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LAUNCHING OF CERTIFICATE/DIPLOMA COURSE IN   
NGO MANAGEMENT IN ORIYA MEDIUM BY 

DDCE, UTKAL UNIVERSITY IN COLLABORATION WITH UNAIDS. 
 
INTRODUCTION: 
 
  The   World   Bank   defines “ NGOs   as   private   organization   that   pursue   activities   to  

relieve   suffering,   promote   the    interest   of   the   poor,   protect   the   environment,   provide  

basic    social        services,    or    undertake    community    development.”    Defining  NGOs  is 

problematic and a description may be more useful.  The  Cardoso  Report (UN  Report  on  Civil  

Society  Involvement)  offers  the  following  description.    “All  organizations  of  relevance  to  

the  United  Nations  that    are  not  Central  governments  and  were  not  created  by  inter  

governmental   decisions,    including   associations   of   business,   Parliamentarians   and    local  

authorities.  NGOs has  become  shorthand  for  public‐ benefit . NGOs – a  type  of  civil  society  

organization   that    is   formally   constituted   to   provide   a   benefit   to   the   general   public   or  

the   world   at    large    through    the   promotion   or       advocacy   on    services.   They    include  

organizations   devoted   to   environment   development,   human   rights   and   peace   and their  

international  networks.” 
 

  Since  1950’s  steadily  NGOs  have  become  important  components  of  developmental  

strategy  world over.  From local to international level  NGOs  are  involved  in developmental  

activities.  Advocacy,  implementation,  health  and  hygiene,  life‐skill  development,  economic  

alternatives   and   awareness   etc.   are        important   aspects   of   NGO   activities.   Number of  

NGO   are  steadily    increasing.   They   have   become   partners   of    international  ,   national  ,  

regional    and    local    governance   mechanism    in    bettering    the   world.    The    quality    of  

manpower  in  NGOs  determine  to  an  extent  the  quality  of  world  bettering  mechanism,  

process  and strategy.  Improving  of  the  quality  of  manpower  of  NGOs  working  at  grass  

root    level    is of   great    importance.   The    leaders    ,   the   founders,   the   policy   makers,   the  

funding  organization  of  NGOs  may  be  aware , conscious  and  knowledgeable  but  the  vast  

majority    of    persons   working    at    the    lower    rungs    of   NGOs    sector    need    education,  

awareness,   sensitization   and   skills   to   be   better   equipped   to   serve   the   cause   of their  

organization.  The  objectives  of the  course  is  precisely  to  meet  this  need.  
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Regulations  for    Certificate Course in  
NGO Management  Programme 

(Both Distance  &  Face  to  Face  Mode  under  DDCE) 
 
 

1. ELIGIBILITY 

1.1. Bachelor Degree in Commerce/ Arts/ Science/ Business  Administration/ Engineering/ 
Pharmacy  or  Equivalent  from a University. 

1.2 CLC Requirement shall not be insisted upon for students pursuing the course under 
distance mode provided required information is available.  

1.3 The  course can  be  concurrently  pursued  in  Distance  Mode  with  any  other  course. 

2. DURATION 

2.1 The  duration  of  the  course  shall  be  six  months. 

2.2 Two  batches  of  students  shall  be  admitted  in  a  year  i.e.  January  and  June  every  
year. 

3.  
3.1 The  medium  of  instruction  shall  be  Oriya. 
3.2 A  candidate  may  answer  the examination  papers  either  in  Oriya  or  in  English.  
 

4. CONTACT  HOUR & CREDIT POINT 

4.1 A Personal  Contact  Programme  under  distance  mode  shall  be  conducted.  For  each  
credit  point  minimum  4  hours  programme  shall  be  held.  

4.2 Under  Face  to  Face  mode  10  hours   contact  programme  for  each  credit  point  shall  
be  held.  

5. GRADING  SYSTEM 

5.1 Grade  Mark  Secured  from 100 Points 
 Outstanding 'O' 100-90 10 
 Excellent 'E' 89-80 9 
 Very  Good 'A' 79-70 8 
 Good 'B' 69-60 7 
 Fair 'C' 59-50 6  
 Pass 'D' 49-36 5 
 Failed 'F' Below   36 0 
N.B. A  Candidate has  to  secure  Grade -D or  above  to  pass  in  each  of  the  Papers 
 

5.2 A  students  level  of  competence  shall  be  categorized  as  per grade  point average. 

(a)   POINT    -  Integer   equivalent  of  each  letter  grade 

(b) CREDIT -   Integer  signifying  the  relative  emphasis  of  individual  course item(s)   in  a   
   semester  as  indicated  by  the  Course  structure and  syllabus. 

 
   CREDIT  POINT  - (b)   X  (a)  for  each  course  item 
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   CREDIT  INDEX  -        Σ CREDIT  POINT  of   course  items  in   
 

 
  GRADE  POINT AVERAGE   -     CREDIT  INDEX 
                    Σ   CREDIT 

SEMESTER  GRADE  POINT  AVERAGE  (SGPA )  =       CREDIT  INDEX       for  a  Semester 
                                      Σ   CREDIT 

5.3 In  addition  to  the points  marks  would  also  be awarded  and  shall  also  be  reflected   
in  the  Mark  Sheet. 

5.4 The details of grading system under class 5.1 to 5.4 shall be printed on the backside of 
University Mark-sheet. 

6. REPEAT  

6.1  A  student  has  to  clear  back  papers ( those  in  which  one  has  failed  by  appearing  
at  subsequent  two  examinations)  

6.2 A  student  has  to  complete  the course  within  18  months  from  the date  of  admission.  
In  toto  a  candidate  has  to  clear  all papers  in  three  chances  ( one  regular  and  two  
back). 

7. HARD  CASE  RULE 

7.1 2%  of grace mark  on  the  aggregate  mark  subject  to  maximum  of  5 (five) marks  in 
single  paper shall   be  given.  This  shall  be  applicable  in each  semester.  

 
7.2 .5 (point five percent) grace mark can be given for award of B Grade in each semester 

provided grace mark under 7.1 has not been awarded.  
 
8. UNIVERSITY EXAM /  PRACTICAL EXAM MARK DISTRIBUTION 

8.1 Semester end University Examination shall be of 100 marks for all papers including 
Project/ dissertation.  

8.2 For  papers  involving  practical.  The  distribution  shall be  50 Theory marks  and 50 
marks Practical . The  distribution  of  marks  for  project  and  dissertation  paper  shall  
be  50  for  project  report / dissertation  and  50  for  Viva  Voce. 

8.3 The  duration for  100 marks theory  exam  shall  be  4  hours ,  for  50  marks  theory  
exam duration shall be 2 hours.  

 

9. UNIVERSITY EXAMIANTION QUESTION PATTERN 

9.1 There shall be three types of questions – Essay/Descriptive , short answer & objective. 
 The following shall be the distribution for papers carry 100 marks. 
a.  Five essay type carrying 12 marks out of seven is to be answered. Model answers should 

be between 700 - 1000 words.  
b.  Four short type questions carrying 6 marks out of six is to be answered. Model answers 

should be between 150 - 250 words.  
c.  Eight objective type questions carrying 2 marks out of ten is to be answered. Model 

answers should be between one - two sentences.  
 
9.2 Distribution of marks for theory papers carrying  50 marks 
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a. Three essay type answer carrying 10 marks out of five is to be answered. Model answers 
should be between 700 - 1000 words.   

b.  Two short type questions carrying 5 marks out of three is to be answered. Model answers 
should be between 150 - 250 words.  

c.  Five objective type questions carrying 2 marks out of seven is to be answered. Model 
answers should be between one - two sentences.  

 
10. ADMISSION  INTO  DIPLOMA  COURSE  IN  NGO  MANAGEMENT 

10.1 Students  completing  the  Certificate  Course  in  NGO  Management  may  get  
admitted  into  the  Diploma  Course  NGO  Management  in  the  next  batch  of  
admission .  The  up-gradation  shall  be  allowed  within  one  year  from  completion  of  
Certificate  course  only.  
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REGULATIONS  FOR  DIPLOMA  COURSE IN NGO MANAGEMENT 
(PERSPECTIVE) 

 BOTH  DISTANCE AND FACE TO FACE MODE UNDER  DDCE 
 

ORIYA MEDIUM 
       
1. ELIGIBILITY 

1.1. Certificate  course  in  NGO  Management  from  DDCE,  Utkal  University  one  can  take  
admission  within  one  year  from    passing  the  Certificate Course. 

1.2 CLC Requirement shall not be insisted upon for students pursuing the course under 
distance mode provided required information is available.  

1.3 The  course  can  be  concurrently  pursued  in  Distance  mode  with  any  other  course. 

2. DURATION 

2.1 The  duration  of  the  course  shall  be  six months only. 

2.2 Two  batches  of  students  shall  be  admitted  in  a  year  i.e.  January  and  June  every  
year. 

3.  

3.1 The  medium  of  instruction  shall  be  Oriya. 
3.2 A  candidate  may  answer  the examination  papers  either  in  Oriya  or  in  English.  
 

4. CONTACT  HOUR & CREDIT POINT 

4.1 A Personal  Contact  Programme  under  distance  mode  shall  be  conducted.  For  each  
credit  point  minimum  4  hours  programme  shall  be  held.  

4.2 Under  Face  to  Face  mode  10  hours   contact  programme  for  each  credit  point  shall  
be  held.  

5. GRADING  SYSTEM 

5.1 Grade  Mark  Secured  from 100 Points 
 Outstanding 'O' 100-90 10 
 Excellent 'E' 89-80 9 
 Very  Good 'A' 79-70 8 
 Good 'B' 69-60 7 
 Fair 'C' 59-50 6  
 Pass 'D' 49-36 5 
 Failed 'F' Below   36 0 
N.B. A  Candidate has  to  secure  Grade -D or  above  to  pass  in  each  of  the  Papers 
 

5.2 A  students  level  of  competence  shall  be  categorize  as  per grade  point average. 

(a)   POINT    -  Integer   equivalent  of  each  letter  grade 

(b) CREDIT -   Integer  signifying  the  relative  emphasis  of  individual  course item(s)   in  a   
   semester  as  indicated  by  the  Course  structure and  syllabus. 
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   CREDIT  POINT  - (b)   X  (a)  for  each  course  item 
   CREDIT  INDEX  -        Σ CREDIT  POINT  of   course  items  in   
 

 
  GRADE  POINT AVERAGE   -     CREDIT  INDEX 
                    Σ   CREDIT 

SEMESTER  GRADE  POINT  AVERAGE  (SGPA )  =       CREDIT  INDEX       for  a  Semester 
                                      Σ   CREDIT 

5.3 In  addition  to  the points  marks/ percentage  would  also  be awarded  and  shall  also  
be  reflected   in  the  Mark  Sheet. 

5.4 The details of grading system under class 5.1 to 5.4 shall be printed on the backside of 
University Mark-sheet. 

6. REPEAT  

6.1  A  student  has  to  clear  back  papers ( those  in  which  one  has  failed  by  appearing  
at  subsequent  two  examinations)  

6.2 A  student  has  to  complete  the course  within  18  months  from  the date  of  admission.  
One  can  avail  two  chances  in  back  examination. 

7. HARD  CASE  RULE 

7.1 2%  of grace mark  on  the  aggregate  mark  subject  to  maximum  of  5 (five) marks  in 
single  paper shall   be  given.  This  shall  be  applicable  in each  semester.  

 
7.2 .5 (point five percent) grace mark can be given for award of B Grade in each semester 

provided grace mark under 7.1 has not been awarded.  
 
8. UNIVERSITY EXAM /  PRACTICAL EXAM MARK DISTRIBUTION 

8.1 Semester end University Examination shall be of 100 marks for all papers including 
Project/ dissertation.  

 
8.2 For  papers  involving  practical  the  distribution  shall be  50 Theory marks  and 50 marks 

Practical . The  distribution  of  marks  for  project  and  dissertation  paper  shall  be  50  
for  project  report / dissertation  and  50  for  Viva  Voce. 

 
8.3 The  duration for  100 marks theory  exam  shall  be  4  hours ,  for  50  marks  theory  

exam duration shall be 2 hours. For  Project and  dissertation  papers  the  distribution  
shall  be  50  for  report  and  50  for  Viva  Voce.  

  
9. UNIVERSITY EXAMIANTION QUESTION PATTERN 

9.1 There shall be three types of questions – Essay/Descriptive , short answer & objective. 
 The following shall be the distribution for papers carry 100 marks. 
 
a.  Five essay type carrying 12 marks out of seven is to be answered. Model answers should 

be between 700 - 1000 words.  
 
b.  Four short type questions carrying 6 marks out of six is to be answered. Model answers 

should be between 150 - 250 words.  
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c.  Eight objective type questions carrying 2 marks out of ten is to be answered. Model 

answers should be between one - two sentences.  
 
9.2 Distribution of marks for theory papers carrying  50 marks 
 
a. Three essay type carrying 10 marks out of five is to be answered. Model answers should 

be between 700 - 1000 words.   
 
b.  Two short type questions carrying 5 marks out of three is to be answered. Model answers 

should be between 150 - 250 words.  
 
c.  Five objective type questions carrying 2 marks out of seven is to be answered. Model 

answers should be between one - two sentences.  
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REGULATIONS  FOR  POST  GRADUATE  DIPLOMA IN NGO 
MANAGEMENT  UNDER DDCE (PERSPECTIVE) 

BOTH  DISTANCE AND FACE TO FACE MODE  
ENGLISH MEDIUM 

 
1. ELIGIBILITY 

1.1. Bachelor Degree in Commerce/ Arts/ Science/ Business  Administration/ Engineering/ 
Pharmacy  or  Equivalent  from a University. 

1.2 CLC Requirement shall not be insisted upon for students pursuing the course under 
distance mode provided required information is available.  

2. DURATION 

2.1 Two  years  of  four  semester  in  toto. 

2.2 Odd  semester   is  from  June  to  December (  i.e.,  1st & 3rd  semester).                        
The  examination  shall  be  held  normally in  the  month  of  November - December.  

2.3 Even  semester  is  from  January  to  June ( i.e., 2nd & 4th  semester).                        
The  examination  shall  be  held  normally in  the  month  of  May - June. 

2.4 A  student  would  be  required  to  complete  the course  within  four academic  years  
from  the  date  of  admission. 

 
3. CONTACT  HOUR 
3.1 Under  face to face  Programme 
2   credit  points :-    20  hours, 
3   credit  points :-    30  hours, 
4   credit  points :-    40  hours, 
3.2 Under Distance Mode 
2   credit  points :-    10  hours, 
3   credit  points :-    15  hours, 
4   credit  points :-    20  hours, 
 

4. GRADING  SYSTEM 

  Grade  Mark  Secured  from 100 Points 
 Outstanding 'O' 100-90 10 
 Excellent 'E' 89-80 9 
 Very  Good 'A' 79-70 8 
 Good 'B' 69-60 7 
 Fair 'C' 59-50 6  
 Pass 'D' 49-36 5 
 Failed 'F' Below   36 0 
 
N.B. A  Candidate has  to  secure  Grade -D or  above  to  pass  in  each  of  the  Papers 
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4.2 A  transitory  letter  grade  I ( carrying points 2) shall  be  introduced  for  cases  where  the  
results  are  incomplete.  This  grade  shall  automatically  be  converted  into  appropriate  
grade(s) as  and  when the  results  are  complete. 

 
4.3 A student's   level  of  competence  shall  be  categorized  by  a  GRADE  POINT  

AVERAGE    to  be specified  as : 
 
 SGPA - Semester  Grade  Point  Average 
 CGPA - Cumulative  Grade  Point  Average 

(a)   POINT    -  Integer   equivalent  of  each  letter  grade 

(b) CREDIT -   Integer  signifying  the  relative  emphasis  of  individual  course item(s)   in  a   
   semester  as  indicated  by  the  Course  structure and  syllabus. 

 
   CREDIT  POINT  - (b)   X  (a)  for  each  course  item 
   CREDIT  INDEX  -        Σ CREDIT  POINT  of   course  items  in   
 

 
  GRADE  POINT AVERAGE   -     CREDIT  INDEX 
                    Σ   CREDIT 

SEMESTER  GRADE  POINT  AVERAGE  (SGPA )  =       CREDIT  INDEX       for  a  Semester 
                                      Σ   CREDIT 

CUMULATIVE  GRADE  POINT AVERAGE(CGPA) = 
     CREDIT  INDEX of all previous Semester upto a Semester      
                      Σ   CREDIT 
  
4.4 In  addition  to  the points  marks/ percentage  would  also  be awarded  and  shall  also  

be  reflected   in  the  Mark  Sheet. 

4.5 The details of grading system under class 4.1 to 4.4 shall be printed on the backside of 
University Mark-sheet. 

5. REPEAT AND  IMPROVEMENT 

5.1  A  student  has  to  clear  back  papers ( i.e.,  in  the  paper/papers  one  has  failed )  by  
appearing at  subsequent  two semester  examinations. 

5.2 A  student  may  appear  improvement  (repeat) in any  number of papers  in  the  
immediate  subsequent  examination.  Only  one  chance  can  be  availed.  The  higher 
mark  of  the  two  chance  (  i.e. ,  first  and  the  improvement )  shall  be  valid. 

5.3 Repeat  and  improvement  has  to  be  completed  with  4-Yrs  from  the  date  of  
admission. 

6. HARD  CASE  RULE 

6.1 2%  of grace mark  on  the  aggregate  mark  subject  to  maximum  of  5 (five) marks  in 
single  paper shall   be  given.  This  shall  be  applicable  in each  semester.  

6.2 .5 (point five percent) grace mark can be given for award of B Grade in each semester 
provided grace mark under 6.1 has not been awarded.  
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7. UNIVERSITY EXAM /  PRACTICAL EXAM MARK DISTRIBUTION 

7.1 Semester end University Examination shall be of 100 marks for all papers.  
7.2 For  papers  involving  practical  the  distribution  shall be  50 Theory marks and 50 marks 

Practical. 
7.3 The  duration for  100 marks theory  exam  shall  be  4  hours ,  for  50  marks  theory  

exam duration shall be 2 hours. 
  
8. UNIVERSITY EXAMIANTION QUESTION PATTERN 

8.1 There shall be three types of questions – Essay/Descriptive , short answer & objective. 
 The following shall be the distribution for papers carry 100 marks. 
a.  Five essay type carrying 12 marks out of seven is to be answered. Model answers should 

be between 700 - 1000 words.  
b.  Four short type questions carrying 6 marks out of six is to be answered. Model answers 

should be between 150 - 250 words.  
c.  Eight objective type questions carrying 2 marks out of ten is to be answered. Model 

answers should be between one - two sentences.  
8.2 Distribution of marks for theory papers carrying  50 marks 
a. Three essay type carrying 10 marks out of five is to be answered. Model answers should 

be between 700 - 1000 words.   
b.  Two short type questions carrying 5 marks out of three is to be answered. Model answers 

should be between 150 - 250 words.  
c.  Five objective type questions carrying 2 marks out of seven is to be answered. Model 

answers should be between one - two sentences.  
 
9. COMMON QUESTIONS 

 Common question papers shall be set for common papers for MBA & All P.G. Diplomas. 
Common examination will be held.  

 
10. Students  admitted  into  P.G.  Diploma  Course  and  completing  the  course  in  the  

same  academic  year  may  get  admitted  into  MBA  in  the  next  academic session. 
Such  students  shall  enjoy  waiver  for  the  papers  completed  under P.G.  Diploma  
course .  This  up-gradation  shall  be  allowed  within  one  year  only.  For  example  
students  admitted  in  2009-10  academic session  into  P.G.  Diploma courses have  
the   choice  of  upgrading  to  MBA  course  in  2010-2011  academic  session  only.   
The  marks  secured  in  P.G.  Diploma  Examination  shall  be  transferred  to  MBA  
Examination  for  respective  common  papers. Such candidates shall surrender their 
provisional certificate and mark-sheets. Fresh mark-sheets for MBA would be issued.  
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_ûVý LiWÿû (Syllabus) 

iûUòð`òùKUþ ùKûið - ùaieKûeú icûRùiaû iõMV^ _eòPûk^û (_â[ceê _�c _Zâ) 

_â[c _Zâ - ùaieKûeú icûRùiaû iõMV^ 

\ßòZúd _Zâ - ùaieKûeú icûRùiaú iõMV^e _eòùag I iõ_KòðZ ^úZò ^òdc I @ûA^ 
aýaiÚû 

ZéZúd _Zâ - ùaieKûeú icûRùiaú iõMV^e _eòPûk^û 

PZê[ð _Zâ - IWÿò@û bûhûùe ijR ù~ûMûù~ûM _âKòâdû 

_�c _Zâ - GK ùaieKûeú icûRùiaû iõMV^ aòhdùe @^ê¤û^ I aòùgæhYûZàK 
eòù_ûUð 

Wÿòù_äûcû ùKûið - (_�ceê \gc _Zâ) 

hÂ _Zâ - icûRgûÈe bò� òbìcò Gaõ ùaieKûeú iõMV^ 

i¯c _Zâ - aò_~ðýd _eòPûk^û 

@Ác _Zâ - _eòùag aòmû^ 

^ac _Zâ - _êÁò, ÊûiÚý I ÊûiÚýelû _eòPûk^û 
\gc _Zâ - @^êi§û^ Gaõ iõ¦bð 
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_â[c _Zâ 
ùaieKûeú icûRùiaú iõMV^ 

_â[c @¤ûd - ùaieKûeú icûRùiaú iõMV^ - _eòPòZò  

  ùaieKûeú icûRùiaú iõMV^e iõmû I C_ô�ò, bêcòKû, _âKûe ùb\, 
bûeZùe Gjò aýaiÚûe AZòjûi I @bòaé¡ò û 

\ßòZúd @¤ûd - icûRùiaû I ^ûMeòK icûR (iòbòfþ ùiûiûAUò) 

  ^ûMeòK icûRe iõmû, iûcûRòK _eòa� ð^ùe ^ûMeòK icûRe bêcòKû, 
bûeZahð ^ûMeòK icûR @ûù¦ûk^e \égý_U ö 

ZéZúd @¤ûd - ùaieKûeú icûRùiaú iõMV^ I Gjûe _eòùag 

  eûR^úZòK, @[ð^úZòK, iûcûRòK, Jù\ýûMòK I @ûA^MZ _eòùagùe 
ùaieKûeú icûRùiaú iõMV^ ö 

PZê[ð @¤ûd - ùaieKûeú icûRùiaú iõMV^ iõ_KòðZ @û^êiõMòK aòhd: 

  @û[òðK ijûdZû, ijù~ûM, \ê^ðúZò, C�e\ûdòZß I ÊzkZû û 

_�c @¤ûd - @û«RûðZúd ijûdK iõiÚû I bûeZe _âcêL ùaieKûeú icûRùiaú iõMV^ 

  RûZòiõN I @^ýû^ý RWÿòZ iõiÚû, Giò@û þ̂ ùWbf_þùc� þ aýûuþ, aògß aýûuþ 
  _âcêL iõMV^ - _â]û^ (SûWÿLŠ), iò.IßûA.Giþ.Wò.I @MâMûcú (IWÿògû), @\ò[ô (aòjûe), 
còeûWÿû (K‰ûðUK), eûcKé¾ còg^þ (_½òc aw), @bûWÿð (@ûiûc), \ògû (C�e _âù\g), ùiIßû 
(MêRêeûU) 
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\ßòZúd _Zâ 
ùaieKûeú icûRùiaú iõMV^e _eòùag I iõ_KòðZ ^úZò^òdc I @ûA^þ aýaiÚû 

_â[c @¤ûd - IWÿògûùe ùaieKûeú icûRùiaú iõMV^e _¬úKeY aýaiÚû I _\ùl_, 
ùaieKûeú iûcûRòK iõMV^ @ûA þ̂ I UâÁ _¬úKeY @ûA^þ û 

\ßòZúd @¤ûd - @ûdKe @ûA^þùe 12 G I 80 Rò @]ô^ùe QûWÿ aýaiÚû ùaieKûeú 
icûRùiaú iõMV^Kê ieKûeú ù_âû›ûj^ aýaiÚû û Gjò iõMV^ _ûAñ Ke 
aýaiÚû, @ûdKe @ûA þ̂e ]ûeû 11 I 12 @^êiûùe QûWÿ aýaiÚû, ùKCñ ùKCñ 
@ûd Gjò QûWÿ aýaiÚûùe @«béðq; ùiaû I ]cð CùŸgýùe C_ûRòðZ @ûd, ]ûeû 
80 Rò @^êiûùe eòjûZò _âû¯ \û^, 80 Rò ]ûeû @^êiûùe eòjûZò aýaiÚû, 
@ûdKe @ûA^e ]ûeû 35 G, ]ûeû 80 Rò @^êiûùe ùaieKûeú icûRùiaú 
iõMV^Kê, còkê[ôaû eòjûZò, ijiû @ûdeê Ke KûUòaû aýaiÚû I Gjûe \ûdòZß, 
ùKCñ ù\dùe Ke KUû~ûG, iõ_éq Kee jûe û 

ZéZúd @¤ûd - aòù\gú @^ê\û^ ^òdªY @ûA^þ (G`þ,iò.@ûeþ.G) 

  aòù\gú @^ê\û^ ^òdªY @ûA^þ - _eòPd, aòù\gú @^ê\û^e iõmû, aòù\gú iìZâ, 
ùKCñ aýqòaòùghuê aòù\gú @^ê\û^ MâjY _ûAñ aûeY @Qò û aòù\gú @^ê\û^ 
MâjY Keòaû iêù~ûM _ûAñ iõMV^e _¬úKeY aýaiÚû, iõ_éq iõMV^e \ûdòZß 
I G[ô_ûAñ @ûagýKúd ^[ô_Zâ û 

PZê[ð @¤ûd - @û[ôðK jòiûa aýaiÚû : 

  jòiûa (@ûKûC� òõ)e @[ð, Kû~ðý, @ûagýKZû, icúKeY Z[û aòbò Ü̂ aòbûM û 

  ù\g ù\ge fòL^ aýaiÚû - ù\ß÷Z _âùag (Wafþ G�âò)e @[ð, jòiûae aòbò^Ü 
\òM, bûCPeþ, R‰ðûf, ùfReþ I UâûGfþ aûfû^è _âÉêZò û 

_�c @¤ûd - icûRùiaú/iõMV^e jòiûa fòL^ : 
  icûRùiaú iõMV^ jòiûa fòL^e _âKéZò, @û\ûd I ù\d, @ûdaýde jòiûa, aûfû^èþ 
iòUþ, ^M\ jòiûa aòaeYú (Kýûiþ ù`äû, ùÁUþùc�þ) iûcûRòK iõMV^e jòiûa ~û�þ (@WòUþ) aýaiÚû û 
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ZéZúd _Zâ 
ùaieKûeú icûRùiaú iõMV^e _eòPûk^û 

_â[c @¤ûd - _eòPûk^û: 

  _eòPûk^ûe @[ð I @ûagýKZû, CùŸgý I _âû]û^ý, aòbò^Ü Ée, _eòPûkKe 
bêcòKû, _eòPûkKe \ûdòZßùaû], _eòPûkKe Kcð ò̂_êYZû û 

\ßòZúd @¤ûd - ù~ûR^ûKeY : 

  ù~ûR^û - @[ð, @ûagýKZû I _âû]û^ý, ù~ûR^ûe iúcòZ \òM, aòbò^Ü _\ùl_ / 
_~ðýûd, iûõMV^òK iûc[ðý, \êaðkZû, iêù~ûM I _âZòa§Ke (ÆUþ) aòùgæhY, 
^òŸòðÁ ^ò¿�ò I Gjûe _\ùl_ û 

ZéZúd @¤ûd - iõMV^: 

  iõMV^e @[ð, aòbò Ü̂ _âKûe iõMV^ I Gjûe C\ûjeY, aòbò^Ü _âKûe 
iõMV^e iûõMV^òK MV^ aýaiÚû (Structure) û 

PZê[ð @¤ûd - cû^a i´k : 

  ^ò~êqò I Pd^, _âgòlY I @bòaé¡ò, Kû~ðý\lZû _eòPûk^û û 

_�c @¤ûd - ù^ZéZß 
  ù^ZéZß - iõmû (@[ð), _âKûeùb\, ù~ûMý ù^ZéZße aòbò^Ü ùg÷kú, C›ûj / @ûMâj û 
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PZê[ð _Zâ  

IWÿò@û bûhûùe ijR ù~ûMûù~ûM _âKòâdû 

_â[c @¤ûd - ù~ûMûù~ûM _âKâòdûe _âû]û^ý 

\ßòZúd @¤ûd - ù~ûMûù~ûMe _âKûeùb\ 

  (K) fòLôZ (_ZâfòL^, aòmû_^ _âÉêZò, ^òcªY _Zâ aòaeYú ùfL^) 

  (L) ùcû÷LôK 

  (M) gûeúeòK bûhû 

ZéZúd @¤ûd - ù~ûMûù~ûMe ùa÷_æaòK _eòa� ð^ 

  (K) aòbò^Ü _âZòa§^ 

  (L) gâaY Kkû 

PZê[ð @¤ûd - aýqò aýqò c¤ùe iõPûeY _âKâòdû 

  (Inter Personal Communication) 

  (K) @ûZà iõPûeY _âKòâdû 

    (Intra-personal Communication) 

  (L) MY ù~ûMûù~ûM (Mass Communication) 

  (M) \kMZ @ûùfûP^û (Group Discussion) 

_�c @¤ûd - Kõ_êýUe, A�eù^Uþ Gaõ ùcûaûAfþ cû¤cùe ù~ûMûù~ûM 

 

[ôIeò - 50 
_âûKþUòKûf – 50 
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KµêýUe aòmû^ - _ûVý LiWÿû 
1. _â[c bûM - KµêýUe MV^ I aýajûe (Computer Architecture and Application) 
  1-1 - _âÉûa^û (Introduction) 
  1-2 - KµêýUee ùa÷gòÁý (Characteristics of Computer) 
  1-3 - KµêýUee MV^ (Architecture of Computer) 
  1-4 - KµêýUee C_ù~ûMòZû (Application of Computer) 
2. \ßòZúd bûM - _âPûk^ _¡Zò (CAùŠûRþ) (Operating System (Windows)) 
  2-1 - _âPûk^ _¡Zòe _âKûeùb\ (Types of Operating System) 
  2-2 - CAùŠûRþe C_ûõg (Components of Windows) 
  2-3 - CAùŠûRþe @^ýû^ý ùa÷gòÁý (Other Aspects of Computer) 
  2-4 - @ûKþùiùiûeòRþ (Accessories) 
  2-5 - CAùŠûRþ GKèù_äûee (Windows Explorer) 
  2-6 - CAùŠûRþ i{òKeY (Customizing Windows) 
3. ZéZúd bûM - cûAùKâûi`Ö IßûWÿð (Microsoft Word) 
  3-1 - _âÉûa^û (Introduction) 
  3-2 - IßûW _âûùiiee aýajûee C_ù~ûMòZû (Advantages of MS Word) 
  3-3 - IßûWÿe C_ûõg (Components of Word) 
  3-4 - ^[ôe _âÉêZò (Creating Document) 
  3-5 - ^[ôe iµû\^û (Editing Document) 
  3-6 - ^[ôe iõeì_ _â\û^ (Formatting Document) 
  3-7 - @^êùz\e iõeì_úKeY (Formatting of Paragraph) 
  3-8 - _éÂûe iõeì_úKeY (Formatting of Page) 
  3-9 - ^[ôe cê\âY (Printing of Document) 
4. PZê[ð bûM - cûAùKâûi`Ö GKþùif (Microsoft Excel) 
  4-1 - _âÉûa^û (Introduction) 
  4-2 - Kû~ðý_éÂûe aýajûeòKZû (Working with Worksheet) 
  4-3 - Kû~ðý_éÂûe iµû\^û (Editing Worksheet) 
  4-4 - Kû~ðýajòe iõelY (Saving a Worksheet) 
  4-5 - GKþùifùe `cìðfûe aýajûe (Using Formula in MS Excel) 
5. _�c bûM - cûAùKâûi`Ö _ûIßûe_G� (Microsoft PowerPoint) 
  5-1 - _âÉûa^û (Introduction) 
  5-2 - _ûIßûe_G�e ùiû_û^ (Steps of Creating PowerPoint) 
  5-3 - iäûAW Zò@ûeò Keòaûe _¡Zò (Preparation of Slides) 
  5-4 - iäûAW i{úKeY (Arrangement of Slides) 
  5-5 - iäûAW ù\LûAaûe _¡Zò (Slide Show) 
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_�c _Zâ  

ù_âûùRKÖ eòù_ûUþ (Project Report) 
ù~ùKû÷Yiò GK G^þRòI i´§ùe aòùgh @^ê¤û^ Keò Zûe iaòùgh aòaeYú _âÉêZòKeY û 
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hÂ _Zâ 
icûRgûÈe bò� òbìcò Gaõ ùaieKûeú iõMV^ 

_â[c @¤ûd - icûRgûÈ - @[ð, _âaé�ò, _eòie Gaõ Mêeê�ß aòKûg Gaõ \éÁòùKûY, ùÊzûùiaú 
ùaieKûeú iõMV^e Kû~ðý ò̂aûðjú _ûAñ icûRgûÈe @ûagýKZû û 

\ßòZúd @¤ûd - ùcøkòK ]ûeYû - icûR _eòPd - icûR, icê\ûd, iõMV^, iûcûRòK icìj, 
iõÄéZò Gaõ iûcûRòK ^òdªY, @[ð, fle Gaõ _âKûe ùb\ û 

  ùÊzûùiaû - _âKéZò, ùÊzûùiaú iõMV^ Gaõ ùaieKûeú iõMV^ c¤ùe 
_û[ðKý I _âKûe ùb\ û 

ZéZúd @¤ûd - iûµâ� òK bûeZúd icûR - _eòa�ð^ Gaõ MZò I iÚòZò: iûcûRòK @^êÂû^ Gaõ 
iûcûRòK _eòa� ð^ - _eòaûe, aòaûj, ]cð, RûZò, ùgâYú, ^ûeú I icûR û 

PZê[ð @¤ûd - iûcûRòK iciýû Gaõ iûcûRòK _eòa� ð^, eûRù ÷̂ZòK @ ê̂Âû^ : eûRý, i ò́]û^ 
- ùcøkòK ùa÷gòÁý, lcZû aòùK¦âòKeY Gaõ _�ûdZòeûR, bûeZúd @[ð^úZòe 
ùcøkòK klY û 

_�c @¤ûd - ùaieKûeú iõMV^ Gaõ _eòa�ð^úd iûcûRòK aòKûg]ûeû : eûRý, aRûe Gaõ 
ZéZúd aýaiÚû (Third Section), Êdõ ijûdòKû ùMûÂú (SHG) Gaõ ^ûeú 
ÊgqòKeY, iùPZ^ icûR MV^ùe ùaieKûeú iõMV^ bìcòKû û 

  



20 
 

i¯c _Zâ  

aò_~ðýde _eòPûk^û 

1. IWÿògûùe aò_~ðýde AZòjûi 
 1.1 a^ýû 
 1.2 aûZýû, iê^ûcú 
 1.3 ceêWÿò I \êbòðl 
 1.4 @õgêNûZ 
 1.5 bìcòKµ 
 
2. aò_~ðýd K’Y, _âKûeùb\ I _âZòKûe 
 2.1 aò_~ðýd 
 2.2 @ûKiàòK aò_\ 
 2.3 @iêelòZ @aiÚû / i´k / iûc[ðý 
 2.4 aò_~ðýde _âKûeùb\ 
 
3. _ìað iZKð iìP^û 
 3.1 a^ýû I ùKùZ _âKûe 
  3.1.1 a^ýûe KûeY 
  3.1.2 a^ýû ùjùf iZKð iìP^û aýaiÚû 
  3.1.3 a^ýû icdùe ùMûÂú ù~ûR^û I _âÉêZò 
 3.2 iê^ûcú 
  3.2.1 iê^ûcúe KûeY 
  3.2.2 iê^ûcú aòhdùe MêeêZß_ì‰ð Z[ý 
  3.2.3 iê^ûcú icdùe iZKð iìP^û aýaiÚû 
 3.3 ceêWÿò 
  3.3.1 ceêWÿòe KûeY 
  3.3.2 ceêWÿòe _âZòKûe 
 3.4 @õgêNûZ 
  3.4.1 @õgêNûZe KûeY 
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  3.4.2 @õgêNûZ icdùe iVòKþ aýaiÚû 
 3.5 bìcòKµ 
  3.5.1 bìcòKµe KûeY 
  3.5.2 bìcòKµe _âZòKûe 
 3.6 aûZýû 
  3.6.1 aûZýûe KûeY 
  3.6.2 aûZýû icdùe iZKð iìP^û (aûZýû iZKð iìP^û, aòKûg _âKâòdû) 
  3.6.3 aûZýû _ûAñ _âÉêZò 
  3.6.4 aûZýû icdùe ReêeúKûkú^ C_KeY I Rò^òh _Zâe ZûfòKû 
 4.1 ùMûÂú bò�òK aò_~ðýd _âÉêZò 
  4.1.1 ùMûÂú bò�òK aò_~ðýd _âÉêZò KY 
  4.1.2 ùMûÂú iêelû ù~ûR^ûe @õg aòùgh 
  4.1.3 ù~ûR^û Kû~ðýKûeòZû Kò_eò Keòaû 
  4.1.4 ùMûÂú bò�òK aò_~ðýd _âÉêZòe _âKòâdû 
  4.1.5 ùMûÂú bò�òK aò_~ðýd @ûagýKZûe @ûKk^ 
  4.2.1 ùMûÂú bò�òK Kû~ðýKûeòYú \k MêWÿòKe K� ðaý I \ûdúZß 
  4.2.2 iZKð iìP^û _âiûe \k 
   (K) aò_~ðýd _ìaðeê 
   (L) aò_~ðýd icdùe 
   (M) aò_~ðýd _ùe 
  4.2.3 @^êi§û^ I C¡ûeKûeú \k / @^êi§û^ I C¡ûe i´§úd ]ûeYû 
   (K) _ìaðeê 
   (L) icdùe 
   (M) _ùe 
   (N) K’Y Keòaû CPòZþ / @ ê̂PòZþ 
  4.2.4 _âû[còK PòKò›ûKûeú \k / _âû[còK PòKò›û i´§úd ]ûeYû 
  4.2.5 @ûgâdiÚkúe _eòPûk^û, elYûùalY \k 
  4.2.6 cû^iòK ijûdZû ùiaû\k 
  4.2.7 céZ ga I @ûaRð^û i`û Keòaû _ûAñ ùMûÂúe bìcòKû Gaõ ùKùZûUò @ûA^ 

i´§úd RûYòaû K[û û 
  4.2.8 eòfò` _eòPûk^û, IWÿògû eòfò` ùKûWÿ 
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  4.2.9 IWÿògû eòfò`þ ùKûWÿ KeY 
  4.2.10 IWÿògû eòfò`þ ùKûWÿeê KòQò RûYòaû K[û 
 5.1 ùKùZK C\ûjeY 
  5.1.1 aò_~ðýd _eòPûk^û ùeWÿKâi Éeùe 
  5.1.2 aò_~ðýd _eòPûk^û IWÿògû ieKûe Éeùe 
  5.1.3 aûZýû @ûgâdiÚkú aûQòaûe ^òdcûakú 
  5.1.4 Rkaûdê _eòa� ð^ KY I Gjûe _âbûa 
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@Ác _Zâ  

_eòùag aòmû^ 
_â[c @¤ûd - @ûc _eòùag 
 1.1 - _eòùag aòmû^ _ûVýKâce ajêaòbûMúd Êeê_ 
   (The Multidisciplinary Nature of Environmental Science) 
   1.1.1 - _eòùag I _eòùag aòmû^e iõmû 
   1.1.2 - _eòùag aòmû^ @¤d^ùe iêù~ûM 
   1.1.3 - _eòùag aòmû^e MêeêZß 
   1.1.4 - _eòùag aòmû^ _âZò R^iùPZ^Zûe @ûagýK 
   1.1.5 - ije I Mâûcû�kùe _eòùag iciýû I ^ûMeòK iêaò]û C_ùe Pû_ 
 1.2 - _é[ôaú I Zû’e cŠk 
   1.2.1 - aûdêcŠk 
   1.2.2 - aûeòcŠk 
   1.2.3 - gòkû cŠk 
   1.2.4 - Rúa cŠk 
   1.2.5 - ùR÷a bìZ� ß eûiûd^òK PKâ 
\ßòZúd @¤ûd -  
 2.1 - _eò_ûgßðZª (Ecosystem) 
   2.1.1 - _eò_ûgßðZªe iõmû 
   2.1.2 - _eò_ûgßðZªe aòbò Ü̂ MûV ò̂K _âYûkú 
   2.1.3 - _eòùagú @^êKâc 
   2.1.4 - _eò_ûgßðZªe Kû~ðýKûeú _âYûkú 
   2.1.5 - _eò_ûgßðZªe _âKûe 
 2.2 - ùR÷a aòaò]Zû I Zûe iõelY - 
   2.2.1 - ùR÷a aòaò]Zûe iõmû I Zûe _âKûe ùb\ 
   2.2.2 - bûeZùe ùR÷a ùbøùMûkòK ùgâYú aòbûM 
   2.2.3 - bûeZùe ùR÷a cŠk I Zûe Mêeê� ß 
     ùR÷a cŠke @Zò iù´\^gúk @�k 
   2.2.4 - fê¯, aò_\MâÉ I aò_\_âaY _âRûZòe _âûYú 
   2.2.5 - ùR÷a aòaò]Zûe iõelY 
ZéZúd @¤ûd - _âûKéZòK iõak I Zû’e iõelYe _eòPûk^û 
 3.1 - ^aúKeYúd I @^aúKeYúd gqòe C› 
 3.2 - LYòR iõ_\ - IWÿògûùe LYòR iõ_\, LYòR iõ_\e Cù�ûk^ I Z{^òZ _eòùag 

iciýû Gaõ Zû’e _eòPûk^û û 
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 3.3 - LYòR iõ_\e iõelY 
 3.4 - a^ iõ_\ I Rwf @ald cé� òKû iõak I cé�òKû ld 
 3.5 - Rk iõ_\ - _âûKéZòK iõak iõelYùe aýqòaòùghe bìcòKû û 
 
PZê[ð @¤ûd - _eòùag _â\ìhY I Zû’e _eòPûk^û 
 4.1 - _â\ìhY I _â\ìhK - aûdê _â\ìhY (KûeY, _âbûa I _âZòKûe) 
 4.2 - Rk _â\ìhY - (KûeY, _âbûa I _âZòKûe) 
 4.3 - cé�òKû _â\ìhY - (KûeY, _âbûa I _âZòKûe) 
 4.4 - g± _â\ìhY - (KûeY, _âbûa I _âZòKûe) 
   aòKòeY _â\ìhY - (KûeY, _âbûa I _âZòKûe) 
 4.5 - _â\ìhY iõ_KòðZ ùKùZûUò NUYû 
   _â\ìhY _âZòKûeùe aýqò aòùghe bìcòKû 
   _â\ìhY _âZòKûeùe ùaieKûeú iõiÚû I ùÊzûùiaú iõMV^e bìcòKû 
_�c @¤ûd - 
 5.1 - aò_~ðýd I Zû’e _eòPûk^û 
   (a^ýû, bìcòKµ, iê^ûcú, Nì‰òðaûZýû, bìcòÅk^) 
 5.2 - _eòùag I iûcûRòK iciýû I Zû’e _eòPûk^û 
   iûcûRòK iciýû _eòPûk^ûùe ùaieKûeú iõiÚûe bìcòKû (gqò iciýû, Rk iciýû, 

ùfûKcû^ue _ê^aðiZò I _ê^aðûi, _eòùag gúkûPûe, _ZòZ Rcòe C¡ûe, Rwf 
_eòPûk^û, iûcûRòK a^úKeY ... @û\ò) 

 5.3 - _eòùag iêelû @ûA^ 
   (iû´ò]û^òK C_a§, Rk _â\ìhY @ûA^þ, 1974; 
   aûdê _â\ìhY @ûA^þ 1982; _eòùag iêelû @ûA^þ 1985; aYý_âûYú iêelû 

@ûA^þ 1972; Rwf (iõelY) @ûA^þ 1980) 
 5.4 - cû^aúd R^iõLýû I _eòùag 
 5.5 - _eòùag I R^ÊûiÚý 
   _eòùag _eòPûk^ûùe iìP^û _â~êqò aò\ýûe aýajûe 
  



25 
 

^ac _Zâ  

_êÁò, ÊûiÚý I ÊûiÚýelû _eòPûk^û 
_â[c @¤ûd - Lû\ý I _êÁò 
 1.1 - Lû\ý, _êÁòe iõmû I @[ð 
 1.2 - Lû\ýe Kû~ðý 
 1.3 - Lû\ýe ùgâYú aòbûM I ù_øÁòK cìfý 
 1.4 - giýaúR, Wûfò, _^ò_eòaû, `k, \êMÛ I \êMÛRûZ Nò@ I ùZf, cûQ, cûõi, @Šû I Pò^ò 
 1.5 - ù\÷^òK ù_øÁòKZûe @ûagýKZû 
 1.6 - iêhc Lû\ý 
 1.7 - ù_âûUò þ̂ gqò @__êÁò (PEM) 
\ßòZúd @¤ûd - ÊûiÚý _eòPûk^û 
 2.1 - ÊûiÚýe iõmû I @[ð 
 2.2 - C�c ÊûiÚýe iìPK (Indication of Health) 
 2.3 - R.C.H, M.C.H 
   (_âR^^ I gògê ÊûiÚý) 
 2.4 - RûZúd ÊûiÚý _âYûkú/@wúKûe 
   (National Health Policy) 
 2.5 - ÊûiÚý iùPZ^Zû 
   - gòlû I MY cû¤ce bìcòKû 
   - icûRùiaú iõiÚûe bìcòKû 
   - @ûA^þ aýaiÚû 
ZéZúd @¤ûd - _êÁòe _eòPûk^û 
 3.1 - Rúa^e aòbò^Ü _~ðýûdùe _êÁò- 
   MbûðaiÚû I É^ý\ûZâúe _êÁò 
 3.2 - aòbò^Ü _eògâc Keê[ôaû _êeêh I Èúue ù\÷^òK iêhc Lû\ý (jûfêKû, c¤c I KVò^ 

_eògâcKûeú) 
 3.3 - ùg÷ga, Kòùgûe I adÄ aýqòu _êÁò 
 3.4 - Kê ù_ûhY R^òZ ùeûM I Gjûe _êÁòiû]^ I _[ý ùc\kZû 
 3.5 - eqjú^Zû 
 3.6 - Lû\ýiûe ‘K’ @bûa R ò̂Z ùeûM 
PZê[ð @¤ûd - R^ ÊûiÚý ùiaû (Public Health Services) 
 4.1 - R^ ÊûiÚý ùiaû _â\û^Kûeú ù~ûR^û aû iõiÚû ieKûeú I ùaieKûeú 
 4.2 - _eòaûe KfýûY ùiaû (Family Welfare Services) 
 4.3 - Gjûe @[ð I _eòie 
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 4.4 - _eòaûe KfýûY Kû~ðýûakú (ùK¦â I eûRýÉeùe) 
 4.5 - cûZû céZýêe KûeY I _âZòKûe 
 4.6 - gògê céZýêe KûeY I _âZòKûe 
_�c @¤ûd - ÊûiÚý elû 
 5.1 - iõKâcYe @[ð 
 5.2 - iõKâcYe C› 
 5.3 - iõKâcY cûMð 
 5.4 - iõKâcYe ^òaûeY 
 5.5 - Lû\ý I RkaûjòZ ùeûM (aòiêPòKû, @ûcûgd, @ûªòK Rße) 
 5.6 - aûdêaûjòZ aû @^ýû^ý ÆgðR^òZ ùeûM (còkòcòkû, jûWÿ`êUò, ùcùfeò@û) 
 5.7 - GPþ.@ûA.bò / GWÿiþ, ÊûA þ̂ `äë 
   (H.I.V. / AIDs, Swine Flu) 
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\gc _Zâ 
iõ¦bð _âÉêZò (Dissertation) 

ù~ùKøYiò GK G^þRòIe ^ò¡òðÁ Kû~ðýKâce jòZû]ôKûeúu C_ùe _âbûae iaòùgh aòaeYú 
_âÉêZòKeY û 
(Impact study on the beneficiary of the specific programme of a NGO) 
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Syllabus for PG Diploma Course in NGO Management 
(English Medium) 

 
PAPER – I 
CONCEPTS AND FUNCTIONS OF NGO 
Objective :  

• To introduce the students to NGO Sector.  
• To provide an overview of NGOs.  
• To introduce the Basic Concepts.  
• To provide basic managerial skills for NGO personal.  

 
UNIT - I NGOs – An Introduction, Concepts and Functions. 
UNIT - II NGOs – Environment, Taxonomy, Mega and Micro – 

Environmental Threats and Opportunity and its impact. Concept of 
PESTLE analysis.  

UNIT - III Issues in NGO Management challenges of NGO Management, 
Development issues, Development indicators, Poverty 
(Exploitation, Vulnerability and Powerlessness) and Development.  

UNIT - IV Problems of NGOs – Problem identification, Problems faced by 
NGOs, Managerial role in problem solving, Governance and 
leadership.  

UNIT – V Strategy and planning for NGOs – Elements of Strategy, SWOT 
analysis, Process of Management – Planning, Organization, 
Delegation, Co-ordination, Core-Competency and Capacity 
Building.  
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PAPER – II 
ADMINISTRATION OF NGOs 
Objective :  

• To equip the students for formation of NGO.  
• To equip students to manage all aspects of NGO Manpower, Finance, Marketing 

and Project Management.  
 
UNIT - I Legal procedures for establishment of NGOs – Trust and Society 

and their differences. Formation of Trust and Society. Registration 
procedure for NGO. Tax Reliefs under various Acts.  

UNIT - II Office Procedure and Documentation – Documents of trust and 
society. Contents of Memorandum of Association (MOA), Importance 
of by-laws, Registration under Company’s Act. Difference between 
public and private trust.  

UNIT - III Basics of Accounting, Budgeting and Resource Mobilization. Basic 
principles of accounting, steps in accounting, Book of Accounts, 
Terms used in Journal, ledger and Trial – Balance. Financial year 
closing Accounts for Audit – Capital Fund, Fixed Assets, Resource 
Mobilization, Rules regarding receipt of funds from foreign countries. 

UNIT – IV  Social Marketing – Principles and Concepts of Marketing, difference 
between selling and marketing, Concepts of Marketing Mix, Concept 
of Social Marketing. Distinguish between social and commercial 
marketing. Fundamental Component of Social Marketing. Behavioral 
Change, Challenges for NGO Community in Social Marketing. 
Corporate Social Responsibility and Social Marketing.  

UNIT – V  Project Management – Basic Concepts of Project Management, 
Project identification, Project life cycles and success factors.  
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PAPER – III 
NGOs, CO-ORDINATING AGENCIES, FUNDING AGENCIES AND SCHEMES 
Objective :  

• To expose students to the success stories of NGO and other organization 
International / National / Regional level.  

• To account students with schemes available under Government of India.  
 
UNIT - I International Organizations 

Oxfam, CARE, Action Aid, Red-Cross, Rotary International, UN 
AIDs, Amnesty International, Transparency International, CIVICUS, 
BRAC (Bangladesh). Save the Children and Help-age.  

UNIT – II & 
 

UNIT - III 

National and Regional Organization. 
CYSD, AGRAGAMI, BISWA, PRADAN, AWARD, DISHA, VANI. 
SEWA, Peoples Union for Civil Liberty, Myrada, Paribartan, 
Gramvikas, Basundhara. 

UNIT – IV & 
UNIT – V 

Schemes for NGOs  
Under various Ministries Government of India.  
(Ministry of Agriculture, Communication and Information 
Technology, Consumer Affairs, Food and Public Distribution, 
Culture and Tourism, Environment and Forest, Food Processing 
Industries, Health and Family Welfare, Human Resource 
Development, Labour, Non conventional Energy Sources, Rural 
Development, Science & Technology, Social Justice and 
Empowerment).  
NABARD and Human Rights Commission.  
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PAPER – IV 
SOCIAL WORK AND DEVELOPMENTAL ADMINISTRATION 
Objective :  

• To expose student with basic concepts and processes of social work.  
• To provide basics of Training/ Field work.  

 
UNIT - I Meaning, Scope, Evolution and Growth of Social Work. Social 

Development, Social Change and Developmental Administration. 
NGOs and Social Work, Goals of Development. 

UNIT - II Social Work Values and Ethics. Reconciling Personal and 
Professional Values, Cultural and Religious Values. From Values to 
Action, Nature of Social Work Mission.  

UNIT - III Public Welfare Program. Responsibility of state for welfare program. 
Structural arrangement of public welfare system in India – Central, 
State, District and Local. Process of Community Participation in 
social welfare programs – National Literacy Mission 2009, JNNURM 
Pradhanmantri Gramina Sadak Yojana, Sampurna Gramina Rojgar 
Yojana. National Rural Employment Guarantee Scheme, 
Gopabandhu Gramina Yojana, Sworna Jayanti Gramswa Rojagar 
Yojana.  

UNIT – IV  Planning and Development. Planning Commission and National 
Development Council, State and District planning, Community 
Development Program. Urban Community Development and Rural 
Community Development.  

UNIT – V  Field Work Training and Social Work. Field Work Training, 
Supervision, Orientation Training, Work with Individuals, Work with 
Groups, Study Tours, Rural Social Work Campus, Field Work and 
Field Work Evaluation.  
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PAPER – V 
FOUNDATIONS OF SOCIOLOGY AND NGO 
Objective :  

• To provide a Theoretical Foundation in Sociology.  
• To introduce dynamics Indian Society.  
• To introduce Role of NGO in Social Change and progress.  

 
UNIT - I Sociology – Meaning, Nature, Scope and importance. Development 

and perspectives, Need of Sociology for NGO activists.  
UNIT - II Basic Concepts – Introduction to Society – Society, Community, 

Organization, Social Group, Culture and Social control – Meaning, 
characteristics and types. Voluntary service – Nature, Distinction 
between voluntary organizations and NGOs.  

UNIT - III Contemporary Indian Society – continuity and change, social 
Institutions and Social change – family, Marriage, Religion, Caste, 
class, Women and Society.  

UNIT - IV Social problems and Social change. Political Institutions : State, 
Constitution – basic characteristics, Decentralization of power and 
Panchayati Raj. Basic features of Indian Economy.   

UNIT – V NGOs and changing trends of development. State, market and third 
sector, Self-Help Group (SHG) and Empowerment of Women, Role 
of NGOs in Civil Society.  
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PAPER – VI 
MANAGERIAL COMMUNICATION SKILL AND DEVELOPMENT 
Objective :  

• To equip student with basic communication skills.  
• To provide skills for succeeding in getting a job.  

 
UNIT - I Introduction to Official Documentation and Business Communication. 

Basic Concepts of Business Communication, Principles of Good 
Writing, Format and types of Business Letter. Procedure of Filing and 
File Movements, E-filing.  

UNIT - II Managerial Communication (Written) 
Official Letters, Memos, Notice, Circular, Letter Relating to Personnel 
Department, Correspondence with Banks, E-mails, Fax, 
Correspondence with Media, Drafting of Advertisements, Report 
Writing.  

UNIT - III Business Etiquettes and Executive Manners. 
Etiquette in Office, Meetings, Seminars and Conferences, How to 
dress up according to the occasion, Dress Code, Table manners, 
Dining etiquettes, Elevator etiquettes, Electronics etiquettes.  

UNIT - IV Succeeding in Job Interviews  
Writing a C.V. and Cover Letter, JOB INTERVIEWS, Over-coming 
Common Mistakes in Interview, Confidence Building.  

UNIT – V Group Discussion  
Basic Concepts of Group Discussion, Types of Group Discussion, 
Preparation for group Discussion, Process of Group Discussion, 
Category of Topics in Group Discussion, What is observed in Group 
Discussion. Critical Success Factors in Group Discussion, 
Overcoming Mistakes in Group Discussion.  
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PAPER – VII 
RESEARCH METHODOLOGY 
Objective :  

• To give an overview on basic concepts of Research Methodology specific to 
Social Science.  

• To equip students to carry out field study and research.  
• To equip students to write project reports.  

 
UNIT - I Research Methodology : An Introduction, Meaning of Research, 

Objectives of Research, Types of Research and Features of 
Scientific Research. 

UNIT - II Hypothesis, Formulation of Research Problem and Research 
Design. 

UNIT - III Sampling, Data Collection, Questionnaire, Interview, Schedule, 
Observation and Case Study.  

UNIT – IV  Data Processing, Data Analysis and Projective Techniques, Content 
Analysis. Fundamentals of Measurement – Mean, Median and Mode. 

UNIT – V  Report Writing : Writing Abstract, Different steps of writing Reports, 
Types of Reports, Layout of Reports, Basic Style sheet – APA, 
Writing References. 
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PAPER – VIII 
PUBLIC HEALTH POLICY AND MANAGEMENT 
Objective :  

• To acquaint students with basics of Public Health, Health Education, Population 
and Family Planning.  

 
UNIT - I Health status of India – An Introduction, Health care in India – A brief 

overview, World Health Assembly 1977. Health Indexes of India. 
Trends of Health Care in India.  

UNIT - II Health Care – Primary, Secondary and Tertiary, Major diseases in 
India – Malaria, TB, Leprosy, Blindness, HIV and AIDs, Bird Flue and 
Swine Flue and Diabetic Mellitus.  

UNIT - III Health programs in India and their short-comings. Universal 
Immunization, Plus Polio, National Aids Control Program, National 
Cancer Control Program, National Health Policy 2002, National 
Urban Health Mission, National Rural Health Mission, AYUSH 
Scheme, Janani Surakshya Yojna. Health Policy Under XIIth Five 
Year Plan.  

UNIT – IV  Health Education – Scope and Socio-Scientific Basis, Primary and 
Secondary Stage. Awareness and Communication Strategy for 
Health Education.  

UNIT – V  Population and Family Planning. Population of India – An Overview 
(2001 Census). Challenges for Population Stabilization. Population 
Policy in India and Family Planning.  

 
 
  



36 
 

 
 
PAPER – IX 
DISASTER MANAGEMENT  
Objective :  

• To provide basic knowledge on various kinds of disaster.  
• To provides basic skills for preventive measures for disaster and for 

management post disaster activities.  
 
UNIT - I Disaster – Meaning, Classification and an Overview. Environmental 

Issues and Disaster.  
UNIT - II Pre-disaster preparedness and precautions, Flood, Cyclone, 

Earthquake, Tsunami, Sun-Stroke, Drought, Epidemics, Pandemics 
and Endemics. Role of NGO in Management of preparedness.. 

UNIT - III Post – Disaster Management Agencies. Evacuation, Corpse Disposal, 
Rehabilitation, Sanitation, Fooding, Medical Care, HAM Radio. Relief 
and Rehabilitation. Search, Rescue, Evacuation, Refugee Camp 
Management. First Aid, Cleaning Operation, Counseling for Trauma, 
Public Health and disease Management. Role of NGO in post 
Disaster Management. Co-ordination with Government Agencies.  

UNIT - IV Disasters in Orissa. Flood, Cyclone, Earthquake, Drought, Sun-
Stroke. Orissa Relief Code.  

UNIT – V  Issues in Disaster Management. Education for disaster management, 
Risk Reduction, Social Vulnerability, Financial Management of 
Disaster, Communication and disaster. Disasters and impact on 
Poverty. Corporate Social responsibility and disaster. Community and 
disaster management. Essentials of urban risk reduction. Government 
planning for disaster management. Application of technology in 
disaster management.  

 
 
 
 
PAPER – X 
DISSERTATION / PROJECT REPORT 
Objective :  

• To give practical training and exposure for research.  
• To equip a students to study structure, management, activities of a NGO and 

make an impact study.  
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SEPTEMBER,2009 
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Email: ranjanredcross@rediffmail.com 
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SCHEDULE  OF  THE  PROJECT 
 
 

DATE TASK STATUS 

5th  September,2009 
A special  meeting  of  the  management  Board  
of  Studies  to  finalize  the  Syllabi  and 
regulation  of  the  proposed  course. 

TASK COMPLETED 
 

10th  September,2009 

Approval  of the  proceedings  of  the  
Management  Board  of  Studies  by  the  Vice-
Chancellor. 
 

TASK COMPLETED 
 

14th  and  15th  
September,2009 

Author’s  Workshop  on  preparation  of  
courseware  in  Oriya. 
 

TASK COMPLETED 
 

10th  October,2009 
Conclave  with  the  representatives  of  NGOs  
who would  act  as  partners  for  conducting  
training  and  project  work. 

 

UNDER PROCESS 
 

15th  November,2009 
Calling  for  applications  for admission  into  
Certificate  course. 
 

 

30th  November,2009 
One  day  Training  programme  for  the  
counselors. 
 

 

30th  November,2009 Completion  of  preparation  of  courseware. 
  

15th  December Completion  of  printing  of  courseware. 
  

30th  December 
Completion  of  the  process  of  admission  into  
the course. 
 

 

7th  January,2010 Launching  of  the  Certificate  Course.  

 
 
 
 


