The syllabus with minor changes applicable w.e.f. the session 2015-16
B.Sc. Part-II
bl[as[sI[ Bfg dsrf

smstr glsrf
ivsf : p)jfbl (kplsrl)
kil nbr : 50
(ppr : 40 aq ietrnl assnit : 10)

smf: 3Gt

slbs dl rp rKf

1[ exvrf pjfbl kfiv sgih 10 nbr
2[ cxvf pjfbl khfxl sigih 10 nbr
3[ iesighfr TKx 05 nbr
4[ prf (mydf msilaf nfl sbDq) 05 nbr
5[ ED-aED 05 nbr
6[ KipAtr BfEf nfl sbDqg Ebdfvli 05 nbr

slbs ivc lglaf psqkf

1[ hrjlq isG aq rgn isG izl (spf]), kfiv qrgF, krksqgr Xnlvristl krksqgr .
(kvl ieh kvl hl pVi jfxg : bl sth, mkbl, hfsm, aq njfbq )

2[grdv isG ag hrsrn kr (spf[), kQf Xfqrf, krksigr Xnlvristl krksqr .
(kvl pinllaf pjj khixlaf hl pvxlaF hn')

kipAtr nfl sbDqg Ebdfvill :

1) Account : Kfqf

2) Address : ISrnfvr



10) Call :
11) Camera:
12) Click :
13)
14) Command :
15) Computer :
16) Connection :
17) Copy :
18) Corpus :
19) Cut:
20) Data :
21) Database :
22) Delete :
23) Digital :
24) Directory :
25) Disk :
26) Disk Drive :
27)
28) Drive :
29) Electrical :
)

30) Electronic :

Download :

amlkfrl
afvie
Agfri-sBfl
ptl

gVi
JfI-Kjk
g hfkfrl

sd

icqrkEl-jqr
dbxf

Qm

hkm
gxk-jaqr
ml
Aqfrf
sgihx
htfAxf
akVf
akVIEflf
htfAxf

akl
mi-inrdiEkf
qvf
gvf-cflk
Agfrnf
cflk
ibjlel

ibj fxvl



31) E-mail :

32) Explorer :

33) File :

34) Folder :

35) Format :

36) Home Screen :
37) Input :

38) Install :

39) Internet :

40) Internet Explorer :
41) Italic :

42) Key :

43) Keyboard :

44) Line Spacing :
45) Matter :

46) Memory :

47) Memory Card :
48) Menu :

49) Microphone :
50) Mobile :

51) Network :

52) Numbering :
53) One Drive :
54) Online :

55) Operating System :
56) Operator :

57) Option :

58) Output :

ibj 1-zfk
Jfc-pVaflk
imsl

ims 1-ptfrf
KFcf

mK-sgh
afgq

Ifg (krnf)
agrjfll
aqrjfl jfc-pvgflk
tZf

btx
btx-Prtf
sqr-drl
smgrl

Xfd

Xfd-pqf
afdE-scl
Dnl-afgg-jiqr
jbl
pfsfr-pxfll
akkirl
lek-cflk
jivaf
sctln-pxfll
vrglkfr
ivklp

ngljf



59) Painting :

60) Password :
61) Paste :

62

63) Pen Drive :
64) Picture Gallery :
65) Pixel :

66) Portable :

67) Presentation :
68) Processor :
69) Record :

70) Removable Disk :

72) Save:

73) Scanner :
74) Screen :

75) Scroll :

76) Search :

77) Search Bar :

78) Search Engine :

)

)

)

) PC

)

)

)

)

)

)

)

)

71) Row :

)

)

)

)

)

)

)

79) Security :
80) SIM Card :
81) Slide Show :
82) Smart :
3)SMS:
84) Speaker :

85) Spreadsheet :

86) Storage Device :

icqrkf
pCix-Ebd (skq)
cbvnf

ingl gxk-jigr
akVi-iklI
icqr-gilafrf
icqr-akE

ckvr

pEKE
pikaf-iekfel
lekqr-akV,
htfAxXg-qvf
pfl

sriKaq krnf
pigibbk

sgh

GmfAXf

I Bxf

Kj ptl
Kj-iejx
sriKaf
gfhk-pCfx-pqf
srkvi-pdrEx
afibnk
SKp-snhf-svf

Dnl-ngljf-jiqr

ivsQfri-ql-amlkfrl

sgihx-jiqr



87) Text : i11Kq

88) Tool Box : sd-bksf

89) Type : akslkrx

90) Underline : sqrfikq

91) Update : afDinklkrx

92) Upload : CcVIAXf

93) USB : srb-km-cflk

94) Video : sicqr

95) Wall Paper : prg-pqr

96) Website : Jil-itkixf

97) Window : JrKf

98) Windows Explorer : JrKf-pdrEk
99) Wireless : gfrhix

100) Word Processor : Ebd-amlkfrl

jrrlinrds :

1[ kfiv grigr ivcl cfr pripsg sihq ivafiKkaf lel idg jfxg aq ividafrQl n ienf ivci kel
d krn hxg. ieh svfl 10 (5+5) nbr df hvgf.

2[ kQf-Xfqrf ivcl svfl slbs ivc blglaf khixlaf d ivs- vsq, sfr, pfgr icqgrx, sfihgk
mifkx jF aijhf svfl piCaf jf skdf h' ji slbs ivc Igl khixl d ml n pgt krdf hwv.
adrnl Ct nfl svfl piCaf jfvgf. ieh svfl 10 nbr df hvgf.

3[ aKbfr ivc iesighfr Byx lel divs! idg jfxg aq ividafrQl n ies ivcl iek i1Kxf hvgf.
ies svfl 05 nbr df h.

4] mjdf msilarf nfl sbDqg d jf ign ivs| idq jfxg aq ies ivcl iks|iek ivs; Aqg prf i TKxf
hvgf. ies svfl 05 nbr df h.

5[ pjvi svfl ivc 10 aED Ebd idqg jfxg aq ienf sfiraf d ED Ebd ilKx hxg. ieh svfl
pj nbr df hvgt.

6[ Cwvl svil ivc 10 Ebd agrEl d KipAtr dl BfEf nfl sbDq idq jfxg aq ienf df pjfbl

ive anvid krnf hvgf. ieh svfl pj nbr df hvgf.
5



Copy of the syllabus with minor changes applicable w.e.f. the session 2015-16
B.Sc. Part-II
bl[as[sI[ Bfg dsrf

smstr cQf
ivsf : p)jfbl (kplsrl)
kil nbr : 50
(ppr : 40 aq ietrnl assmit :1 0)

smf: 3Gt

slbs dl rp rKf

1[ exvrf pjfbl kfiv sgih 10 nbr
2[ cxvf pjfbl khfxl sigih 10 nbr
3[ sdf pgr 1Kx 05 nbr
4[ anvfd (ihdl gt pjfbl) 05 nbr
5[ ivprig Ebd 05 nbr
6[ pbDkI EbdfvlI (100 Ebd) 05 nbr

slbs ivc lglaf psqkF

1[ hrjlg isG aq rgn isG izl (spf[), kfiv grigf, krksigr Xnlvristl krksqr .
(kvl ieh kvl hl pVi jfxg : vjld, viirs sth, kfdrXfr aq sfh mhmd)

2( grdv isG aq hrsrn Kr (sppf[), kQf Xfqrf, krksgr Xnlvristl krksgr .
(khix! sgih ivc pfpq C nbr gl ds nbr gk imldlaf khixlaF hl pVxlar hn)

pbDkl sbdfvili :
1.Accountant 1 Kfkfr
2. Acknowledgement phic rsid
3. Action kfrvfel



4. Administration

5. Advance

6. All concerned to note

7. Agreement

8. Allocation

9. Allotment

10

11

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.
27.

28.

. Allowance

. Amount

Annual

Applicant
Application
Appointing authority
Appointment
Approval
Approximate
Arrears

As desired

As early as possible
Assessment
Assistant

As the case may be
Attached here with
Attendance
Attention is invited

Attested copy

p'sfsn

psgl

smh shiDg nt krn
smJqf

imBl rkm

vz

Bqf

rkm/rfsl

sflfnf

pfQk

pfronf pgr
inXkql aiDkfrl
inXkql

pvingl

1gBg

bkfieaf

ieCf ansfr

iginl jIdl hi sk
ml inrDfrx
shfiek

ighrighl hflq hv
nfl. nQI

hfjrl

iDafn idvfieaf jrdf h
gsdikl nkl



29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51
52.
53.

At your earliest convenience
Audit

Authorities
Balance

Based on facts
Basic pay

Bill

Book-post

Both day inclusive
Branch

Bring to notice
Brought forward
Calculation
Capital

Carbon copy

Cash book
Cashier

Cash memo
Casual leave
Catalogue
Checked and found correct
Cheque

Circular

Claim

Clerical staff

iggnl y 1dl hisk
1Kf pvgfl
aiDkfrl vrg
bkfieaf

gQ afdfirg

ml vign

ibll

bk pst

dnf idnf smq
sfKf

iDafn id IfAXf
ipClf Vv agl ilafAxf
ihsfb
pjl/srmfieaf
kfrbn kfpl
rkv/bhl

Kjfncl

nkd pqr

sbbl Crtl

scl pgr

pVvgfl kigl g Tik inkilLaf
ck

gsql icTl

dfavf
klrk/amlf



54.
55.
56.
S7.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74,
75.
76.
77.

78.

Come into force
Category

Come into operation
Compensation
Compensatory leave
Competent authority
Compliance
Compulsory retirement
Concurrence

Conduct

Confidential
Contingency
Conveyance allowance

Copy

Copy enclose for ready reference qriq Aigr Bel kipl nfl nQI

Cost price
Counterfoil
Counter signature
Daily wages
Damage

Dated

Day book
Dealing assistant
Dear Mr.

Dearness allowance

Ifg hxf

vrg

cfl hixf
mafvjf

levyl Citl
smriQ aiDkfrl
pflxf

Ifgml svf nivrgl
simql

afcrx ivhfr
apq

acfnkl

svfrl Bqf
nkl Aqfrf

1fgg ml

pigpj

pig hsqgfkr
idhfVi

nksfn

imql

rj nfmcf

kfr jkfrl shfiek
ipafr El

mihgfel Bqf



79. Delay regretted drl lel iKmf

80. Demy-official (D. O.) letter arD srkfrl Kgr

81. Departmental action IvBfgl kfrvfel
82. Deputation allowance pig inXkql Bqf
83. Dispatch clerk izspc klrk

84. Discrepancies may be reconciled Prk dr Kigf jfv

85. Document dsqgfvj
86. Documentary proof dsqgfvjl sbq
87. Draft for approval prvingl lel KrVf

88. Early action will be appreciated Cql kfrvfel s1fGfXg hvgl

89. Early orders are solicited afigaf lel sIGr bngl h
90. Earned leave kmfel Crtl
91 Efficiency bar ‘ inpingf lel rk
92. Eligible pfqr/ Xg
93. Embezzlement gbn
94. Employee krmcfrl
95. Enclosure nQl pqr
96. Endorsement IipT akx
97. Entry dikKIf
98. Essential qualification Ifgml Xgqfvr
99. Estimate anmfn
100. Evaluation m kX
jrrlinrds :
1[ kfiv grigr ivcl cfr pripsg sihq ivafiKkaf lel idg jfxg aq ividafrQl n ienf ivci kel

d krn hxg. ieh svfl 10 (5+5) nbr df hvgf.

10



2[

3[

4
5[
6[

kQf-Xfqrf ivcl svfl slbs ivc bglaf khixlaF d ivs- vsq, sfr, pfgr icqgrx, sfihgk
mifkx jF aijhf svfl piCaf jf skdf h' ji slbs ivc ligl khixl d ml nl pgt krdf hv.
adrnl Ct nfl svfl piCaf jfvgf. ieh svfl 10 nbr df hvgf.

d ivs; sdf pgr ilKx sbDI idq jfxg aq ividafrQl n ies ivc iek ilKxf hvgf. ieh psn
05 nbr df h.

10 ihdI d Ebd idq jfxg aq sfiraf df pjfbl ive anvfd krnf h.
10 Ebd idq jfxg aq sfiraf df ivprig arQ ilKx hxg.
pbDkl shdfvllivcl 10 agrjl sbdf d sminfrQl sbd pjfbl ivc ilKx hixg.

11



