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STUDY AND EVALUATION SCHEME FOR ONE YEAR CERTIFICATE COURSE MODERN OFFICE MANAGEMENT AND SECRETARIAL PRACTICE
(ENGLISH/HINDI)

FIRST SEMESTER

English &
Communication
1. MOM/101 Skill-I /fgUnh 4 1 5 50 - 50 100 - 100 60 150 2 Hrs 4
,0a laizs”’k.k
dkS’ky&1

Office
Correspondence
& Office
Management

2. | MOM/102
4 1 5 50 - 50 100 - 100 60 150 2 Hrs 4

Stenography
(English/

3. MOM/103 4 6 10 - 50 50 — 100 100 60 150 2 Hrs 6

Hindi)-I

E-Typewriting -
4. MOM/104 | (English/ 4 6 10 - 50 50 —_ 100 100 60 150 2 Hrs 6
Hindi)-I

Office
5. | Momyos | Automation 4 6 10 25 25 50 - 100 100 60 150 2 Hrs 6
Application and

Techniques-I

Total 20 20 40 26




STUDY AND EVALUATION SCHEME FOR ONE YEAR CERTIFICATE COURSE MODERN OFFICE MANAGEMENT AND SECRETARIAL PRACTICE
(ENGLISH/HINDI)

SECOND SEMESTER

English &
Communication
1. MOM/201 Skill-II@ fgUnh 4 1 5 50 - 50 100 - 100 60 150 2 Hrs 4
,0a laizs”’k.k
dkS’ky&ll

Office
Documentation
& Record
Management

2. | MOM/202
4 1 5 50 - 50 100 - 100 60 150 2 Hrs 4

Stenography
3. | Mmompos | (Enslist/ 4 6 10 - 50 50 — 100 100 60 150 2 Hrs 6
Hindi)-II

E-Typewriting -
4. MOM/204 (English/ 4 6 10 - 50 50 -— 100 100 60 150 2 Hrs 6
Hindi)-II

Office

Automation

5. MOM/205 ... 4 6 10 25 25 50 - 100 100 60 150 2 Hrs 6
Application and

Techniques-II

Total 20 20 40 26




