
 

 

CVEOM / DVEOM 101 
 
 

Communication Skills- English 
 
 
 
 

School of Vocational Studies 
 

 
 

उƣराखÖड मÈुत ͪवæवͪवɮयालय 
तीनपानी बाईपास रोड, Ěांसपोट[ नगर के पास, हãɮवानी- 263139 

फोन न.- 05946 - 261122, 261123 

टॉल ĥȧ न.- 18001804025 

फैÈस न.- 05946-264232, ई-मेल- info@uou.ac.in 

वेबसाइट- www.uou.ac.in 



 

BOARD OF STUDIES 
Academic Session 2020 - 21 

Chairman 
Hon’ble Vice-Chancellor, Uttarakhand Open University, Haldwani 

Convener 
Professor Durgesh Pant, Director, School of Vocational Studies, 

Uttarakhand Open University, Haldwani. 

Members of Board of Studies 

Prof. S. A. Hamid, 
Dept. of English and Foreign Languages, Kumaun University, Nainital. 

Dr. Manas Ranjan Panigrahi, Senior Programme Officer, 
Commonwealth Educational Media Centre for Asia (CEMCA), New Delhi. 

Dr. Jitendra Pandey, 
School of Computer Science and IT, Uttarakhand Open University, Haldwani. 

Dr. Gopal Datt, 
School of Vocational Studies, Uttarakhand Open University, Haldwani. 

Mr. Balam Dafouti, 
School of Computer Science and IT, Uttarakhand Open University, Haldwani. 

PROGRAMME COORDINATOR 

Dr. Gopal Datt, 
School of Vocational Studies, Uttarakhand Open University, Haldwani 

 

UNIT WRITING 

UNIT WRITERS UNIT NO. 
Mr. Sitangshu Dey, Assistant Professor, Birla institute of Applied Sciences, 
Bhimtal, Nainital. 

1, 9 

Dr. V. Bhuvaneswari, Associate professor, Law College Dehradun, 

Uttaranchal University, Dehradun, Uttarakhand.  
2, 3, 4, 7, 

11 

Dr. Jyoti Khare, Associate professor, Govt. P. G. College, Maldevta, Raipur, 
Dehradun. 

5, 6 

Ms. Manisha Rana, Assistant Professor, Amrapali Group of Institutes, 
Haldwani, Nainital 

8 

Dr. Gopal Datt, School of Vocational Studies, Uttarakhand Open University, 
Haldwani, Nainital. 

10 

Mr. Deepankur Joshi, School of Law, Uttarakhand Open University, 
Haldwani, Nainital 12 

 

FORMATTING 
Dr. Gopal Datt, School of Vocational Studies, 

Uttarakhand Open University, Haldwani 
 

Copyright © Uttarakhand Open University, Haldwani, Nainital 

Edition- 2020, Pre-Publication copy for Limited Circulation, ISBN: 

Publication- Uttarakhand Open University, Haldwani, Nainital. 

E- Mail: studies@uou.ac.in 

Printer:  

  



 

 

CVEOM / DVEOM 102 
 
 

Introduction to E-Office Management- I 
 
 
 
 

School of Vocational Studies 
 

 
 

उƣराखÖड मÈुत ͪवæवͪवɮयालय 
तीनपानी बाईपास रोड, Ěांसपोट[ नगर के पास, हãɮवानी- 263139 

फोन न.- 05946 - 261122, 261123 

टॉल ĥȧ न.- 18001804025 

फैÈस न.- 05946-264232, ई-मेल- info@uou.ac.in 

वेबसाइट- www.uou.ac.in 



 

 

BOARD OF STUDIES 
Academic Session 2020 - 21 

Chairman 
Hon’ble Vice-Chancellor, Uttarakhand Open University, Haldwani 

Convener 
Professor Durgesh Pant, Director, School of Vocational Studies, 

Uttarakhand Open University, Haldwani. 

Members of Board of Studies 

Prof. S. A. Hamid, 
Dept. of English and Foreign Languages, Kumaun University, Nainital. 

Dr. Manas Ranjan Panigrahi, Senior Programme Officer, 
Commonwealth Educational Media Centre for Asia (CEMCA), New Delhi. 

Dr. Jitendra Pandey, 
School of Computer Science and IT, Uttarakhand Open University, Haldwani. 

Dr. Gopal Datt, 
School of Vocational Studies, Uttarakhand Open University, Haldwani. 

Mr. Balam Dafouti, 
School of Computer Science and IT, Uttarakhand Open University, Haldwani. 

PROGRAMME COORDINATOR 

Dr. Gopal Datt, 
School of Vocational Studies, Uttarakhand Open University, Haldwani 

 

UNIT WRITING 

UNIT WRITERS UNIT NO. 
Dr. Hitender Singh Jalal, Amrapali Group of Institutes, Haldwani, Nainital. 1, 2, 5, 7, 9  
Dr. Sandeep Kumar Budhani, Department of Computer Science & 
Engineering, Graphic Era Hill University, Bhimtal, Nainital. 

3 

Mr. Ritesh Kandari, S C Guria Institute of Management, Kashipur, U S 
Nagar.  

4, 6, 8 

Dr. Mukesh Joshi, School of Computing, Graphic Era Hill University, 
Bhimtal, Nainital. 10 

Dr. Ashutosh Kumar Bhatt, Birla Institute of Applied Sciences, Bhimtal, 
Nainital. 

11 

Dr. Rajendra Kumar Bharti, BTKumaon Institute of Technology, Dwarahat, 
Almora. 

12 

 

FORMATTING 
Dr. Gopal Datt, School of Vocational Studies, 

Uttarakhand Open University, Haldwani 
 

Copyright © Uttarakhand Open University, Haldwani, Nainital 

Edition- 2020, Pre-Publication copy for Limited Circulation, ISBN: 

Publication- Uttarakhand Open University, Haldwani, Nainital. 

E- Mail: studies@uou.ac.in 

Printer:  

 

  


