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ARTS (HONOURS)  
 

Group Subjects No. of Papers Total Credits  Total Marks 
Core Core-1 to Core-14 14 14 x 6 = 84 1400 
DSE DSE-1 to DSE-4 4 4 x 6 = 24  400 
AECC  2 2 x 4 = 8 200 
SEC  2 2 x 4 = 8 200 
GE  4 4 x 6 = 24  400 

 GRAND TOTAL 26 148 2600 
N.B:- Arts (Hons.) course has Total Credits = 148, Total Marks = 2600.  

Abbr. –
DSE – Discipline Specific Elective
AECC – Ability Enhancement Compulsory Course
SEC – Skill Enhancement Course
GE – Generic Elective

Stipulations:
1) An Arts (Hons.) student has to opt two different subjects as GE-A and GE-B other than 

core subject.
2) GE-A to be opted for Semester-I & III (as Paper-1 & 2) and GE-B Semester-II & IV(as 

Paper-1 & 2)
3) An Arts (Hons.) Student can opt maximum of two Practical Subjects.

FINAL Structure for Under Graduate Programme (B.A) 
Under Utkal University Bhubaneswar

(As per CBCS System)

SEMESTER – I

 SEMESTER – II
  

  
 

 Sl
No  

Name of the Course  Paper  CP  
(Credit Point)  

CH  
(Credit Hour)  

Full  
Marks  

1  CORE  I  6  60  100  

2  CORE  II  6  60  100  
      

3  GE -  A  I  6  60  100  
      

4  
AECC  I  4  40  100  (Environmental Studies)       

 TOTAL  4  22  220  400  
    

  
 

 Sl
No  

Name of the Course  Paper  CP  
(Credit Point)  

CH  
(Credit Hour)  

Full  
Marks  

1  CORE  III  6  60  100  
2  CORE  IV  6  60  100  

      

3
 

GE –
 

B
 

I
 

6
 

60
 

100
 

      

 
AECC

     
4

 
MIL(Communication)

 
II

 
4

 
40

 
100

 

 
(Odia/Hindi/Urdu/A.E.)

     

 
TOTAL

 
4

 
22

 
220

 
400

 
      



SEMESTER – III

Sl

Name of the Course Paper

CP CH Full

No

 

(Credit Point) (Credit Hour) Marks

 

1

 
CORE

 
V

 
6

 
60

 
100

 

2
 

CORE
 

VI
 

6
 

60
 

100
 

3
 

CORE
 

VII
 

6
 

60
 

100
 

4
 

GE -
 

A
 

II
 

6
 

60
 

100
 

5
 

SEC
 

I
 

4
 

40
 

100
 

(English Communication)     

TOTAL 5 28 280 500 
 
SEMESTER – IV 

Sl 

Name of the Course Paper 

CP CH Full 

No (Credit Point) (Credit Hour) Marks   
     1

 
CORE

 
VIII
 

6
 

60
 

100
 

2
 

CORE
 

IX
 

6
 

60
 

100
 

3
 

CORE
 

X
 

6
 

60
 

100
 

4
 

GE -
 

B
 

II
 

6
 

60
 

100
 

5

 

SEC

 II

 

4

 

40

 

100

 
(Modern Office Management)

     
TOTAL

 

5

 

28

 

280

 

500

 SEMESTER – V

    
    

Sl
 

Name of the Course Paper 

   

No 

CP

(Credit Point) 

CH
(Credit Hour) 

Full
Marks   

     

1 CORE XI 6 60 100      

2 CORE XII 6 60 100 

3 DSE I 6 60 100 

4 DSE II 6 60 100 

TOTAL 4 24 240 400 
 

SEMESTER – VI  

 
Name of the Course

 
Paper

 

  ll Sl
No
 

CP

(Credit Point)
 

CH

(Credit Hour)
 

Fu

Marks
   

1 CORE XIII 6 60 100 

2 CORE XIV 6 60 100 

3 DSE III 6 60 100

4 DSE IV 6 60 100

TOTAL 4 24 240 400







































UTKAL UNIVERSITY 
Ability Enhancement Compulsory Course-I (AECC-I) 

 
ENVIRONMENTAL STUDIES 

 
SEMESTER – I 

 

FOR +3 ARTS, SCIENCE & COMMERCE - 2016 
 

FULL MARKS: 100 
 

TIME: 3 HOURS       END SEMESTER: 80 
TIME: 1 HOUR       MID SEMESTER: 20 
 
Unit - I 
The Environment: The Atmosphere, Hydrosphere, Lithosphere, Biosphere, Ecology, Ecosystem, 

Biogeochemical Cycle (Carbon Cycle, Nitrogen Cycle). 

 
Unit – II 
Environment Pollution: Air Pollution, Water Pollution, Soil Pollution, Noise Pollution, Thermal 

Pollution, Radiation Pollution, Natural Disasters and their Management. 

 
Unit – III 
Population Ecology: Individuals, Species, Pollution, Community, Control Methods of 

Population, Urbanization and its effects on Society, Communicable Diseases and its 

Transmission, Non-Communicable Diseases. 

 
Unit- IV 
Environmental Movements in India: Grassroot Environmental movements in India, Role of 

women, Environmental Movements in Odisha, State Pollution Control Board, Central Pollution 

Control Board. 

 

Unit – V 
 
Natural Resources: Conservation of Natural Resources, Management and Conservation of 

Wildlife, Soil Erosion and Conservation, Environmental Laws: Water Act, 1974, Air Act, 1981, 

The Wildlife (Protection) Act, 1972, Environment Protection, 1986. 

 

 



Ability Enhancement Compulsory Course (AECC) 

MIL Communications – Odia 

\ßòZúd _~ðýûd (2nd Semester) Kkû I aòmû^  

(iû]ûeY Pass/ i¹û^ Hons) ùgâYú _ûAñ CŸòðÁ 

@ûiÚûcìfýûu-4, ùcûU ùgâYú _ûV\û^ ^òNð� -40, ùMûUòG ùgâYú _ûV\û^e 
(_òeòdWþ) icd @a]ô -45 cò^òUþ, _ûVýKâc – 2, _ì‰ðiõLýû – 100 

(Credits – 4) Total Classes - 40, One Period - 45 Mits, Course - II, Full Marks - 100  

Gjò _ûVýLiWÿûUò _i¦ I @ûiÚûbò� òK (CBCS / iòaòiòGiþ) _ûVý _âYûkú @^êiûùe 
_âÉêZ ùjûAQò û aòbò^Ü Éeùe @ûagýK @^êiûùe iciûcdòK _eòiÚòZòKê ù^A bûaaò̂ òcd I 
_ûeÆeòK ù~ûMûù~ûM iÚû_^ Kò_eò IWÿò@û bûhûùe ijRùe, iekùe I @û^¦ùe 
ùjûA_ûeòa – G \òM _âZò G[ôùe ¤û^ \ò@û~ûAQò û IWÿò@û bûhû I iûjòZýe i\ýZc 
_âûùdûMòK mû^e aòKûg ^òcò� +3 Éeúd aò\ýû[ðúuê Gjò _ûVýKâce LiWÿûUò iûjû~ý Keòa û 
ùi[ô_ûAñ _âPkòZ bûhûe ùa÷dûKeYòK, aýûajûeòK I _âûùdûMòK \òM _âZò G[ôùe ¤û^ 
\ò@û~ûAQò û G[ôùe iõù~ûM _âKâòdûe @^êaò]ô, ù~ûMûù~ûMe Z[ý I Z�ß _âZò MêeêZß 
\ò@û~ûAQò û Gjû aò\ýû[ðúu bûaaò̂ òcdûcôK \lZû aé¡òùe iûjû~ý Keòa û ùicûù^ gê¡ I 
_eòz^Ü bûaùe ù~ùKøYiò _âKûe mû^e iìP^û Z[ý I iò¡û«Kê ùcû÷LôK I fòLôZ Éeùe 
ijRùe _âKûg Keò_ûeòùa Gaõ ùicû^u cûZébûhûe aòKûg NUò_ûeòa û 

K) ^ò¡ðûeòZ _ûVýe iaê GKK (dê̂ òUþ) eê @«Zü \êAUò ùfLûGñ ùcûU 10Uò 12^´e 
aògòÁ \úNð_âgÜ _Wÿòa û aò\ýû[ðúuê ù~ùKû÷Yiò 5Uò _âgÜe C�e ù\aûKê _Wòa û                             

                                                                                           (12  5 = 60) 
L) ^ò¡ðûeòZ _ûVýe iaê GKKeê 15Uò @Zòiõlò¯ _âgÜ _Wÿòa û ùi[êeê 10Uò _âgÜe C�e 

ù\aûKê  _Wÿòa ö                                       (10  2 = 20) 
M) cjûaò\ýûkd Éeúd @û«ü _~ðýûd _eúlû               (20) 

              ùcûU  cìfýûu - 100 



 2 

(AECC)

Course – 1 : 

1c GKK :  ù~ûMûù~ûMe _eòbûhû, @^êaò]ô, _eòie I _âKûeùb\ 
2d GKK : iûlûZ\Kûe, \kMZ @ûùfûP^û I ZKðaòZKð  
3d GKK : bûhY Kkû, ùNûhYû Kkû I K[^Kkû 
4[ð GKK : i´û\e _eòbûhû, _eòie I MYcû¤c]cðú i´û\ _âÉêZò   
5c GKK : IWÿò@û bûhûe a‰ðcûkû I a‰ðgê¡òe KûeY I ^òeûKeY û 

(a^û^ ZîUò I Gjûe KûeY - iû\égýR^òZ @gê¡ò, fòwMZ @gê¡ò, i§òMZ @gê¡ò, 
icûiMZ @gê¡ò, aP^ I aòbqòMZ @gê¡ò, aûKý aò]ôR^òZ @gê¡ò, icû[ðùaû]K g±ûgê¡ò, 
_âZýd R^òZ @gê¡ò, g± iõù~ûMûcôK I ÊeiwZò R^òZ @gê¡ò – Giaêe ^òeûKeY C_ûd 
ajê _âPkòZ aò]û^ I gê¡ûgê¡ aò·e û) 

1. g±e @ûKûg I \égýe \òMþakd – gZ_[ú eaò, KUK  
2. c� I ^ûUKe KkûùKøgk - iûjê, ^ûeûdY, IWÿògû eûRý _ûVý_êÉK I _âKûg^ iõiÚû 
3. fòL^Kkû I _âûùdûMòK aýûKeY – cògâ, @Rd Kêcûe, KfýûYú _aäògðiþ, KUK 
4. _âûùdûMòK IWÿò@û bûhû – IWÿògû eûRý_ûVý _êÉK _âdY^ I _âKûg^ iõiÚû, bêaù^gße 
5. _êÉK eP^ûaò]ô – IWÿògû eûRý_ûVý _êÉK _âdY^ I _âKûg^ iõiÚû, bêaù^gße 
6. ^òbêðf ùfLûe cìkiìZâ -  jeòP¦^ ^úkû\âòbìhY, _ò.iò.@ûeþ _aäòùKg^, bêaù^gße  
7. iõù~ûM @^êaò]ô / aýûajûeòK IWÿò@û bûhû I _âùdûMûcôK aýûKeY – Zâò_ûVú iù«ûh, 

^ûf¦û, KUK 
8. IWÿò@û _âKûg^ I _âiûeYe AZòjûi – cjû_ûZâ gâú]e, Mâ̂ Úc¦òe, KUK 
9. iûeÊZ iûlûZKûe – iòõj aòRdû^¦, aò\ýû_êeú, KUK 

11. ùaZûe ^ûUK Kkû – cjû«ò,  aâRùcûj^, IWÿògû aêKþùÁûe, KUK 
12. IWÿògûe [ôGUe – iõ. \ûg ùMøeûw PeY, Kù‹A Ne, @^êùMûk 
13. aûYòRòýK _Zâûakú – ùaùjeû W. Ké¾PeY, ù ầŠiþ _aäògðiþ  
14. IWÿò@û iûjòZýKê @ûKûgaûYúe \û^- cjû«ò, aâR ùcûj^, IWÿògû aêKþùÁûeþ, KUK 
15. ù~ûMûù~ûM cìkK cûZébûhû (IWÿò@û) iûcf, aòe*ô ^ûeûdY, iZý^ûeûdY aêK 

ùÁûe, KUKö 



CBCS UG Syllabus 
MIL Communication- Alternative English for Arts/Science/Commerce (Pass & Hons) 

 
Alternative English  

Objective 

This course is focused on developing communicative competence in English with knowledge of the building blo

cks of grammar, usage and vocabulary. Core competencies in reading and thinking are sought be encouraged t

hrough suitable reading content in prose form. Similarly writing activities and language exercises are provided 

to facilitate absorption of the rules of syntax and etiquettes of style. 

Unit 1 

Short Story 

Jim Corbett-The Fight between Leopards 

Dash Benhur- The Bicycle 

Dinanath Pathy- George V High School 

Alexander Baron- The Man who knew too much 

Will F Jenkins- Uneasy Homecoming 

Unit II 

Prose 

C V Raman-Water- The Elixir of Life 

Harold Nicolson- An Educated Person 

Claire Needell Hollander- No Learning without Feeling 

Steven Harvey- The Empty Page 

Santosh Desai-Emoji Disruption 

Unit III 

Comprehension of a passage from any of the prescribed pieces and answering the questions 

Unit IV 

Expanding an idea into a paragraph 

Unit V 

Language exercises-test of vocabulary, usage and grammar based on the prescribed pieces 

Prescribed Text 

The Widening Arc: A Selection of Prose and Stories. Ed. Asim R Parhi, S Deepika and Pulastya Jani. Kitab Bhavan, 

Bhubaneswar. 2016. 

Suggested Reading: 

Fluency in English – Part II, OUP, 2006 

Communicative English. E. Suresh Kumar and P. Sreehari 





SEC – 1 - ENGLISH COMMUNICATION 

 

The purpose of this course is twofold: to train students in communication skills and to 

help develop in them a facility for communicative English.  

Since language it is which binds society together and serves as a crucial medium of 

interaction as well as interchange of ideas and thoughts, it is important that students 

develop a capacity for clear and effective communication, spoken and written, at a 

relatively young age. The need has become even more urgent in an era of globalization and 

the increasing social and cultural diversity that comes with it.  

English, being a global language par excellence, it is important that any course in 

communication is tied to an English proficiency programme. The present course will seek 

to create academic and social English competencies in speaking, listening, arguing, 

enunciation, reading, writing and interpreting, grammar and usage, vocabulary, syntax, 

and rhetorical patterns.  

Students, at the end of the course, should be able to unlock the communicator in them by 

using English appropriately and with confidence for further studies or in professional 

spheres where English is the indispensable tool of communication.  

 

Unit 1                                                                                                                                                                      

Introduction 

1. What is communication? 

2. Types of communication 

 Horizontal 

 Vertical 

 Interpersonal 

 Grapevine 

3. Uses of Communication 

 

Prescribed Reading:  Chapter 1 Applying Communication Theory for Professional Life: A 

Practical Introduction by Dainton and Zelley 

http://tsime.uz.ac.zw/claroline/backends/download.php?url=L0ludHJvX3RvX2NvbW11b

mljYXRpb25fVGhlb3J5LnBkZg%3D%3D&cidReset=true&cidReq=MBA563 

 

http://tsime.uz.ac.zw/claroline/backends/download.php?url=L0ludHJvX3RvX2NvbW11bmljYXRpb25fVGhlb3J5LnBkZg%3D%3D&cidReset=true&cidReq=MBA563
http://tsime.uz.ac.zw/claroline/backends/download.php?url=L0ludHJvX3RvX2NvbW11bmljYXRpb25fVGhlb3J5LnBkZg%3D%3D&cidReset=true&cidReq=MBA563


Unit 2                                                                                                                                                               

Language of Communication 

1. Verbal: spoken and written 

2. Non-verbal 

 Proxemics 

 Kinesics 

 Haptics 

 Chronemics 

 Paralinguistics 

3. Barriers to communication 

4. Communicative English 

 

Unit 3                                                                                                                                                                                    

Reading Comprehension           

 Locate and remember the most important points in the reading 

 Interpret and evaluate events, ideas, and information  

 Read “between the lines” to understand underlying meanings  

 Connect information to what they already know  

Unit 4                                                                                                                                                               

Writing  

 Expanding an Idea 

 Note Making 

 Information Transfer 

 Writing a Memo 

 Writing Formal Email 

 Writing a Business Letter 

 Letters to the Editor 

 CV & Resume Writing 

 Covering Letter  

 Report Writing 

 News Story 

 Interviewing for news papers   



Unit 5: Language functions in listening and conversation               

    

1. Discussion on a given topic in pairs 

2. Speaking on a given topic individually 

3. Group Discussion 

4. Interview 

5. Dialogue  

 

Grammar and Usage           

1. Phrasal Verbs 

2. Collocation  

3. Using Modals 

4. Use of Prepositions 

5. Common Errors in English Usage 

 

Texts to be studied   (The following texts are available in the book Vistas and Visions: An 

Anthology of Prose and Poetry) 

Prose 

 Decoding Newspapers 

 Pleasures of Ignorance 

 Playing the English Gentleman 

 Lifestyle English 

 A Cup of Tea 

 

Poetry 

 Last Sonnet 

 Sonnet 46 (Shakespeare) 

 Pigeons 

 Miracles 

 

 

 



Books Recommended: 

 

1. Vistas and Visions: An Anthology of Prose and Poetry. (Ed.)  Kalyani Samantray, 

Himansu S. Mohapatra, Jatindra K. Nayak, Gopa Ranjan Mishra, Arun Kumar 

Mohanty. Orient BlackSwan 

2. Fluency in English – Part II, OUP, 2006 

3. Business English, Pearson, 2008 

4. Communicative English. E. Suresh Kumar and P. Sreehari 

5. Language, Literature and Creativity, Orient BlackSwan, 2013 

6. Language through Literature. (forthcoming) ed. Gauri Mishra, Dr. Ranajan Kaul, Dr. 

Brati Biswas 

 

 



SEC-II (4TH SEMESTER) FOR ARTS & SCIENCE (PASS & HONS.) 
 

MODERN OFFICE MANAGEMENT 
                                                                                         Full marks – 100 

                           Mid Term-20 
                                                  End Term-80 

 
Unit- I: Office 
 

What is a Business Enterprise? What is an Office? Who are Office Staff? What are the most Common Forms 

of Business Organization? What are the Advantages of Office Work? What are the Categories of Office Career 

and Job Classifications under Each Category? What are the Specific Skill Requirements for Office Jobs? Duties 

and Responsibilities of Office Staff 

Unit-II: Records Management 

Objectives of Record Keeping; What is Filing? What are the Different Kinds of Filing System? Steps in Filing; 

Indexing; Selecting the Appropriate Filing System; How to handle Incoming & Outgoing Mails 

Unit –III: Document/Report Writing 

Key points to write a document: The 5w-h plan for writing; Steps in writing workplace documents; Important 

things to remember when editing seven layout mistakes to avoid; Quick tips for report Writing; Basics of 

Meetings  

Unit-IV: Supervisory Skills 

What are the Skills of the Supervisor and How to Acquire Them? Functions of Supervisor 

 Communication 

Meaning; Process; Communicating Tools; Types, Barriers 

Unit-V: Leadership & Motivation 

Meaning and Concept; Importance of Leadership; Qualities of a Leader; Relationship & Differences 

Leadership and Motivation; Organizational Leadership; Leadership Ethics - Traits of an Ethical Leader; 

Leadership Styles - Important Leadership Styles- Situational Leadership – Emotional Intelligence of Leader; 

Which Leadership Style to Follow? Influence of Situational Leadership Styles on Subordinate Development; 

References:–  

1. Office Management 
                By Ankita Bhatia  

                Dr. R. K. Chopra  

2. Office Management  
              By  Dr. P. Rizwan Ahmed   

3. Office Management 
                By R S N Pillai  

 

https://www.amazon.in/s/ref=dp_byline_sr_book_1?ie=UTF8&field-author=Ankita+Bhatia&search-alias=stripbooks
https://www.amazon.in/s/ref=dp_byline_sr_book_2?ie=UTF8&field-author=Dr.+R.+K.+Chopra&search-alias=stripbooks
https://www.amazon.in/s/ref=dp_byline_sr_book_1?ie=UTF8&field-author=Dr.+P.+Rizwan+Ahmed&search-alias=stripbooks

	Hindi.pdf
	structure Hindi.pdf
	Page 10
	Page 11
	Page 12





