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BHARATHIAR UNIVERSITY COIMBATORE-641046

DIPLOMA IN OFFICE MANAGEMENT

Programme Objectives

1. To develop office management and administrative skills. 
2. To improve communication and professional ethics. 
3. To provide computer and accounting knowledge. 
4. To develop practical and employability skills. 
5. To introduce e-commerce and office automation systems. 
6. To prepare students for office and business careers. 

Programme Outcomes

1. Apply office management principles effectively. 
2. Use computer applications and office software efficiently. 
3. Prepare business letters and office reports correctly. 
4. Maintain accounting records and financial statements. 
5. Use internet, e-mail and e-commerce applications. 
6. Work professionally in office and business organizations. 

Scope of the Programme

1. Opportunities in private and government offices. 
2. Useful for office administration and accounting work. 
3. Provides practical knowledge in computer applications. 
4. Supports modern office management practices. 
5. Helps in self-employment and entrepreneurship. 
6. Foundation for higher studies and professional courses. 

Employment Opportunities

1. Office Assistant 
2. Computer Operator 
3. Accounts Assistant 
4. Data Entry Operator 
5. Receptionist / Office Administrator 
6. E-Commerce and Customer Service Executive








BHARATHIAR UNIVERSITY COIMBATORE

DIPLOMA IN OFFICE MANAGEMENT
(Community College)


(For the candidates admitted from the Academic year 2026-27onwards)
Minimum qualification for admission to Diploma in Office Management
is a pass in Standard X (SSLC).

SCHEME OF EXAMINATIONS

	
S.No
	
Title of the Course
	
Credits
	Maximum Marks

	1
	Concepts of Computer Technology
	4
	100

	2
	Business Communication and Moral Values
	4
	100

	3
	Office Management
	4
	100

	4
	Principles of Accountancy
	4
	100

	5
	Practical I: Computer Application
	4
	100

	6
	Practical II: Office Management
	4
	100

	7
	Practical III: Computerized Accounting System
	4
	100

	8.
	Internship / Project
	4
	100

	
	Total
	32
	800
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Question paper Pattern: Theory

Section A: (10x2=20Marks)
Answer ALL   the questions
Section B: (5x6=30Marks)
Answer ALL the questions either (a)or(b)
Section C: (5x10=50)
Answer ALL the questions either (a)or(b)
	Duration of examinations for all papers is three hours.
*Minimum Pass Mark: 40Marks
Medium: English





PAPER–I
CONCEPTS OF COMPUTER TECHNOLOGY

	Unit:1
	Computer- Binary words

	Hardware and Software - Computer Systems - Importance of Computers in Business - Data and Information - Data Processing - Data Storage and Data Retrieval Capabilities - Computer Applications in Various Areas of Business - Computer-Related Jobs in Business.

	

	Unit:2
	Types of Computers and Net working

	Types of Computer Systems - Micro, Mini, Mainframe and Super Computers - Analog, Digital and Hybrid Computers - Business and Scientific Computer Systems - Generations of Computers from First to Fifth Generation - Laptop or Notebook Computers - Data Processing Systems - Batch, Online and Real-Time Systems - Time Sharing, Multiprogramming and Multiprocessing Systems - Networking - Local and Wide Area Networks.

	

	Unit:3
	Different Components of Computer

	Components of Computers - Input, Output and Storage Devices - Software - System Software and Application Software - Programming Language - Machine Language - Assembly Language - Higher-Level Languages - Flowchart and Program Flowcharts - Steps in Developing a Computer Program - Steps in Software Development Life Cycle (SDLC).

	

	Unit:4
	Operating system

	Operating Systems - DOS, Windows, UNIX, Windows NT, Windows 98 - E-Commerce - Internet - Extranet - E-Mail and Its Uses - World Wide Websites - Mobile Computers - Global Networks (WAN, VPN) and Digital Communication.

	

	Unit:5
	System Analysis and Design

	System Analysis and Design - Computer-Based Information System - Transaction Processing - Office Automation - Management Information System - Decision Support Systems - Expert Systems and Artificial Intelligence - Machine Learning (ML) - Generative AI (Gen AI).

	

	Reference Books

	1
	Taxali R. K. - P. C. Software Made Simple - New Delhi - TMH.

	2
	Alexis Leon and Mathews Leon (1999) - Introduction to Computers - Chennai - Leon Tech World.

	3
	Richard W. Brightman (1998) - Using Micro Computers - New Delhi - Galgotia Publisher.

	4
	Roger Hunt and John Shelly (1997) - Computer and Common Sense - New Delhi - PHI.

	5
	Sanjay Sexena (1999) - A First Course in Computers - Vikas Publishing.



PAPER–II
BUSINESS COMMUNICATION AND MORAL VALUES

	Unit:1
	  Introduction

	Analysis and Synthesis of Business Letters - Basic Principles in Drafting - Appearance and Layout - Letter Style.

	

	Unit:2
	Types of Business letters

	Various Types of Business Letters - Letter of Enquiry - Quotation - Orders - Cancellation - Execution - Circulars - Status Enquiry - Collection Letters.

	

	Unit:3
	Correspondence

	Application for a Situation - Agency Correspondence - Import-Export Correspondence - Correspondence of a Company Secretary - Banking Correspondence - Correspondence with Head Office - Correspondence with Other Banks.

	

	Unit:4
	Business Reports

	Drafting of Business Reports - Importance of Report - Types of Report - Reports by Individuals - Reports by Committees - Speech Writing - Characteristics of Good Speech - Profile of a Good Speaker - Planning to Speak - Model Speeches.

	

	Unit:5
	Ethics

	Human Values - Environmental Ethics - Professional Ethics - Information Ethics - Ethical Committee.

	

	Reference Books

	1
	Ramesh M. S. (2000) - Business Communication - New Delhi - R. Chand & Company.

	2
	Rajendra Paul (1997) - Essentials of Business Communication - New Delhi - Sultan Chand & Sons.

	3
	Manuel G. Velasquez (1988) - Business Ethics: Concepts and Cases - Prentice Hall - London..

	4
	Benny Joseph (2004) - Environmental Studies - Tiruchirappalli - St. Joseph’s College.

	5
	Vakul Sharma (2008) - Handbook of Cyber Law - New Delhi - Macmillan India Ltd.

	



PAPER- III 
OFFICE MANAGEMENT
	Unit:1
	Introduction

	Meaning and Importance of Office Management - Functions of a Modern Office - Office Organization - Meaning and Principles - Relationship of Office with Other Departments.

	

	Unit:2
	Location and Environment

	Office Accommodation - Layout - Location and Environment - Office Systems, Procedures, Routines and Methods - Physical Work Environment - Office Furniture - Types of Furniture.

	

	Unit:3
	Work study

	Work Study and Work Measurement - Work Simplification - Records Management - Filing and Indexing - Filing Systems and Methods - Filing Equipment - Job Definition and Description - Job Evaluation and Merit Rating.

	

	Unit:4
	Communication System

	Communication System in an Office - Handling Inward and Outward Mails - Communication Media - Office Machines - Selection and Usage - Cyclostyling Machine - Duplicating Machines - Franking Machines - Photostat Machine.

	

	Unit:5
	Office Forms

	Office Forms - Design and Control - Continuous Stationery - Office Cost Control - Office Supervision - Principles of Supervision - Role of Supervision - Methods of Obtaining Data and Recording Procedures - AI Forms Created by Applications.

	

	Reference Books

	1
	Ghosh P. K. (1992) - Business Correspondence and Office Management - New Delhi - Sultan Chand & Sons.

	2
	Chopra R. K. (1990) - Office Management - New Delhi - Himalaya Publishing House.

	3
	Jain J. N. (2007) - Modern Office Management - New Delhi - Regal Publishing.

	4
	Leffingwell and Robinson (1975) - Textbook of Office Management - Tata McGraw-Hill.

	5
	George R. Terry (1949) - Office Management and Control - Chicago - Richard D. Irwin Publisher.

	



PAPER - IV PRINCIPLES OF ACCOUNTANCY

	Unit:1
	Introduction to Accounting

	Accounting - Definition - Scope of Accounting - Financial Accounting - Cost Accounting - Management Accounting - Differences.

	

	Unit:2
	Financial Accounting

	Financial Accounting - Accounting Concepts - Conventions - Principles - Preparation of Journal and Ledger.

	

	Unit:3
	Trail Balance and BRS

	Subsidiary Books - Preparation of a Trial Balance - Bank Reconciliation Statement.

	

	Unit:4
	Final Accounts

	Final Accounts of Sole Traders - Trading Account - Profit and Loss Account - Balance Sheet.

	

	Unit:5
	Accounts from Incomplete Records

	Accounts from Incomplete Records - Statement of Affairs Method - Conversion Method.

	

	Reference Books

	1
	Mani P. L., Nagarajan K. L., Vinayagam M. (2008) - Principles of Accountancy - S. Chand Publishers.

	2
	Gupta R. L., Gupta V. K. (2010) - Principles and Practice of Accountancy - New Delhi - Sultan Chand & Sons.

	3
	Reddy T. S. & Murthy A. (2009) - Financial Accounting - New Delhi - Margham Publications.

	4
	Dr. Goyal V. K., Ruchi Goyal (2012) - Financial Accounting - 4th Edition - PHI Learning Pvt. Ltd.

	5
	Dr. S. N. Maheshwari, Dr. Suneel K. Maheshwari, CA Sharad K. Maheshwari (2018) - Financial Accounting - Sixth Edition - S. Chand Publishers

	



PAPER – V
PRACTICAL- I

	COMPUTER APPLICATION

	1
	Identification of Computer Hardware Components

	2
	Practice on Operating System Functions

	3
	MS Word Document Preparation

	4
	Preparation of Business Letters using Word Processor

	5
	Spread sheet Creation using MS Excel

	6
	Formula and Function Practice in Excel

	7
	Preparation of Charts and Graphs

	8
	PowerPoint Presentation Preparation

	9
	Internet Browsing and E-Mail Operations

	10
	Data Entry and File Management Practice






PAPER - VI
PRACTICAL - II

	OFFICE MANAGEMENT

	1
	Office File Arrangement Practice

	2
	Filing and Indexing Methods

	3
	Preparation of Office Forms

	4
	Mail Receiving and Dispatch Procedures

	5
	Office Record Maintenance

	6
	Office Equipment Handling Practice

	7
	Preparation of Circulars and Notices

	8
	Office Communication System Practice

	9
	Office Cost and Stationery Management

	10
	Office Supervision and Reporting Practice







PAPER - VII
PRACTICAL –III
	Computerized Accounting System

	1
	Journal Entry Preparation

	2
	Ledger Posting Practice

	3
	Preparation of Subsidiary Books

	4
	Cash Book Preparation

	5
	Trial Balance Preparation

	6
	Bank Reconciliation Statement Preparation

	7
	Trading Account Preparation

	8
	Profit and Loss Account Preparation

	9
	Balance Sheet Preparation

	10
	Accounts from Incomplete Records
































PAPER - VIII

INTERNSHIP / PROJECT

Project Guidelines
As part of the curriculum, every student shall undertake a Project Work related to Office Management. Students are encouraged to visit offices, business organizations, banks, accounting firms, computer centres, commercial establishments or other organizations related to their field of study.
The students shall identify a suitable real-time project/topic in consultation with the college and faculty members and carry out the work accordingly. The project may involve office administration, computer applications, accounting, e-commerce, office record management, business communication, data entry, customer service or office automation systems.
At the completion of the project, the students shall prepare and submit a Project Report containing the following details:
1. Title of the Project 
2. Objectives 
3. College / Organization Details 
4. Methodology / Work Carried Out 
5. Findings 
6. Conclusion 
7. Photographs / Supporting Documents
[bookmark: _GoBack]The students shall present their project work during the Viva-Voce examination conducted by the College.
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