
 

Compulsory Foundation Course 

  



 

Human Rights and Duties [PGFHR] 

 
Ekkuo vf/kdkj ,oa dÙkZO; 

 

¼1½ ekuo vf/kdkj ,oa dÙkZO; % ekSfyd rRo 

1- ekuo vf/kdkj dk vFkZ ,oa izd`fr 

2- ekSfyd rRo ¼lgvfLRkRo] lewg] jkT;] Lora=rk] lekurk] U;k;] HkzkrRo½ 

3- vf/kdkj vkSj dÙkZO; ds chp larqyu dh vko”;drk] Lora=rk vkSj mRrjnkf;Ro 

¼2½ nk'kZfUkd vkSj ,sfrgkfld ifjizs{; 

1- ekuo vf/kdkj dk bfrgkl 

2- ekuo vf/kdkj vkanksyu 

3- ekuo vf/kdkj ds fl)kUr 

¼3½ vUrjkZ"Vªh; Lrj ij iz;kl  

1- 1948 dk lkoZHkkSfed ?kks"k.kk i= 

2- vUrjkZ"Vªh; izlafonk,a( ukxfjd vkSj jktuhfrd vf/kdkj 1966 

3- vUrjkZ"Vªh; ekuokf/kdkj laLFkk,s 

¼4½ Hkkjr esa ekuo vf/kdkj vkSj dÙkZO; 

1- fodkl % Lora=rk vkUnksyu] lafo/kku fuekZ.k     

2- Hkkjrh; lafo/kku 

a   izLrkouk  

      b   uhfr funsZ'kd fl)kUr 

3- a   ekSfyd dÙkZO; o vf/kdkj 

b   vkj{k.k lEcU/kh izko/kku 

¼5½ ekuokf/kdkjksa dk laj{k.k 

1. jk"Vªh; Lrj ij ¼loksZPp U;k;ky; jk’Vªh; ekuokf/kdkj vk;ksx] jk’Vªh; efgyk vk;ksx½ 

2. vUrjkZ"Vªh; Lrj ij ¼la;qDr jk’Vª ,oa ,u-th-vks- dh Hkwfedk½ 

izkUrh; Lrj ij ¼jkT; efgyk vk;ksx ,oa yksdk;qä dh Hkwfedk½ 



Foundation Course in Open and Distance Learning [UGFODL] 

 

eqDr ,oa nwjLFk f”k{kk  

 

 
[k.M & 01 % eqDr ,oa nwjLFk f”k{kk dh vo/kkj.kk ,oa ,sfrgkfld ifjçs{; 

 

bdkbZ % 01 & eqDr ,oa nwjLFk f”k{kk dk Lo:i ,oa vko”;drk 

bdkbZ % 02 & eqDr ,oa nwjLFk f”k{kk dk fodkl 

bdkbZ % 03 & nwjLFk f”k{kd 

bdkbZ % 04 & nwjLFk fo/kkFkhZ 

 

[k.M & 02 % eqDr ,oa nwjLFk f”k{kk esa Nk= lgk;rk lsok;sa  

 

bdkbZ % 05 & Lo&vf/kxe lkexzh 

bdkbZ % 06 & ijke”kZ lsok;sa 

bdkbZ % 07 & vf/kU;kl 

bdkbZ % 08 & lwpuk ,oa lEizs’k.k izkS|ksfxdh 

 

[k.M & 03 % eqDr ,oa nwjLFk f”k{kk dh laxBukRed lajpuk  

bdkbZ % 09 & jk’Vªh; eqDr fo”ofo|ky; 

bdkbZ % 10 & jkT; eqDr fo”ofo|ky; 

bdkbZ % 11 & jk’Vªh; eqDr fo|ky;h laLFkku  

bdkbZ % 12 & nwjLFk f”k{kk ifj’kn~ 

 

[k.M & 04 % eqDr ,oa nwjLFk f”k{kk esa pqukSfr;k¡ 

 

bdkbZ % 13 & eqDr ,oa nwjLFk f”k{kk dh leL;k;sa 

bdkbZ % 14 & eqDr ,oa nwjLFk f”k{kk esa izf”k{k.k  

bdkbZ % 15 & eqDr ,oa nwjLFk f”k{kk esa ewY;kadu 

bdkbZ % 16 & eqDr ,oa nwjLFk f”k{kk esa vuqla/kku 

 

 

  



Foundation Course in Environment Awareness [CHEQ] 

i;kZoj.k v/;;u 

 

 

[k.M & 01 % i;kZoj.k vkSj ikfjfLFkfrdh  

 

 bdkbZ & 01 %  i;kZoj.k & vo/kkj.kk] la?kVu ,oa çdkj 

 bdkbZ & 02 % ikfjfLFkfrdh & vo/kkj.kk] çdkj ,oa fl)kUr 

 bdkbZ & 03 %  ikfjfLFkfrdh ra= & vo/kkj.kk] la?kVu] dk;Z”khyrk ,oa fLFkjrk 

 bdkbZ & 04 %  fo”o ds çeq[k ikfjfLFkfrd ra=  

 

[k.M & 02 % çkd`frd lalk/ku % mi;ksx ,oa laj{k.k 

 

 bdkbZ & 01 % çkd̀frd lalk/ku & vo/kkj.kk] oxhZdj.k ,oa laj{k.k ds fl)kUr 

 bdkbZ & 02 % tSo lalk/ku & ou lalk/ku] tSo fofo/krk] jk’Vªh; m|ku 

 bdkbZ & 03 % ty lalk/ku & typØ] miyC/krk] mi;ksx ,oa laj{k.k  

 bdkbZ & 04 % ènk lalk/ku & fodkl çfØ;k] mi;ksx ,oa laj{k.k 

 bdkbZ & 05 % ÅtkZ lalk/ku & mRiknu] mi;ksx ,oa laj{k.k  

 bdkbZ & 06 % [kfut lalk/ku & laekO;fuf/k] mRiknu] mi;ksx ,oa laj{k.k  

 

[k.M & 03 % çkd`frd vkink] i;kZoj.k çnw’k.k ,oa çcU/ku 

 

bdkbZ & 01 % çkd̀frd vkink & vo/kkj.kk ,oa çdkj 

bdkbZ & 02 % çeq[k çkd`frd vkink;sa 

bdkbZ & 03 % ty çnw’k.k ,oa çcU/ku 

bdkbZ & 04 % ok;q çnw’k.k ,oa çcU/ku 

bdkbZ & 05 % Bksl vif”k’V & çnw’k.k ,oa çcU/ku 

 

[k.M & 04 % tula[;k ,oa i;kZoj.k  

 

bdkbZ & 01 % fo”o tula[;k o`f) ,oa forj.k 

bdkbZ & 02 % Hkkjr esa tula[;k o`f) ,oa lkekftd&vkfFkZd lajpuk 



bdkbZ & 03 % tula[;k o`f) ,oa ?kuRo ds i;kZoj.kh; çHkko  

bdkbZ & 04 % uxjh; tula[;k] i;kZoj.k ,oa LokLF; 

bdkbZ & 05 % tu thou ij i;kZoj.kh; nq?kZVukvksa ds çHkko 

 

[k.M & 05 % i;kZoj.k ds lkekftd&vkfFkZd lanHkZ 

 

bdkbZ & 01 % oguh; fodkl & ladYiuk] mnHko ,oa çlkj 

bdkbZ & 02 % lkekftd O;oLFkk ,oa i;kZoj.k 

bdkbZ & 03 % i;kZoj.kh; uSfrdrk ,oa çkd`frd lalk/kuksa dh lqyHkrk 

bdkbZ & 04 % oSfÜod i;kZoj.kh; leL;k;sa ,oa nq?kZVuk;sa 

bdkbZ & 05 % Hkkjr esa i;kZoj.k laj{kj.k ,oa lEcfU/kr vf/kfu;e 

 

 

 

 

 

 

 

 

 

 

 



Foundation Course in Information Technology [UGFIT] 

lwpuk izkS|ksfxdh esa vk/kkj ikB~Øe 

 

[k.M & 01 % dEI;wVj dk bfrgkl 

 

bdkbZ % 01 & dEI;wVj ,d ifjp; 

bdkbZ % 02 & dEI;wVj ds izdkj 

bdkbZ % 03 & dEI;wVj lkW¶Vos;j 

bdkbZ % 04 & vkijsfVax flLVe 

 

[k.M & 02 % dEI;wVj ,Iyhds”ku 

 

bdkbZ % 01 & oMZ izkslsflax (WOrd  Processing) 

bdkbZ % 02 & LizsM”khV~l (Spreadsheet) 

bdkbZ % 03 & MkVkcsl eSustesUV lk¶Vos;j (Database Management Software) 

 

[k.M & 03 % bUVjusV vkSj osc VsDuksykWth 

 

bdkbZ % 01 & lax.kd tky ra=  

bdkbZ % 02 & bUVjusV ds fl)kUr 

bdkbZ % 03 & bUVjusV dk lkekU; mi;ksfxrk@vuqiz;ksfxrk 

bdkbZ % 04 & bUVjusV ds iz;ksx esa lqj{kk lacks/k ,oa vf/kurk 

 

[k.M & 04 % bZ&esy] bZ dkelZ vkSj bZ cSfdax 

 

bdkbZ % 01 & bZ&esy] pSfVax Cykx vkfn] (E-mail, Chatting, Bblog etc.) 

bdkbZ %  02 & bZ dkelZ okf.kT; (E- Commerce) 

bdkbZ % 03 & bZ cSafdax (E-Banking) 

 

 

 



Elective Foundation Course 



Foundation Course in Humanities and Social Science [UGFHS] 

ekufodh ,oa lkekftd foKkuksa esa vk/kkj ikB~;Øe 

 

[k.M & 01 %  ekuo ,oa lkeftd fodkl % ,d n`f’V 

 

bdkbZ % 01 & ekuo ds v/;;u dk oSKkfud ǹf’Vdks.k  

bdkbZ % 02 &  ekuo % vkStkjksa dk fuekZ.k vkSj iz;ksx djus okyk izk.kh 

bdkbZ % 03 &  euq’; ,d fprau”khy izk.kh ds :i esa  

bdkbZ % 04 &  lkekftd ifjorZu vkSj fodkl 

 

[k.M & 02 % lkekftd fodkl dh voLFkk,¡ 

bdkbZ % 05 & i”kqikyu rFkk d`f’k dk izkjaHk 

bdkbZ % 06 & unh ?kkVh lH;rk 

bdkbZ % 07 & lkearoknh lekt 

bdkbZ % 08 & iqutkZxj.k vksj lq/kkj vkanksyu 

bdkbZ % 09 & vkS|ksfxd Økafr 

 

[k.M % 03 & Lora= Hkkjr dk mn; 

 

bdkbZ % 10 & Hkkjrh; vFkZ&O;oLFkk dh fo”ks’krk,¡ % iwoZ vkSifuosf”kd rFkk vkSifuosf”kd dky 

bdkbZ % 11 & Hkkjrh; jk’Vªh; vkanksyu & I 

bdkbZ % 12 & Hkkjrh; jk’Vªh; vkanksyu & II 

bdkbZ % 13 & Hkkjrh; jk’Vªh; vkanksyu ds fufgr ewY; 

 

[k.M & 04 % jk’Vªh; v[kaMrk 

bdkbZ % 14 & jk’Vªh; ,drk dh leL;k,¡ % vkSifuosf”kd fojklr 

bdkbZ % 15 & jk’Vªh; ,drk dh leL;k,¡ % tkfr ,oa tutkfr 

bdkbZ % 16 & {ks=h; vlarqyu 

bdkbZ % 17 & cgq&/keZ lekt % /keZ&fujis{krk dk fl)kUr 



Foundation Course in English [UGFEG] 

Foundation Course in English-I 

Block-1 English-I 

Unit-1 Reading Comprehension – Passage for reading from George Orwell : Animal form, 

Glossary Vocabulary, Grammar and usage – concord of number and person be, do, 

have, writing. 

Unit-2 Passage for reading. Human Environment by India Gandhi, Vocabulary. 

Unit-3 Passage for reading : The Nightingle  and  the rose, by oscawild, vocabulary, Grammar 

: The past indefinite, Past continuous, Present perfect tense, present perfect continuous 

tense. 

Unit-4 Passage for reading : Deth in the Kichen by milward Kennedy, Grammar : Past 

Indefinite tense, Past perfect tense. 

Unit-5  Listening comprehension, conversation, pronunciation-letters and sounds, word 

stress. 

Unit-6  Listening Comprehension : Talk : the Scientific method, conversation, pronunciation, 

English novels. 

Block-2 English-I 

Unit-7 Reading Comprehension – Story Norah Burke : the Baby sister, Grammar and usage – 

use of the past perfect tense. 

Unit-8 Reading Comprehension : Story O, theory : Witches leaves, Grammar and usage – 

simple present tense, present continuous tense, Rewriting a story in an abridged form. 

Unit-9 Reading comprehension : Autobiography – passage from India Gandhi : A page from 

the book of memory, Grammar and usage: Articles, writing : Essay – should the death 

penalty by abolished ? 

Unit-10  Reading comprehension : The time kinds of workers, vocabulary. The suffixes –er-or-

ary-cer, ier, grammer and usage, types of sentences, writing. Essay based on diagram : 

Classification of vertebrates. 

Unit-11 Listening Comprehension : A lecture on the burden of women in the villages. 

Conversation. A dialogue between two passengers on a railway train. Pronunciation : 

English Consonants. 



Unit-12 Listening Comprehension : A talk on dreams. Conversation: Dialogues taking about 

the dreams one had recently, Pronunciation : stress and rhythm, vowed contrasts, 

reading words from phonetic. transcription. 

Block-3 English-I 

Unit-13 Reading Comprehension – Detective story Agatha Christie, The Jewel Robbery at the 

grand metropolitan, grammar and usage- Question patterns, writing – Rewriting a 

story from the point of view of one of the characters. 

Unit-14 Reading Comprehension – Autobiography Ved Mehta : A world of four senses, 

Grammar and usage : Prepositional phrases, participial phrases : Phrasal verbs, 

relative clauses, writing  :   A short composition based on the passage read. 

Unit-15 Reading Comprehension –  Doris Lessing : A mild attack of locusts, Grammar and 

usage – Adverbial clauses, writing. Descriptive composition based on the passage 

read. 

Unit-16 Reading Comprehension : Myster story Wibla Cather : The affair at grover station, 

Exercise on vocabulary, Grammar and usage : Direct and Indirect speech, writing : 

Narrative composition. 

Unit-17 Listening Comprehension : Talk Life of Albert Einstein, Conversation. A dialogue 

between a teacher and a student who has just passed the higher secondary 

examination. 

Unit-18 Listening Comprehension : Talk Authony R. Michaelis Science and politics, 

conversation Asking for permission, Pronunciation, consonants, contracted forms. 

UGFEG-02 

Foundation Course in English-II 

Block-1 English-II 

Unit-1 Writing paragraphs 1 – The topic sentence, developing the topic, coherence, 

punctuation : the full stop. 

Unit-2 Writing paragraphs  2 – The development of a paragraph – description, cause and 

effect, definition, comparison and contrast.  

Unit-3 Writing a composition – A model composition for study, types of composition, what 

you must do before writing your compassion, Factors to keep in mind when writing 

your composition. 

Unit-4 Expository composition – Development of an expository composition, A model 

composition. 



Unit-5 Note-Taking-1- How to read, specimen notes, Reduction devices, Passage four note 

taking, Headings and subordinate points. 

Unit-6 Writing reports 1- Reporting events- Different Stages in writing impart, types of 

report, reporting an event. 

Block-2 English-II 

Unit-7 Argumentative composition-1- Persuasive and argumentative composition, 

composition and argument. 

Unit-8 Argumentative composition-2- Inductive and deductive methods, Fallacies, Non 

rational ways of writing, A model passage. 

Unit-9 Note taking -2 use of tables and Diagrams – Organisation of notes : Tables, 

organization of note : Diagrams.  

Unit-10 Writing reports-2 Reporting meetings and speeches – reporting a meeting, Reporting a 

speech, Punctuation: Quotation marks. 

Unit-11 Writing summaries -1 – The technique of summarizing. 

Unit-12 Writing Summaries – 2 

Block-3 English-II 

Unit-13 Writing paragraphs-3 – Chronological sequence, spatial Relationships, class 

relationships. 

Unit-14 Narrative Composition-1- Writing a narrative composition, Factual report. 

Unit-15 Narrative composition-2- Samples of writing, style. 

Unit-16 Writing reports-3 – Reporting interviews – Different stages in conducting interviews, 

Reporting an interview, punctuation : The apostrophe, Usage, Word study. 

Unit-17 Writing reports-4 Reporting Surveys – Various stages in conducting a survey, 

collection of data, Reporting a survey. 

Unit-18 Writing summaries-3- Techniques of summarizing. 

Block-4 English-II 

Unit-19 Descriptive Composition-1 – Describing persons size. Build and Age, Educational 

Qualifications and work experience, Facial features and expression, Gestures and Gait, 

Habits, Dress, Likes, Dislikes and general nature, activity. 

Unit-20 Descriptive Composition-2- Describing plans and objects- Location and size, sounds 

and smells. The objects Associated with a place, Describing particular objects, Activity. 

Unit-21 Descriptive composition-3 – Describing conditions and processes. 



Unit-22 Note taking-3- A good listener, Some basic equipment for note taking parts of a 

lecture, taking notes from a lecture, Reconstructing notes. 

Unit-23 Writing reports-5- Reporting experiments- various steps in conducting an experiment, 

Reporting and experiment, examples of reports, punctuation : commas. 

Unit-24 Summing Up-writing paragraph, composition, note taking writing reports, writing 

summaries. 

  

 

  



Foundation Course in Hindi [UGFHD] 

fgUnh esa vk/kkj ikB~;Øe 

 

 

Hkk’kk rRo vkSj cks/ku 

 

fgUnh dh fyfi vkSj orZuh d ifjp; &  

Hkk’kk vkSj fyfi] nsoukxjh fyfi] orZuh ds dqN fu;eA 

 

fgUnh dh /ofu;k¡ &   

/ofu;k¡ vkSj “kCn] /ofu;k¡ vkSj mPpkj.k dh fo”ks’krk,¡] ygtk ;k vuqrku] /ofu vkSj 

ys[ku ds fofo/k lEcU/k] mPpkj.k] fHkUurk ds dkj.k orZuh dh leL;k,¡] mPpkj.k esa 

vUrj] fyfi esa vUrj] /ofu vkSj fyfi esa vlkeatL;A 

 

foKku ds fo’k; dk cks/ku &  

ekuo dh mRifÙk vkSj fodkl] Hkk’kk dh ljy vfHkO;fDr] mnqZ ds “kCn] O;kdjf.kd 

foospu ¼laHkkouk’kZd okD;] lansgk’kZd okD;½A 

 

laLd`fr fo’k; dk cks/ku vkSj “kCndks”k dk mi;ksx &  

Hkkr ds R;ksgkj] “kCndks”k dk mi;ksxA 

 

lekt foKku fo’k;ksa dk cks/ku vkSj fucU/k jpuk dk ifjp; &  

ifjokj] fucU/ku jpuk] O;kdjf.kd foospu ¼izR;; ^Ro* ^rk*] ^;*] ^dj.k*½A 

 

Hkk’k.k “kSyh &  

Hkk’k.k dk mnkgj.k] mldh “kSyhxr fo”ks’krk,¡] lacks/ku dkjdA 

 

Okpu vkSj fofo/k fo’k; 

 

Lkkekftd foKkuksa dh Hkk’kk ¼bfrgkl ds lUnHkZ esa½ rFkk orZuh ds dqN fu;e &  

i`’BHkwfe] ¼bZLV bafM;k dEiuh] vafre eqxy ckn”kkg] jktuhfr ij vaxzsth dk vf/kdkj 

,oa “kks’k.k uhfr] 1857 dh ØkfUr] lkaLd`frd tkxj.k½] dkaxzsl dh Lfkkiuk] xk¡/kh th dk 

vkxeu] Hkkjr NksM+ks vkUnksyu] orZuh lEcU/kh dqN fu;e ¼izR;;ksa ls “kCn&jpuk orZuh 

ds nks :i ¼tSls&u;s] u,½] ikB esa iz;qDr “kCn “kCnksa dh orZuh dh fo”ks’krk,¡½] 

“kCnkoyhA 

 

Lkekftd foKkuksa dh Hkk’kk ¼jktuhfr foKku½ rFkk “kCn jpuk & 

jpuk yksdrU= ¼jktuhfrd] vkfFkZd lekurk] /keZ fujis{krk½] ifjHkkf’kd “kCnkoyh dk 

iz;ksx] O;kdjf.kd foospu ¼^fo* milxZ] foykse “kCn] milxZ yxkdj foykse “kCn 

cukuk] laf/k] lekl½A 



 

Ekufodh dh Hkk’kk ¼yfyr dyk½ rFkk fo”ks’k.k &  

Hkkjr dh yfyr dyk,¡] O;kdjf.kd foospu ¼fo”ks’k.k dks laKk esa cnyuk] izfo”ks’k.k½] 

okD; jpukA 

 

foKku dh Hkk’kk rFkk ifjHkkf’kd “kCn &  

iSVªksfy;e] ¼i`Foh dk tUe] izFke thoksa dk l`f’V] pV~Vkuksae ds Hksn] iSVªksfy; ds ewy 

L=ksr] fuL;anu rsy] rsydq.Mksa dh [kkst] rsydwiksa dk [kuu] rsy dk “kks/ku] Hkkjrh; 

fLFkfr½] ifjHkkf’krd “kCnA 

 

foKku dh Hkk’kk dk Lo:i &  

ekuo izxfr vkSj i;kZoj.k] ikfjHkkf’kd “kCn] Hkkf’kd foospuA 

 

fof/k ,oa iz”kklu dh Hkk’kk rfkk ikfjHkkf’kd “kCn vkSj vFkZ &  

jktHkk’kk fgUnh] fgUnh dk lafo/kkfud fLFkfr] lafo/kku dh O;oLFkk ds vk/kkj ij dh xbZ 

dk;ZokbZ] jktHkk’kk vf/kfu;e ¼;Fkk la”kksf/kr½ 1967] jktHkk’kk fu;e 1976] Hkk’kk foospu 

¼jk’VªHkk’kk] lEidZ Hkk’kk] jktHkk’kk fgUnh dk Lo:i½] “kCnkoyh] Hkkf’kd foospuA 

 

lkfgR; dk vkLoknu 

 

dgkuh % iwl dh jkt &  

dgkuh dk lkj] lUnHkZ lfgr O;k[;k] dFkkoLrq] pfj=&fp=.k] ifjos”k] lajpuk f”kYi] 

izfrik|A 

 

miU;kl % ekul dk gal ¼ve`r yky uxj½ &  

dFkklkj] dFkkoLrq] pfj=&fp=.k] ifjos”k] lajpuk f”kYi] izfrik|A 

 

ukVd % pUæxqIr ¼t;”kadj çlkn½ &  

dFkklkj] dFkkoLrq] pfj=&fp=.k] ifjos”k] lajpuk f”kYi] izfrik|A 

 

fucU/k % Øks/k ¼jkepUæ “kqDy½ &  

fucU/k dk lkj] varoZLrq ¼fopkji{k] Hkkoi{k½] ys[kdh; O;fDrRo dh vfHkO;fDr lajpuk 

f”kYi ¼”kSyh] Hkk’kk½] izfrik|A 

 

vkRedFkk % xk¡/kh dh vkRedFkk &  

varoZlrq] pfj=] fo”ys’k.k] ifjos”k] lajpuk f”kYi] izfrik|A 

 
dfork,¡ % lwjnkl &  



dkO;okpu ¼ckyo.kZu] fou; vkSj fo;ksx & Hkzejxhr½] Hkkoi{k] lajpuk f”kYi] izfrik|] 

lanHkZ lfgr O;k[;k ¼”kksfHkr dj uouhr] pju dey cUnkS gfj jkbZ] fujxqu dkSu nsl 

dks cklh½A 

 

rqylhnkl &  

dkO;okpu ¼jkepfj= ekul] fou; if=dk] xhrkoyh½] Hkkoi{k] lajpuk f”kYi] izfrik|] 

lanHkZ lfgr O;k[;k ¼efu ekfud eqdyk Nfo tSlh] dcgq¡d gkS ;fg jgfu jgkSxks] esjh 

lc iq:’kkjFk Fkkdks½A 

 

eSfFkyh”kj.k xqIr &  

dkO;okpu ¼egkdkO; lkdsr½] Hkkoi}k] lajpuk] f”kYi] izfrik|] lUnHkZ lfgr O;k[;k 

¼lf[k] irax Hkh tyrk gS gk! nhid Hkh tyrk gSA lf[k] uhy uHkLlj esa mrjk½A 

 

lw;ZdkUr f=ikBh ^fujkyk* &  

dkO; okpu] Hkkoi}k] lajpuk f”kYi] izfrik|] lanHkZ lfgr O;k[;k ¼rksM+rh iRFkj½A 

 

egknsoh oekZ &  

dkO; okpu] ¼xhr½] Hkkoi{k] lajpuk f”kYi] izfrik|] lanHkZ lfgr O;k[;k ¼eSa uhy Hkjh 

nq[k dh cnyh½A 

 

O;kogkfjd fgUnh vkSj ys[ku 

 

“kCn vkSj eqgkojs &  

“kCnksa dk egRo] Hkk’kk ds lkekftd Lrj Hksn] “kcnksa ds fofHkUu L=ksr ¼rRle] rn~Hko] 

ns”kt] fons”kh “kCn½] “kCnksa dk vFkZ i{k ¼le:ih “kCn] i;kZ; foykse] vusdkFkhZ] 

lgiz;ksx½] “kCn fuekZ.k “kcn jpuk ¼ewy “kCn] O;qRiUu “kCn] milxZ] izR;;] Hkkookpd 

izR;;] y?kqrklwpd izR;;] fyax lwpd izR;;] lekt] iqu:Dr “kCn] izfrfcafcr “kCn] 

vuqdj.kkRed “kCn½ eqgkojs vkSj yksdksfDr;k¡ ¼vFkZ vkSj okD;&iz;ksx½A 

 

laokn “kSyh &  

okD; rkrkZyki dh fo”ksrk,¡ okD; ¼okD; esa inØe] vuqrku] lEizs’k.k dk mnñs”; okd; 

ls Åij dk Lrj¼izksfDr½] fojke fpugksa dk iz;ksx½ okrkZyki & ,d mnkgj.k] mnkgj.k 

ij ppkZ ¼vuqrku] cyk?kkr dksM fefDlax] izkUrh; fo”ks’krk,¡] fgUnh “kSyh] mnwZ “kSyh] 

feyhtqyh “kSyh½A 

 

ljdkjh i=kpkj rFkk fVIi.k vkSj izk:i.k &  

i=&ys[ku ds izdkj ¼vukSipkfjd] ¼O;fDrxr½ i=] vkSipkfjd i=½ ljdkjh i=kpkj dh 

izfØ;k ¼fVIi.k] izk:i.k½ ljdkjh i=kpkj ds fofHkUu izdkj o muds uewus ¼ljdkjh i=] 

v/kZ ljdkjh i=] dk;kZy; kkiu] dk;kZy; vkns”k] vkns”k] i`’Bkadu] vf/klwpuk] ladYi] 

izsl foKfIr] izsl usV] varfoZHkkxh; fVIi.kh] rkj] VsysDl lans”k] rqjUr i=½ “kCnkoyhA 



 

lekpkj ys[ku vkSj lEikndh; &  

  lekpkj D;k gS\ lekpkj ys[ku vkSj laiknu] lekpkj dh Hkk’kk] lEikndh; ys[kuA 

 

vuqokn & 

^vuqokn* “kCn dk vFkZ vkSj O;k[;k] vuqokn dh izfØ;k ¼vFkZxzg.k] laizs’k.k½] vuqokn 

djus dk O;kogkfjd KkuA 

 

la{ksi.k] Hkko&iYyou vkSj fucU/k & ys[ku & egRo] Lo:i] izfØ;kA 

 

 

  



Foundation course in Disaster Management [DM] 

vkink çcU/ku esa vk/kkj ikB~Øe 

 

[k.M 01 % & egŸo ,oa dkjdksa dh le> 

bdkbZ &1   vkink% ,d ifjp; 

bdkbZ &2   vkink fo'o vkSj Hkkjrh; lUnHkZ esa 

bdkbZ &3   vkink% ljdkjh rFkk xSj ljdkjh laxBuksa  dh Hkwfedk 

bdkbZ &4  vUrjkZ"Vªh; vfHkdj.kksa dh Hkwfedk 

[k.M 02   vkink dk oxhZdj.k 

bdkbZ &05   HkwdEi] ck<+ ,oa ty fudklh 

bdkbZ &06   pØokr] lw[kk vkSj vdky 

bdkbZ &07   HkwL[kyu] fgeL[kyu] vkx vkSj taxy dh vkx 

bdkbZ &08  vkS|ksfxd vkSj izkS|ksfxdh; vkink vkSj egkekjh 

[k.M 03  vkink rS;kjh ds vk/kkjHkwr rF; 

bdkbZ &09   fu;kstu 

bdkbZ &10   lapkj 

bdkbZ & 11  usr`Ro ,oa la;kstu 

bdkbZ &12   Hk.Mkj.k ,oa lEHkj.k 

[k.M 04 vkink çcU/ku ,oa tkx#drk 

bdkbZ &13  ekuo O;ogkj ,oa vuqfØ;k O;fDrxr lkeqnkf;d laLFkkxr 

bdkbZ &14 lkeqnkf;d Hkkxhnkjh ,oa tkx:drk  

bdkbZ &15 tu tkx:drk dk;ZØe 

bdkbZ &16 lwpuk laxBu ,oa çlkj 

 

 

 

  



Nutrition for the Community [AOCNC] 

Lkeqnkf;d iks"k.k ,oa LokLF; f’k{kk 

 

[k.M&01 

Lkeqnk; dk iks"k.k vkSj LokLF; Lrj 

 UNIT-01  leqnk; ds ckjs esa tkuuk vkSj mlds lkFk dke djuk 

 UNIT-02  leqnk; iks"k.k vkSj LokLF; 

 UNIT-03  leqnk; ds LokLF; vkSj iks"k.k dks izHkkfor djus okys dkjd 

 

[k.M&02 

Ikks"k.k o LokLF; f’k{kk ls lca/kh fo"k;oLrq 

 UNIT-04  iks"k.k laca/kh fo"k; oLrq 

 UNIT-05  LokLF; f’k{kk laca/kh fo"k; oLrq 

 UNIT-06  iks"k.k ,oa LOkkLF; f’k{kk lEcU/kh lans’k 

 

[k.M&03 

Ikks"k.k ,oa LokLF; f’k{kk ds fy, lapkj dh fof/k;k¡ 

 UNIT-07  lewg lapkj dh fof/k;k¡ 

 UNIT-08  tulapkj ek/;e 

 UNIT-09  pqus gq;s lapkj ek/;keksa dk izLrqfrdj.k 

 UNIT-10  xSj e’khuh ek/;e % ;kstuk o fuekZ.k 

 UNIT-11  e’khupfyr midj.k % ;kstuk o fuekZ.k 

 

[k.M&04 

iks"k.k ,oa LokLF; f’k{kk ds mikxe 

 UNIT-12  ikjEifjd mikxe  

 UNIT-13  ikjEifjd mikxeksa dk izLrqfrdj.k  

 UNIT-14  vk/kqfud mikxe 

 UNIT-15  xSj e’khuh ek/;e % ;kstuk o fuekZ.k 

 UNIT-16  vk/kqfud mikxeksa dk izLrqfrdj.k 

[k.M&05 

iks"k.k ,oa LokLF; f’k{kk dh lkeqnkf;d dk;Zuhfr;k¡ 

 UNIT-17  O;fDrxr dk;Zuhfr;k¡ 

 UNIT-18  lkeqnkf;d dk;Zuhfr;k¡ 



 UNIT-19  pquh gqbZ dk;Zuhfr;k¡ ds izpkyu dh izLrqfr 

 UNIT-20  xSj e’khuh ek/;e % ;kstuk o fuekZ.k 

 UNIT-21  vk/kqfud mikxeksa dk izLrqfrdj.k 

 

[k.M&06 

iks"k.k dk;ZØe 

 UNIT-22  foxr rFkk orZeku iks"k.k dk;ZØe   

 UNIT-23  iks"k.k f’k{kk dk;ZØe % vk;kstu] fØ;kUo;u rFkk eqY;kadu  

 UNIT-24  iks"k.k rFkk LOkkLF; dk;ZØe dk lQy vk;kstu % pqus gq;s izfØ;k ekWMy  

   

Ikzk;ksfxd fu;ekoyh % Hkkx & III 

  



SOLID WASTE MANAGEMENT [SWM] 

Block 1:Sources and Types of Municipal Solid Waste 

 

Unit 1: Introduction to Municipal Solid Waste Management 

Introduction, Sources (or genesis) of solid waste, types of solid waste, Effects of improper 

disposal of solid wastes, public health effects. 

 

Unit 2: Composition of solid waste 

Composition of solid waste and its determination, Types of materials recovered from MSW 

 

Unit 3: Principles of solid waste management 

Principles of solid waste management – social & economic aspects; Public awareness; Role of 

NGOs; Legislation. Physical properties of Municipal Solid Waste, Chemical properties of 

Municipal Solid Waste, Biological properties of Municipal Solid Waste, Transformation of 

Municipal Solid Waste. 

 

Block 2:Measurement of Solid Waste and public health 

 

Unit 4:Quantities and methods to measure solid waste quantities 

Quantities of Solid Waste, Measurements and methods to measure solid waste quantities 

 

Unit 5:Solid waste and public health 

Public health & economic aspects of storage, options under Indian conditions,  Critical 

Evaluation of Options 

 

Unit 6:Factors affecting solid waste 

Factors affecting solid waste generation rate, Quantities of materials recovered from MSW, solid 

waste as pollutant, effect of solid waste to environment. 

 

 

Block 3:Collection, Handling, Segregation, Storage and processing of Solid Waste 

Unit 7:Collection of solid waste 

Methods of Collection, types of vehicles, materials used for containers, Manpower requirement, 

collection routes, transfer stations, selection of location, operation & maintenance, options under 

Indian conditions. 

 

Unit 8: 

Waste handling and segregation 

Handling and segregation of solid waste at site, material separation by pick in, screens, float and 

separator magnets and electromechanical separator and other latest devices for material 

separation,Waste handling and separation at Commercial and industrial facilities, Storage of 

solid waste at the sources. 

 

Unit 9:Processing of Solid Waste 

Processing of solid waste at residence e.g. Storage, conveying, compacting, Shredding, pulping, 

granulating etc., Processing of solid waste at Commercial and industrial site. 



 

Block 4:Disposal of Municipal Solid Waste and Hazardous Solid Waste 

 

Unit 10:Combustion and energy recovery of  solid waste 

Combustion and energy recovery of municipal solid waste, effects of combustion, undesirable 

effects of Combustion. Landfill: Classification, planning, sitting, permitting, landfill processes, 

landfill design, landfill operation, use of old landfill. Differentiate sanitary land fill and 

incineration as final disposal system for solid waste. 

 

Unit 11:Biochemical processes 

Biochemical processes: Methane generation by anaerobic digestion, composting and other 

biochemical Processes. 

 

Unit 12: Hazardous solid waste 

Definition, identification and classification of hazardous solid waste. Characteristics: Hazardous 

waste toxicity, reactivity, infectiousness, flammability, radioactivity, corrosiveness, irritation, 

bio-concentration, genetic activity, explosiveness. 

 

 

  



SKILL BASED PROGRAMS 
 

  



UGSSC-03 

Medicinal Plants: Introduction and Significance 

vkS"k/kh; ikS/ks % ifjp; ,oa egRo  

 

vkS"k/kh; ikS/kksa dk egRo] izeq[k vkS"k/kh; ikS/ks ¼lQsn ewlyh] v’oxU/kk] liZxU/kk ,oa lrkoj½ 

dh iztkfr;ksa] [ksrh djus dk rjhdk] O;olkf;d egRo] vk;&O;; dh vkfFkZdh vkS"k/kh; 

ikS/kksa dk egRo ,oa vko’;d tkudkjh % 

 

vkS"k/kh; ikS/kksa dk egRo] vkS"kf/k;ksa ikS/kksa ij vuqla/kku dk egRo] iknitU; vkS"kf/k;ksa 

ij [kkst dk;Z] Lora=rk ds ckn vkS"k/kh; ikS/kksa dh fLFkfr] tyok;q dh vuqdwyrk] 

,yksiSfFkd i)fr esa iz;ksx fd;s tk jgs dqN egRoiw.kZ ikS/ks] lE;d tkudkjh dh 

vko’;drk] foØ; dh O;oLFkk igys ls lqfuf’pr dj ysa] chtksa dk p;u] {ks= dh tyok;q 

rFkk feV~Vh ds vuqlkj ikS/kks dk p;u] Ik;kZoj.k lq/kkj rFkk ekuo fgr dks loksZifj eku 

dj pysa] jktLo vfHkys[kksa dh fyf[kr lwpuk nsaA 

 

vkS"k/kh; [ksrh esa tSfod i)fr dk egRo rFkk blls tqM+h fofHkUu fo/kk;sa 

 tSfod i)fr dh mi;ksfxrk] vkS"k/kh; ikS/kksa dh [ksrh ds lanHkZ esa tSfod i)fr dk 

egRo] tSfod i)fr dh izeq[k fo/kk,a] ck;ksMk;ukfed ¼tSoxfrdh;½ i)fr;ka tSfod [ksrh 

ds ekxZ dh izeq[k ck/kk,aA 

 

lksus dh tM+ksa okyh vkS"k/kh; Qly % lQsn ewlyh 

 lQsn ewlyh dh fofHkUu iztkfr;kW] fdLesa] vkS"k/kh; mi;ksx] ewlyh dh [ksrh % 

vko’;drk] [ksrh dSls djsa] mi;qDr Hkwfe] ikuh dh vko’;drk] izeq[k ykHk] [ksr dh rS;kjh] 

osMl cukuk] iz;qDr gksus okyk cht vFkok IykfVax esVsfj;y] taxy ls izkIr fd;s tkus 

okys cht] ewlyh fctkbZ] izeq[k chekfj;ka rFkk izkd`frd vkink,a ikS/ks@ dUn %m[kkM+uk] 

/kqykbZ] fNykbZ lq[kkuk] iSfdax] chtksa dk laxzg.k ewlyh dk mRiknu rFkk vuqekfur ykHk] 

v’oxa/kk % vkS"k/kh; mi;ksx] [ksrh dh fof/k] thou pØ] mi;qDr tyok;q] Hkwfe dk izdkj] 

fdLea] jlk;fud lajpuk] fctkbZ ls iwoZ [ksr dh rS;kjh rFkk fof/k] ikS/kksa dk fojyu] 

fu;a=.k] [kkn] fcekfj;ka rFkk jksx] flapkbZ] Qly dk iduk rFkk tM+ksa dh [kqnkbZ 

¼gkjosfLVax½] vkfFkZd igywA 

 

vUrjkZ"Vªh; Lrj ij Hkkjr dks izfr"Bk fnykus okyk ikS/k liZxU/kkA 

 liZxU/kk % jlk;fud lajpuk] vkS"k/kh; mi;ksx] [ksrh dh fof/k] mi;qDr tyok;q] 

mi;qDr feV~Vh mUur iztkfr;ka] fctkbZ dh fof/k] [ksr dh rS;kjh] flapkbZ O;oLFkk] vraorhZ; 

Qly] izeq[k jksx rFkk fcekfj;ka] Qly dh o`f) rFkk ifjiDork] tM+sa m[kkM+usa esa fo’ks"k 

lko/kkfu;k¡] [ksrh ls dqN izkfIr;k¡] vk;&O;; dk fooj.kA 

 



vkS"k/kh; mi;ksx dk egRoiw.kZ ikS/kksa dk lrkoj&lrkoj dh izeq[k fdLesa] vkS"k/kh; mi;ksx] 

d`f"k rduhd % tyok;q] feV~Vh] fctkbZ dh fof/k] ulZjh vFkok ikS/k’kkyk cukus dh fof/k] 

[ksr dh rS;kjh] ikS/kksa dh jksikbZ] vkjksg.k dh O;oLFkk] [kjirokj fu;a=.k rFkk fujkbZ xqM+kbZ 

dh O;oLFkk] flapkbZ dh O;oLFkk] Qly dk iduk vFkok Qly dh ifjiDork] tM+ksa dh 

[kqnkbZ rFkk mit dh izkfIr] dqy mRiknu Qly ls izkfIr;kW] O;; rFkk ykHkA 

 

 

  



UGSSC-05 

tuLokLF; vkSj LokPNrk 

lkoZtfud LokLF; ,oa LokLF; foKku 

Public Health and Hygiene 

LokLF; lwpd 

 Unit -01 tula[;k xfrdh vkSj Kku ifn jksx foKku 

 Unit -02 ifjokj fu;kstu dk;ZØe  

 Unit -03  LokLF; vkSj thou Lrj laca/kh ,f’k;kbZ  ifjis{; 

Ik;kZoj.kh; LoPNrk vkSj lqj{kk 

 Unit -04 lnaw"k.k ds dkjd 

 Unit -05 ty vkiwfrZ ,oa dwM+s dk fuiVku 

 Unit -06 O;fDxr LoPNrk 

 Unit -07 Xk`g ,oa lkoZtfud lqj{kk 

 

jksx dh vkgkj O;oLFkk 

 Unit -08 jksx esa vkgkj % ewyHkwr  fl)kUr 

 Unit -09 iks"k.k laca/kh folaxfr;ksa vkSj lacaf/kr   leL;kvksa dh vkgkj O;oLFkk 

 Unit -10 xSj iks"k.kewyd ewy dh folaxfr;ksa dh vkgkj O;oLFkk 

[kk|&tU; jksx] [kk| laØe.k rFkk ekndrk, 

 Unit -11  lkekU; [kk| tU; jksx & I      

 Unit -12  lkekU; [kk| tU; jksx & II 

 Unit -13  ijthoh xzlu 

 Unit -14  [kk| laØe.k rFkk ekndrk,a  
lkekU; laØe.k jksx 

 Unit -15  [kljk] {k;jksx rFkk dkyh [kk¡lh 

 Unit -16  fMIFkhfj;k] fVVusl rFkk iksfy;k   



 Unit -17  eysfj;k  

 Unit -18  Ropk] vk¡[k rFkk dku ds laØe.k 

 

LokLF; vkSj lac) eqn~ns 

 Unit -19  izkFkfed LokLF; ns[kHkky & I % vo/kkj.kk vkSj laxBu                      

 Unit -20  izkFkfed LokLF; ns[kHkky & II % Hkkjr esa orZeku fLFkfr 

 Unit -21  izkFkfed LokLF; ns[kHkky & III% lsokvksa dk forj.k 

 Unit -22  LokLF; dk;ZØe 

 Unit -23  vk; l`tu laca/kh dk;ZØe 

 Unit -24  Ik;kZoj.k izfrj{k.k 

 

Ikzk;ksfxd fu;ekoyh % Hkkx & II 

  



UGSSC-10  

Energy and Environment 
 

Block-1-Energy and Environment: Current Concern 

Unit-01- Energy and Development/ The Energy Economy- Role of Energy in 

Economic Growth,  Relationship between Economic Growth and Sustainability, Learning 

Outcomes, Knowledge, Skill, Energy Demand of Growing Population, Energy Demand 

in Industrialization, Energy Demand in Asian Developing Economics, Earth’s Energy 

Resources Bases, Carrying Capacity of Earth.  

Unit-02 – Energy Consumption- Pattern of Energy Consumption, World Energy 

Demand and Future Projection, Energy Units and the Growth of Electricity Consumption. 

Unit-03 – Energy Production Technologies- Renewable and Nonrenewable Sources of 

Energy, Hydel (Hydroelectric) Power 

Unit-04 – Environmental Impact of Energy Production and Use- Climate Change and 

Global Warming, Deforestation and Its Impact on Global Warming, Problem of Mega 

Dam, Nuclear Hazards and Impact of Globalization 

Unit-05 – The North South Debate- Issues of Desperate Needs and Consumption, 

Global Agreements and Arrangements. 

 

Block-2- Energy Policy, Planning and Administration 

Unit-06 Energy Policy and Administration- Aspects of Energy and Environmental 

Policies, Interrelationship between Energy, Environment and Development 

Unit-07 Policy Issues in Energy Use and Environmental Planning- Main-Stream 

Approaches to Energy Use and Environmental Planning, Models of Energy and 

Environment, Issues of Energy and Environment  

Unit-08 Political Economy of Energy and the Environment- Political Economy of 

Energy, Complexity of Society in Environmental Relationship, Energy Consumption and 

Its Historical Events 

Unit-09 Energy Policy Alternatives- Alternative Energy Policy, Energy Policy for a 

Sustainable World 

 

Block-3- Economics of Energy and Environment 

Unit-10 Economic Approaches to Energy Problem- Introduction to Energy and 

Environmental Economics, Economic Approaches to Energy Problem, 

Unit-11 Micro-Economic Perspective and Macro Linkage- Economic of Demand and 

Supply of Energy, Marco Linkage of Energy and Economy, Economics of Climate 

Change 

Unit-12 Social Control of Energy- Public Policies Related to Energy Facilities 

Development, Initiatives in Control of Energy, Energy Conservation : Home Energy 

Saving, Energy and the Poor. 

 

Block-4- Energy, Sustainability and Environment 

Unit-13 Renewable Energy Resources and Technologies- Renewable Energy – Solar 

and Wind, Renewable Energy- Bio-mass and Small Hydro, Renewable Energy Resources 

and Technologies, Advantages of Renewable over Conventional Technologies 



Unit-14 Energy Services and Efficiency Improvement- Energy Services : Linking 

Supply and Demand, Energy Efficiency Improvement- Supply Side, Energy Efficiency 

Improvement- Demand- Side, Energy Conservation- Use of Energy Efficient Appliances 

and Building  

 

Unit-15 Sustainable Energy for Clean Environment- Changing Existing Patterns of 

Energy Use, ‘Cleaning-up’ of Fossil and Nuclear Technologies, Switching to Renewable 

Energy Sources, Future Energy Scenarios  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



UGSSC-11 

Environment and Development 
 

Block-1-Environment and Its Component. 

 Unit-01 Introduction to Environment 

 Unit-02 Structure of the Earth 

 Unit-03 Lithosphere 

 Unit-04 Hydrosphere 

 Unit-05 Atmosphere 

 Unit-06 Biosphere 

 

Block-2-Development Perspectives for the Developing Countries. 

 Unit-01 What is Development 

 Unit-02 Special Economic Challenges 

 Unit-03 Ecological Economics 

 

Block-3-Importance & Practice of Resource Management for Sustainable Development. 

 Unit-01 Sustainable Resource Management 

 Unit-02 Conservation or Preservation 

 

Block-4-Role of Major Groups in the Protection of Environment for Development. 

 Unit-01 International Organizations 

 Unit-02 UN Special Bodies/ Functional Commissions/ Regional Commissions 

 Unit-03 The Function and Role of International Organizations 

 Unit-04 Role of Non- Governmental Organizations 

 Unit-05 International Union for the Conservation of Nature (IUCN) 

 

Block-5-Environment Law and Measures to Protect Environment for Development. 

 Unit-01 Basic Instruments of International Environmental Law 

 Unit-02 The United Nations Conference on Environment and Development 

 Unit-03 Environmental Policy and Enforcement of Legal Mechanism 

 Unit-04 Environmental Education and Training 

 Unit-05 Environmental Ethics 

 

 

 

 

 

 

 

 

 



UGSSC-12 Fundamentals of Computers 

Computer Basics: Introduction, Algorithms, A Simple Model of a Computer, Characteristics of 

Computers, Problem-solving Using Computers.  

Data Representation: Data Representation, Integer Representation, Floating-Point Number 

Representation, Conversions between Number Bases, Converting Binary, Octal, and 

Hexadecimal to Decimal, Converting among Binary, Octal, and Hexadecimal, Hexadecimal to 

Binary conversion, Error Detection Codes  

Input & Output Devices: Introduction, Description of Computer Input Units, Other Input 

Methods, Computer Output Units, Terminals.  

Computer Memory: Introduction, Memory Cell, Memory Organization, Read Only Memory, 

Serial Access Memory  

Memory in Physical Devices: Introduction, Physical Devices Used to Construct Memories, 

Magnetic Hard Disk  

Disk Drives: Introduction, Floppy Disk Drives, Compact Disk Read Only Memory, Magnetic 

Tape Drives  

General Concept of Operating System: Introduction, Operating System, History and Evolution, 

Functions of Operating System, Multitasking, Multiprocessing, Time Sharing, Real Time OS with 

Examples,   

Disk Operating System (DOS): Introduction, History & versions of DOS, DOS basics- Physical 

structure of disk, Disk Structure, FAT; File & directory structure and naming rules, Booting 

process , DOS system files , DOS commands- internal & external;  

Windows concepts: Features, Windows Structure , Desktop, , Taskbar , Start Menu , My 

Computer , Recycle Bin, Windows Accessories: Calculator, Notepad, Paint, WordPad, Character 

Map, Windows Explorer, Entertainment, Managing Hardware & Software in Windows: 

Installation of Hardware, Software, Scanning Documents, System Tools, Communication, 

Sharing Information between programs  

 

 

 

 

 

 

 

 

 



UGSSC-13 Office Tools and Internet  

MS Word 

Introduction, MS-Word, Features, Creating a MS Word Document, Saving and Opening 

Documents in Word, Interface, Toolbars, Ruler, Menus, Keyboard Shortcut, Editing, Previewing, 

Printing & Formatting a Document, Find & Replace, Using Thesaurus, Using Auto- Multiple 

Functions, Mail Merge, Handling Graphics, Tables & Charts, Document into various formats.  

MS-Excel 

Introduction, Worksheet basics, Creating worksheet, Entering into worksheet, Heading 

information, Data & Text, Date & Time, Alphanumeric values , Saving & quitting worksheet, 

Opening and moving around in an existing worksheet, Toolbars and Menus, Excel shortcut and 

function keys, Working with single and multiple workbook, Working with formulae & cell 

referencing, Auto sum, coping formulae, Absolute & relative addressing, Worksheet with ranges, 

Formatting of worksheet, Previewing & Printing worksheet, Graphs and charts, Database, 

Creating and using macros, Multiple worksheets- concepts, creating and using.  

MS-Power point and Other DTP Software 

Introduction, Presentations , Creating Slides, Manipulating & Enhancing Slides, Organizational 

Charts, Excel Charts, Word Art, Layering an Object, Animations and Sounds, Inserting 

Animated Pictures or Accessing through Object, Inserting Recorded Sound Effect or In-Built 

Sound Effect, Other DTP Software’s: MS-Publisher, Adobe Page maker, packages, Corel Draw, 

Adobe Photoshop.  

Communication:  

Fundamentals of Data Communication: Concept, Data Communication modes, 

Communication Hardware. 

Computer Networks: Network concept and classification, LAN, WAN.  

Emerging Trends in Networking: E-Mail, EDI, Networking Scenario.  

 

Internet Awareness:  

Internet: An Overview: DNS, working of Internet, Tools and Services on Internet, Browsing the 

Internet, Gopher. 

Internet Tools: E-Mail, PTP & Telnet: E-Mail, E-Mail, Addressing, The Components of E-

Mail, Address Book, Troubleshooting in E-Mail, Interesting E- Mail Addresses, Mailing Lists 

and list servers, FTP and Telnet, Interesting Sites. 

Browsers: Netscape Navigator, Search Engines, NCSA, Mosaic, Microsoft Internet Explorer. 

Visiting web sites: Downloading. 

 


