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UTTARAKHAND BOARD OF TECHNICAL EDUCATION
JOINT ENTRANCE EXAMINATION AND TRAINING, RESEARCH DEVELOPMENT CELL, DEHRADUN
STUDY AND EVALUATION SCHEME FOR DIPLOMA PROGRAMME

BRANCH NAME — MODERN OFFICE MANAGEMENT & SECRETARIAL PRACTICE SEMESTER -1V
LpTppe z EVALUATION SCHEME
Subject Subject T Internal External Total |Credit
Code Theory |Practical| Theory Practical Marks | Point
Period/Weeks Max Max Max | .| Max | oo
Marks | Marks [Marks Marks
154006 | Shorthand (Hindi) - IV - - 6 - 40 - - 50 3.0 90 3
154005 | Shorthand (English) - IV - - 6 - 40 - - so0 | 30 [ 90 3
154001 | Computer Typing (Hindi) - IV - -1 5] 5 - 50 - - 100 3.0 150 5
154003 | Personality Development 41 -] -] 4 50 - 50 25 - - 100 4
154004 | Professional Terminology (Hindi & English) 41 -] -] 4 50 - 50 25 - - 100 4
154007 | Tally Accounting 3 - 417 25 20 50 2.5 50 3.0 145 5
154002 | General Aptitute 40 - - | 4 50 - 50 2.5 - - 100 5
154008 | Major Project (Practical) -l -] 4] 4 - 50 - - 50 3.0 [ 100 3
154052 | Industrial Exposure (Assessment at Inst. Level)+ - - - - - 25 - - - - 25 1
014054 | General Proficiency - -1 4 4 - 25 - - - - 25 1
016055 | Employability Skills 4| - - 4 25 - 50 25 - - 75 1
Total 19| - | 29 48| 200 250 250 - 300 - 1000 [ 35

*  Common with other Engineering diploma programs

#  General Proficiency will comprise of various co-curricular activities like games, hobby clubs, seminars, declamation contests, extension lectures, NCC,
NSS and cultural activities & G.K etc.

+ Industrial Exposure compulsory at minimum 2 Industries or Departments.
Note: 1- Each period will be 50 minutes. 2- Each session will be of 16 weeks.  3- Effective teaching will be at least 12.5 weeks. Branch Code - 15



FOURTH SEMESTER
MODERN OFFICE MANAGEMENT &
SECRETARIAL PRACTICE
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SHORTHAND (HINDI) — IV (PRACTICAL)
udes (=) — IV (Tahmeas)

Subject Code : 154006 LT 16’
DETAILED CONTENTS
1 URe Mfthd —favmT 05 TS
2 NoIq fawmT 05 TS
3 dleeR Hsd 05 ©U
4 U AN 05 EUC
5 e —faumT 05 T
6 @Y 05 HUC
7 @Ry —favmr 05 T
8 STd—dAT—Yferd 05 |US
9 I—faqmT 05 TS
10 TeTh—UaRTol 05 g
11 d% 3R HF 05 T
12 {5 HrToTd 05 ©UC
13 BT AIEIRD T 05 U
14 918 TR g Ul & AW 05 TS
15 U 21 qui | ImerRa faf= dAad 05 TS
16 T de™ & | 05 T
17 AT T9MER 93l 9 fSaCed ofdR fetlt H=AT 16 ©UC
18 3MUfST el Ud U3l & fSaced ofdr Irgfelfd e 16 €U
112 gve

e - guyg — i "er

o UH ANHIY TAT TET ARS U3 Y 5 e H 80 ea Uiy e @l iy
fEFCT TR HFYSY TR eI T |

o Ud JUfST SERUT FTaH 400 el ¥ 31fSre = 8T, 80 I8 Ufy fide &1 a4 5
fAeTe ¥ ST ol HFRER WR 1[I PR |

Text Books :

1. 2= Iaafer Author: RISHI LALAGGARAWAL, Publisher: GYA PRASAD
AGGARAWAL/VISHNU ART.
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SHORTHAND (ENGLISH) -1V
(PRACTICAL)

Subject Code : 154005

DETAILED CONTENTS
1. Practical Assignments from various Newspapers, Magazines etc. ~ 38 Hrs.

2. Dictation from unseen passages and their transcription on the computer.

38 Hrs.

3. Dictation of Official & Business Letters and their transcription on the
computer. 36 Hrs.
112 Hrs.

Practical Exam - 03 Hrs.

¢ Dictation of one Unseen Para of 400 words in 5 minutes duration @ 80 wpm and
its transcription on the computer.

¢ Dictation of one Official Letter and One Business Letters in 5 minutes duration
@ 80 wpm and their transcription on the computer.

Text Books :

1. PITMAN SHORTHAND & INSTRUCTER KEY Author: ISAAC PITMAN,
Publisher: VISHU ART PRESS.
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COMPUTER TYPING (HINDI) — IV (PRACTICAL)

ST (fR=d) — IV (FAITTci®)

Subject Code : 154001 L|T 1;
DETAILED CONTENTS
1. SEXT BT I 32 gue
2. 99T UG AIRUIEg BT I 32 gve
3. d Tl uA BT AT 32 gue
96 U

T 99y — 3 gue
1. U IgNUT 19 300 I3 3 31fdrp = 87 | TfY 30 Ieg Uf fAe

2. TP IRBRI IT aATIS U= RT9H 300 g W IS = 87 |

3. U ARvag faavvr / dioid I8 04 BTetd F 31fdh = 8f | 1™ 200 e
20 915 Uf e a1 i 4 |

Text Books :
1. Typewriting Made Easy For beginners by Dr. O.P. Kuthiala; Pitman Publications
2. Typewriting Speed and Accuracy by Dr. O.P. Kuthiala; Pitman Publications.

3. Typewriting Speed and Accuracy by Dr. R.C. Bhatia, Sterling Publishers, Pvt.
Ltd.

4. Typewriting Theory and Practice by Dr. R.C. Bhatia; Sterling Publishers Pvt. Ltd.

5. Hindi And English Type writing by Dr. Wajid Ali and Inderjeet Kaur Publishers
Moon light.
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PERSONALITY DEVELOPMENT
(THEORY)

Subject Code : 154003 L|T|P

DETAILED CONTENTS

1. UNDERSTANDING PERSONALITY 10 Hrs
1.1 Meaning of Personality
1.2 Various stages of Personality Development
1.3 Composition of Personality

1.4 Techniques for Improvement of Personality

2. ATTITUDE AT WORK PLACE 12 Hrs
2.1 Proving to the expectation of Seniors, Subordinates, Co-workers
2.2 Team Building
2.3 Negotiation skills
2.4 Meaning and Importance of Groups
2.5 Types of Groups

2.6 Inter and Intra group conflicts and resolving conflicts

3. PROFESSIONAL RELATIONS 12 Hrs
3.1 Meaning and Importance of Human Relations
3.2 Tools and Techniques for improving Human & Professional Relations

3.3 Motivation, Grievances Descriptive

4. STRESS MANAGEMENT 10 Hrs
4.1 Meaning and Types of Stress
4.2 Causes of Stress

4.3 Removing Stress

5. TIME MANAGEMENT AND QUALITY MANAGEMENT 10 Hrs
5.1 Meaning & Importance of Time Management
5.2 Meaning, Objective & Techniques of TQM
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6. INTERVIEW 10 Hrs
6.1 Meaning, Types and Importance
6.2 How to face the Interview, Dress Sense, and Manners & Etiquettes
6.3 How to write Curriculum Vitae (C'V)
64 Hrs

Text Books:
1. Personality Development by Hurlockontane;, Tata McGraw Hills Publications .

2. Personality Development by Dr. Wajid Ali & Inderjeet Kaur Moon Light
Publications.

45



PROFESSIONAL TERMINOLOGY (HINDI & ENGLISH)
(THEORY)

Subject Code : 154004

DETAILED CONTENTS

1 el — BT Ud Uefd WRGRI 97 faff= sriaal & awfRid 9 |sil &f

2= Ud iU SR 05 Hrs
2 BRI AHTael 05 Hrs
3 fafr=T Sraferdl & =l o 2 gd SUSH W | 06 Hrs
4 T YRS TeaTdet] BT 2w Ud 3iish W | 06 Hrs
5 ORI SU aradl BT 31 Td 33l SR | 06 Hrs
6 WHErIUT :(— AT olRg oA $HBT B, TR WY WA @ & oY Aaedsd
e, wfer o o1 Sfera fafer Ja folRad anams & | 06 Hrs
7 Translation from Hindi to English 06 Hrs
8 Translation from English to Hindi 06 Hrs
9 Grammar and Usage: Punctuation, One word substitutes, Idioms, Phrases, Pair of
words 06 Hrs
10 Short forms of Officials and Government Vocabulary (Hindi and English)
06 Hrs
11 Writing a paragraph of 100-150 words. (Hindi and English) 06 Hrs
64 Hrs
Text Books :

1. ¥fére qen ey e vd wrel by Dr DR. S.C. OBRAL International

Publishing House —Meerut Publications.

2. AUYUT dheilfe o by T.S. CHAUHAN, NAV DISTRIBUTORS MEERUT
Publications.

3. English Conversation by Dr. Taylor, Tata McGraw Hills Publications.
4. Effective Communication by Mohan Krishna Tata McGraw Hills Publications.
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TALLY ACCOUNTING (THEORY)

Subject Code : 154007 3/-14

DETAILED CONTENTS

RATIONALE:

This subject enables the students to understand the basic concept of accounting. It
also allows to appreciate the feature and enable them to use the accounting package
GGTally’7

Unit—1 10 Hrs.

Basic Concepts of Accounting, Financial Statements, Financial Statement Analysis,
Cost Centre, Basic concepts of Inventory, Tally Configuration, Data Directory &
Folders configuration, Single & Multiple User, Tally Screen Components, Mouse /
Keyboard Conventions & Key, Combinations, Switching between screen areas,
Quitting Tally. Maintaining Company Data, Basic Company Details,
Create/Alter/Select/Load/Close a Company, Chart of Accounts, Company Features,
and Configuration.

Unit-2 10 Hrs.
1. Create, Alter & Display
a. Groups and Ledgers
b. Allaccounting voucher types

2. Accounting Voucher transactions, Account Invoice transactions, Excis
Invoice, Export Invoice, Transactions using Bill-wise details.

3. Journal Transactions, payment voucher, Godown summary

4. Creating pay-roll masters , Processing pay-roll in tally, Accounting for
employer P.F. and G.P.F. contributions 3. Tally E-text Filling 6Hrs

Unit-3 10 Hrs.
1. Reports like Balance Sheet, Profit & Loss account, Ratio analysis Trial
Balance.

2. Accounts books like cash/bank book, All Ledgers Group summary &
vouchers, Sales, purchase & journal registers.

3. Cost centre & category summary, Cost centre breakup ledger & group
breakup, outstanding receivables & payables, interest receivable & payable,
Statistics, Cash & Fund flow, Day book List of Accounts, Reversing journals,
optional vouchers, postdated vouchers.
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Unit—4 09 Hrs.

Create, Alter & Display Stock Groups and Stock Items,

All inventory voucher types and transactions Inventory details in accounting
vouchers.

Reports like Stock summary, Inventory books like Stock item, Group summary,
Stock transfers, Physical stock register, Movement analysis, Stock group & item
analysis, stock category analysis Ageing analysis, Sales order & Purchase order
book, Statement of inventory related to Godowns, categories, stock query,
Reorder status, Purchase & Sales order summary, Purchase & Sales bill pending,
Exception reports like negative stock & ledger, overdue receivables & payables,
memorandum vouchers, optional vouchers, post-dated vouchers, reversing
journal.

Unit-5 09 Hrs.

1

Cheque Printing, Common printing options, Different printing formats, Multi
Account printing, Dynamic- Report specific options.

Creating Group Company, Use of Tally vault, Using Security control & defining
different security levels, Use of Tally Audit.

Back-up & Restore, Splitting company data, Export & import of Data, ODBC
compliance, use of E-mail, Internet publishing, Upload, web browser & online
help, Re-write data.

48 Hrs.

Text Books :

1.

IMPLEMENTING TALLY 9 BY Vishnu Priya Singh; COMPUTECH
PUBLICATIONS Ltd,

TALLY ERP 9 TRAINING GUIDE - 4TH REVISED & UPDATED EDITION
Paperback—2018 by Ashok K. Nadhani
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TALLY ACCOUNTING (PRACTICAL)

Subject Code : 154007 3/-14

DETAILED CONTENTS

RATIONALE:

This subject enables the students to understand the basic concept of accounting. It
also allows to appreciate the feature and enable them to use the accounting package
“Tally’9

Unit—1 14 Hrs.

Basic Concepts of Accounting, Financial Statements, Financial Statement Analysis,
Cost Centre, Basic concepts of Inventory, Tally Configuration, Data Directory &
Folders configuration, Single & Multiple User, Tally Screen Components, Mouse /
Keyboard Conventions & Key, Combinations, Switching between screen areas,
Quitting Tally. Maintaining Company Data, Basic Company Details,
Create/Alter/Select/Load/Close a Company, Chart of Accounts, Company Features,
and Configuration.

Unit-2 14 Hrs.
1. Create, Alter & Display
a. Groups and Ledgers
b. Allaccounting voucher types

2. Accounting Voucher transactions, Account Invoice transactions, Excise
Invoice, Export Invoice, Transactions using Bill-wise details.

3. Journal Transactions, payment voucher, Godown summary

4. Creating pay-roll masters, Processing pay-roll in tally, Accounting for
employer P.F. and G.P.F. contributions 3. Tally E-text Filling 6Hrs

Unit-3 12 Hrs.
1. Reports like balance sheet, Profit & Loss account, Ratio analysis Trial
Balance.

2. Accounts books like cash/bank book, All Ledgers Group summary &
vouchers, Sales, purchase & journal registers.

3. Cost centre & category summary, Cost centre breakup ledger & group
breakup, outstanding receivables & payables, interest receivable & payable,
Statistics, Cash & Fund flow, Day book List of Accounts, Reversing journals.
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Unit—4 12 Hrs.
1. Create, Alter & Display Stock Groups and Stock Items,

2. All inventory voucher types and transactions Inventory details in accounting
vouchers.

3. Reports like Stock summary, Inventory books like Stock item, Group
summary, Stock transfers, Physical stock register, Movement analysis, Stock
group & item analysis, stock category analysis Ageing analysis, Sales order &
Purchase order book, Statement of inventory related to Godowns, categories,
stock query, Reorder status, Purchase & Sales order summary, Purchase &
Sales bill pending, Exception reports like negative stock & ledger, overdue
receivables & payables, memorandum vouchers, optional vouchers, post-
dated vouchers, reversing journal .

Unit-5 12 Hrs.

1. Cheque Printing, Common printing options, Different printing formats,
MultiAccount printing, Dynamic- Report specific options.

2. Creating Group Company, Use of Tally vault, Using Security control & defining
different security levels, Use of Tally Audit.

3. Back-up & Restore, Splitting company data, Export & import of Data, ODBC
compliance, use of E-mail, Internet publishing, Upload, web browser & online
help, Re-write data.

64 Hrs.

LIST OF PRACTICALS
1. Preparation of trial balance using tally.
2. Profitand loss accounts using tally.

3. Balance sheet preparation using tally.
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Subject Code : 154002 L|T|P

29—

2 T o

GENERAL APTITUTE (THEORY)
IR S G N GEALRNED)

DETAILED CONTENTS

15 Hrs
Tl & AT U B 1AM (JH | acH ad)
YTHAT & A9 U B 1af (JH F acH Tah)
T @ AT Y SD! ST
AT Ud II5TUTe & A (el Idd)
U 15T B 31 BT G ST
W ST &1 BRAAT I ISR REBR 3 T & (Haet IdA)

Y I— SaN—TS 25 Hrs
1. 9R=™

SVNICESINIEIRICS

RIS AT, WA, |, g, Uell, get

TSI U, 3BT, SoId Ud Hel

NI ARIRE]

RIS o T qees werd, YRR Td enfifes werer
RS 1 HLER B

RIS B G AT

2. orfae faaver 14 Hrs

1Y 6 W Yd U4 URaTd gl [T+l Hie

Ugell fae =T &1 T4

MR & g uTe, Faen T s1eet *nfe & A/ (UM | adHT o)
TR AT UG Al FHT Bl A

3. yemaf® faaver 10 Hrs
RIS & Fd [NTel, Avsd AT

64 Hrs
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Text Books :
1. General Knowledge Current Year by Dr. Manohar pandey Arihant Publications .

2. Know Your State — Uttarakhand by Dinesh Singh Negi, Priyanka Ahuja Arihant
Publications
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Subject Code : 154008 -1 -14

MAJOR PROJECT (PRACTICAL)

To send students to various reputed Govt./Semi- /Govt./Corporations/ Industries
andother commercial establishments.

To impart training in various fields of Personnel Deptt., Secretarial work,
Accounts and General office works in actual practice.

The training should be imparted only in those offices where the modern office
devices are being used.

Periods for Major Project have been provided for organising course oriented,
group discussion, mock presentation, uses of audio video system, seminars, one
to one debate, etc.

50 Sessional marks allotted for Major Project will be awarded to students based
on performance on above exercises.

The duration of training will be of 4 weeks during summer vacations and 2 weeks
during winter vacations.

Note :- Major Project training will be conducted after IInd semester and IlIrd
semester examination and Practical will be conducted in [Vth Semester.

80 Hrs
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EMPLOYABILITY SKILLS

Subject Code : 016055 4 |-|-

RATIONALE

Diploma holders are required to not only possess subject related knowledge but also
soft skills to get good jobs and to rise steadily at their workplace. This subject is
included to develop employability skills amongst the students.

DETAILED CONTENTS

Unitl: (06 periods)
e Technical Education & Industrial scenario.
» Competency required of an engineer.

UnitII: (06 periods)
» Professional Engineer desirable values and ethics and their development.

» Relation between engineering profession, society and environment

Unit II1: (12 periods)
Effective Communication

* Reading & Active Listening Skills

* Speaking

e Writing

* Presentation Technique/Seminar

*  Group discussion

UnitIV: (12 periods)
Managing project

* Leadership

*  Motivation

* Time management

* Resource management

* Interpersonal relationship

UnitV: (10 periods)
Preparing for Employment
» Searching forjob/job hunting
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* Resume & CV Writing
* Interview technique in personal interview telephonic interview, panel

* Interview, group interview, video conferencing

Unit VI: (08 periods)
Self Management

* Selfawareness

e Stress Management

¢ Conflictresolution

Unit VII: (06 periods)
* Creativity, Innovation and Intellectual property right

e Conceptandneed in present time for an engineer

Unit VIII: (04 periods)
Rules & Ethics

* Basicrules, laws and norms to be adhered by engineers during their working

LIST OF PRACTICAS

*  Steps how to effectively write different types of Letters.
« Steps to make a Presentation in Power Point.

*  Stepsto make a Resume more effective.

e Steps to conduct Telephonic/On-line Interview (Through skype/Google
Hangout).

*  Study of Different Techniques of Stress Management.

* Study of Rules & Ethical practices to be followed at Workplace.

RECOMMENDED BOOKS
* Employability skills by Kapil Dev, Vishnu P. Singh Asian Pub. New Delhi

* Employability skills for Diploma students by Dr. S.K. Singh, Vayu Education,
New Delhi
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SUGGESTED DISTRIBUTION OF MARKS

Unit No. Time Allotted (Periods) Marks Allotted(%o)
1 06 10
2 06 10
3 12 18
4 12 18
5 10 16
6 08 12
7 06 10
8 04 6
Total 64 100

56




