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LIST OF COMMITTEE MEMBER FOR THE
TRADB OF

DET

CORPORATE SECRETA
tr;J

A. DE:

Mrnrnrns AND EXI'EITTS

1. Thiru. S. Subbiah, M.E.,

RJD Coimbatore Region

2. Thiru. S. AlagiriSamy, 8.E.,

Assistant Director, Rl Centre, Coimbatore - 29

3. Tmt. A. Amutharani, D.E.C.E., B.C.A.

Principal/Correspondent.
Electron lnstitute of [\4anagement Studies
lndustrial School,

Coimbatore.

4. Miss. N. Savina Devi, B.Com.,

Staff-ln-Charge.
Electron lnstitute of [Vlanagement Studies
lndustrial School, Coimbatore.
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COURSE DETAILS

Age

Name of Trade

Qualification

Duration

Number of Trainees

Number of Practical hours

Number of Theory Hours

Space Required

Workshop

ClassRoom

Power Required in KW

: CORPORATE SECRETARYSHIP

: 1OTH PASS / FAIL

: lYear

:32 hrs. per week

: 12 hrs, per week

: 400 sq. feet

: 200 sq. feet

:3 k.w.

20

: 14-40 Years
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PERS COVERED UN DER THE TRADE

CORPO E SECRETARYSHIP

THEORY

PAPER I

PAPER II

General English

Office Administration and

Secretarial Practice

Financial AccountingPAPER III

PRACTICAL

PAPER I

PAPER II

Typewriting

Computer - Mircosoft office &

Computerised Accounting

DET

PAGE:...

TOTAL:

!
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t. GENERAL ENGLISH

Enolish Grammar

X Parts of Speech

i'li Phrases

iii Clauses

it{ Sentences

,:':i Syntax

X Spelling

ili Tests in the above Topics

II. OFFICE ADMINISTRATION & SECRETARIAL PRACTICE

Princip les of Mana ement

iYi Nature & Scope of Management

.i:.i Role of the Manager

X Functions of Management

iii Objectives

ii( lmpofiance of Management

ixi Tests in the above Topics

III. FINANCIAL ACCOUNTING

i:i Accounting Principles and Concepts

.;ri Basic Accounting Proceclures

iii Tests in the above Topics

DET

R,ADE:

IAGE:

rOTAL:

J

t

[,

THEORY

SYLLABUS COVERED DURING THE 1ST MONTH
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II. OFFICE ADMINTSTRATION & SECRETARIAL PRACTICE

i':i Planning

i'!i Steps in Planning

ii{ lmportance of Planning

iii Need for Planning

i:ii Decision lVlaking

i::i Span of lManagement

i,:{ Staffing

i,:( Training and Development

X Tests in the above Topics

III. FINANCIAL ACCOUNTING

i( Journal

iyi Solving various types of problem

i"ri Practicing more sums to improve the skill

X Ledger

i':i Solving various types of problem

i.ri Practicing more sums to improve the skill

Bi Tests in the above Topics

[]
U

rorAt

D€

AGtP

DET
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S-YLLABUS COVERED DURING THE 2',r MONTH

I. GENERAL ENGLISH

English Vocabularv

i,:{ How to Build Vocabulary

X How to retain Usages

i( Daily addition to vocabulary

X Words from other languages

i:{ ldioms

i'ri Phrases

iii Tests in the above Topics



t5

I. GENERAL ENGLISH

lndependent C orrespondence

i'i( Business Letters

i,ri Drafting letters by their own

ili Practicing to write more letters to i

skills

ii( Personal Letters

i"*i Drafting letters by their own

DET

I-QADE:
tter writing

i'ri Practicing to write more letters to improve the letter writing

skills

i;i Routine Reminders

i,ri Drafting letters by their own

iti Practicing to write more letters to improve the letter writing

skills

ili Tests in the above Topics

II. OFFICE ADMINISTRATION AND SECRETARIAL PRACTICE

iii Business Combination

i':i Trade Association and Chamber of Commerce

X lnsurance Principles

i:(. Forms of Business Organisation

ili Sole Traders

.)ri Partnership

iii Tests in the above Topics

III. FINANCIAL ACCOUNTING

i*i Subsidiary Books

iri Purchase, Sales Books

i,r( Solving various types of problem

ixi Practicing more sums to improve the skill

ili Tests in the above Topics

e

il.
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SYLLABUS COVERED DURTNG THE 3'd MONTH
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YLLAB US coVE RED URING THE 4th MONTHs

I. GENERAL ENGLISH

ili Legal Notices

i,:i Drafting by their own

i( Giving more practice to improve the s

DET

i:i Follovr up Letters

i,:i Replying the Follow up

:,ti Bill Collection Drive

iii Drafting by their own

i):i Giving more practice to improve the skill

.i:i Follow up Letters

i:i Replying the Follow up

)r:. Reply to Complaints

i,'t Drafting by their own

i::i Giving more practice to improve the skill

iii Follow up Letters

iii Replying the Follow up

.r:,:. Tests in the above Topics

II. OFF]CE ADMINISTRATION AND SECRETARIAL PRACTICE

ii{ Jointd Hindu jointed into Family Form

ii(. Joint Stock Company

i':i: Co-operative Organisation

X Public Utilities & Public Enterprises

ir,i Tests in the above Topics

III. FINANCIAL ACCOUNTING

i:i. Purchase Return Book

iii Solving various types of problem

i,:i Practicing more sums to improve the skill

i':i Sales Return Book

i:r,: Practicing more sums to improve the skill r

i:i Tests in the above Topics

DE

)r4([.:,....
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SYLLABUS COVERED DURING THE sth MONTH

I. GENERAL ENGLISH

Languaqe Skills

.'d Spoken Language

:)l.i Tests in the above Topics

II. OFFICE ADMINISTRATION AND SECRETARIAL PRACTICE

i( Office Organisation

i:i Office Accommodation

iri: Office Environment

)ti Office Service

iti Machines & Equipments

i,ri Records Management

i,vi Tests in the above Topics

III. FINANCIAL ACCOUNTING

ir,i Cash Books

i:i Double Column Cash Book

ir.i Triple Column Cash Book

i:,i Receipts & Payments Accounts

iti Solving various types of problem

ii{ Practicing more sums to improve the skill

i:i Tests in the above Topics

i

I

t,
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I. GENERAL ENGLISH
DET

La ua e Skills

[]il
Li'irti Spoken Language

i( Tests in the above Topics
DE

II. OFFICT EbMITISTRATION AND SECRETARIAL PRACTICE

Com m unica on

ilii lnter Office Communication

I,. Outgoing Correspondence

i:i lncoming Correspondence

iii Telephone Calls

i:,j: Fax lVlessages

:):i Tests in the above Topics

III. FINANCIAL ACCOUNTING

iri Petty Cash Books

i'ri Receipts & Payments Accounts

i,ri Solving various types of problem

i,ri Practicing more sums to improve the skill

ir,i Tests in the above Topics

,

.a
I

I

l

SY.LLABUS COVERED DURING THE 6th MONTH
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I. GENERAL ENGLISH

Lanquaqe Skills

)ri Spoken Language

iI( Tests in the above Topics

II. OFFICE ADMINISTRATION AND SECRETARIAL PRACTICE

Communications

i:i E-lVIail

i,:{ Courier Services/ Speed Post

iii Mailing List

iii Staff Directory

i,:i Periodical Staff Meetings

iii Tests in the above Topics

III. FINANCIAL ACCOUNTING

ili Banking Transactions

i:i: Bank Reconciliation Statement

i,ri Solving various types of problem

iii Practicing more sums to improve the skill

iii Tests in the above Topics

n

DET

pA4
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SYLLABUS COVERED DURING THE 7tI, MONTH
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SYLLABUS COVERED DURING THE 8th MONTH

I. GENERAL ENGLISH

Language Skills

ix( Effective Writing

i{i Comprehension

)ri Precise Writing

i,ri Dialogues Writing

ili Paragraph Writing

iti Essay Writing

i,:{ Tests in the above Topics

II. OFFICE ADMINISTRATION AND SECRETARIAL PRACTICE

Travel Ma nagement

ix{ Train Booking

ii{ Air Ticketing

iii Hire Taxi Arrangement

ili Pick-up Services

iii Dropping Facility during Emergencies

.:i,a Tests in the above Topics

III. FINANCIAL ACCOUNTING

i*i Final Accounts

X Trading Account

iti Profit & Loss Account

iti Balance Sheet

irri Sotving various types of problem

i*i Practicing more sums to improve the skill

iri Tests in the above Topics

ffi
DET

R.ADE
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SYLLABUS COVE RED DURING THE gtl' MONTH

I. GENERAL ENGLISH

Languaqe Skills

iri Reporting

iii Analysing the Topics

i:i Collecting information

iri Preparing the report

ixi Presentation of the report

ixi Letter Writing

iii Drafting letters by their own

i"-i Practicing to write more letters to improve the letter writing

skills

iii Tests in the above Topics

II. OFFICE ADMINISTRATION AND SECRETARIAL PRACTICE

Travet Manaqement

iri [/aintenance of Office Cars

.;l:i Personal On Transfer

iti Guest from Abroad

i:i Group Travel for Vacation

;;ri Tests in the above Topics

III. FINANCIAL ACCOUNTING

iti Final Accounts

iii Trading Account

i:i Profit & Loss Account

i,li Balance Sheet with Adjustments
' i'ri Solving various types of problem

iii Practicing more sums to improve the skill

iri Tests in the above Topics

DET

iF-iD
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SYLLABUS COVER ED DURING THE 1oil' MoNTH

DET
I. GENERAL ENGLISH

Lanqua e Skills nEI

.;:i: Letter Writing

i:i Drafting letters by their own

,

iii Practicing to write more letters to improve the letter writing

skilJs

ii{ Tests in the above Topics

II. OFFICE ADMINISTRATION AND SECRETARIAL PRACT]CE

Travel Ma naqement

iYi Company Secretary

ii( Appointment

ili Legal Position

.:,:i Qualification

iii Duties

iii Tests in the above Topics

III. FINANCIAL ACCOUNTING

i:i Final Accounts

i:i Trading Account

.,ii Profit & Loss Account

iii Balance Sheet with Adjustments

i{i Solving various types of problem

i,ii Practicing more sums to improve the skill

Tests in the above Topics

t iL/
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SYLLAB US COVERED DURTNG THE 11tt' MoNTH

I. GENERAL ENGLISH

Languaqe Skills

it{ Catalogue Preparation

Bi Legal Formats

ixi Tests in the above Topics

II. OFFICE ADMINISTRATION AND SECRETARIAL PRACTtcE
i'li Commencement

X Memorandum

iii Articles of Association

i:i Prospectus

i,:i Shares & Meeting

i*i Tests in the above Topics

III. FINANCIAL ACCOUNTING

.iti. Depreciation

i;i Types of Calculation

iri Solving various types of problem

i,:i Practicing more sums to improve the skill

X Tests in the above Topics

DET

fu1DE
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SYLLABUS covrRro ouRtrvc THr 1ztr, MoNTH

I. GENERAL ENGLISH

i:,i Revising the entire syllabus

:li Revision Exams and

i)i{ Model Exams

a-

II. OFFICE ADMINISTRATION AND SECRETARIAL PRACTICE

ili Revising the entire syllabus

iii Revision Exams and

iii lVlodel Exams

III. FINANCIAL ACCOUNTING

iti Revising the entire syllabus

.'d Revision Exams and

.ili: Model Exams

il.

i
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39

TYPEWRITING

i,ri Fingering

iii Guide Keys

COMPUTER

i:,i lntroduction to Computers

i,:i Desktop lntroduction

X Creating Shortcuts & Folders

::ii Mouse Handling

X Menus

X Copying & Deleting Files

SYLLAB US COVERED DURING THE 2ND M ONTH

TYPEWRITING

i:i Fingering

iri Guide Keys

COMPUTER

iri Ms-Dos

i,ri Directory Listing

ili File Creation

i:i Copying & Renaming Files

iN{ Creating and Handling the subdirectory.

].

i

SJLIABUS COVEIIED DU RtruC rHr_r *-Mo 
N-i-H

DET
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SYLLABUS covERED DURTNG THE 3*o MONTH

TYPEWRITING

i):i Fingering

X Guide Keys

COMPUTER

X Ms-Word

iti Letter,typesetting

.:ri: Saving

.;:(: Formatting of Text

X Printing

"):i Handling of Tables

SYLLABUS COVERED DURING THE .4TH MONTH

TYPEWRITING

i,:i Speed Typing

X Accuracy Typing of Passages

COMPUTER

i,ri Mail merge
',!i Lables & Envelopes

X Word Art

i,ti Clip Arl

i,ri Header & Footer.

DET

r-ciAL:

l)=

IAG€: ...
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SYLLABUS COVERED DURING THE sTH MONTH

TYPEWRITING

iii Speed Typing

iii Accuracy Typing of Passages

COMPUTER

:i{ Ms-Excel - Creating a Workbook

X Handling of Tables

iii Formatting Cells

i':i Formulae

ili Copying & Editing

.*i Creating a Chart

i'ri Saving a Worksheet & Printing.

DET

*rGE'."'

F-r.Dg:

TYPEWRITiNG

x Speed Typing

i):i Accuracy Typing of Passages

COMPUTER

i'li [/s-Fowerpoint

X Creating and Saving presentation

X Viewing Presentation

i( Slide View

i:i Outline View

.:ti Notes Page View

:i:i Slide Sorier View

ir.t FormattirrE Presentation

i.li lnsefling Clip Art

i,ri Presentation with Animation.

SYLLABUS COVEREp DUR.|NG THE qr,rruoilJt.N
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TYPEWRITING

iti Tatrulation

i;t lnvoice Typing

i,ri Docurnent Typing

i,:i Typing ol Letters

DET

rffi
COMPUTER

ir.i [/s-Access

..ii lntroduction to Database

iii Creating Databases

X Editing & Viewing Database

ixi Working with Queries

ixi Creating Forms

iii Forms Wizard

ir,i Creating Reports

i'ri Report Wizard

TYPEWRITING

iii Tabulation

iri lnvoice Typing

i,ri Document Typing

.i:,i Typing of Letters

COMPUTERISED ACCOUNTING

X Company Creation

i':i Ledger Creation

i( Grouping

r

SYLLABUS COVERED DURING THE 7TH MONTH

SYLLABUS COVERED DURING THE 8TH MONTI-|

,l

r
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SYLLABUS COVERED DURING THE gTH MONTH

TYPEWRITING

i,:i Tabulation

iYi invoice Typing

i,ri Document Typing

.;:,i Typing of Letters

DET

;i, .r-r
i r-..' '.

COMPUTERISED ACCCUNTING

X Voucher Entry

i,ri Sales Entries

ili Purchase Entries

iti Bank Book Keeping

i,li Payment Entries

i:i Receipt Entries

TYPEWRITING

iri l\lanuscript Reading

iri Carbon Copying

ii Various types of carbons their sizes ancl r-ises

iii Machine capacityr for number of copies

X Procedure for carbon copying

COIVIPUTERIS ED ACC OUNTI NG

.:ii Journal Enti'ies

i':i Credit Notes.

i,ri Debit Notes

X Viewing

X Editing

SYLLAB US COVERED DUR!N G THE lOTH MONTH

;.

,



SYLLAB US COV EF.ED DUR ING THE 1 1r" Moi{Ti{

TYPEWRITING

ii{ Xerox Operation

X Taking llultiple Copies

i'r{ Enlarge or Reduce of Copies

iri Handling the Xerox tvlachine

i:i Correcting the paper Jam

ixi Removing the Waste Toner

iYi Refillipg the Toner

COMPUTERISED ACCOUNTING

.:ii Final Accounts

i,:i Cash Bcok

i,ri Bank Book

ixi Day Book

i,li Sales Register

i.ei Purchase Register

X All A/c Surnmaries

iri Sales Tax Reports

iri Trial Balance

X Profit & Loss A/c

iii Baiance Sheet

:,li Continuing the A/c to the next year

DET

?t3f
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TYPEWRITING

DET
iii Revising the entire syllabus

;ri. Revision E>:arns and

i):i l\4odel Exarls

F*ADf.
I

COMPUTER
I

i+i Revising the entire syllabus

i( Revision Exams and

.;r:. IVlodel Exams

COMPUTERISED ACCOUNTING

ili Revising the entire syliabus

ir. Revision Exams and

ili lModel Exams

,i

j

SYLLABUS COVERED DURING THE 12th nflOliT'i*i
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LI$T OF TOOLS & ECUIPIIfrENI'S

TRADE I'JA[4E : Effiff€Y & CoRPORATE SECRETARYS!-IIP

Computer Pentium lll and
All Necessary Accessories

132 Column Dot Matrix Printer

Computer Table

Computer Chairs

Class Room Desk

Class Room Bench

Stabilizers/UPS (5 KVA)

Typewritin g lv{ achines

Typewriting Table & Stool

Office Table & Chairs

Black Board

Ceiling Fan

Book Shelf (Cupboard)

Copy Holder

Stop Clock & Whisttes

Stationaries and Ribbcn

Xerox Machine

DET
6No

1 NJo
P 1:;E

6N
tOrAr

12N

7No TRADf, )
7 Nos.

1 No.

'10

10 Sets

1 Set

1

4 Nos.

1 No.

10 Nos.

2 Sets

Reqd. Qty

1 l.,lo.

SOFTWARE

Ms-Dos

Ms-Windows

Ms-Office

Conrputerised Accounting pack

(Tally or any equivalent Pack)

.t
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MARK SCHEDULE

BLUE PRINT

THEORY

Office Adnrinistraiion and Secretarial Prac

Part - A Answer any 5 Questions. (517)

General English

Part- B Answer any2 Questions.(214)

1. Essay Writing

2. Letter Writing
t

3. Comprehension

4. Precise Writing

Financial Accounting

Part - C Ansrer any 2Questions. (213)

PRACTICAL

Part-A:Cornputer
1. Ms-Word - Single Page Formatting

2, Ms-Excel - Table Creation & Charts

3. Ms-Powerpoint - Slide Creation with Animation

4. Ms-Access - Database Creation, Forms & Queries

5xB=40

2x10=20

2x20=40

50 Marks

Part- B : Computerised Accounting

5. Ledger Creation

6. Voucher Entry

7. Final Reports

50 Marks

Theory Minimum Pass Mark

Practical Minimurn Pass Mark

: 4A|1OO

: 60/100

u 
DET

&A.DE

IAGE

l!

i
c'

.a

I

Part-C:Typewriting 100 Marks

7. Paragraphs (50 Marks)

B. Letters (25 Marks)

9. Statements (15 Marks)

Note: Total marl<s obtained out of 200 should be halveci to make out of 100.

I
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ACHIEVEMENT

Since the Trainees are given training uncjer the topics

1. General English

Ofrice Administration and Seci'etarial Practice2

J

4

5

Financial Accounting

Typewriting DET

Computer

The candi<iate should be abie to

* Work as a Typist

* Work as a Computer Operator.

* Work as a Xerox Operator.

* Work as an Office Assistant

* work as an office ln-charge to undertake any type of official

Works requirement.

* Maintain Accounts in Office l\lanually.

* Maintain Accounts of an office in Computer

* Work as Ticket Booking person in any Trarrels

* Work as a secretary to a Boss under any concern

il.

_a

a


