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Annexure No.

55 F

SCAA Dated

29.02.2004

)

BHARATHIAR UNIVERSITY : COIMBATORE — 641 046
DIPLOMA IN OFFICE ADMINISTRATION (DOA)
(REGULAR)

Eligibility for admission:

Candidates for admission to the Diploma in OfficdgnAinistration (DOA) course shall be
required to have passed the Higher Secondary exgioms (Academic or Vocational)
conducted by the Government of Tamilnadu or angrogixamination accepted as

equivalent thereto by the syndicate.
Duration of the course:

The course shall extend over a period of six montdmprising of one semester.
Medium of instruction and examinations:

The medium of instruction and examinations shalibEnglish.

Passing minimum:

a) A candidate shall be declared to have passed aparpf he or she obtains not
less than 40% of marks in that paper.
b) A candidate failing to secure the minimum marksspribed shall be required to
reappear for the examination in that paper andmbiat less than the minimum
marks required for passing the paper.

Classification of successful candidates

a) Successful candidates passing the examinatiosedying not less than 60% of
total marks in all subjects shall be declared teeh@assed in First class.

b) Successful candidates passing the examinatiossedwyring not less than 50% of
total marks in all subjects shall be declared teeh@assed in second class

c) All other successful candidates shall be declavdthtze passed the examinations

in Third class.

SCHEME OF EXAMINATION

TITLE OF THE PAPER

EXAM DURATION

Office Management
Business Communication

Principles of Accountancy

r w NP

Computer Applications
in Corporate Office

TOTAL MARKS

3 hours 100 marks
8urs 100 marks
fBours 100 marks
3 haos 100 marks

Total

400 marks
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PAPER — | OFFICE MANAGEMENT

UNIT — |

Meaning and importance of office management — fanstof a modern office — office
organization — meaning and principles — relatiopsioffice with other departments

UNIT — I

Office accommodation — lay out — location and emwnent — office systems,
procedures, routines and methods — physical wovik@mment — office furniture — type
of furniture

UNIT — Il

Work study and work measurement — work simplificati- records management — filing
and indexing — filing systems and methods — fileguipment — job definition and
description - job evaluation and merit rating

UNIT — IV

Communication system in an office — handling inwaatid outward mails —
communicating media — office machines — selectimh @sage — cyclo- styling machine,
duplicating machines , franking machines — Photastchine

UNIT -V

Office forms — design and control — continuousistetry office cost control — office
supervision — principles of supervision — role gparvision — methods of obtaining data
and recording procedures.

REFERENCE BOOKS:

P.K. Ghosh Office Mgeanent

R.K. Chopra Office Maeagent

John and Lens Modern @ffidanagement
PAPER — I BUSINESS COMMUNICATION
UNIT —I

Analysis and synthesis of Business letters - Bpasitiples in drafting — appearance and
lay out — letter style

UNIT — I
Various types of business letters — letter of ernguquotation — orders — cancellation —
execution — circulars — status enquiry — collectgiters

UNIT —1lIl :  Application for a situation

UNIT — IV : Banking correspondence

UNIT —V : Drafting of business reports - spleevriting

REFERENCE BOOKS:

Ramesh and Pattanchetty Effective Business &m§licorrespondence
Rajendrapaul and Korlakalli Essentials of Bussnésmmunication
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PAPER —llI PRINCIPLES OF ACCOUNTANCY

UNIT — |
Accounting — definition — scope of accounting —dfioial accounting — Cost accounting
— Management accounting — differences

UNIT — I
Financial accounting : accounting concepts — cotiwes — principles - preparation of
journal and ledger

UNIT — lll : Subsidiary books — preparation offaal Balance - Bank reconciliation
statement

UNIT — IV : Final accounts of sole traders

UNIT -V : Accounts from incomplete records — staémt of affairs methods —
conversion method

REFERENCE BOOKS:

Jain and Narang Advanceddmting
Shukla and Grewal Advanced Actdmng
Gupta and Radhaswamy Advanced Accogygta

PAPER - IV COMPUTER APPLICATIONS IN CORPORAT E OFFICES

UNIT — |

Introduction to computer — Generation of computerslassification of computers —
hardware and software — introduction to windows-98orking within a window — tool
bars, menu & dialog boxes — working with drivedders & files.

UNIT -1l

Ms word — creating a new document — editing — wagkwvith margins , pages and line
spaces — adding headers , footers and page numbenminting documents — faxing &
E- mailing documents — adding graphics to documents

UNIT — 1l

Ms excel — creating a new workbook — entering data the worksheets — editing
worksheets — adding cell borders and shading — imgrwith ranges - managing and
printing workbook — simple calculations — copyimgrhula — creating charts

UNIT — IV

Ms — Access — creating a new database — creatidgediting tables — entering and
editing data in table — creating relationships lesmtables — creating and modifying a
form — sorting , filtering and indexing data — dieg@ a query — creating and customizing
a report
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UNIT -V

Power point - creating a new presentation — wayrkiith slides in different views —
printing presentations — inserting, deleting angyoog slides — rearranging slides —
adding and modifying slide text — adding graphaslide.

REFERENCE BOOKS:

Joyce Cox, Polly Urban  Quick Course in Micrbgaffice, Galgotia Publications Pvt
Ltd., 1996

R.K.Taxali PC Software for Windows made Simplata Mc Graw Hill Publications
Pvt Ltd., 1998.



