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The syllabus with minor changes applicable w.e.f. the session 2015-16 
B.Sc. Part-II 

bI[aYs[sI[ Bfg dUsrf 
 

smYstr qIsrf 
 

ivsLf : pMjfbI (kMplsrI) 
 

          kul nMbr : 50 
(pypr : 40 aqy ieMtrnl asYsmYNt : 10) 

          smF: 3GMty  
 

slybs dI rUp ryKf 
 
 
1[ coxvF pMjfbI kfiv sMgRih      10 nMbr 
 
2[ coxvF pMjfbI khfxI sMgRih      10 nMbr 
 
3[ iesLiqhfr lyKx       05 nMbr 
 
4[ pYrHf (mOjUdf msilaF nfl sbMDq)     05 nMbr 
 
5[ ÈuD-aÈuD        05 nMbr 
 
6[ kMipAUtr BfÈf nfl sbMDq ÈbdfvlI     05 nMbr 
 
 
 

 
slybs ivc lwgIaF pusqkF 

 
1[ hrjIq isMG aqy rqn isMG iZloN (sMpf[), kfiv qrMgF, kurUksLyqr XUnIvristI kurUksLyqr . 
 (kyvl ieh kvI hI pVHy jfxgy : bulHy sLfh, mukbl, hfsLm, aqy njfbq ) 
 
2[gurdyv isMG aqy hrsLrn kOr (sMpf[), kQf Xfqrf, kurUksLyqr XUnIvristI kurUksLyqr . 
  (kyvl pihlIaF pMj khfxIaF hI pVHxIaF hn ) 
  
kMipAUtr nfl sbMDq ÈbdfvlI : 
 

1) Account :    Kfqf 

2) Address :    isrnfvF  
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3) Application :   amlkfrI  

4) Audio :    afvfË  

5) Backup :    Auqfrf-sMBfl  

6) Bar :    pwtI 

7) Bold :    gUVHf  

8) Browser :    jflL-Kojk  

9) Bulleting :    golLfkfrI 

10) Call :    swd  

11) Camera :    icwqrkÈI-jMqr  

12) Click :    dwbxf  

13) Column :    QMm  

14) Command :   hukm  

15) Computer :   gxk-jMqr  

16) Connection :   mylL  

17) Copy :    Auqfrf 

18) Corpus :    sMgRihx  

19) Cut :    htfAuxf  

20) Data :    aMkVf  

21) Database :   aMkVfÈflf  

22) Delete :    htfAuxf  

23) Digital :    aMkI  

24) Directory :   mUl-inrdyiÈkf  

25) Disk :    qvf  

26) Disk Drive :   qvf-cflk  

27)  Download :   Auqfrnf 

28) Drive :    cflk  

29) Electrical :    ibjleI  

30) Electronic :   ibjlfxvI  
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31) E-mail :    ibjl-zfk  

32) Explorer :    jFc-pVqflk  

33) File :    imsl  

34) Folder :    imsl-ptfrf 

35) Format :    KFcf  

36) Home Screen :   muwK-sqh  

37) Input :    afgq  

38) Install :    lfgU (krnf) 

39) Internet :    aMqrjflL 

40) Internet Explorer :  aMqrjflL jFc-pVqflk  

41) Italic :    tyZf 

42) Key :    btx  

43) Keyboard :   btx-Pwtf  

44) Line Spacing :   sqr-dUrI  

45) Matter :    smwgrI  

46) Memory :    Xfd  

47) Memory Card :   Xfd-pwqf  

48) Menu :    afdyÈ-sUcI  

49) Microphone :   DunI-afgq-jMqr  

50) Mobile :    jybI  

51) Network :    pfsfr-pRxflI 

52) Numbering :   aMkkfrI  

53) One Drive :   iek-cflk  

54) Online :     juiVaf 

55) Operating System :  sMcfln-pRxflI  

56) Operator :    vrqoNkfr  

57) Option :    ivklp  

58) Output :   nqIjf 
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59) Painting :    icwqrklf  

60) Password :   pCfx-Èbd (sMkyq)  

61) Paste :    cMbyVnf  

62) PC :    inwjI gxk-jMqr  

63) Pen Drive :   aMkVf-ikwlI 

64) Picture Gallery :   icwqr-gilafrf  

65) Pixel :    icwqr-aMÈ  

66) Portable :    cwkvF  

67) Presentation :   pyÈkÈ  

68) Processor :   pRikRaf-iekfeI  

69) Record :    iekwqr-aMkVy  

70) Removable Disk :   htfAuxXog-qvf 

71) Row :    pfl 

72) Save :    surwiKaq krnf  

73) Scanner :    pRiqibMbk  

74) Screen :    sqh 

75) Scroll :    GumfAuxf  

76) Search :    lwBxf  

77) Search Bar :   Koj pwtI  

78) Search Engine :   Koj-ieMjx  

79) Security :    surwiKaf  

80) SIM Card :    gfhk-pCfx-pwqf  

81) Slide Show :   srkvF-pRdrÈx  

82) Smart :    afiDnk 

3) SMS :    sMKyp-sunyhf-syvf  

84) Speaker :    DunI-nqIjf-jMqr  

85) Spreadsheet :   ivsQfrI-ql-amlkfrI 

86) Storage Device :   sMgRihx-jMqr 



5 

 

87) Text :    ilKq  

88) Tool Box :   sMd-bksf  

89) Type :    aksIkrx  

90) Underline :   sqrFikq  

91) Update :    afDuinkIkrx 

92) Upload :    cVHfAuxf  

93) USB :    srb-kRm-cflk 

94) Video :   sicwqr  

95) Wall Paper :   prq-pwqr  

96) Website :    jflL-itkfxf  

97) Window :    JroKf  

98) Windows Explorer :  JroKf-pRdrÈk  

99) Wireless :    qfrhIx  

100) Word Processor :  Èbd-amlkfrI 

 
 

jLrUrI inrdysL : 

1[ kfiv qrMgF ivcoN cfr pYry pRsMg sihq ivafiKaf leI idwqy  jfxgy aqy ividafrQI ny ienHF ivcoN koeI 
 do krny hoxgy. ieh svfl 10 (5+5) nMbr df hovygf.  

2[ kQf-Xfqrf ivcoN svfl slybs ivc lwgIaF khfxIaF dy ivsLy- vsqU, sfr, pfqr icwqrx, sfihqk 
 muwlFkx jF aijhf svfl puwiCaf jf skdf hY jo slybs ivc lwgI khfxI dy muwl nMU pRgt krdf hovy. 
 aMdrUnI CUt nfl svfl puwiCaf jfvygf. ieh svfl 10 nMbr df hovygf.  

3[ aKbfr ivc iesLiqhfr Byjx leI do ivsLy idwqy jfxgy aqy ividafrQI ny ies ivcoN iek ilKxf hovygf. 
 ies svfl 05 nMbr df hY. 

4[  mOjUdf msilaF nfl sbMDq do jF iqMn ivsLy idwqy jfxgy aqy ies ivcoN iksy iek ivsLy Auqy pYrHf ilKxf 
 hovygf. ies svfl 05 nMbr df hY. 

5[ pMjvyN svfl ivc 10 aÈuD Èbd idwqy jfxgy aqy ienHF sfiraF dy ÈuD Èbd ilKxy hoxgy. ieh svfl 
 pMj nMbr df hovygf. 

6[ CyvyN svfl ivc 10 Èbd aMgryËI dy kMipAUtr dI BfÈf nfl sbMDq idwqy jfxgy aqy ienHf df pMjfbI 
 ivc anuvfd krnf hovygf. ieh svfl pMj nMbr df hovygf. 
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Copy of the syllabus with minor changes applicable w.e.f. the session 2015-16 
B.Sc. Part-II 

bI[aYs[sI[ Bfg dUsrf 
 

smYstr cOQf 
 

ivsLf : pMjfbI (kMplsrI) 
 

          kul nMbr : 50 
(pypr : 40 aqy ieMtrnl asYsmYNt :1 0) 

          smF: 3GMty  
 

slybs dI rUp ryKf 
 
 
1[ coxvF pMjfbI kfiv sMgRih      10 nMbr 
 
2[ coxvF pMjfbI khfxI sMgRih      10 nMbr 
 
3[ swdf pwqr lyKx       05 nMbr 
 
4[ anuvfd (ihMdI qoN pMjfbI)        05 nMbr 
 
5[ ivprIq Èbd        05 nMbr 
 
6[ pRbMDkI ÈbdfvlI (100 Èbd)      05 nMbr 
 
 

slybs ivc lwgIaF pusqkF 
 
1[  hrjIq isMG aqy rqn isMG iZloN (sMpf[), kfiv qrMgF, kurUksLyqr XUnIvristI kurUksLyqr . 
     (kyvl ieh kvI hI pVHy jfxgy : vjLId, vfirs sLfh, kfdrXfr aqy sLfh muhMmd) 
 
2[ gurdyv isMG aqy hrsLrn kOr (sMpf[), kQf Xfqrf, kurUksLyqr XUnIvristI kurUksLyqr . 
 (khfxI sMgRih ivc pRfpq Cy nMbr qoN ds nMbr qwk imldIaF khfxIaF hI pVHxIaF hn) 
 
pRbMDkI sLbdfvlI : 
 

1.Accountant     lyKfkfr 

2. Acknowledgement   phuMc rsId 

3. Action    kfrvfeI 
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4. Administration   pRsLfsn 

5. Advance      pysLgI 

6. All concerned to note   smUh sMbMiDq not krn 

7. Agreement    smJOqf   

8. Allocation    imlI rkm  

9. Allotment    vMz 

10. Allowance    Bwqf 

11. Amount    rkm/rfsLI 

12. Annual    sflfnf 

13. Applicant    pRfQk 

14. Application   pRfrQnf pwqr 

15. Appointing authority   inXukqI aiDkfrI 

16. Appointment   inXukqI 

17. Approval    pRvfngI 

18. Approximate   lgBg 

19. Arrears    bkfieaf 

20. As desired    iewCf anusfr 

21. As early as possible   ijMnI jldI ho sky 

22. Assessment   muwl inrDfrx 

23. Assistant    shfiek 

24. As the case may be  ijho ijhI hflq hovy 

25. Attached here with  nflL nwQI 

26. Attendance   hfjLrI 

27. Attention is invited  iDafn idvfieaf jFdf hY 

28. Attested copy   qsdIkI nkl 
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29. At your earliest convenience  ijqnI jldI ho sky 

30. Audit    lyKf pVqfl 

31. Authorities   aiDkfrI vrg 

32. Balance    bkfieaf 

33. Based on facts   qwQ afDfirq 

34. Basic pay    mUl vyqn  

35. Bill    ibwl 

36. Book-post    bwuk post 

37. Both day inclusive  donF idnF smyq 

38. Branch    sLfKf 

39. Bring to notice   iDafn idlfAuxf 

40. Brought forward   ipClf joV awgy ilafAuxf 

41. Calculation    ihsfb 

42. Capital    pUMjI/srmfieaf 

43. Carbon copy   kfrbn kfpI 

44. Cash book    rokV/bhI 

45. Cashier    KjLfncI 

46. Cash memo   nkd pwqr 

47. Casual leave   sbwbI CuwtI 

48. Catalogue    sUcI pwqr 

49. Checked and found correct pVqfl kIqI qy TIk inkilLaf 

50. Cheque    cYwk 

51. Circular    gsLqI icwTI 

52. Claim    dfavf 

53. Clerical staff   klrk/amlf 
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54. Come into force   lfgU hoxf 

55. Category     vrg 

56. Come into operation  cflU hoxf 

57. Compensation   muafvjLf 

58. Compensatory leave  ievjLI CuwtI 

59. Competent authority  smrwQ aiDkfrI 

60. Compliance   pflxf 

61. Compulsory retirement  lfjLmI syvf nivrqI 

62. Concurrence   simqI 

63. Conduct    afcrx ivhfr 

64. Confidential   gupq 

65. Contingency   acfnkI  

66. Conveyance allowance  svfrI Bwqf 

67. Copy    nkl Auqfrf 

68. Copy enclose for ready reference qurMq AuWqr leI kfpI nflL nwQI 

69. Cost price    lfgq muwl 

70. Counterfoil   pRiqpyj 

71. Counter signature   pRiq hsqfKr 

72. Daily wages   idhfVI 

73. Damage    nuksfn 

74. Dated    imqI 

75. Day book    rojL nfmcf 

76. Dealing assistant   kfrjkfrI shfiek 

77. Dear Mr.     ipafry ÈRI  

78. Dearness allowance  mihMgfeI Bwqf 
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79. Delay regretted   dyrI leI iKmf 

80. Demy-official (D. O.) letter  arD srkfrI Kyqr 

81. Departmental action  ivBfgI kfrvfeI 

82. Deputation allowance  pRiq inXukqI Bwqf 

83. Dispatch clerk   izspYc klrk 

84. Discrepancies may be reconciled Prk dUr kIqf jfvy 

85. Document    dsqfvyjL 

86. Documentary proof  dsqfvyjLI sbUq  

87. Draft for approval   prvfngI leI KrVf 

88. Early action will be appreciated CyqI kfrvfeI sLlfGfXog hovygI 

89. Early orders are solicited  afigaf leI sLIGr bynqI hY 

90. Earned leave   kmfeI CuwtI 

91 Efficiency bar ‘  inpuMnqf leI  rok 

92. Eligible    pfqr/ Xog 

93. Embezzlement   gLbn  

94. Employee    krmcfrI 

95. Enclosure    nwQI pwqr 

96. Endorsement   ipwT aMkx 

97. Entry    dfKLlf 

98. Essential qualification  lfjLmI XogqfvF 

99. Estimate    anumfn  

100. Evaluation   mulFkx 

jLrUrI inrdysL : 

1[ kfiv qrMgF ivcoN cfr pYry pRsMg sihq ivafiKaf leI idwqy  jfxgy aqy ividafrQI ny ienHF ivcoN koeI 
 do krny hoxgy. ieh svfl 10 (5+5) nMbr df hovygf.  
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2[ kQf-Xfqrf ivcoN svfl slybs ivc lwgIaF khfxIaF dy ivsLy- vsqU, sfr, pfqr icwqrx, sfihqk 
 muwlFkx jF aijhf svfl puwiCaf jf skdf hY jo slybs ivc lwgI khfxI dy muwl nMU pRgt krdf hovy. 
 aMdrUnI CUt nfl svfl puwiCaf jfvygf. ieh svfl 10 nMbr df hovygf.  

3[ do ivsLy swdf pwqr ilKx sbMDI idwqy jfxgy aqy ividafrQI ny ies ivc iek ilKxf hovygf. ieh pRsLn 
 05 nMbr df hY.  

4[ 10 ihMdI dy Èbd idwqy jfxgy aqy sfiraF df pMjfbI ivc anuvfd krnf hY. 

5[ 10 Èbd idwqy jfxgy aqy sfiraF df ivprIq arQ ilKxy hoxgy. 

6[  pRbMDkI sLbdfvlI ivcoN 10 aMgryjLI sLbdF dy smfnfrQI sLbd pMjfbI ivc ilKxy hoxgy.  
 

 


