
P.G. DIPLOMA IN  
COMMERCE AND MANAGEMENT IN ARABIC  

(PART TIME) 
 

SYLLABUS & SCHEME 
Duration 1 year  Total marks: 400 

 

Paper I  Commercial Correspondence 100 Marks 

Book prescribed: 

 ا&:*ا=.ت ا&2>#ر;1 ا&:9#8*ة، دار و234%1 ا&/.ل، ,+*وت، &%$#ن
                                        

Paper II  Management Principles and Practices 100 Marks 

Book prescribed: 

دار ا&U23 وا&NOP- RS#TH اMدارة ا&H:K4 ،1L;FKد IJG ا&/Hا=F+G ،Aر D#E* ا&%*زA<B 4%#دئ  
  
Selected Chapters: 

��� � :  ا���� ا�ول���+ارس ا$دار,�!+*� إ�) ا$دارة وا$#" ! ت ا��  
  ا45 ذ ا�12ارات ا$دار,� :  ا���� ا�0 /.
  ا�7�849 :  ا���� ا�0 �6
  ا�9<=�> :  ا���� ا�1ا;:
�� ا�1@�?�� :  ا���� ا�? ;:=>�  أ/�8A ا�

Paper III  Practical Conversation  100 Marks 

Book  prescribed: 

 و234%1 ا&/.ل، ,+*وت، &%$#ن ا&:K#د1T ا&I+2XO&#, 1+O:9 ا&9*,+1 واW+O3BM;1، دار
  

 
Paper IV   

Computer Application and Softwares in Arabic with Tally and Arabic Typing   

 (Theory & Practical)  50+50 = 100 Marks 

Book prescribed: 

 ا&H=#Kب وا&%*4>+#ت ا&>#ھWة، ا&:/#رات ا_=#=+1، زW4م E#B*ون وH4زHPن،P:#ن، ا_ردن
 

Scheme of Examination and Pattern - Paper 1,2&3 

 Duration of examinations: First three papers of 100 marks each :  3 hours 
 

1. Short paragraph questions: 5 out of 7 of 6 marks each  30 marks 

2. Detailed paragraph questions: 5 out of 7 of 8 marks each  40 marks 

3. Essay questions: 2 out of 4 of 15 marks each  30 marks 

 

 

 

 

 

 



  
Paper IV     Computer Application and Softwares in Arabic with Tally 

and Arabic Typing 
 

 

Scheme of Examination and Pattern - Paper 4 

 Duration of examinations: Fourth paper of 50 marks : 1.5 hours 
 

Theory exam for 50 marks 

     100 Marks 

Practical for      50 marks  

 

THEORY 

I  One word answer questions 

  10 Questions of 1 mark each (without choice) 10 

II  Definition writing   

 5 out 8 questions of 5 marks each 25 

III  Writing Arabic equivalent  

  5 out of 8 of 1 mark each 5 

IV  Essay writing   

 1 out 2 of 10 mark 10 

  Total 50 Marks 

PRACTICAL 

2 questions from TALLY of 20 marks each 40 

1 question of Arabic Passage typing of 10 marks 10 

  Total 50 Marks 

Pass mark for each paper is 35%  

Second Class 50% 

First Class 60% 
 

SCHEDULE OF CLASS HOURS 

 

5 hours a day     

3 days a week  

 

Paper I : 5 hours a week x 10 months   

Paper II  : 3 hours a week x 10 months 

Paper III  : 3 hours a week x 10 months 

Paper IV : 

      Computer theory : 1 hour a week x 10 months 

      Practical : 3 hours a week x 10 months 

 

 Total : 15 hours a weak    

 

 


