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I.O THE UNIVERSITY

Indira Gandhi National opel university (IGNou) was established in September l9g5 by an actofParlianwrtwitha vbwio democratise education ro ,rru, i, 
"ove1s 

large segments ofpopulation,voaatisns and prefessions' The primary emphasis is on i*ouution, flexibili ty andcost effectiveness,Thus, it is a Universitywith u diff"rrn"".
The najor objectives of the [Jniversity are to:
o ' prornote the educational well being ofthe community;
o democratise higher education by providing easy access to all those who desire to improve

lffirt#:fffffi;Jfllj,y ctmpetenc''- uv 
"ti'e 

lducation to the ;o#eps or peopre

o ' dissemin*e leaming ard ftrough innovative multi-media teaching- leaming system;o provide high quality education at all levels; and

t' 
ir?ffi11i*?::trffi:e 

the standards ofDistance Education and open university systems

IGNOU seryes two main functions:

It ofrers various acadmic programmes that lead to certificates, diplomas and degrees. It developsand produces *uoT ror aelivery through opn r.*ing *d distance education modes. IGNouis also 4ctiverv involvdd in research, ruiii"e *j;;;;:;"ctivities.
rtcoordiaates and ftonitons distanceeducafion systems throughoutthe country in its capacityas {!n apex body: Th Distance Education cou*ir"pEq has 6den ."*iiirr"o by IGNou toprovi&expertireaad assistarece to other open and distance Learning Institutions
The salient featrlres of distance education sysrem *gi
o studyaccording to your own pace and convenience:
o Sfudyatyourownchosenplace;

o 
ffii|ll" 

in choosing courses and combination of courses from a wide range of disciplines/

' use of modern and appropriate educational and communication technology.
The university sfrives to fulfilt the above mandate by a diversity ofmeans ofdistance and continuingeducation' It firwtions in cooperatilr",lth 

G;ffi;ffii'rersities and institutions of higherleamiag' Itmak& tuil use ortitr rutot scientific l*;;l".dgr and new.il;i;;;i technology tooffer a high quality education *ttictt *"rts the contemporary needs.

2,0 ABOUTTHEPROGilMM

There has been a steady growth in broadcasting-h tlti, country in the recent years., The immediacy,mobility-and reach ofradio in tbe t*oJu and far-flung *.", *a among the poor sections of thesclbietycontinue to en'phasise its relevance and it"d;;;n the presJnt mes. rrr" popularity

3j'



of FM radio has given further boost to its spread in the metro cities. In view of the latest policy

decisions taken by the govemment, u'ouoti'ti"g r'u' been allowed in the private sector through

F.M radio stations. ThiJhas led to ,*.tiiffio"rraaio stations for the private and semi private

sectors. In addition, io* "orr.o***ity 
ruaii centres with a five km range are being allotted to

various educationallnrri*ions. All this has created immense demand for manpower trarmng

needs' 
.€GDAPP) is aimedtoaddress this

The Post Graduate Diploma in Audig Programme p-toly:tb:

need by imparting iiitt,t"oretical #;;ital skil.ts' The programme keeps in view the

requirement, of uuriorrs produotior, ,.noi', media units of government and'non-government

organisations and media centres interestJ in getting their staif members trained in audio/radio

production.

2.1 Objectives

The broad objective of the programme is to prepare the rearners withthe skills to conceive, plan

and produce audio programmes. After going tfoough the p'og'*t the learners should be able

to:

o conceive and plan audio programmes;

o develop scripts in a variety of radio formats;

o produce and present audio prograilrmes; and

. manage radio stations'

2.2 Who MaY Join the Programme?

This programme is primarily meanl.for all those who would like to work in the area of radio

broadcasting, or are arready engaged in th, uoaio production and keen to upgrade their production

skills.

The specific target learners for this programme of study are:

. Bachelor, s Degree holders in any subject who want to develop sk'ls in broadcasting to work

as radio prog'i**trs, presenters and producers;

o professionars working in At IndiaRadio and private productionhouses who want to acquire

theoretical knowledge of the t"G;;ilg'uit theiiskills;

. o students of Journalism and Mass communication who would like to specialise in radio

Production; 't:

o Teacherskeeninknowledge-enrichment; and

o staff and faculty of the institutions who want to set up their own radio stations'

2.3 Eligibility Criteria

A person holding Bachelor's Degree

progru**e. There is no age bar for

democratisation of education'

in any subject is eligible fgt :ry:]i,":'in PGDAPP

i.u#tt keeping in iiew the IGNoU philosophy of



2.4 Medium oflnstruction

we offerthe pGDApp programme inthe medium ofEnglish and Hindi. In other rn'crds, the print

materials as well as the audio and video programmes *" itt both English and Hindi' You can'

therefore, choosd any one of these languagei to write your assignments, scripts and term-end

examination.

Change rif Medium

change ofmediumis permittedwithinone monthofthereceiptofthe studymaterials onpayment

of Rs r00/- (Rupees 6ne Hundred onry) by demand dr1ft drawn in favour of IGNOU payabie at

Delhi. Address your retter to the Director,'student Registration & Evaluation Division, IGNOU,

Maidan Garhi, New Delhi-l10068'

2.5 Programme Duration

The duration of the programme is one year. In case you are unable to complete the programrne in

one year, you can comp'iete the theory papers within a maximum period of four years' Ilowevcr'

the practicals have to be completed in the lirst year of enrolment itself'

It is important to note that since the programme is practical based, you witl have tc complete the

entire set of practi"ui, ut o4e go in itre iust year of enrolment' If for some reasons' you miss the

practicals in the year of enrolment or d6cideto leave the practicals midway, you will have to pay

'*uJaitional fee for completing it in the subsequent year/s. The additional fee will be 50 percent

of the fee paid for PGDAPP programme. At lhis tt"g.., you will be expected to repeat the

entire set of practicals. This is because the practicats designed are interlinked and knit into an

integral cuniculum to impart tlie skills in audio production.

2.6 Programme Fee

The totar fee of the programme is Rs 6,100 r payafrein one_instalment. The piogramme fee is to

be paid only Uy wafoiir**a draft drawn i" ift name of IGNOU and payabte at the city where

V",ir__nrgi"""f C;t e is situated. Fee once paid will not be refunded in any circumstances'

2.7 Credit SYstem

IGNOU follows the credit System for its academic programmes' Each credit arnounts to 30

hours of sttrdy.o*pririrrg different leaming activities, including assignments and listening/watching

audios and videos. ThuJa six credit .o*r. involves I 80 hours of study' Knowing the number of

credits for each course helps you to get an idea abut the academic effort required for successfully

r".pf"ti"g a co'rse. ffre pdOepP programme consists of 32 credits (960 study hours) which

haw beeniqually distributed in theory and practical courses.

3.0 PROGRAMME STRUCTURE

The pGDAPP programme is a judicious mix of theory andgjaclcal courses' There are three

theory courses ana one practical course.in the programme"The course Titles, course codes'

distibution of Credits are givenfelow:



Course Title

Introduction to Broadcasting and Programming

Production and Presentation

Recording, Mixing and Editing

Practicals

Course Code

MJM.OOl

MJM-OO2

MJM-OO3

MJML.OOI

Credit W@htage

6

6

4

16

3.1 Theory Courses

MJM-001 Introduction to ilroadcasting and Programming (6 Credia)

This Course gives an exhaustive introduction to radio broadcasting as a medium of mass

communication, its growth and development and the concept of community radio station. The

organisational structure of radio networks in the country, the new trends and innovation in

broadcasting including software and hardware, and the importance of rnanagernent, rnarteting

and audience research in broadcasting have also been discussed in detail. This Cotnse is divided

into five blocks.

Block'1

Unit-1

tJnit-2

Unit-3'

Unit-4

Block-2

Unit-5

Unit-6

Urut-/

Block-3

Unit-8

Unit-9

Unit-10

Block-4

Unit-l1
Unit-12

Unit-l3
Unit 14

Block-5

Unit-l5
Unit-16

Unit-l7

Radio Broadcasting: An Introduction

Radio: aMedium of Mass Communication

Growth of Broadcasting

Trends in Broadcasting

Developmental Broadcasting

Community Radio

Community Radio: Concept and Evolution

Models of Community Radio

Setting Up a Community Radio Station

innovatibns in Broadeasting

New Broadcasting Technologies

Interactive Programmes

Value Added Services

Radio Management and Marketing

Radio Broadcast Systems and Management Patterns

Management of a Radio Station

Marketing Strategies for Radio

Radio Programme Ratings

Organisational Structure, Planning and Research

Organisation of a Radio Station

Planning a Radio Programme

Audience Research



MJllf-ffi} Productitm and Prtsentation (6 Credits)

Inthisqgurse, thebasic radio prografilme formats, the characteristics and communication needs

ortrr"Oifrr*t tmget audience-s *i dir.usud. Apart frorn the process of planning Td production;

the presentation aspects are also explained in detail. This will enable you to become fully conversant

witir all the aspecis of radio programming. This Course is divided into three blocks.

Block-l Programme ConcePts

Unit-l Radio Formats

Unit-2 Presentation Techniques

Unit-3 Spoken-word Programmes

Unit-4 News and Newsreels

Bloek-3 l)rama, Feature and Music

Unit-S DramaandSerials

Unit-6 Features and Documentaries

Unit-7 Music Programmes

Unit-8 Radio Magazines

Unit-9 AdvertisingonRadio

Block-3 SpecificAudienceProgramnes

Unit-I0 AgricultureProgrammes

Unit.l1 EducationalProgrammes

Unit-12 programmes for Women, Children, Youthbnd Other Specific Audiences

Unit-I3 ExternalServices

MJM-003 Recording, Mixing and Editing (4 Credits)

In this Course. technical aspects relating to recording, mixing and editing are discussed. Topics

on sound recording in studios and outdoors, the main equipments required for carrying out

lecording, editing ino -i*ittg are dealt with in a detailed manner. Digital editing and the use of

audio-workstation have also been discussed to make you abreast with the state-of-the-art

technology. This Course is divided into two blocks. The topics concerning recording are grouped

under Block I and the topics dealing with editing, mixing including digital applications are grouped

under Block 2.

Block-l Recording

Unit-l Sound Broadcasting Chain

Unit-2 Microphones, Loudspeaker and Mixers

Unit-3 Studio Acoustics and Recording Techniques

Unit.4 Outdoor Recording Techniques

Block-2 Mixing and Editing

Unit-s Concepts of Editing and Audio Mixing

Unit-6 Editing with Spool Tape Formats

Unit-7 Editing on Digital Audio Tapes

Unit-8 Stereo Recording and Editing



3.2 Practical Course (16 Credits)

The fourth course of pGDApp relates to practical activities which form an integral part of the

programme. e practicaiManual has been developed for the practrcal course'

The practicals will be conducted by the time students would have gone through all the course

materiars and be eager to leam the practicars skills for producing programmes. The practical

sessions will be organised for a duration of frft.rn days in which u tbtut of 12 practicals will be

conducted at the programme-centre/s'

MJML-001 PracticalManuat
- ^1^ .^ ^^-'l'rat fhr tT faeflClIS- lI als0 llf9l

The practical Manual describes the approach to conduct the practicals. It also includes a set of 12

practical units to Ue conducted at G p'og'u**t-centre/s' The sequence of the practicals has

been kept from simple formats ,o *o," titpitx ones' Out of these practicals' each student

must compulsorily do ten practicals'

Practical I Recording and Editing

Ptactical2 TalksandDiscussions

Practical3 Interviews

Practical4 OutsideRecording

Practical 5 News andNewsreels

Practical6 Pre\ntationTec-hniques

PracticalT Features and Magazines

Practical8 Documentaries

Practical g Drama
a'

Practical 10 MusicProgrammes

Practical 11 InteractiveProgrammes

Practical 12' Advertisements
-l

Audio programme production involves a number of pre-planning and planning activities' such as

listening, analysing, conceptualisation, research, script development and so on' on an average'

each practi.ur ,orriuins activities f", ;0 ;;Jy hours' Thus' 12 practicals have activities of 360

study hours. Th. ;;;ining 120 hoursare devoted to the conduct of practicals at the programme-

centre/s. we have described the organisation of the practicar session in detail in the Practical

Manual.

ffioNA!sYw
The methodology of instruction in this uriiversity is different from that of in the conventional

universities. The open University Sy>t6m is more leamer-oriented and the student is an active

participant in the teaching-leaming process'

The University follows a murtipre-media approach for instruction. This approach comprises the

following comPonents:

. Self Instructional Printed Materials



o Audio and Video Materials

. Teleconferencing

o Gyan Darshan and Gyan Vani Programmes

. Interactive Radio Counselling

o Face-to-faceCounselling

o Assignments

o Practical Work

4.1 Self Instructional Printed Material

The printedmaterials are the studymaterials forboththeory andpractical courses ofthe programme.

These are supplied to the students in the form of blocks. Each block consists of 3-5 units' You may

think of unit as a lesson.

How to Study the Units

While going through the syllabi of Course, you will note thal each course has been divided into a

numbei of blocks. There are a total of 1l blocks for all the four courses of the programme. Each

block has a number of units (lessons). The units of a block have a certain thematic unity.

Each unit begins with an introduction in which we tell you about the contents of the unit. We also

outline a list of objectives, which we expect you to achieve after working through the unit. This

is followed by the main body of the unit which is divided'into various sections and subsections'

We end each unit by summarising its contents. We summarise what has been said in the whole

unit to enable you to recall the main points.

Self-check exercises have been given under the caption Check Your Progress at a few places in

each Unit which invariably ends with Possible Answers to the questions set in these exercises.

Glossary explains the terms used in a Unit. You may also consult a dictionary for the terms not

covered in glossary or.requiring further explanation'

you should go through the Uniis and jot down important points as you read at the space provided

in the margin. BroaJmargins in the booklet are there for you to write your notes on. This will

help you kiep track of and assimilate what you have been reading in a Unit, and answer the self-

check exercises and the assignment questions, and also easily identifu the items to be clarified.

4.2 Audio-Video Material

In addition to the print material, audio and video programmes are in general prepared for each

course. The auclio-video material is supplementary to print material. Hence we advice you to

make use of it, as it will help you to understand the subject better.

Video programmes are telecast by Doorda,shan on the National network from Monday to Friday

from O.lO io 7.00 am and on Gyan Darshan Channel. The schedule of telecast is communicated to

you through the IGNOU newsletter.

Audio-video materials will be made available to the Study Centres, You can watch these progralnmes

during counselling sessions. Students desirous of buying the audio video tapes can procure them



from: Marketing unit, Electronic Media Production centre' Indira Gandhi National open

Uniu"rrity, MaiJan Garhi' New Delhi- 1 1 0058'

Course-wise list of auclio-video pfogrammes will be made available to you from time to time'

4.3 Teleconferencing

To reach out to students spread in different parts of the tTltry' we make use ofteleconferencing

sessions usi'g one-way video arra two-*ay 
""0i" 

fac'ity. Tereconferencing sessions are conducted

from Delhi. 
.fhe facuily at ue[ri and other experts partic^ipate in these sessions as resource persons'

you can attend these ,"rriot, at the Regio"uiC'ni"' ofiCllOU' It is also available through Gyan

Darshan-2InteractiveClrannelforDistanceEducation.Youcanputyourquestionsandqueriesto
.r,".-p.n'throughtoll.freetelephoneavailableattheRegionalCentres.

youw*rbe informed aboutthe teleconferencing schedulethroughyour study centre andIGNou

Newsletter

4.4 Gyan l)arshan and Gyan Vani Programmes

GyanDarshan,anexclusiveeducationalchannelofthecountryisprovidingeducational
programmeronu.rori.f ofsubjectsforZ+hoursaday' Ifyouwanttowatchenrichingeducational

programme, U"u*.a-if1ro.rgftihis channel, please contacl your cable operator' Signals to this

clranner can be downlinked irom INSAT :i saterlite on c Band Q 4 deg;eeEast) at the frequency

4166 MHz.

GyanVaniisanetworkofeducationalFMradiostationsinthecountry.FMGyanVaniradio
station cover a raoius of z0 kms. The broadcasts are intbnded to be local specific and cater to the

educational and deveropmental needs oitr," r"gion. The broadcasts are in English, Hindi and the

specific regional language. Atpresgnt C* u""i*9]9 :,t is are available atAllahldbad (105'6

MHz), Coimbatore (91.9 MHz) ryft-L'.i 1f 05.6 MHz),-Bhopal (105 MHz)' Bangalore (107'6

MHz), Vishakhapurno. (106.4 MHt), ;;lhi (105'6 iulH'1''Lutknow (105'6 MHz)' Kolkata

(105.4 MHz) and Chennai(I}4'z MHz)' 
-!i_

Detailed pfogfarinle schedule of Gyan Darshan and Gyan vani will bgayn]9vle at the study

centre. you may crick the link Gyan D"rrrr"Jcv* vani/Radio vision in the IGNoU website at

rwvw'.ignou.ac.in to access the schedule'

4.5 Interactive Radio Counselling (IRC)

Interactive Raclio counserling (IRcfrs being provided to students enabling them to interact with

experts and seek ciarificatiorion academic matt"rs. It is availabre on every sunday from 4 pm-5

pm on the nationat hook-up. fft" fnC r.trior* ur. broadcast live and are relayed by 184 radio

stations across trre country. To[-free,.t.pt on facility is available at 80 cities. In Srinagar IRc is

available from 9.30 to 10'30 pm on all Sundays'

4.6 Face-to-FaceCounselling

In distance education, face-to-face contact betwee' rearners and their counsellors is an important

activity. The purpose of such a contact is to answer some of your questirons and clariff your

doubts which may not be possible through any other means of communication. It is arso intended

to provide you with an opportunity to mJet your fellow students. There are experienced Academic

counse[ors at the Study centres to proviie counselling and guidance to you in the courses that

10



you have chosen for study. The counselling sessions for-each of the courses will be held at

suitable intervals throughout the academic sission. Attending counselling is not compulsory'

However, they may be very useful in certain respects such as to share yonr views on the

subject with teachers una feilow participants, .o*p"htnd some of the complex ideas or difficult

issues and get clarifications for many doubts which you would not otherwise try to raise'

F.a.ce-to-face counselling will be provided to yog atlhe study centre assigned to you' You should

note that the counseffi sessions will be very different from-the 
11ua1, 

classroom teaching or

lectures. Counsellors will not be delivering lectures or speeches' They will try to help you to

overcome difficulties (academic as well as peisonal) which you face while studying for the PGDAPP

prograrnme. In these sessions, yo.r,ourilook inio the subject based difficulties and any other

issue arising out of such diffrculties. Besides, some of the audio and video cassettes that are

available atthattime will be played inthe counselling sessions'

Before you go to attend the counselling sessions, please go through your stgdy material and note

down the points to be discussed. unless you have gone through the units, there may not be much

to discuss. Try to concentrate on the relevant and the most important issues. You may also establish

personal contact *i h you, fellow participants to get mutual help for academic purposes' Try to

get the maximum possible from your Counsellors'

The detailed schedule of the counselling sessions $'ill be made known to you by the

Coordinator of Your StudY Centre'

4.7 StudY Centres

To provide effective student support, we have set up Study Centres all over the country' You will

be a[otted one of these study centres taking into consideration your place of residence or work.

However, each stuJt centre can handle oiy u limited rumber of students and despite our best

efforts, it may not always be possible to allot the Study Centre of your choice' The particulars

;;-u#"; r#study centre to which you are assigned will be communicated to you.

Each Study Centre will have:

o A Coordinator W]oo will coordinate different activities at the centre;

o An Assistant Coordinator and other supporting staff appointed on a part time basis; and

,7 - - ^--,-^^o counsellors to provide counselling and guidance to you in the course'

A Study Centre has following major functions:

TutoriaVCounselling: TutoriaVCounselling is an important aspect of Open University System'

Face-to-face contact-Ium counselling for courses rvill be provided at the Study centres'

Evaluation of Assignments: The evaluation of your assignments.-lfMAs) will be done by the

**rrtto$ of youritudy Centre. The evaluated assignments will be returned to you by the

Coordinator of the StudY Centre'

Library: Each Study Centre will have a library having relevant course materials' reference books

suggested for supplementary reading'

Information and Advice: you will be given relevant information about the courses offered by the

UniversitY.

1l



Audio-video facilities: The centres will be provide_d with audio-vicleo equipments to help you

makeuseoftheaudioandvideocassettespreparedfordifferentcourses.

Interaction rvith feilow-students: Inthe Study centres you wil have an opportunity to interact

with fellow students. ihit *uv lead to the formation of self help groups'

4.8 Programnre-centres

programme_centre is the place where practical sessions are herd for the students of pGDAPP

programme.rr.,.p,ogrumme-centrer'u.,tuaiofacilitiesforaudioprogramm€produetion.Allthe
students of pGDApp progru**e wilr 

"tirra 
practical sessions organised at the programme-

centre/s. While counselling for the th.";;;;es is optional' the practical sessions are to be

compulsorily attended by all students'

The students wiil be informed by the respective Regional centres about the dates/time and venue

of the practi"ur, ,um"i"otrv in advance 
le-fore 

the commencement of the practical sessions' Students

will haveto *rk",h"i;;rr;travelling, r"Jgitg *aboarding anangements forparticipating inthe

practicals at the programme-centre/s' Ne"!'sly guidance will be given by experienced resource

persons in audioiraJio pro gru*-e production uitlt. pro gramme-centre/s'

5.0 ASSIGNMENTS

you must have received a set of assignments for pGDApp along withthe set ofprint material sent

to you. Assignment, "onrtitut" 
the continuous evaluation to'iponent of a course' Working on

the assignments is.compulsory. There *" utotut of 6 Tutor Marked Assignments (TMAs) forthe

theory courses. Vo., Witt have to submit the assignments responses at the Study Centres' These

w'l be evaluated uv erua.-ic counse[;ffiTr ; specified time to provide feedbackto you'

you have to comprete theassignments on time. you will not be allowed to appear for the term-end-

examination for a course if you do not ,i*i, ,ri" specified assignments in time for that course' If

you appeai in term-6nJ examination without submitting the ass-ignments, then the result of term-

:il#;it*ionirtiout"tobecancelled' . _rrL^ r^^*in
Themainptuposeofassignmentsistotestyourcomprehensionofthelearningmaterialyou"
receive from us and also to help you get through the courses by providing feedback to you' The

information given i' the printed courr, -uioiaino"ld be sufficient for answering the assignments'

prease do not worry about the non-ava'ability of extra reading material for working olrlb

assignments. However, if you ttuu. "u'i 
u"ttt t" other books' yio *uy make'se oJtr$n:'But

the assignments are designed in such uYuyto help you concentrate mainly on the ptihted course

material and make use of your personal experience'

There are two types of assignments: (1) Tutor Marked Assignmentl (Ty+l gt:h are evaluated

by trre counse'ors "rJizl"c"mputer 
Marked Assig'mentr tcr,nnl w_hich.are evaluated by the

computer. ror a tiirliiit;;;t; there are a total oi six Tutor Marked Assignments'

Some of the assignments are knowledge based and some are of applied nature' Assignments

rvhich are knowledge based will requirJyou to write essay type answers- For answering applied

type of assignment-s, you should applyihe knowledge Voo huu' gained through a Unit/Block/

Course. In either case, the anslvers ,rr""iJut voo' oi"' yoo to'i oot reproduce text material

T
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verbatim or copy the information from other sources. However, you can make use of the
material and information you have at your disposal in an innovative way. You can pick up ideas
from whatever sources you may have. However, plan and use them in your own words when you
write the answers to the assignments.

The following nonns have to be'strictly practiced when you work on assignments:

o The answer should be precise, well documented and relevant to the question.

. Keep the word-limit of the answer in mind. A slight variation in length does not matter. But
your answer should not be too short or too lengthy. Avoid discussing minor issues at great
length. By setting a word-limit for some assignments, we mean to convey thatareasonably
adequate response can be presented within the suggested word-limit.

Whenever you receive a set of assignments, check them immediately. If there are any missing
pages, ask for them from the Coordinator ofyour Study Centre or write to: Registrar, Material
Production & Distribution Division (MPDD), IGNOU, Maidan Garhi, New Delhi-l10068.

The assignmentresponses shouldbe complete in all respects. Before submission,l,ou should
ensure that youhave answered all the questions in all assignments. trncomplete ansrvers sheets
bring poor grades.

Yott must submit your assignments according to the schedule indicated in the assigrunents.
The University/Coordinator ofthe Study Centre has the right to rejectthe assignments received
after the due date. In case you get the assigrunents and study material late, the assigrunent

'responses should be Submiued within one month of the date of the receipt of study material
and assignment or within the due date given in the schedulewhichever is later.

For your own record, retain a copy of all the answers to assignments which you submit to the
Coordin-ator of youi Study Centre. If you do not get back the evaluated tutor markecl
assignments within a month of their submission, please try to get them from your Study
Centre personally. This may he.lp you to improve your. answers to your future assigrunents.

Maintairi an account of all the corrected responses to assignments received by you after
evahiation. ttiis witt help you to correspond with the University in case any problem arises in
future.

If you are unable to submit your assignments or are unable to score the minimum quali$'ing
grade 'D', you have to collect, attempt and submit the assignments meant for the next batch
of students. The request for irew assignments in prescribed form (specimen given in Annexure
2) may be addressed to: Registrar, Material Production & Distribution Division (MpDD),
IGNOU, Maidan Garhi, New Delhi-l 10068.

In case you find that the score indicated in the assignrrent sheet of your assignments has not
been correctly reflected in your grade card, you are advised to contact the Coordinator of
your Study Centre with a request to forward correct authenticatqd award list to the Director.
SR&E Division, IGNOU.

a

Once you get the pass grade in an assignment you cannot re-submit it for improvement of
grade. Assignments are not subject to re-evaluation except for factual errori, if any. The
discrepancy noticed by you in the evaluated assignments should be brought to the notice of
the Coordinator of your Study Centre.
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o Do not enclose or express doubts for clarification' if any' along with the assignments' send

requests for seeking clarification".i"u "parate 
cover tL: Oyl Registrar' SR&E Division'

icilou, Maidan cirtri' New Delhi-l00068'

whendoingsogiveyourcompleteenrolmentnumber'-name'address'titleofthecourseand
the number of tile unit or the assignment on the top of your letter'

Specific Instruction for Tutor Market Assignments (TMAs)

1) Write you Enrolment Number, Name, Fu'l Address, Signature and Date on the top of rigbt

hand corne, orit 
" 

first page ofyour fesponse sheet'

2) write the Programme Title, course code' course Title' Assignment code aldName ofyour

Study centre on the left hand 
"r 

trr" iirrt page of v"* i"Jp"nse sheet' course code and

Assignment C"lt *"V Ue reproduced from the assignments'

The top of the first page of your response sheet for each assignment should thus look like the

following:

PROGRAMME TITLE

PROGRAMME CODE

ENROLMENT NO

NAME .........1.......

ADDRESS

COURSE CODE

COURSE TITLE
' """"" SIGNATURE """""'

ASSGINMENT CODE .....',..".."
C DATE

STUDY CENTRE .....:."""""""' 
:

3) Read the assignments carefully and follow specific instructions, if any, given along with the

assignments.

4) Go through the units on which the assignment is based,,note the noin.t.s relating to the question,

rearrange those points in a rogical orier and work out a rough-outrine t9 yoy answer' Give

adequate ",rr*rit 
r^" ,ire int-oat'"ti;;; tht Qonclusion' i" ttt" introduction' you should

give a brief interpretation of ttre qt*"* *O #y":::topose 
to develop the answer' The

conclusion shouid summarise you, irrpo*:.tC.th:.q::stion: Make sure that the answer rs

logical *o ,or,.rJ't. it. u**1, ,no"ii ut divlaea into appropriate paragraphs' The answer

shourd be rerevant to the question given in the assignmenti'Ir{"i', s*ri you have attempted all

the main points of the questiol. o;;;;;;;.d *t*h vo* *r*ir, write down the final

version neatly *J""i"tfine the poinis you wishto emphasise'

5) use onry foorscap size paper for your response and.tie an the pages carefu*y. Avoid using thin

paper. AIIow ";;;'*d*,ir: 
teft side and at least a fe;lines betrveen each answer' This

may facilitat. th;;i#"r to write useful comments on the margin at appropriate places'

I
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6)

7)

Write the responses to assignments in your handwriting' Do not print or type the answers'

Do not copy from the response sheet of other students. If copying is noticed, thc assignment

of such student will be rejected'

g) Answer to each assignment should be written on a separate set of papers'

g) write the question number and the-question before writing the answer'

10) The completed assignment ihould be sent only to the Coordinatgr oittrl Stutf Centre allotted

to you. Do not ,"nd th. tutor marked response-sheets to the Student Registration and

Evaluation Division, IGNOU, New Delhi'

l1) After submitttng the assignment 
.at 

the Study.Centre, get the acknowledgement from the

Coordinato, onift pr.r.ri'brd assignment remittance-cum-acknowledgement card'

12) In case you have requested for a change of Study Centre' you should submit your Tutor

Marked Assignments only to the origiial Study benfte that has been allotted to you by

the UniversitY.

The university sends study materials and assignments,-wherever prescribed to the students by

registered post and if a studentdoes not receive tle same for any reason whatsoever, the university

shall not be held responsible for that'

In case a student wants to have assignments, sftte can obtain a copy gfJhe same from the Study

centre or Regionar centre or may download it from the IGNoU website- www.ignou"ac.in'

ENTBNU END EXAMINATION

Term-end examination (TEE) will be held twice in a year in June and December. In the first year

of enrolmenf you 
""".iigiUi.totakethe 

examination only aftercompletion of theprogramme

in December. Subsequently, you can appear in June or December Term End Exarnination' This

is to ensure thatthe student completes trti *ini*u* duration of the programme, i.e., one year by

the time s/he appears in the examination'

rt may be noted tharwhile theory examinations will be conducted twice a year, the practical

examination will be held only once a year immediately after the practicaftryiriing'

Dates and the venue qf the examination wilr be intimated to you in time by the Director, sR&E

Division, of the UniversitY.

To be eligible to appear at the term-end examination, you are required to fulfill the following

conditions:

o All the required assignments have been submitted within the due dates'

. Worksheets have been duly submitted'

o Fiacticalshavebeenattended'

o The fee has been fullY Paid'

o The examination form has been submitted in time (which is explained later)'



Examination date sheet schedule which indicates the date and time of examination fqr each

course is sent to all the Study Centres sufficiently in advance. The same is also notified through

IGNOU newsletter from time to time. It is also uploaded on IGNOU website www.ignou.ac.in

six months in advance.

It is essential pre-requisite for you to submit the Examination Form for taking examination in any

course. Copies of the examination form are available at Study Centres/Regional CentreslSR&E

Division ai Headquarters. Only one form is to be submitted for all the courses in one term-end

examination. You need not pay a separate fee for the examination.

The filled-in examination form is to.be submitted to the Director, Students Registration &
Evaluation Division, Indira Gandhi National Open University, Maidan Garhi, New Delhi- 1 10068.

The students are specifically instructed to send Examination Forms to Director (SR&E) only

and to no other place. They are also advised to submit the Registration/ Re-registration
Forms only at the respective Regional Centres and nowhere else. If any student sends the

Registration/Re-registration Forms or Examination Forms at wrong places and thereby misses

the scheduled date and consequently a semester/year, sAre will have no claim on the University

for regularisation.

The last date for submission of examination forms without late fee for June TEE is L't February
to 31$ March and with late fee of Rs 100/- from l't April to 20th April. For December TEE
the submission of examination form without late fee is l't August to 30th September and with
late fee of Rs 100/- from l't October to 20th October. Students may visit IGNOU website for
updated schedule.

After receiving the examination form from you, the University will send an Intimation Stip to
you before the commencement of examination. If you do not receive the intimation slip l0 days

before the commencement of examination, you may contact your Study Centre or Regional Centre

or SR&E Division at the Headquarters. If your name is registered for exarnination in the list sent

to the Study Centre, even if you have not received the intimation slip or have misplaced the

intimation slip, yopgantake the examination by showing your ldentity Card (Student card) to the

Superintendent of the examination centre. If your rulme does not appear in the list of examinees,

you will not be allowed to take examination without prior authorisation by the Director, SR&E
Division, IGNOU, New Delhi.

Your Study Centre is normally your examination cente. Change of examination centre is permissible

in exceptional cases for which you have to make a request to: Director, SR&E Division, IGNOU,
New Delhi- I 1 0068, at least one month before the commencement ofthe examination. The request

received at the Headquarters thereafter will not be entertained. It is your responsibility to check
whether you are registered for a particular course and whether you are eligible to appear for that
examination or not. If you neglect this and take the examination without being eligible for it, your
result will be cancelled.

The Study Centre is the contact point for you. The University cannot send communication to all
the students individually. All the important communication would be sent to the Coordinators of
the Study Centres and Regional Directors. The Coordinator will display a copy of such important
circulars/notifications on the notice board of the Study Centre for the benefit of all the students.

You are, therefore, advised to keep in touch with your Coordinator so that you get advance
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informarion about assignments, submission of examination forms, date sheet, list of students

admitted to a particular examination, declaration of result etc.

while cornthunicating with the university regarding examination, please clearly write the name

of fire pfogfarnme, eriolment number and complete address. In the absence of such details' we

will tffi'be abte to attend to your problem'

The universif norma[y may require 3 to 4 months t9 intilate the result of a particular term-end

.-"**,Ln. in ttre me*ti*", the deadline for submitting the examination form for re-appearing

in a:particular cotEse may expire. This is applicable only if one fails to get a passing $ade' In such

;;, it is advisable for you to submit an examination form and include all such courses for which

youhrrnu aheady appeared but did not get the result which will not cost you anything except the

pu*f"gr. 6qrce yOo reCei* yotrr resultsand if you find that you have passed in that course, you

need not app€ar for that course again'

There is one term-end pap€r fOr each coiirse. In other words, you will have to.appear for three

p6per6 fOr theory .o*, and one practical examination. Each theory paper is of three hours

duration and carries T0 percent of tire total weightage. The remaining 30 percent is covered by

1or' assignment responses. FOr example, the term-end examination paper for Course MJM-001

Lr too **r, wru nave ro percent weightage in the computation of grades. The rest of 30 percent

*igh"*6 *ll be given foithe assignments of the same course. Final gading ofyour perfonnance

in eaetl "r*t three eourses is computed along these lines.

Students may appear for one or more theory course at a time. If you are unable to clear all the

thi"ry oo**, in ttt" first attempt or do not wish to appear in all the subjects at a time, you can

clear them in ttie strUseqrent exarninations. You are free to appear for as many courses as you like

ii a u*a. rmcvar, yo$,r*uot clear an the aourses within four years of your admission.

7.0 EVALUATION

Evalrrxitn sf tLp prOgrrylnre will be both continuous in.nature as well as thnough Term End

Exmiinatlsn (TED. ri *il1 be in two parts: Theory and Practicals which will be allotted 200

marks each. Thus a total of 400 marks will be equally distributed between theory and practical

erwrrinations.

7J 'uf ThoorY ComPonents

fireory exarnination will eornprise Contimlous Assessment through Assignments and Term End

il*6;i*#', (TEE). Fryr e sircfs it Eorrse, 75 marks and for four credit course 50 marks will be

dlrc'-tted. ihln frc efiseltlution of 200 marks earrnarked for theory coursgs is as given below:

Cme MJM-001: 75 marks

Cowse MJM-0S2: 75 matks

Coursc MJM-ffi3: 50marks

Tte xsignner$s of pGDA?p carry 30% weightagb while 70% weightage is given to term- end

€xa,fnination. The marks that you get in yourassignments will be counted in your final result'

Ttrcrefofe, you sre sdvised to take yotn assignments seiiously.
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?.2 Assessment of Practical Components

The practical examination will be conducted at three levels so that you take all these activities

seriously. Firstiy, it will be based on the evaiuation of the worksheets submitted by you' secondly'

on the assessment diiring the practicals and finally, on the basis of a practical examination to be

c.nclucted on the compleiion oithe training. All these assessments will take place at the Propgamme-

centre.

7 .2.1 Evaluation of Worksheets

The worksheets have been allotted 5 marks each. Thus a total of 10 worksheets have 50 marks

with 30 percent weightage. while every student has the option to complete 10 worksheets' you

are advised to do all the 12 worksheets ior your own knowledge enrichment. In this case, the best

of 10 u,ill be evaluated by the Programme-centre Coordinator'

, The evaluation of the worksheets will be on the following parameters:

i) the number and range of activities covered (whether fully covered, partially covered or not

covered);

ii) factual nature of the activities reported; and

iii) the level of analysis in the report of activities (very good, good, satisfactory or poor)'

Once you get the pass grade in worksheets, you cannot re-submit it for improvement of grade'

Worksheets are not sudect to re-evaluation except for factual errors, if any'

In case a student passes the practical test but fails in the worksheet evaluation only, then s/he

must do the worksheets again and submit to the Programme-centre coordinator during the

succeeding yeafs. Students-can use the photocopy of the worksheets supplied to them in the

practical Manual. It should be sent to the Progrmme-centre Coordinator where they took the

practical test the previous year by Registered Post. The Programme-centre Coordinator will

uo*g. the evaluation of the worksheets submitted by the candidates (who could not get the pass

grade-s in worksheets'whiJe passing the practical test) in the succeeding years and communicate

the results to the SR&E Division, New Delhi'

7 .2.2 Assessment during Practicals

you will be assessed during the practical training also. Atotal of 50 marks have been assigned for

assessment during the practicais. Some of the parameters for assessment at this stage will be:

initiative taken by you, your attentiveness and grasp' teamwork and performance'

7 .2,3 Practical Examination

The practical examination will be held after the completion of the total practical activity, i.e., on

the f6il'day of the practicals. The Programme-centre Coordinator will designate one examiner,

who is'not associated with the condrict of practicals, to evaluate the students. S/he will give

exercises to assess the practical skills acquired by the students. The extemal examiner will also

conduct aviva-voce. A total of 100 rnurtr have been allotted for assessment of skills, out of

these, g0 marks are allotted to practical tests and20 marks to viva- voce. Some parameters of

assessment of the practicals will be: handling of equipments, scripting (writing news'

announcements, narration, etc.), recordtng, editing and mixing'
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Thus the break-up of 200 marks earmarked for the practical examination will be:

Worksheets Evaluation : 50 marks

Assessment during practicals : 50 marks

Practical Examination : 100 marks (80 marks for assessment ofpractical skills and 20
marks for viva-ioce.)

Grading System

Evaluation will be done on a five point scale using the letter grades A, B,C,D,E. The notional
correlates of the letter grades are given below: 

:

Notional Correlates Grades Equivalent in Percentage

I Excellent

Very Good

Good

Satisfactory

Unsatisfactory

A
B

C

D

E

80% and above

60% -79.9%

50% -59.9%

40% -49.9%

Below 40 percent (Fail)

Pass Percentage:

Theory: The student will have to secure 'D' grade in Assignments and TEE separately.

Practical: Students will have to secure a'D' grade in continuous asisessment (worksheets and
practical work) and TEE separately.

Students will have to secure a minimum of overall 'C' Grade for passing the course.

To fulfill the requirements of PGDAPP programme, a candidate has to score grade 'D' each in
continuous evaluation and TEE separately. However, for successful completion of a course the
student should secure average grade of 'C' in both continuous evaluation as well as the final
TEE. Those t*didut.,tcoring an'E' grade will be considered as having failed inthe examination
and will not be entitled to receive adiploma from the University. Candidates who obtain a failure
grade or who miss to attend the TEE may appear again at the subsequent TEE and com.plete the
programme

If a student fails in the practical examination, s/he can appear again in the subsequent years on a
payment of 50% fee charged for the academic progftrmme. At this stage, s/tre will be expected to
undergo the practical training of 15 days, which is necessary for the development of skills in
audio production. However, s/he will be exempted from the evaluation of worksheets at this
stage. In case, a student fails in the worksheet evaluation, s/he will have to submit a new set often
worksheets for evaluation to the Programme-centre Coordinator. However, s/he will not have to
pay additional fee as in the case of practical examination.

These facilities will be available to the student until s/he secures a pass grade in all subjects
(papers) sAre missed earlier. But the maximum period provided for student to complete the
Diploma progftunme is four years from the date of registration.
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8.0 OTHER USEFUL INFORMATION

IGNOU Ncwdctler

The lJriive'rstty publishes.neurelettertrriee a ycar in English,as wBll as in Hindi. It is rnailed to each
student free of cost. dll the inrportart relev*-t informetion to the students is published ih:this
newsletler.

Reservatiron

The University povides reservation ofwats for SchedtrledCastes, Scheduled Tribes, War Widows,
wards of Ex-ServicemenofMilitary/Paramilitaryforces and Physically Handicapped eandidates
as per the Govemment of India rules

Scholardr.lpr aftd,ReMursement of Fee

Reserved categories viz., Scheduled Castsb, Scheduled Tribes and Physically Handicapeed Strdents
have to pay the fee at the time of admission to the University,along withother studeng.

Studems belonging to these reserved eetegories (admitted to IGNOU) are eligible fCIr,Govemrrient
of India scholarships. They are advised to collect scholarship forsr from the Directorate of Social
welfare Officer of 'their Stab Government.The filhd.ia 'ferin,nuy b€ scbrhlficd ba:h g fte
concerned State Department througft the Reg.ional Direstor, IGI{OU. This wiill faci}itete the
reimbursement of progranrme fee.

Change or Correclion of Address

There ig a printed eard for the clrange/correction of address. This crd is normally sent to ycnr
along with the study material. In cas€ there are sny sorrections ordtiange in your atldre$s, you are
directed to rnake use of that printed card ad&ess€s to *Arninil*tr*ive dleer, I6NOU, Computer
DivisiCItt, Maidsn Grki, H€w Eelhi. 1 1ffi68. Ygtl se advis8d ,ret t6 *ifu ffiff$ ,F dtif €,tri6f
officer in tlre U*iv€.rsity in this regard. Normally, it takes fotn to six weeksts €ff€llt.*e oha*rge.
Therefore, you are iCvised to rn*e your own arrargsrnonts,to redireet the indl te the ohanged
address during this period.

Change of Sfudy Csitre

For the purpose of change of $trdy Cente, you have to send ttr€ re.quest,to the'Rcigior,rat Direst€r
of yolr Regional Centre. A copy ofthe sarne msy b€ seat to SR&E Divisicr et the Fle@uartcrs.

Colewlti*g f,reilitias rnry mt,be srysil€b*e d clt fu ecrurcs. As M ymr ao advi*d to m*e
ssre that eournelling facilities are availsle fsf db.troBrat G 5rou lnvo €Mn, at,thb tew
Centre oped for. As fa as poosible requ€st for ehargsid8*dy CeffHe is @lsl6efe6 fevotifsstir.
How€v€r, the al{ss'ners of rcw Strdy Centrc is @}oet to *v&ilsility df se6ts fo* flle prugtsir'me
at the ilew Centre asked for.

Change of R€gion

When you want transf,er frsrrr one regiion to allothef, y@ hsve to lwite to that effect to the
Regional Centre from urlr€re you seek a transfer mcking eepies to the Regional Centrc wherE
you would tike to bB aansfened to arld alco to Dircctor (S'R&E Division), New Delhi. A no
objection cer,tificate is to h obtairred ftom the Regionatr Cersre whore the learner wishes his/hr



l'

transfer. Further, you have to obtain a certificate from the Coordinator of your Study Centre
from where you ile seeking transfer regarding the number of assignments submitted. The Regional
Director from where you are seeking the transfer will transfer all the records to the Regional
Centre where you seek trans,fer under intirnation to you and Director (SR&E Division), New
Delhi. The records are normally sent by Registered Post to guard against any loss in transit.

Some Useful Hints

'. Please read the Progtamme Guide thoroughly and'keep it handy. It contains most of the
information you are likely to need during your perusal of the PGDAPP programme.

'f Please keep a record of all the information/letters/communication received from and sent to
the'University.

o Do write to us if you face any problem while working through the programme. Please write
briefly and neatly for a quick redressal to you problem.

N In the case of change of address inform the relevant authorities well in advance.

". To get the best out of the programrne, maintain a time-table for yourself and stick to it. Make
the time-table realistic taking into account sorne unforeseen situations, such as illness, offrcial
work, social obligations etc.

'o Be regular in'your work and devote at least two hours of study every day.

I Two hours each day should be spent in listening to various types ofradio programmes.

t Use the prescribed forms appended in Annexure-2 for different purposes to facilitate prompt
action.
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Annexure-2

LIST OF REGIONAL CIINTRES

Regional Director -DELHI "1"

IGNOU Regional Centre

52, Tughlakabad Institutional Area'

Near Batra HosPital,

New Delhi-l10 062

Ph.Off : 011-260827151 26089078

26078354

Fax : 0ll-26079172
E-mail : isnourcd@nda'vsnl'net'in

nrasoocl@

Regional Director
iGNOU Regional Centre

House No'3-6-740, Street No' 12

Himayat Nagal
Hyderabad-sO0 029

ANDHRA PRADESH

Ph. Off. : 040-76024161766204

Fax :040-7602541
E-mail : ignoru:ch@hd2'r'snl'net'in

i,ggourch@,hd 2' dot' net tu

Regional Director

IGNOU Regional Centre

Old Govt. College CamPus

Railway Station Road

Kalnal
IIARYANA-13200I
Ph. Off : 0184-2715141260075

Fax : 0184-2557381255771

E-mail : ignourcklg-@ancharcU[

I{egional Dir-ector

IGNOU Regional Centte

1 70-r\ PatiliPutra ColonY

Patna - 800 013

BIFIAR
Ph. Off : 0612-2725451261341

Fax :0612-265625
E-mail : ienoupat@hotloe{'c9lu

Rcl@igry0:.rcLltsls
ssena@hotnlail'com
s s-i e na2 0 02 @hotmatlEeu

Regional Director
IGNOU Regional Cetrtre

Kaloor,
Coclrin - 682 017

KERAI,A
Ph.Off : 0484-340203 / 348189 / 330891/

53302r
Fax :0484-340204
E-mail : igtcl{@vsnl'net

i gnourl 4@md1'vsnl'net'in

Regional Director
IGNOU Regional Centre

MSFCBuilding
270, SenaPati BaPat Roacl

Pune-411 016

MAHARASHTRA
Ph. off : 020'5671867 I 5651124

Fax :020-5671864
E-mail : ignourcPune42@vsnl'net

GUJARAT
Ph. Off : 079-314297513742976

Fax : 079-3741580

E-mail : r'cignouahd@yahoo'com

l{egional Director

IGNOU Regional Ceutrc

Opp. Nir:ma Institute of Technology

S arkhej -Gandhinagar Higltu'aY

Chharorli, Ahmedabad - 3 8248 I

Regional Director

IGNOU Regional Centre

Navagiri ltoad
Ist Bye - Lane' Chatrdtnati

Guwahati - 781003

ASSAM
Ph. Off : 0361'6628311662834

Fax :0361-662879
E-rrail : srcignou@sancharnet'in



Regional Director
IGNOU Regional Centre
C-1, Institutional Area
Bhubaneshwar - 751 013
ORISSA
Ph. Off : 0674-30t349 / 301250 / 3013s2Fax :0674-300349
E-mail : ierd2l@hotmail.com

igbbs@igrc2 I .ren.nic.in
sk_mohapatra@yahoo. com

Regional Director
'IGNOU Regional Centre
B-1133, Sector - H
Aliganj
Lucknow -226 024
UTTAR PRADESH
Ph. Off. : 0522-364993 /762410_TLC

/364453
Fax :0522-364889
E-mail : ignoulko@sancharnet.in

Regional Director
IGNOU Regional Centre
Sanchi Complex
Opp. Board of Secondary Education
Shivaji Nagar
Bhopal-462 016
MADHYA PRADESH
Ph.Off : 0755-578452 / 579454 / 57}4ss

0755-578453
i gnoubhopal @rediffmail. com
rd@ierc l5.ren.nic.in

Regional Director
IGNOU Regional Cenlre
SPMR College of Commerce
Canal Road
Jammu- 180001
JAMMU& KASHMIR
Ph. Off. : 0l9r-54612gts46gss/s7gl72
Fax :0191-546995
E-mail : ienourcj@sanchamet.in

Haider success@yahoo.com

Regional Director,
IGNOU Regional Centre
Sunny Lodge, Nongthyammai
Nongshilliang
Shillong -793 014
MEGHALAYA
Ph. Off. : 0364-223393 / 228774
Fax :0364-223393
E-mail': ienoul'8@neline.com

rd_ shillon g@rediffmail. com

Regional Director
IGNOU Regional Centre
M.B.B. College Compound
P.O. Agartala College Compound
Agartala -799004
TRIPURA
Ph. Off. : 039t-2167r4 I 2t67sts /

216266
Fax :0381-216266
E-mail : rdagartala@rediffrnail.com

: call_ rameshwar@yahoo.com
Regional Director
IGNOU Regional Centre
C.I.T. Campus
Taramani
Chennai-600 ll3
TAMILNADU
Ph.Off. : 044-2541919/2542727/

254r2|2_TLC/2s42s25
Fax :lqq-zsqzgzg
E-mail : ienourcc@md3.vsnl.net.in

soundri@hotmail.com
soundri33@vahoo.com

Regional Director
IGNOU Regional Centre
Bikash Bhawan, 4th Floor
North Block, Bidhan Nasar
Kolkata - 700 091
WEST BENGAL
Ph. Off. : 033-3349950 I 35927rg
Fax :033-3347576
E-mail : rd28cal@yahoo.com

chinmovS4@hotmail. com
rd@igrc28.ren.nic.in
yomnihc@hotmail.com
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Regional Director
IGNOU Regional Centre
6-,4', Municipal Road
Dehradun-248001
UTTARANCHAL
Ph. Off. : 0135-7 13681/7 136831713684

1 368s,
Fax :0135-713682
E-rnail : ignoudn@sancharnet.in

ignourcdoon@hotmail. com

Regional Director (I/C)
IGNOU Regional Centre
I.T.I. Building, Bulepur
(District Ludhiana)
Khanna- I4l40l,PUNJAB
Ph. Off. : 01628-209993 I 209994
Fax :01628-209993
E-mail : ignoukhanna@yahoo.co.in

ierd22@rediffmail.com

Regional Director
IGNOU Regional Centre
Lal BuaiaBuilding, M.G. Road
Khatla (Near Central YMA Off.)
Aizawl-796001
MIZORAM
Ph. Off. : 0389-311692 I 311693
Fax : 0389-311789
Email : rd_aizwal@.redi'fknail.com

Regional Diiector (I/C)
IGNOU Regional Centr6
4571A, Ashok Nagar
Ranchi -834002
JHARKHAND
Ph.Off. : 0651-244677 I 244688 I 244699
Fax :0651-244400
E-mail : ignouranchi@,yahoo.com

Regional Director
IGNOU Regional Centre
Municipal Saraswati School Premises,
Naya Para,

GT Road,
Raipur,
CHATTISGARH
Ph. Off. : 0788-2428285/5056508

'l .rE-mail : jkurup@rediffmail.com
ncignou@cg.nic.in

Regional Director
IGNOU Regional Centre

'Sector - 70, Doorshiksh Sadan
Flat Nos. 79-86
Patel Nagar
Mansarovar
Jaipur - 302 020
RAJASTHAN
Ph. Off. : 0l4l -785750 /274292
Fax : 0l4l -785730
E-mail : ienou@raj.nic.in

i gnou23 @sancharnet. in

Regional Director (I/C)
IGNOU Regional Centre
'Hornhill Complex'
'C' Sector (ltrerar Central Sch.)
Naharlagun,
Itanagar - 791110
ARUNACHAL PRADESH
Ph. Off. : 0360i-247536 1247538
Fax :0360-247537
E-mail : ignou itanaear@yahoo.com

rd ttanaear@yahoo.com
r d _itanagar@redif finai l. com

Regional Director
IGNOU Regional Centre
NH-39, opp. Dzuvuru
(MhonKhola)
I.OC, Kohima -797001
I{AGALAND
Ph. Off. : 0370-241903 /24r904/24IgA5
E-mail : rd_kohima@rediffrnail.com
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lRegional Director

IIGNOU Regional Centre
Rain Basera Building
Khalini,
Shimla - l7l A02
HIMACHAL PRADESH
Ph. Off. : 0177-224612 /2246t3
Fax : A177-2:24611
E-mail : sml isnoures@sanchamet.in

negidb@yahoo.com

Regional Director
IGNOU Regional Centre
N.S.S.S. Kalyana Kendra
No. 293,39'r' Cross, 8tl' Block
Jayanagar, Bangalore - 560 082
KARNATKA
Ph. Off. : 080-665737616641904, 6654747
Fax : 080-6644848
E-mail : ignourcl3@vsn!.cog

gnoubli@bel.vsnl.net. in
bprbir@rediffinail.com

Regional Director
IGNOU Regional Centre
Mantoo House, Raj Bagh
Near Masjid Al-Farooq
Srinagar-190008
JAMMU&KASHMIR
Ph. Off. : 0194- 2437s79t 2432328
Fax :0194-2432305
E-mail : ignousgr@rediffinail.com

ienousgr@hotmail.com

Regional Director
IGNOU Regional Centre
Gandhi Darshan and Gandhi Smriti
Rajghat
NewDelhi
DELHI
Ph. Off. : 23392374
Email : ignornd2@ndf.vsnl.net.in

wereddy@hotrnail.com
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Annexure-)

SAMPLES OF FORMS FOR USE

we are enclosing the samples of following forms for you, use: .

l. change/correction of Address & change of Study centre (Form No.l)
2- Intimation of Non-receipt of Study Material/Assignments (Form 2) 

,..1

3. Re-checking of Result of Term-end Examination (Form 3)

4. Form for obtaining Duplicate Grade card/Mark-sheet (Form 4)

5. Form for Issue of provisional Certificate (Form 5)

6. Form for Issue of Migration Certificate (Form 6)

(

::,

,:;

r:i
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FORM NO.l

INDIRA GANDHI NATIONAL OPEN UNIVERSITY
change/correction of Address & change of Study centre

I request that all correspondence be sent at the following address ancl change of Study centre berecorded.

Enrolment No.

Date from which change is effective

Mediumof Study

Date:
Signature:

The form should be mailed to:

The Director (SR&E)
Indira Gandhi National Open University
Maidan Garhi
Nerv Delhi.l10068

-_)

New or corrected address

Programme of Study



To
The Registrar,
Materials Production & Distribution Division
Indira Gandhi National Open University
Maidan Garhi, New Delhi-l 10068

Sub: Non-receipt of Study MateriaVAssignment

I have not received the Study Material/Assignment in respect of the fbllowing:

I have remitted all the dues towards the course fee and there is
is given as follows:

Name & Address

Please send me the above study materiars/Assignments. Signature:

Date:

ForOfficial Use

FORM NO.2

NO CHANGE in address wtrich

Date of despatch of study material to students.



Programme

Course (s) in which
Re-checking ofthe
Term-end Exam. Result
Is sought

Total amount paid: Rs
Bank DD/IPO No.

Pin Code:

Month Year ofthe Exam

Name of Exam. Centre

Centre Code

Course Code

FORM NO.3

Bank/P.O

INDIRA GANDHI NATIONAL OPEN UNIVERSITY
MAIDAN GARIII, NEW DELHI_110068

Application Fonn for Re-checking of Result of rerm-end Examination

Name

Enrolment No.

Address

Signature
Notei{here is no provision for re-evaluation. Checking is done with reference to the grade/
marks given in the Answer book and the Award List. Ifihere is any mistake on the part of the
University, re-checking fee at the rate of Rs.l00/- per course paid by the candidate will be refunded.
Application form forthis purpose will normally be entertained *ithinup.riod of 2 -""rhr;irh,_ declaration of result

Tlre frlled-in form with the requisite fee is to be sent to:

The Director (SR&E\ _
Indira Gandhi Nationel Open University
Maidan Garhi, New Delhi-110068

N.B-: Fe6for re-checkingat the rate ofRs.l00/- per course is to be paid through DD drawn from
any bank in favour of Indira Gandhi National Open University puyubt" at Nei Delhi.



t-v-

F(}fnlf ltfor{

TNDIRA GANDHI NATIONAL OPEN UNIVERSITY
MATDAI{ GARHI, NEW DELHLtl0s6s

Application tr'orm for obtaining Dupticate Grade?Mark-sbeet
Name

Address

Programme .....:........... Month yearoftheExam

lentre from where appeared at the last Examination

Centre Code
Bank DD/IpO No. Dated Bank/P.O

Date :

.J

Signature

Note: Fee for duplicate grade card is Rs.2y:. The D.D. for Rs.25l- may be drawn from any bank

ffin:ili::,i"" 
pavable at New Delhi. rilJ"pli;lrua, card/mark rist wiu be sent by

The filled-in form with the requisite fee is to be sent to:
The Director (SR&E)
Indira Gandhi National Open University
Maidan Garhi
New Delhi-f 1006g



F'ORlvt No.s

@
INDIRA GANDHI NATIONAL OPEN UNIVERSITY

's@cut Rrgistr*tion md:Evilmtion trivfrrion
fifiridan Gsrel Nenr D€lhi-Ilffig

APPLICAfiON F'ORM FIOR ISSUE OF PROVISIONAL CERTIF-ICATE

Prqrnmme Title

Nme

F#erls @e
*6s$b,@ g af.k Exslilstion in,which you
leve : @d. tlre; plograrnme

hffiiagAddress

Phsewrite&ersnes ofib csffse{s} srrmsfully corn$eted and enclose a copy ofyour grade@d.stmwin$oomlptetet€se#s r -r--'- dvqwl''

1.

2.

J.

4.

Signature

Date:

The filled-infonn is tobe sent to:

TheD*rffirt8*&E)
Iadrra.'-',Gm&ri?rFalrtiald,OperUnivercity
klaidan Garhi
Nerv Delhi-lffi)68



FORM NO.6l8)
INDIRA GANDHI NATIONAL OPEN UNIVERSITY

APPLICATION FORM,FOR ISSUE OF MIGRATION CERTIFICATE

(To be filled by the Applicant - Before filling-in the form, see instructions on reverse)

I hereby declare tlat the information provided is correct to the best of my knowledge and I have
paid all the fees due to the University. In the event of any information being found incorrect, the
Certificate shall be liable to be cancelled by the University.

Signature of the Applicant

l-. Name and Address ofthe Applicant:

2. Father's Name:

3. Particulars of the last Examination:

Examination passed

(Programme)
Yearof

Passing

EnrolmentNo. Mark Obtained Grade
Obtained

4. Name of the Regional Centre and

Study Centre to which the candidate is attached

5. Narye of the University to which the
candidate wants to migrate

(To be fillcd in by the concerned Regional Centre)

1. The information furnished bv Shri./Smt./Kum.
ls correct.

2. S/tre may be issued the Migration Certificate applied for.

Date: ....... ......:...... DealingAssistant SectionOffrcer

Received the Migration Certificate No. .... dated

Signature of the Applicant



INSTRUCTIONS
A fee ofRs' 100/- should be remitted by way ofa Demand Draftdrawn from any bank in favourof IGNOU and payabre at the city wiere your Regional centre is sinrated.
At the tirne of submission of the application for issrre of Migration certificatg the applicantshould attach a xerox copy of the conslidated statement of,Marks or provisional certificateissued by this University iiuty attesi"Jy fo, *rifisation.
Duplicate Migration certificate can be iou1 oa payrnenf 

".f-S l!0/- only in case the originarhas been lost' destroyed or-mutilated, on submission 
"r"i alnoavitdrawn upon a non-judiciarstamp paper of the value of Rs'2/- to be swsm beforea l\ilagrstrate on the foltowing fornrat:ttf, ....r.......

resident of ........,...

herebysolemnlydeclarethatth€MigrationCertificateNo...............date

to me by the ...........to enable me to join ..........
:"""""""""":"'-"""""""""""""""' university has beer lost and ths I did not join any other
university on the basis of the sao,e nor have l subrnittod ihe sanre for.ioinirrg any odltr {Jniversity,,.

,HlJHTr:Htr1":**fi e*e'submittlrcfi tld-inappticdionarongwi&,{bdqnanddraft



l. Ideriltity Card, Fee Receipt, Bonafide Cxrtificate

2. No*reccip of study rnat€rials and assignments

3. Exanrination, Dab-shet, ResultRclrecking'

Grade Cald, ProYHorxal Cstincate

5. Migrationc€rtifuate

6. Pue*w of Atlordlfi&o TaPes

:-.

-'
.',' j

7. Asadenritrnatters

l'

E. Sad€N$ SuPPort Services and

Strdeat.Gr*cvances

4. CtungeofAddress

YqralealsoadvisedtogetintouchwiththeCoordinatorofyoursfudyCentrefortimely
ilrmation

i1-

't:

WHOM TO CONTACT FOR WHAT

Annexwe 3

Concerned Regional Centre

Registrar (MPDD)
IGNOU, Maidan Garhi

NewDelhi-l10068

Asst. Regisrar (Exam I[), Grade Car4

SR&E Division,
IGNOU, Maidan Garhi

NewDelhi-l10068

Asst. Registrar, (Eval ltr)
SR&E Division,IGNOU
Maidan Garhi, New Delhi

Concerned Re gional Centre

Marketing Unit, EMPC

IGNOU, Maidan Gafti
NewDelhi-l10068

Pro granrme Coordinator (PGDAPP)

EMPC,IGNOU
Maidan Garhi, New Delhi-l 1 0ffi8

DeputY Director
Student SuPPort Certre,

IGNOU, Maidmc€rlili
NewDeihi'l10868

-,4


