
SYLLABUS PAPER -1

TffirRn ftuqR

l. qqR dt qftqnr, Fqn q1 yi6sr, fqn + ne, frR * q.r4, rqR + yq.n, qq qqR
ut qfrr

1' Definition, concept, elements and functions of communication, types of
communication, nature of Mass Communication.

2. qq fqn * tqFrq qTqq dd. qqrqn w, ffi, tH, A. *., qqfuT, E€{+e,
eft e6 frBqt, dqq frkfl, furtq{, liq-qqd e qKEqFfi {tsqr

2. Media of Mass communication, e.g Newspapers, Magazines, Radio, T.v. cinema,
Intemet, online Media, Social Media, Advertisements, Public Relation & Traditional
Media.

3. Tf,firkdr - qfi qR-w st qrorRilr 6i [fu*l s rrrcl, Tf,orR-dr s1 rTl-{d d vqrre a
fu*,lq I cilqidr { +q *i TfufiT s dtih'dt

3' An introduction to journalism, Role & importance ofjournalism, History- origin,
development ofjournalism in India, Role & power of press in democracy.

4. Tf,orkdr * frfrq oTr{Trq

. trd Tf,*,lkdr

o sq'il qr*,TRrr

4. Different aspects ofjournalism

o Hindi journalism

o Sanskrit Journalism

s. qqttrR * vgs *d-sdrq qfuM

tfr eTh fqt{fr wnE qtuM

5. Main sources of News- News Agencies

f,



Indian & International News Agencies

6. iqfqq Sfsqr ffi d qrq q vrqfr ffir
*d- pcl, ABC, RNI, INS , +q qRK

6. Name and role of different media organizatiotr, o.g.pcl, ABc, RNI, INs, ,

Press council,

7, q,rs,,d * firq +q qRyq ERr srft qi G silE{R qfFdrr

7. Press council's Guide to joumalistic Ethics.

8. iq Ht wilTdr dpr +q ffirq
8. Freedom ofpress & censorship.

e. mb+r ri Eg u.r1tf a+ rg61

(i) The Indian panel code, 1g60

(ii) Official secrets Act,I923

(iii) The drugs & Magic Remedies Act-1954

(iv) The criminal Procedure code, 1973

(v) Contemptof court Act,l97l srEtcld *l ea-oqrrq1 q.f{T, 1971.

(vi) The copyright Act,1957

(vii) The Indecent representation of women (prohibition) Act-19g6.

(viii) The national security Act, 19g0

(ix) The unlawful Activities (prevention) Act 1967

(x) The press and Registration of book act-1g67

(xi) Right to information Act

(xii) Law of defamalisl q-4ffi q'r o.r5
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SYLLABUS PAPER.2

5flSur qF4q

( PRINT MEDIA)

1. nFlqq qtqrT (ftr€ qtfuTr ) + tdFrq IFF'R, sq+r *r rrrc[, vrnEtn rr q
qkfrret * y*"n

1. Various forms of Print Media: uses and significance, types of News-papers &
magazines.

2, 5{oT ftTr deTr Br€ qrsqr H'T sETq ft r{firs

2. Growth and development of print media in India.

3. qffirRfl i teqn * erqs{

3. Careers in Journalism.

4. qrilEm *1 qRqrqr efu wnqn * y*n

4, Definition ofNews & types of News.

5 Squr ET Elildrs

5. History of printing

6 vqtttR q* q qt{s'r + Tffiq frqrq *1 qrraq srd{r ft s'gqfi fl{ yund

6. Organizational set up of Editorial department of News paper and magazine and their
working style.

7. tr€ dfsqr rrcr*r{ + vfiTr eih trf,*n t r+*rq frqr'il *i rfi+r *r qrd qb

7. Types of print media management and role of different department in print media

management.
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SYTLABUS PAPER- 3

gltFTlFTT YFFI5T - 3

trfrfi *Fqr (tH q A.*. qf,srR'f,r)

Electronic Media (Radio & T.V Journalism)
t. vfuilfro mfsqr d'frlrra sq, s++l gq+r sftq rr6e1

l.Various Types of Electronic media, uses & importance.

z. qrsqn * wna qrqq d sq { tH dt a.*. fl s{,rq *r f+orqr

2.Growth & Deveropment of Radio & T.v as Media of man communication.

l. tH q d.*. q-f,+,rlfir d +fiqt * erss(r

3.Carrers in Radio & T.V Journalism.

+. *t$aX +q{+slq (qtr'.W) sih $q-*E{s @vn{X.W) il6,-+6 t uEft yqnq E1 RE g+r Fn-fis.r

4'Process & Technology of sound Broadcasting by Frequency Modulation (F.M) & Amplitude
Modulation (A.M).

s. tH *qred *,r *e erc ** dz qH { sr+* *+ srd z,-* *l sqdFrdrr

5.Radio studio set Up. Uses of different Equipment used in Radio studio.

e. iH q.r+rc +qR q-d + qsfr wqq sfu sw* ysrq + fdq *tl_qqT oqq iEr+ q6t t?

5'stage of Radio Programmes production & steps taken for Broadcasting the programme.

z. *.d. qH qT *a em dr fq-e q.r4mc * cqr{"r + fmq q6t ilq-fro e*r sq-6{uil qr gqdqr

7.T.V studio set up & process & Technorogy used for Terecasting of a programme.

s. d.d. *.rfrc fuR F{+ + rqfr* erq *r yq*or d'foq Fdrq qri qrd o-<qr

8'Stages of T.V programme production & Steps to be taken for Telecasting it.

9. $n.o d r+qq tH q a.{. d*i fl gs cR''qq et{ E+nr errdflFErfi ilqrr

9' Introduction to major Radio & T.V network in India & their organizational Set up.
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ro. +{c ft +}f,'Fc fuFd-

10. Cables & Satellite Cornmunication.

o $rRil { sq{fufi if€:d or tmrs

o Development of community Radio in lndia.

r qpfiq fuirqr qT lqrn c kre
o Growth & Development of Indian Cinema.

o 4q1fu, Efrq Rrfl SBqr *{ dflq mGqt qr irdil yqrq

r Growth of Internet, Online media & Social Media.

o *.*. qldr'il et d.qnt

o TRps of T.V programmes.

ll. y{m vrrfr u,Ftr qc{h el vrrd{rso, si-cr ett{ ss*t qrq wndr

Prasar Bharti Act organizational structure of Doordarshan & its working style.
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SYIIABUS PAPER- 4

qrdTfiq yFTT{ _4

qFFlpr, Vrqneil q tfuq' Hqsr

Grammar, Terminology & gasic Computer

t.gqt qwlq-Sanskrit 
G ramma r

*tF*t,qilfr sq, q*'q, fe, E& Tq., c{d,rfr trrg6c, it-{,,q{, arei ail{.vq;nf dr +q_ _rtg sq fr, rr{_ Bqqr+q qrg
sT oncm, q-q-qffiql

z.fc{ qrqrq qq ffi fi q1.a6fis.Fr511l

2. Hindi Grammar, Functional Hindi.

l.qffi *r qlrlrfrt ql g6q

4.Tfi v6qred- Ffrq yftr-

o yrFFrq' yrqr*d

o eflfle.i-s'ffi * qqa yrqr{cfr

. qFr€r fssd t qqfi trqmd

o sfqq rqqdt

s. s$'nrw dh w*l €eqnl

5. Use of abbreviations & its translation.

Paper -4A

1. CERTIFICATE COURSE IN OFFICE AUTOMATION

Paper'l: computer Fundamentar & Ms office (L00 Marks -06 credits)

a. Fundamentals of Computers

b. MS- Windows/ Linux

c. MS-Office

Paper-2 : DTp & Internet (L00 Marks 0G Credits)
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a

a

a. Desktop publishing

b. Internet and Multimedia

Paper -l (Course contents) .06 Credlt:

Theory - 05 Credits (80 Marks)

Practical- 01Credit (20 Marks)

Fundamentals of Computers

What ls a Computer?

Generations of Computers

Types of Computer Systems

Hardware- l/O devices, CpU, Storage Devices

Software

Memory

MS-WindowslLinux

Turning on the Computer

Exploring the Desktop

Working with Windows

Using My Computer

Shutting down Windows

Working with Folders

Working with files

Using Notepad

Using Shortcuts

Using Wordpad

Creating a graphic using paint

o

a

o

o

o

a

o

a

O

a

o

o
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(MS-Office included packages|

o Ms Word (01 Credit_ 1.5 Marks)

or..,#?,ijjs 
word processing?, Introduction, creating New Documents, saving closing and

' Editing a Document, Formatting a Document, working with graphics, previewing andPrinting a Document

' Moving and copying selections, Finding and Replacing text, Inserting the current Date
r Modifying Page Layout, creating Lists, using Autoshapes, spelling and Grammar.Creating a Simple Table

I Creating Headers and Footers, using word Art, lnserting symbols, Adding a Drop cap
I Using Mail Merge, printing Mailing Labels

o Ms Excel 
{O1Credit_ 15 Marks)

I Brief Introduction, Features of Spreadsheets programme, parts of a worksheet

*"r*,lJliting 
a new workbook, Entering and editing data, saving, crosing and opening a

I centering and merging cells, using Formulas, using functions , Formatting theworksheet.

r Previewing and printing, learning about charts, creating a chart, custmizing print setting
o Ms Powerpoint (01 Credit_ 15 Marks)

' lntroduction to presentation Graphics, Using the auto content wizard
I view and edit presentation. save and open a presentation

' Delete. Move, and Insert srides, size and move pracehorders

r Run a slide show, Modify graphics objects and creat a text box
r Changing The presentation Design and colour Scheme.
I change slides and titre masters, Adding animation, sound, transition
o Ms Access (01 Credit_ 15 Marks)

' Brief Introduction, Introduction to Database Management system
I creating a new database, creating a Tabre, Entering and editing data

' Preview and print a tabre, crose and open a tabte and database
I customizing and inserting fierds, Finding and repracing data
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' Sorting records, Using form wizard, Form, eueries and Report
PRACftCAt WORK : 20 MARKS (01Credit )

SYLLABUS PAPER.5

qt&rfrq ysT sr_5

Reporting

mfg.r- lro. qR.{q

ftdf&r e1 qRrTM *t y*r*t eiqsrqqrl

Concept & Definition of Reporting.

qqtEIR d e6'6-q;1q'

5W&IHofaNews

q$-uz-+r*r qfr sqfd

Intro-Details of Incident

(ii) qsqO6 nd o1 eqERT

Importants facts first

3. sei qfitrd q-'{+ * affi q q&t;rl

3. Methods & Sourse of gathering News.

(i) qrtt rcRT vt qr s.'{ silirer;T q fiSFJrr

On the shot observation & Reporting

(ii) qTqnffin

1.

.,

2.

(i)

v



Interview

(iii) vq*t Hqfi

Refrence material

(iv) erguun q vilq

Research

4. sqrqn Hl dtEtT silr cts dt e.r qqq (vs$ qg.l q{rl
4. Structure of News & Selection of lead Story.

s. frtF&r d' frFq Fq/ e{Hrq

5. Types ofReporting

o $trRItI/ Crime

o g#qr z Accident

. lwqn z Education

o qmdfq sfu I Human Interest
r fum,s qfi qqt z Development News
o qvE q frqn qqr ftfrF&r r pafliament & Assembly Reporting
o fq HTstqz press Conference

o tfuTR q Td vfrq I Seminars & Workshops
o qfir T{q qqt z Informative
. qmrkcr qqrfrt I Social Events
o enroil Courts

o rqr€e4 q €{sftnrT/ Hospitals & Health
. grrcr/ Election

. qFi*,,r Religious

. Tmfrftrfi/ political

. sffif6'7 Financial +
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. fuiqr q qdqqv Entertainment & Cinema
o det Sports

o dfri Investigative

o ftil q ffir Arts & culture

6.€rd vq|iRdr * gur

6. Qualities of a good Reporter

7.S R'+& a1 tnlqftqi

7. Responsibility of a good Reporter

8.R+C $ili qrd ahil * qE, 
'rpr srm $ffuol q ftrfqftd

a. Designation of Reporter & their Rore & Responsibilies

e.tGd dt A.d. d fmq ftdffr + rfr+

9. Steps to do Reporting for Radio & T.V

to.tH q E*. urqd d gw *t rrr *1 sqdftHr

10. Importance of Audio & visual in Radio & T.v Media.

\
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SYLLABUS PAPER.6

qreffiq ys| rFT_6

rrqlEtR dqq q TttrTrfl iFdt

News Writing and Art of Editing

t. srd qqrqd q1 ffi ft sr€d qqrqrd e1 q+q sfuqrr

1. Quality of good News & How to select good News.

z. er;d sq r1u11-gqr d'ottq q ffi
2. Duties & Responsibility of a good Sub-Editor.

r. ercd sq qtrTr*F * yr

3. Qualities of a good Sub- Editor.

a. qcnqq d' rs6Rt Tiqr{q qt mry dfi--s-r FdR sF{fr, R,idr, ffi, Ftqr, dq * qqE{

w afror

4. Principles of editing, Editing practices, Editing reporters copies, Editing news
agencies copies, Editing of Press Releases, Editing features and article.

5. efd q wffi yfr{-*. qqfi 6 aor *r qq-q

5. How to select & write catchey Headlines for News paper & Magazines.

1) {fr{q' d s-st-{

2)Types of Headings

2){nff sT qr{q

2)Size of Heading

o qqrq*tq dq, qtfl *r gwfi sfieTr teq Her
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. 6' How to write Editorials, Articles, features & Books & films Reviews.

7. Fqr qr{ ntrqr *r q'}a qqqr

7. Selection of pictures & its Editing.

8. qfr wilrn Sr wilqq d fd6

8. Proof Reading and proof Reading Symbols.

e. tH q d.qt * fiTq +eT

9. Writing for Radio & Television

(i) tH q A * d feq qmqr (fue; d€r d.WTr Rr6F<

i. Basics of Script writing for Radio & T.V.
(ii) tkfr 4 tcq qqr=qn, sr te, tls{fi qtq{, tH ffif *r erq sdfid * fmq r&5prr
(fg.ql *qr Hqr

(ii) How to write Radio News, News reel, Radio features, Radio talk & other
Radio programmes.

10. ( t ). ** qv, srqT+*, s opr ffi qrqx*' q1 qe*.qr trrq fiqrr

10' ( t )'Writing of T.V. News, documentary serials & other T.V. programmes.

(2). A.*. fdrdpn qfr qffi'e{r (fw.cgy teqr

(2). Writing for T.V. advertisements

\
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SYLLABUS PAPER -7

q|<Hmq +qt-7

f{drqr d erqgTffrun, sRrliltn (fudrqr 4L q-qqd)

Advertising & Public, Relation

2. f{drqq q1 qs{e, TfusT ft f*u*o *l qrdt*

3. fqrrqr d fqnqq qrqrT

4. dfwo-*re
5. trdr,n d Vqqnroar: sTfreT, E[qrdq, f€rqr q'rfi fuq eft t-ensz

1. Concept, Defination of advertising

2. Need, Role & Scope of Advertising

3. Various Media of Advertising

4. Ingredients of good advertising

5. Creativity in advertising: Appeals, Visualization, copy writing &Layout.

7. f{+w \$qi + q,,d ei}r qSS q-r qrreffirrfi 6rql

7. AdvertisingAgency-orgarizational Structure&Function

8. Hr Etdr t fwqq ql eTFwrr e fq{rqq ffiri s1 sfd;qr

(i) fu€ dfeqr + idq f{drq{ ffiri 6i qfs-qr

(ii) iM + tdq tqqd (Jingtes) iqR q,,,{i q1 yffiqr

(iii) ifdi{q{ d' fdq td{rqr iqn qr{i q1 yF*-qr

(iv) webt*an fuR q,,'r+ *1 str-qr

8. Introduction to Advertising campaigns & How to make an Advertisement

;^ P z
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(i) Process of preparing print advertisement

(ii) process of preparing Radio Jingles

(iii) process of making Television Commercials

(iv) Process of making web advertisements.

9. v{ vqd q1 erqqRun, vRurvr ft q,l{

9' concept of Public Relations and its definition and Functions of public Relation.

(i) qr-wrd et TksT (Role) dqT HT{ (Functions)

Need & Scope of public Relations

(ii) q{ qqd qt e{rqs{fiilr (Need) eh yqsT qrrdqb (scope), sT Trqd qfi sfuqr

(iii) qq-qqd-Fn (Publicity), t+{rq{ (Adverrising), ffisr (propaganda), Fndiz
qEF{dqTT (Corporate Communication), qqFfflr silr +q

Public Relation-Publicity, Advertising, Propaganda , corporate communication
similarities and differences.

(iv) qT qqd T.dri * qrq{ (Sources)

Tools of public Relations

l0' vtfit qrffi{6 (Public) 6L vqdz qir { q{-qqd frqrrr Hl 6-rqT q ss+ q'rd 
r

Set up & Functions of P.R. Department in Government, privates & public Sector.
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3 SYLLABUS PAPER.S

PART- I
qrdrnFq tqc-g

tTrqrgErrq q qiqn

Translation & Computer

1. 3TFfr t ffi 3€qR (sdF.r€ eTETrq)

Translation from English to Hindi.

2. ffi t Fq,il srgqn tyrdFm srqrq)

Translation from Hindi to Sanskrit.

3. 3Trjfr t qlqil qHr { eElqK (sdFrs' €TEnq)

Translation from English to Sanskrit.

4(i) wil eftlfifr rmrirn dnqr (yrdFr*, srr?Trs)

How to write incident based news.

4(ii) qfrfi dqq srtt qrqkq, fqqd Tr +qq Cyrdfi.ro sTrqrcr)

Feature and Editorial article writing.

4(iii) fvqu, vq-fr'fr, d€, Sf-{r eTk sTrfi{q,, s{d * er$q|q q,r yrdFro eTqrs

How to translate Educational, political ,sports, accidental & financial news.
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