
COURSE TITLE  

Office Management  

Element of Statistics 

Word Processing & Spread 

Sheet 

Business Studies 
Computer Typing (Hindi) 

Professional Activitie

Theory Marks : 280 
Practical Marks : 180  
Quiz, Mid Term, Lab. Work :240  

TOTAL 700  

Minimum Pass Grade in Theory & Practical 'D'  

NOTE: The Question papers for Practical examination of Computer Typing (Hindi)  

will be Set by RGPV.  

Theory Credits :14  

Practical Credits : 10  
Total Credits : 24 
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CREDIT BASED GRADING SYSTEM 
PROGRAMME NAME: MODERN OFFICE MANAGEMENT  

Name of Scheme : CGPA-2012  

Scheme of Studies and Examinations for : II semester  

*RAJIV GANDHI PRODUYOGIKI VISHWAVIDYALAYA, BHOPAL 



 


