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1 [7748 301 Stenography40 WPM(Hindi/English) 2 2 10 10 10 | 30 | 70 | 3Hrs. | 6 4 | 20 | 30 |3Hrs.| 6 | 150
2 |7749 302 Financial Accounting 4 4 10 | 10 10 | 30 | 70 | 3Hrs. | 2 1 | 20 | 30 |3Hrs.| 5 | 150
3 [7750 303 Office Management and Communication | 4 4 10 | 10 10 | 30 | 70 | 3Hrs. | 2 1 | 20 | 30 [3Hrs.| 5 | 150
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RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL
DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IIIrd Sem SCHEME: JULY 2025
SUBJECT CODE: 301 PAPER CODE: 7748

NAME OF COURSE: STENOGRAPHY- I (HINDI ) (Speed @ 40 w.p.m.)

Course Outcome : This course extends theoretical understanding of Stenography and expected to
acquire the proficiency of 40 w.p.m at the end of the semester.

DISTRIBUTION OF HOURS :

S.N. | UNIT DISCRIPTION HOURS
1 UNIT-1 YA 1 IR=F vd YA & Fotet 25
2 UNIT-2 T FT IH 10
3 UNIT-3 HihET AT I FT A 10
4 UNIT-4 e faeg va HaAH, Thd faft & BT # 3are 20
5 UNIT-5 Rl & e AR 3 3rgarg /Rere 25
TOTAL 0

DETAILED COURSE CONTENTS

1- THEORY PAPER :-
TOTAL MARKS- 70 PASSING MARKS- 21 TIME : 3 HOURS
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RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL
DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IlIrd Sem SCHEME: JULY 2025
COURSE CODE: PAPER CODE:

NAME OF COURSE: STENOGRAPHY- I (HINDI ) (Speed @ 40 w.p.m.)

2- PRACTICAL PAPER:-
TOTAL MARKS- 30 PASSING MARKS- 10 TIME : 1/2 HOURS (30 MIN.)
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RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL
DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IIIrd Sem SCHEME: JULY 2025
COURSE CODE: PAPER CODE:

NAME OF COURSE: STENOGRAPHY- I (HINDI ) (Speed @ 40 w.p.m.)

INSTRUCTIONS :-

1. Regular assignment should be given on every topic of the syllabus.

2. Arrange expert lectures by the expert Faculties.

3. Dictation of 200 words @40 w.p.m. should be given in 5 minutes

4 There will be a two-members in committee, out of which one will be
Internal (Subject expert) and another will be External (Outside
Expert/Govt. Employee/Industry Person). Both will jointly assess the
students of practical examination.

I) SUGGESTED LEARNING RESOURCES:
(a) Reference Books:

1- Ry Iha Y =N o 3mEEme (R JoTel), HIY TR (AT JE@IE 33dTe)
2- fafrse 3mefafd yieor, st aurer & fose, fafdse yenrerst
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RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL
DIPLOMA IN MODERN OFFICE MANAGEMENT

S S
SEMESTER: IIIrd Sem SCHEME: JULY 2025
SUBJECT CODE: 301 PAPER CODE: 7748

NAME OF COURSE: STENOGRAPHY- I (ENGLISH) (Speed @ 40 w.p.m.)

COURSE OBJECTIVE

This course extends theoretical as well as practical understanding of
Stenography and expected to acquire the proficiency of stenography @40 w.p.m
at the end of the semester.

SCHEME OF STUDIES
S.No. Chapter Hours

1. The Consonants, vowels, and writing of outlines 21
2. Grammalogues, The Consonants R/H, Diphthongs. 16
3. Circle, Strokes, Loops 16
4. Hooks (R&F/V) 16
5. Practical of all Units 21

Total 90
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RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL

DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IIIrd Sem SCHEME: JULY 2025
COURSE CODE: PAPER CODE:

NAME OF COURSE: STENOGRAPHY- I (ENGLISH)

EXAMINATION SCHEME

. In Theory exam there should be Set-A 50 marks, Set-B 10 marks & Set-C 10

marks.

. Set-B One question-transcriptions from stenography to English.
. Set-C One question Make outlines from English
. Maximum marks 70 and minimum passing marks is 21.



RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL

DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IIIrd Sem SCHEME: JULY 2025
COURSE CODE: PAPER CODE:

NAME OF COURSE: STENOGRAPHY- I (ENGLISH)

CONTENTS
S.No. Course Content No. of hrs.
1. Introduction of Stenography: Meaning, Importance & 21

Object

Of Stenography, Definition of Consonants, Classes of
consonants, Joining of strokes, Definition of Vowels,
Types of Vowels, Places of Vowels, position of vowels.
Practice of outlines.

2. Grammalogues, The Consonants R/H, Diphthongs. 16
Circle, Strokes, Loops: Rules of Circle S/Z, Rules of 16
Strokes S/Z, Loops-ST & STR and their difference.

4. Hooks (R& F/V): Use of initial hooks to straight strokes 16

and curves; Use of right left hook medially; Alternative
forms of F/V, Intervening vowels: Their forms & uses,
Circles or loop preceeding initial hooks-Initially &
medially.

5. Practice of all units. 21




RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL

DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IlIrd Sem SCHEME: JULY 2025
COURSE CODE: PAPER CODE:

NAME OF COURSE: STENOGRAPHY- 1 (ENGLISH)

PRACTICAL: -

1. 200 words Dictation @ 40 w.p.m., in 5 minutes from Pitman shorthand book up to
58 Exercise 1.e. up to Chapter XV.

2. Transcription should be done on computer or by hand written.

3. Time for transcription for dictation should be 30 min. including the
time of dictation.

4. One mark should be deducted for two mistake which include
e |eaving word

e wrong word
e margin
e paper spacing etc. will also be treated as one mistake.



RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL

DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IlIrd Sem SCHEME: JULY 2025
COURSE CODE: PAPER CODE:

NAME OF COURSE: STENOGRAPHY- 1 (ENGLISH)

INSTRUCTIONS:-

1 Regular assignment should be given on every topic of the syllabus.

2 Arrange expert lectures by the expert Faculties.

3. Dictation of 200 words @40 w.p.m. should be given in 5 minutes

4 There will be a two-members in committee, out of which one will be
Internal (Subject expert) and another will be External (Outside Expert/Govt.
Employee/Industry Person). Both will jointly assess the students of practical
examination.

ReferenceBooks:-

1. Pitman Shorthand Instructor and Key Pitman, Pitman Publication



DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IIIrd Sem SCHEME: JULY 2025
SUBJECT CODE: 303 PAPER CODE: 7750

NAME OF COURSE: Office Management & Communication.

CONTENT

UNIT. Course Contents Hrs. of

No. Study

1. Office Management-Meaning, Concept, functions, Principles &
Importance of Office management.

Office Organization- Meaning, Types and importance. 15

Office Environment- Concept & necessity of creation of office
environment. Factors affecting office environment.

2. Office Layout: Meaning, Objectives, Importance, Types & Principles of
Office Layout.

Office System: Meaning & Definition of office system, Sailent features

of an effective office system. Norms of setting office routine work.

Filing & Indexing: Meaning of filing & indexing, Objectives, Utilities, 20

Importance & its Methods.

3. Correspondence: - Meaning, Importance, types. Essentials of a good
business letter, structure/format of business letters, Inward &
Outward registers. Stamp Record Register, Dak Book. 20

Business Correspondence: - Letters regarding Enquiries, Offers,

Quotation, Orders, Letters of confirmation and execution of order.
Letters of refusal and cancellation of order, collection letters
(dunning letters), circulars, follow-up letters.

Official/Government Correspondence: - Meaning and format of
Official/Government Letter, Notification, resolution, Memo, 20
Tender, Circular, D.O. Letters, Reminder, Endorsement, Press-

communiqué, Note-sheet.

5. Recruitment related Correspondence; - Introduction,
Meaning, Types of Recruitment Correspondence, Advertisement
for Vacant Post, Application for employment, Letter for 15
Written Exam/ Entrance exam, Letter for interviews, information of
selection appointment letter.




Practical-Project Report Assionment

1- Preparation of office layout

2- Preparation and Practice of Filling and Indexing.

3- Entries in the incoming and outgoing Mail Register.
4- Entries in the stamp record register and Dak Book

5- Drafting business or official letters in proper form.
6- Writing of note sheet for different issues and matters.
7- Application for employment.

List of Books

1. orfdy ydy Oy Td 3T, TF. 9 TS B! s fae |

ST UeY SR, . T, Ao Ha ufetof v fSEeer, 3mRT |
DAY UeYS Yol Ud Yo, Hlfedd HIH, 3R] |
FHIATiH UfehdT Ud U3 G8R, 81 3R, &. YdeT, A.1. Rl IR ThieH! Hiurd
Office Management- Dr. R.C. Bhatia, Atlantic Publication.
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RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL
DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IIIrd Sem SCHEME: JULY 2025
SUBJECT CODE: 302 PAPER CODE: 7749

NAME OF COURSE: Financial Accounting

CONTENT DETAILS

UNIT I Introduction: Meaning, Objective and Importance of accounting. Accounting
Concept, Terminology, Double Entry System, Accounting Equation, Capital and
revenue.

UNIT II: Types of Vouchers, Preparation of Journal, Subsidiary Books.

UNIT III: Preparation of Cash Book, Ledger, Trial Balance.

UNIT IV: Classification of Errors & their rectification. Preparation of Bank Reconciliation
Statement.

UNIT V: Preparation of Trading, Profit and Loss Account and Balance Sheet with
adjustments.

PROJECT WORK OR JOB ASSIGNEMNT

1. Preparation of various vouchers- invoice, cash memo, journal voucher, debit note credit
note voucher, payment voucher, receipt voucher etc.
Preparation of Financial instruments viz cheque, demand draft, withdrawal form and
deposits, bills of exchange

~

3. Prepare Bank Reconciliation Statement.

4. Internal checking of various Account Books.

5. Prepare Expenditure Lists from Ledger.

6. Prepare Journal and cash book from voucher specimen.
Suggested Readings

1. Financial Accounting: - R.L. Gupta and M. Radha Swami, S.Chand and sons, New Delhi.

2. Advance Accounts: - M.C. Shukla, T.S. Grewal and S.C. Shukla, S. Chand and sons, New
Delhi.

3. Financial Accounting: - Dr. Ramesh mangal Satish Printers Indore.

4. T J@rehd- AT S @iehet, ST, Uehol oied, ol YehI2Ie SR
5. Tadiia eliehst, A Td GelaT, mwmm%@—aﬁm




RAJIV GANDHI PROUDYOGIKI VISHWAVIDYALAYA, BHOPAL

DIPLOMA IN MODERN OFFICE MANAGEMENT

SEMESTER: IIIrd Sem SCHEME: JULY 2025
SUBJECT CODE: 304 PAPER CODE: 7751

NAME OF COURSE: Computer Typing (Hindi)

COURSE CONTENTS

SN. | UNIT TOPIC ALLOTE | ALLOTED
D MARKS
HOURS
1 UNIT-1 | Freqey ) a8 & Sandt v 3fded 15 -
2 UNIT-2 | gy erafiar i 9fFeq (99 150 oo & M0 7 8 15 10
3 UNIT-3 | ¢qer & e (Sao & @ord 6 7 U 6 @ 341 7 ) 15 10
4 UNIT-4 | #=yfegee & ofaew (150 er=q & 3w &) 15 10
5 UNIT-5 | vz erafiar (#ex 300 ersei & 3o &1 1 @) 30 30
TOTAL 90 60

TR TA.TY. 78 F IYfAs gdT W gfAhrs Bioe A AT SIem
Jfaard g

SCHEME OF EXAMINATION: -

TeTT o SR I 9 NKS @ve <o wd i o TSt e A

TOTAL MARKS -60 PASS MARKS -20
UE — ‘37

TE TUE # 300 753 hT Teh TS TATIT ZHTT T8 Wlreat o Tuw 10 e # 218y ST g,



TUs- “Fq”

1. 3o @Ue # 7 I 1 T4 TH 10 37 T 2N

2. 150 Y152 ST Ueh SATUTHhR/ITTAR I U BRTT ST feh etfershaw 150 vreg <At g1,
3. 6 TS 6 HTTH T Ueh A BT AT Teh TTerRdd 150 ITs3 hT BRTT.

4. 150 9755 T Ueh FEATCTRAT B3R TRTT AT ok STfereRa™ 150 9163 T AL,

PRACTICAL WORK-

e RSP 60 e o &l fore TTe et et 8 |

forenfifet =t sFreget o 1 A1 e gfTere Wive T I KT ST & |
ferenefat zpt H=Rshee o el o1 19 T 1 &0 |

FFE H 9 1 I T e foRfer ot TRttt gt |

Frgt ¥ fife 2 wfswa 1 9 T |

SCHEME OF VALLUATION-

T &) Ted! W TF 3 F1eT FRM | Tafad) & Wee} &1 aerd for@n e, amnst A awfon,
T BIg I, 3w ae o, Y W A & wfolea e F@n, @ A v @ R
e U9 AR # aafoar o e gl |

INSTRUCTIONAL STRATEGIES:

The teacher should do demonstration of typing methodology.

Speed typing of letter/ other documents etc.

Regular assignments should be given on every topic.

Assessment of term work of conduction of minimum two progressive test
during the session.

b

LIST OF PRACTICAL/TUTORIALS:

Demonstration of typing methodology.
Preparation of letter/other documents typing etc.
Speed typing of passage.

Speed typing of Commercial or business letters.
Speed typing of Official and Demo-Official letters.

AP
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	Practical-Project Report/Job Assignment

