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| Program: Degree [ Class :B.COM | Year: Il | Session: 2023-24
Subject: e L Commerce e =
I [CowseCode [C3COMDID T e e
g _r Course Title | Office Management and Stenography —Paper -1I
3 Course Type | DSE(Discipline Specific  Elective) = :
4 Pre-requisite Open for all :
5 Course After completing the course, the student shall be able to:
Learning I: Transcribe the dictations by using advanced phrases and outlines.
outcomes 2: Understand and develop the practical/research skills with hands on
(CLO) training in secretarial practice design with the understanding of
organizational structure, processes and practices.
3: Use practical approach in understanding of office systems and procedures
with industryinterface.
4: Get proficiency in Office Management and Secretarial Practice skills using
IT in their jobs.
5: Discharge secretarial jobs with industry interface and improve their
writing, reading and translation of shorthand scripts through Office
Management and Secretarial Practices.
6 Credit Value 6
7 Total Marks Max. Marks: 30 + 70 | Min. Passing Marks: 35

Part B- Content of the Course

Total No. of Lectures- 90

Unit

Topics

No. of
Lectures

Shorthand Dictation and Transcription

Shorthand dictation of seen and unseen passages. Practice of outlines from Advanced
phraseography, Intersections, Business Phrases, Political Phrases and Banking
Phrases from Pitman’sShorthand Instrutor (new Era Edition by Isaac Pitman London

Pitman, London (old course).

Practice of transcription of dictations on seen and unseen passages from shorthand
magazines or parliamentary/budget/banking/office administration reports/Business
Research Survey.

18

Research and Office Reports

Introduction, Meaning and Course Objectives of secretarial practice in project reports,
importance of reports, essential features, content and format of the good report,
samples of office report, industry visit report, references and bibliography, writing of
reports on office practices, preparationof stenography transcripts and its translation in
office documentation, design of office reports.

18

Structure of Reports:-
How to prepare the Reports: Executive summary (Abstract), Introduction-

Background, Purpose, Nature and Scope, Objective of the study, Methodology,
Discussions, Summary, Findings and Limitations.

18

Computer Applications for Writing Report

(i) Preparation of Reports using keyboard skills in computer software word
processing, spreadsheet and power point Practice of transcription/dictation
exercises, content report exercises, tables, charts, use of arithmetic
functions.

(i1) Preparation and presentation of report in PowerPoint

Visit to Industries and Writing of Report:-
(1) Observe the office practices used by various industries for writing of
business surveys/articles/research papers on the topics related to office

18




| management practices andsecretarial practices. B FE e
(i1) Daily practice on report writing, transcriptions and keyboard typewriting

speed passages,

Part C-Learning Resources

Text Books, Reference Books, Other resources

Suggested Readings:
Bhatia, R.C. Business Communications - Galgotia Publishers, New Delhi.Bhatia, R.C.
Office Management - Galgotia Publishers, New Delhi.
Bretag Crossman Bordia, Communication Skills, Tata Mcgraw Hill Education PrivateLimited, New
Delhi.
Computer e-Typewriting Tutor Master and Pitman Typing Speed Passage Part- 1 & I1.
MadaanSushila, Computer Applications,Mayur Paperbacks, New Delhi.
Pitman, Isaac: Pitman Shorthand Instructor and Key (old course), Sir Isaac Pitman Ltd.,Pearson
Education Ltd. and Dorling Kindersley Publishing. :
Pitman, Isaac: Pitman Shorthand Instructor and Key (old course), Sir Isaac Pitman Ltd.,Pearson
Education Ltd. and Dorling Kindersley Publishing.
Shorthand Magazines by Kailash Chandra, Naresh Chandra and Pitman S.S. Publications.
Zane K.Quible, Administrative Office Management(Eight Edition) An Introduction, PHILearning
Private Limited, New Delhi
Suggestive digital platforms/ web links
1 https:/sist.sathyabama.ac.in/sist_coursematerial/uploads/SBAA301 9.pdf
2. https://sist.sathyabama.ac.in/sist_coursematerial/uploads/SBAA | 407.pdf
3.https://www.himpub.com/documents/Chapter871.pdf

4.https://www.eshiksha.mp.gov.in

Suggested equivalent online courses:

Part D-Assessment and Evaluation

Suggested Continuous Evaluation Methods:
Maximum Marks : 100
Continuous Comprehensive Evaluation (CCE) : 30 Marks University Exam (UE): 70 Marks

Internal Assessment : Continuous Class Test Assignment/Presentation

Comprehensive Evaluation (CCE) 30
External Assessment : Section(A) : Very Short Questions

University Exam Section Section (B) : Short Questions 70
Time : 03.00 Hours Section (C) : Long Questions

Any remarks/ suggestions:

Y, A—ﬂ
8
———————
1Ne. PAVAN MISHRAY

(PROF.PAVAN MISHRA)
Chairman
Central Board of Studies (Commerce)
Department of Higher Education Govt. of M.P.
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Bhatia, R.C. Business Communications - Galgotia Publishers, New Delhi.Bhatia,

R.C. Office Management - Galgotia Publishers, New Delhi.

Bretag Crossman Bordia, Communication Skills, Tata Mcgraw Hill Education Private

Limited, New Delhi.

Computer e-Typewriting Tutor Master and Pitman Typing Speed Passage Part- 1 & II.
MadaanSushila, Computer Applications, Mayur Paperbacks, New Delhi.

Pitman, Isaac: Pitman Shorthand Instructor and Key (old course), Sir Isaac Pitman Ltd.,Pearson
Education Ltd. and Dorling Kindersley Publishing.

Pitman, Isaac: Pitman Shorthand Instructor and Key (old course), Sir Isaac Pitman Ltd.,Pearson
Education Ltd. and Dorling Kindersley Publishing.

Shorthand Magazines by Kailash Chandra, Naresh Chandra and Pitman S.S. Publications.

Zane K.Quible, Administrative Office Management(Eight Edition) An Introduction, PHI
Learning Private Limited, New Delhi
Suggestive digital platforms/ web links
1.https://sist.sathyabama.ac.in/sist_coursematerial/uploads/SBAA3019.pdf
2. https://sist.sathyabama.ac.in/sist coursematerial/uploads/SBAA | 407.pdf
3.https://www.himpub.com/documents/Chapter871 .pdf

4.https://www.eshiksha.mp.gov.in
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Chairman
Central Board of Studies (Commerce)
Department of Higher Education Govt. of M.P.
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 Program: Degree [ Class:B.COM | Year:1ll | Session: 202324

| Subject: Commerce z Sl i e

bl Course Code C3-COMD2ZD e : ! St

} 2 [ Course Title | Office Management and Stenography —Paper -1 B

B Course Type DSE(Discipline Specitic  Elective) =
4 Pre-requisite Open for all _
5 Course Learning After completing the course, the student shall be able to:

outcomes (CLO) 1: Learn the advanced phrases skills from the book.

2: Get dictation of unseen passages and also be eligible to compete in the
job market forsecretarial jobs of personal secretary, office executives
and office managers.

3: Do transcriptions of dictated passages in MS-Word
with a higher speed.
4: Prepare pay-roll and employee data base etc.
5: Make the presentation
Credit Value 50
7 | Total Marks Max. Marks: 30 + 70 | Min. Passing Marks: 35
Part B- Content of the Course

=

Total No. of Lectures- 90

Unit Topics No. of
Lectures
1 18

Advanced Stenography — Seen: - Daily practice of Seen Dictation
exercises from Pitman Shorthand Instructor Book (Exercise 145-191) at the
speed of 100 words per minutes. Practice in different settings (e.g. Class
Rooms, Interviews for Social/Business Research Surveys).

Daily practice of Seen Passages from above exercises at the speed of 100
w.p.m (in graded manner)and transcribe on the computer :
2 Advanced Stenography-Unseen:- 18

Practice of Unseen Passages at the speed of 80 words per minute (in graded
manner) from monthly Shorthand Magazines with their transcription on
computer.

3 Word Processing (MS Word):- 18
Word Processing (MS Word) Inserting Table- of Contents, Index and
Managing  Bibliography/References. Using Voice activated Word
Processing in PC and Mobile Applications.Making the Hyperlinks

Practice of typewriting speed passages

4 Spreadsheet (MS-Excel):- 18

Spreadsheets (MS-Excel)- Preparation of Pay Rolls by applying

mathematical and statistical functions. Preparation of mark sheets,

Attendance Sheet, Employee Data Base by applying formulae and IF

Function.

(Arithmetic and Logical functions)

5 Power Point Presentation (PPT):- 18

Preparing Presentations. Slides. Handouts. Speaker’s Notes - Outlines -

Media Clips - ChartsGraphs, Adding the Transitions to the Slide Show -

Special effects in detail, - Setting Slide timings,Power point - Preparation and

Presentation of slides in PowerPoint.




Part C- LearmnﬂF Resom ces

e _Text Books, Reference Books, Other resources
Suggested Readings: :

1. 700 Hundresl Common Words Reading ard Dictation Exercises

2. Bhatia, D.P&& Sangal, S.S., Principles of Typewriting, Pitman S.S.Publications

3.  Computer Felypewriting Master

4. Kailash, C.Ghandra, N.and Pitman 1., Shorthand Magazines, S.S.Publications Kuthiala.

Shorthand Made Easy, Pitman S.S.Publications
Madan, S., @omputer Applications, Mayur Paperbacks, New Delhi .
Pitman. L., Ritman Shorthand Instructor and Key (old Course), Pearson Education Ltd.
7. Sinha, P.K. and Sinha, P., Computer Fundamentals, BPB Publications. Thoope
Edgar, 20006Common Words Reading and Dictation Exercises
8. Tiwari H.Nend Thukral, S./Information T. echnology, International Book House Pvt. Ltd. ,Delhi
Suggestive digital platforms/ web links
® 1https.//egvankosh.ac.m/b:tstream/123456789/33238/1/Unit-l.pdf
1 https://www.studocu.com/row/document/kca—universitv/instructionaI-methods/cba—0014—
office-management-notes/17884288
® https://mguniversity.ac.in/syllabus/ug social%20sciences/B.A%200ffice%20Management.pdf
e https://www.uakron.edu/armyrotc/MS1/14.pdf
e https://www.egyankosh.ac.in » bitstream » Unit-18

N »n

Suggested equivalent online courses:

Part D-Assessment and Evaluation

Suggested Continuous Evaluation Methods:
Maximum Marks : 100
Continuous Comprehensive Evaluation (CCE) : 30 Marks University Exam (UE): 70 Marks

Internal Assessment : Continuous Class Test Assignment/Presentation
Comprehensive Evaluation (CCE) 30
External Assessment : Section(A) : Very Short Questions
University Exam Section Section (B) : Short Questions 70
Time : 03.00 Hours Section (C) : Long Questions

Any remarks/ suggestions:

FrE fevrft/gzm:

ine. PAVAN e PAVAN MISHRAY

(PROF.PAVAN MISHRA)
Chairman
Central Board of Studies (Commerce)
Department of Higher Education Govt. of M.P.
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1. 700 Humh m’ Common Words Reading and Dictation Excrcises

2. Bhatia, D.P & Sangal. S.S., Principles of /\pcnmmtf Pitman S.S.Publications

3. Computer EeTypewriting Master

4. Kailash, C.G@handra, N.and Pitman 1., Shorthand Magazines, S.S.Publications
Kuthiala, Shwrthand Made Easy, Pitman S.S.Publications

5. Madan, S., @omputer Applications, Mayur Paperbacks, New Delhi .

6. Pitman. L., Ritman Shorthand Instructor and Key (old Course), Pearson Education Ltd.

7. Sinha, P.K. and Sinha, P., Computer Fundamentals, BPB Publications.
Thoope Edgar, 2000 Common Words Reading and Dictation Exercises

8. Tiwari H.N.end Thukral, S./nformation Technology, International Book House Pvt. Ltd
Delhi

Suggestive digital platforms/ web links

o

» _https://sist.sathyabama.ac.in/sist_coursematerial/uploads/SBAA3019.pdf

*  https:/sist.sathyabama.ac.in/sist_coursematerial/uploads/SBAA1407.pdf

e _https://www.himpub.com/documents/Chapter871.pdf

e https://egyankosh.ac.in/bitstream/123456789/33238/1/Unit-1.pdf

. https://www.studocu.com/row/document/kca-universitv/instructional~meth0ds/cba—

0014-office-management-notes/17884288

e https://mguniversity.ac.in/syllabus/ug social%20sciences/B.A%200ffice%20Manageme
nt.pdf

e https://www.uakron.edu/armyrotc/MS1/14.pdf
e  https://www.egyankosh.ac.in » bitstream > Unit-18
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