1 Meaningandsignificance–typesofrecords,objectivesandprinciples
2.2 Essentialsofagoodfilingsystem
2.3 Computerbasedindexingandrecording

3. OfficeForms (10hrs)

3.1 Meaningandsignificance
3.2 Typesofforms
3.4 Form designing

4. ProfessionalEthicsofOfficePersonnel (12hrs)

4.1 Introduction
4.2 Whatethicsarenot
4.3 Ethicalstandardsandapproaches
4.4 Principlesofethics
4.5 Ethicaldecisions
4.6 Ethicalissues
4.7 CodeofEthics–theirmeritsanddemerits
4.8 Ethicalrisks

5. OfficeStationery (04hrs)
Types,useandcontrol

LISTOFPRACTICALS
Handlingofmail-sorting,recordingofinwardmailanditsdistribution.Preparationofenvelopes,
useofstamps,foldingmachine,frankingmachine,recordindispatchbookandpeonbook,
preparationofparcels.



Practice offiling and indexing – filing papers in the appropriate files,arranging files
alphabetically,numerically,subjectwiseandgeographically.Takingoutaparticularfilefrom a
filingcabinet.
Retrievingofpaper/documents/records
Preparationofhand-bookofalltheequipmentandmaterialavailableinthedepartment,helping
thelibrarianinpreparingcardsforbooks.Displayinggiveninformationonstripindexandcard
index.
Assemblingpapers,punching,useoftagsandbindingmachine.
Appointmentdiary,messagebookapplication.
Foldedletters,addressedenvelopes,stampedenvelopes,useofstapler,u-clips,allpinsand
otherstationary/officematerialsusedinoffices.

INSTRUCTIONALSTRATEGY
Theteacherofthissubjectshouldsupplementtheclassroom teachingwithindustrial/field
visits.Expertsfrom variousorganizationsshouldbeinvitedtodeliverexpertlectures.Teacher
shouldlayemphasisonidentificationandproperexecutionoftutorialassignments.Mock
situations may be created in the classroom and students may be given live
experiences/environment/culturetoenablethem appreciatethereallifesituation
RECOMMENDEDBOOKS
OfficeManagementbyShashiGuptaandSushilNayyar,KalyaniPublications
OfficeManagementbyP.K.Gupta.
OfficeManagementbyGhoshandAgarwal.
OfficeManagementbyGupta,Bansal,Jain,Malik.
OfficeManagementandPracticesbyR.K.Sharma,ShashiKr.Gupta,SushilandNayyar

SUGGESTEDDISTRIBUTIONOFMARKS

TopicNo.TimeAllotted(Hrs)MarksAllotted

1. 10 20

2. 12 24

3. 10 20

4. 12 26

5. 04 10

Total 48 100


