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MESSAGE FROM PROGRAMME COORDINATORS
Dear Student,
We welcome you to the Post Graduate Diploma in Pharmaceutical Sales Management (PGDPSM)
Programme. We will provide you academic as well as administrative support from IGNOU through the
network of our Regional and Study Centres and through ICT support. You will be attached to a Study
Centre which will offer counselling sessions for your courses. You will receive printed course material in
accordance with our dispatch schedule.
You are requested to take note of the following:






In case a student does not receive assignments with the print material, s/he can obtain a copy
of the same from the Study Centre or Regional Centre or may download it from the IGNOU
website-http://www.ignou.ac.in.
The University sends study materials and assignments, wherever prescribed, to the students
by registered post and if a student does not receive the same for any reason whatsoever, the
University shall not be held responsible for that.
The students are specifically instructed to send Examination Forms along with examination
fee to Registrar (SR&E) or to the concerned Regional Centre and to no other place. If any
student sends the Examination Forms to wrong places and thereby misses the scheduled date
and consequently a semester/year, s/he will have no claim on the University for regularisation.
Programme Guide is a very important document for you. Preserve it until you successfully
complete the programme.

I wish you success in pursuing PGDPSM programme.
Wishing you all the best,

Prof. Javed A Farooqi & Dr. Rachna Agarwal
(Programme Coordinators)
School of Vocational Education & Training (SOVET)
Block 15E, IGNOU, Maidan Garhi, New Delhi -110068
Email ID : rachna_agarwal@ignou.ac.in
jafarooqi@ignou.ac.in; javed_farooqi@rediffmail.com
Contact: 011-29571647/ 29572822

1.

BASIC INFORMATION ABOUT PGDPSM PROGRAMME

1.1

Introduction

PGDPSM is a diploma level programme and 32 Credits of worth. Students can complete this programme
in minimum period of one year or the maximum period of three years. The main aim of this programme
is to improve career opportunities for graduates interested to work in Pharmaceutical sector. This
programme will help in improving the knowledge and skills of the students who are aspiring to become
Medical Representatives or who are already working in pharmaceutical industries. Both science and
non-science graduates can take admission in this programme.

1.2

Credit System

The University follows the ‘Credit System’ for its programmes. Each credit is of 30 hours of study
comprising all learning activities. Thus, a four-credit course involves 120 study hours. This helps the
student to understand the academic effort one has to put into successfully complete a course.
Completion of the Programme requires successful completion of both assignments and the Term-end
Examination of each course in the programme.

1.3

Student Support Services

In order to provide individualised support to its learners the University has created a number of Study
Centres throughout the country for the PGDPSM programme. These are administratively coordinated
by the Regional Centres.

The Study Centres are the contact points for the participants on all major aspects of the programme.
These include counselling sessions, practicals, library facilities, disseminating information and advice and
facilities for audio-visual training aids. The Study Centres are also equipped with some useful books on
the subjects of this programme. These will be accessible to the participants during their visits to the
Study Centre. The University may not always be able to communicate to all the students individually.
All the important communications are sent to the Regional Directors. The Coordinators would 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 on a more or
less regular basis so as to get advance information about assignments, submission schedule
(assignments & examination forms), list of students admitted to a particular examination, declaration
of results, etc. “The candidates are required to opt only such Study Centre as is activated for the
programme. As far as possible, the University will allot the Study Centre opted by the candidate.

However, the University may change the Study Centre at its convenience without concurrence of the
student at any time”.

1.4

Newsletter

IGNOU Newsletter is published twice in a year (April and October) in English and Hindi. This periodical
communication is delivered by post to all the students of IGNOU along with course material.
Information regarding Examination schedule, new courses to be launched, admissions etc., is also
provided through IGNOU newsletter. It covers various activities at IGNOU Headquarters, Regional
Centres and Study Centres. It also carries important notifications from time to time.

1.5

Duration of the Programme (Minimum - 1 Years, Maximum - 3 Years)

To fulfill the requirements for acquiring the PGDPSM, a student may clear all the courses in one year. If
a student fails to clear all the requirements of courses in one year s/he may be permitted to stretch it
over a period of another 2 years. In case the student is unable to pass all the courses of PGDPSM
programme in 3 years, the student may be permitted to stretch it for another one year. In such cases,
the student has to seek readmission as per ‘Re-admission’ rules and pay the requisite fee. Please refer to
Form No. 5 for further information on Re-admission.

You may contact the Regional Centre for further information about the same. But, you are advised to
pass all the courses successfully in 3 years.

1.6

Medium of Instruction – English

The medium of instruction is English only. The course material is also printed in English.

1.7

Fee Structure

At present the programme fee for PGDPSM is Rs. 8600/-. As and when it is necessary, the University
can revise the programme fee, therefore, please refer to the Student Handbook and Prospectus of
your academic session for recent information related to fee.

1.8

Study Plan

The exact date of commencement of the programme will be notified separately by the respective study
centres. On that day, the participants will assemble in their respective study centre. The coordinator
will give a thorough briefing on the content, conduct and schedule of the programme and clarifies the
queries from the participants. The instructional counselling sessions will commence during the following
week.

1.9

Associate Studentship

The Associate Studentship is permissible for any course(s) of any Programme, subject to the minimum
and maximum credits specified. It is further submitted that only those candidates who fulfil the
minimum eligibility requirements for the programme, under which the course (s) is/are offered, are
admitted under ‘Associate Studentship Scheme’. However, candidates are not eligible for admission
under ‘Associate Studentship Scheme’ to the course(s) of the Programme(s) where clearance of ‘entrance
test’ is mandatory and also to the programmes where the intake is to a limited no. of seats. For details
please see the Student Handbook and Prospectus.

2.

INSTRUCTIONAL SYSTEM

The methodology of instruction in this university is different from that in the conventional universities.
The Open University system is more learner-oriented, and the student has to be an active participant in the
teaching-learning process. Most of the instructions are imparted through distance rather than face-to-face
communication.

The University follows a multi-channel approach for instruction. It comprises a suitable
mix of:











self-instructional printed material
audio and video cassettes
audio-video programmes transmitted through Radio and Doordarshan
face-to-face counselling at Study Centres by academic counsellors
web based academic support
assignments
practicals
Gyan Darshan Channel, EDUSAT
Gyan Vani

2.1

Print Material

Printed materials are the primary form of instructional materials. These are supplied to the participants in
the form of several booklets. A block, which comes in the form of a booklet comprises several units. The
size of a unit is such that the material given therein may be expected to be studied by a student in a
session of about 2 to 6 hours of study. Therefore, you have to concentrate mainly on the print materials,
which we send to you. However, the fast pace of computer industry necessitates that students must do
some additional readings. Students are advised to study reference books without fail. Studying the
printed material alone may not be sufficient to write assignments and prepare for the term-end
Examinations. It may not be sufficient to just study course material that is received by you from
university to pass all the courses. You are hereby advised to study the Reference books also.

2.2

Audio-Video Material

These are video-cassettes meant for clarification and enhancement of understanding. At present there
is no specific audio-video for this programme. The audio-video material is supplementary to print
material. Hence, we advise you to make use of it as that will help you to understand the subject better.
However, audio-video material will normally not be supplied to the students individually but will be
made available at the Study Centres. You can watch these programmes during counselling sessions.
The schedule for screening these films has been synchronised with the progress of relevant written
material. Students desirous of buying the audio-video tapes can procure them from:

The Director, EMPC
Sanchar Kendra, Maidan Garhi
New Delhi-110068.

The programmes of IGNOU are also telecast on DD-1(National Channel). The telecast schedule of
transmission of programmes is communicated through a monthly booklet called Gyan Darshan. You can
contact your Study Centre Coordinator to browse through it. You may write to the above mentioned
address for a copy of the same.

2.3

Counselling Sessions

In distance education, face-to-face contact between the learners and their tutors/counsellors is relatively
less and, therefore, is an important activity. The purpose of such a contact is to answer some of your
questions and clarify your doubts which may not be possible through any other means of communication.
It also intends to provide you an opportunity to meet your fellow students. There are academic
counsellors at the Study Centres to provide counselling and guidance to you in the courses that you have

chosen for study. Normally, these sessions will be held at the Study Centres during week-ends (Saturdays
and Sundays).
You should note that the counselling sessions will be very different from the classroom teaching or
lectures. Counsellors will not be delivering lectures as in conventional teaching. They will try to help
you to overcome difficulties which you face while studying for the programme. In these sessions, you
must try to resolve your subject-based difficulties and any other related problems.
Before you go to attend the counselling sessions, please go through your course materials and make
a plan of the points to be discussed. Unless you have gone through the Units, there may not be
much to discuss.
The detailed schedule of the counselling sessions will be made known to you
by the Coordinator of your Study Centre.

2.4

Practicals

There is no practical component with this programme.

2.5

Web Based Support

The learners can have access to IGNOU’s website at the following address (URL):
www.ignou.ac.in . This website offers relevant information to the general public and student
support facilities to the learners through the Single Window Information and Student Support
(SWISS). These include:


Results of the term End Examinations



Downloadable prospectus/application forms of various programmes



Catalogue of audio/video programmes



Schedule of Gyan Darshan/Gyan Vani/EDUSAT programmes



Admission announcements



Addresses of regional and study centres



Update on the latest happenings at the University



Checking of student’s mailing address



Online submission of Term-End Examination Form






TEE date-sheet
Examination Hall Ticket
Course Completion Status
Access e-GyanKosh: using this web site you can download your course material and view video
related to your courses.
You can download Assignments from website. Programme Guide and Assignments are also
available at the website.



3. PGDPSM PROGRAMME – OBJECTIVES, STRUCTURE &
CONTENTS
3.1

Programme Objectives

The basic objective of this programme is to improve carrier opportunities of Science graduates. This
programme will help in improving the knowledge and skills of the students who are looking their carrier
in the pharmaceutical industries and also those who are already doing similar type of assignments. Both
B.Sc. and B. Pharmacy pass can take admission in this programme.

3.2

Programme Structure

The University follows the credit system for the PGDPSM Programme. Each credit amounts to 30 hours
of study comprising all learning activities. Thus, a four credit course includes 120 study hours and an
eight credit course includes 240 study hours. To successfully complete this programme, the student will
have to earn 32 credits over a period of 1 to 3 years by passing all the prescribed courses. The basic
structure of the programme is as follows:
Programme Structure
Sl.
No.
1.

Course Code

Credits

MVE-001

6

2.

Introduction to Anatomy, Physiology,
and Pharmaceutical Chemistry
Pharmacology and Toxicology

MEV-002

6

3.
4.
5.
6.

Pharmaceutics
Drugs Regulatory Affairs
Introduction to Management
Sales Management

MVE-003
MVE-004
MVE-005
MVE-006

4
4
6
6

3.3

Course Title

Contents

Brief descriptions of the individual courses are given below:
Introduction to Anatomy, Physiology, Pathophysiology and Pharmaceutical Chemistry (MVE-001)

This is the first course of the PGDPSM programme. This course deals with the basics of human
anatomy, physiology and pharmaceutical chemistry. There are 14 units in this course and its first unit is
devoted to cell and tissues of human body. Units 2 and three are related to anatomy and physiology of
various body systems. Diagnostic applications have been discussed in Unit 4. Unit 4, 5 and 6 are related
to pathophysiology and health. Unit 8 deals with the pharmocognosy and phyto- pharmaceuticals. In
unit 9 we have discussed about the herbal drugs. In Units 10, 11 and 12, we have introduced the

pharmaceutical organic and pharmaceutical inorganic chemistry. Unit thirteen deals with the evaluation
and quality control of pharmaceutical while unit 14 deals with GLP, GMP and GCP.
Syllabus
Unit-1
1.1
1.2
1.3
1.4
Unit-2
2.1
2.2
2.3
2.4
2.5
Unit-3
3.1
3.2
3.3
3.4
3.4
Unit-4
4.1
4.2
4.3

Cellular Studies of Human Tissues & Organ System
General Introduction
Cells and Tissues
Blood and circulatory system
Skeletal System and Joints
Anatomy & Physiology of Various Body Systems-I
Introduction
Respiratory System
Cardiovascular System
Autonomic Nervous System
Digestive System
Anatomy & Physiology of Various Body Systems-II
Introduction
Central Nervous System
Endocrine System
Special Senses
Genitourinary System
Diagnostic Applications
Introduction
Diagnostic Estimations and Significance
Physiological Values in blood
Normal Physiological Values
Unit-5 General Aspects of Pathophysiology
5.1
Introduction
5.2
Inflammation, Cell injury and cellular adaptations
Unit-6 Pathophysiology and Clinical Assessments
6.1
Introduction
6.2
Introduction to Communicable and noncommunicable Diseases
6.3
Communicable Diseases
6.4
Non Communicable diseases
6.5
Disorders of Various Body Systems
Unit-7
Health Education
7.1
Introduction
7.2
Disorders of Blood
7.3
Disorders of Skeletal System and joints
7.4
Immunization and Vaccine
Unit-8 Pharmacognosy & Phytopharmaceuticals
8.1
Introduction
8.2
Introduction to Pharmacognosy
8.3
Classification of Phytoconstituents
8.4
Extraction, Isolation and Characterization of Phytopharmaceuticals
Unit-9 Pharmacognostical studies & Herbal formulations
9.1
Introduction

9.2
Pharmacoeconomics
9.3
Herb-Drug Interaction
9.4
Adulteration & Drug Evaluation
Unit-10 General Aspects
10.1 Introduction
10.2 Concepts of Synthetic Drugs
10.3 SAR (Structure Activity Relationship)
Unit-11 Inorganic Pharmaceutical Chemistry
11.1 Introduction
11.2 Pharmaceutical Aids (Acid-base, Buffer)
11.3 Intra and Extra Cellular Electrolytes
11.4 Gastrointestinal Agents
11.5 Topical Agents
Unit-12 Organic Pharmaceutical Chemistry
12.1 Introduction
12.2 Significance of Stereochemistry
12.3 Nomenclature of Ring Systems
12.4 Organic Drugs acting on Various Body Systems
Unit-13 Evaluation and QC of Pharmaceuticals
13.1 Introduction
13.2 Introduction to Pharmacopoeias & Formularies
13.3 Quality Control
Unit-14 Requirement of GLP, GMP, GCP
14.1 Introduction
14.2 GLP
14.3 GMP
14.4 GCP

Pharmacology and Toxicology (MVE-002)
This course deals with the basics of pharmacology. There are 16 units all. In the first three units we will
discuss route of administration source of drugs pharmacodynamics and pharmacokinetics and toxicity of
drugs. In the next few units we have discussed action of drugs on various body systems. Than, we have
discussed about the Chemotherapy and the last two units we have discussed about the poisoning of drugs
and drugs interactions.
Syllabus
Unit-1 General Action of Drugs – I
1.1
Introduction
1.2
Routes of Administration,
1.3
Sources of Drugs,
1.4
Dosage forms.
Unit-2 General Action of Drugs – II
2.1
Introduction
2.2
Pharmacodynamics
2.3
Pharmacokinetics
Unit-3 General Action of Drugs – III

3.1
Introduction
3.2
Drug Toxicity
3.3
Rational use of Drugs
Unit – 4 Drugs Acting On Autonomic Nervous System
4.1
Introduction
4.2
Cholinergic and Anticholinergic Agents
4.3
Adrenergic and Antiadnergic Agents
Unit – 5 Drugs Acting On Cardiovascular System
5.1
Introduction
5.2
Cardiac glycosides and Antiarrhythmic Agents
5.3
Antianginal Agents
5.4
Antihypertensive Agents
Unit– 6 Drugs Acting on Blood
6.1
Introduction
6.2
Haematinics and Plasma Expanders
6.3
Coagulants and Anticoagulants
6.4
Antihyperlipidemic Agents
Unit – 7 Drugs Acting On Urinary System
7.1
Introduction
7.2
Diuretics
7.3
Autidiuretics
Unit – 8 Autacoids
8.1
Introduction
8.2
Histamine and Antihistaminic Agents
8.3
Serotonin and Antagonists
8.4
Prostaglandins
Unit – 9 Drugs Acting On Respiratory System
9.1
Introduction
9.2
Drugs used in Cough – Expectorant
9.3
Antiasthmatic Agents
Unit – 10 Drugs Acting On Central Nervous System – I
10.1
Introduction
10.2 Sedatives and Hypnotics
10.3 Narcotic analgesics
10.4 NSAID’S (Non steroidal Anti inflammatory drugs
Unit –11 Drugs Acting On Central Nervous System – II
11.1
Introduction
11.2 General Anaesthetics
11.3 Antiepileptic Agents
11.4 Psychopharmacological Agents
11.5 CNS stimulants
11.6 Drugs Used in Parkinsonism
Unit –12 Drugs Acting On Gastrointestinal Tract System
12.1 Introduction
12.2 Laxatives
12.3 Drugs used in Diarrhoea
12.4 Antiulcer Agents

Unit–13 Local Anaesthetics
13.1 Introduction
13.2 Local Anesthetics
13.3 Skeletal Muscle Relaxants
Unit –14 Chemotherapy – I
14.1 Introduction
14.2 Penicillins
14.3 Sulphonamides
14.4 Cephalosporins
14.5 Quinolones
14.6 Macrolide and Polypeptide antibiotics
Unit–15 Chemotherapy – II
15.1 Introduction
15.2 Antiprotozoal and Anthelmintic Agents
15.3 Antimalarial Agents
15.4 Anti tubercular and Antileprosy Agents
Unit–16 Chemotherapy – III
16.1 Introduction
16.2 Antifungal Agents
16.3 Antiviral Agents
16.4 Anticancer Agents
Unit–17 Drugs Acting On Endocrine System
17.1 Introduction
17.2 Pituitary Hormones
17.3 Antidiabetic Agents
17.4 Thyroid Hormone and Antithyroid Agents
17.5 Hormonal Contraceptives and Anabolic Steroids
Unit–18 Poisoning
18.1 Introduction
18.2 Types and Treatment of Poisoning
18.3 Chelating Agents
Unit–19 Drug Interaction
19.1 Introduction
19.2 Pharmacodynamic Interaction
19.3 Pharmacokinetic Interaction
Unit–20 Miscellaneous Drugs
20.1 Introduction
20.2 Antiseptics and Disinfectants
20.3 Vitamins and Trace Elements

Pharmaceutics (MVE-003)
This course of this programme deals with the Pharmaceutics. Pharmaceutics is the science of dosage form
design. In the first two unit we have described basics of pharmaceutics and different dosages form. In the
next two units we have discussed the drugs delivery system. Next three units deals with the basics of bio-

pharmaceutics. In unit 8 we have talked about the cosmaceuticals and in unit 9 about the nutraceuticals.
Unit 10 deals with probiotics.
Syllabus
Unit-I
1.1
1.2
1.3
1.4
1.5
Unit-2
2.1
2.2
2.3
2.4
Unit-3
3.1
3.2
3.3
3.4
Unit-4
4.1
4.2
4.3
4.4
4.5
Unit-5
5.1
5.2
5.3
5.4
5.5
Unit-6
6.1
6.2
6.3
6.4
Unit-7
7.1
7.2
7.3
Unit-8
8.1
8.2
8.3
8.4
8.5

Introduction to Pharmaceutics
Introduction
Prescription & Posology
Introduction to Dosage forms
Alternative System of Medicines
Packaging of Dosage forms
Solid and Liquid Dosage Forms
Introduction
Tablets
Capsules
Liquid Dosage forms
Parenteral and External Preparations
Introduction
Sterilisation and Sterile Dosage Forms
Semisolid Dosage forms
Sutures, Ligatures and Dressings
Miscellaneous Preparations
Introduction
Aerosols
Novel Drug Delivery System
Radiopharmaceuticals and Contrast Media
Medical Devices & implants
Basics of Biopharmaceutics
Introduction
Fundamental Aspects
Absorption of Drugs
Distribution of Drugs
Disposition of Drugs
Clinical Trials, Bioavailability and Bioequivalence
Introduction
Bioavailability
Bio-equivalence Studies
Clinical Trials
Biopharmaceuticals
Introduction
Recombinant DNA Technology Products
Monoclonal Antibodies
Cosmaceuticals
Introduction
Introduction, Classification and Standards
Skin Care Products
Hair Care Products
Colour Cosmetics

8.6
Personal Hygiene and Dental Products
Unit-9 Nutraceuticals
9.1
Introduction
9.2
Introduction and Classification
9.3
Dietary supplements
9.4
Acts and Standards
Unit-10 Probiotics
10.1 Introduction
10.2 What are Probiotics
10.3 Classification and Uses

Drug Regulatory Affairs (MVE-004)
For a person working in the area of pharmaceutical sciences, it is necessary to know about rule and
regulations regarding drugs and other related items. This course deals with the drugs related affairs. In the
first three units we have discussed about the Pharmaceutical Industries and Regulatory Authorities. In the
next few units we have discussed about the process of drug approvals. Unit 7, 8 and 9 deals with the origin
of Pharmaceutical Legislation, Drug and Cosmetics Acts and Rules and miscellaneous Acts and Rules
respectively.
Syllabus
Unit-1
1.1
1.2
1.3
1.4
Unit-2
2.1
2.2
2.3
2.4
Unit-3
3.1
3.2
3.3
Unit-4
4.1
4.2
4.3
4.4
Unit-5
5.1
5.2

Pharmaceutical Industry-I
Introduction
Evolution of Indian Pharma Industry
Global and Indian Scenario
Dynamics of Indian Pharmaceutical Industry
Pharmaceuticals Industry-II
Introduction
Medical Devices Industry
Diagnostic Agents Industry
Contract Research Organisations (CRO)
Regulatory Authorities
Introduction
Mandatory Authorities NPPA, DBT, MOE
Advisory Authorities
New Drugs Approval
Introduction
Investigational
New Drug Application
Schedule and rule 122
Approval of Special Products
Introduction
Recombinant- DNA Products

5.3
5.4
5.5
Unit-6
6.1
6.2
6.3
Unit-7
7.1
7.2
7.3
Unit-8
8.1
8.2
8.3
8.4
Unit-9
9.1
9.2
9.3
9.4
9.5
9.6
9.7

Vaccine
Blood Products
Diagnostic agents
New Drug Approval in Regulated/Non-Regulated Market
Introduction
Regulated Market
Non-Regulated
Origin of Pharmaceutical Legislation
Introduction
History
Pharmacy Act
Drug and Cosmetics Acts and Rules
Introduction
Definition and General Consideration
Legislation on Pharmaceutical Storage and Sales
Packaging and Labelling
Miscellaneous Acts and Rules
Introduction
Narcotic and Psychotropic Act
Drugs and Magic Remedies
Poison Act
MTP
Medicine and Toilet Preparation Act
DPCO

Introduction to Management (MVE 005)
Both MVE-005 and MVE-006 are for improving you sales management skills.
Syllabus
Unit-1
Unit-2
Unit-3
Unit-4
Unit-5
Unit-6
Unit-7
Unit-8
Unit-9
Unit-10
Unit-11
Unit-12
Unit-13
Unit-14
Unit-15
Unit-16

Task of a Professional Manager
Responsibilities of a Professional Manager
Managerial Skills
Planning Process
Organisational Context of Decisions
Decision Making Models
Decision Making – Techniques and Processes
Organisational Structure and Managerial Ethos
Stress Management - Causes , Consequences & Coping with Stress
Managing Change
Training and Development
Manpower planning
Controlling
Analysing Interpersonal Relations
Leadership Styles and Influence Process
Group Dynamics

SALES MANAGEMENT (MVE-006)
Unit-1

Unit-2
Unit-3
Unit-4
Unit-5
Unit-6
Unit-7
Unit-8

Unit-9

Unit-10
Unit-11
Unit-12
Unit-13
Unit-14
Unit-15
Unit-16
Unit-17
Unit-18

5.

Marketing: Basic Concepts
(The unit should include linkage of Marketing and
Sales, STP, Marketing Mix, Concept of brand etc)
Introduction to Sales Management
Personal Selling
Sales Process
Communication Skills
Sales Presentation
Negotiation Skills
Handling of Promotional Tools
Visual tools
Handling of Samples
Use of IT (Including internet)
Other Promotional Materials
Product Launch
(Including Appointment of Stockists and
C & F Agents, Institutional Buying)
Retail Communication: Sales Displays
Job Analysis, Recruitment and Selection
Training the Sales Force
Compensation and Motivation of Sales Force
Monitoring and Performance Evaluation
Sales Planning
Sales Organisation
Sales Forecasting and Sales Quotas
Sales Budgeting and Control

EVALUATION

The evaluation of the performance of the students will be based on two aspects: (i) continuous
evaluation through assignments with a weightage of 30% and (ii) term-end examination having a
weightage of 70%. In order to successfully complete the course, a student is required to submit one
assignment for each course
Qualifying Marks : The minimum qualifying score in both continuous evaluation (assignments) and
term-end examination is 35% marks (Grade ‘D’) in each courses:

Overall Grading : The final score for each course is computed by combining continuous evaluation score
and term-end examination score.

The University is following grading system for continuous evaluation as well as term-end examination.
The evaluators are required to award numerical marks in assignments, practical, projects and term-end
examination which are converted into five letter grades (A, B, C, D & E) according to the weightage
shown against each letter grade on a five point scale. The notional correlates of the letter grades and
percentage of marks are as follows:

Letter Grade

Qualitative Value

Point Grade

A

Excellent

5

Equivalent
percentage
range of numerical marks
70% and above

B

Very good

4

55% but less than 70%

C

Good

3

45% but less than 55%

D

Satisfactory

2

35% but less than 45%

E

Unsatisfactory

1

Less than 35%

In order to be able to appear for the Term-end examination, it is a pre-requisite that the students
submit all the assignments according to the prescribed schedule. The students are required to give an
undertaking to this effect in the examination form and should it be later found that they had in fact not
submitted the assignments as prescribed, the results for the Term-end examination will be treated as
cancelled.
The letter grades, their qualitative levels and equivalent percentage range of numerical marks are may be
obtained from SED division, IGNOU, Maidan Garhi, New Delhi-110068.

5.1

Assignments

The main purpose of assignments is to test students’ comprehension of the learning materials and
reference books for the courses and also to help them before to comprehend the courses by providing
feed-back to them. If the students have easy access to other books, they should make use of them. But
the assignments are designed in such a way as to help them concentrate on the printed course material,
reference books and exploit their personal experience with some additional readings.

5.1 (a) Guidelines regarding submission of assignments
1.

It is compulsory for the students to submit all the prescribed assignments. They will not be
allowed to appear for the term-end examination of a course if they do not submit the specified
number of assignments in time for that course.

2.

Whenever the students receive a set of assignments, they should check them immediately and
ask for missing pages, if any, from REGISTRAR (MPDD), IGNOU, Maidan Garhi, New Delhi-110 068
or the Coordinator of their study centre.

3.

The assignment responses should be complete in all respects. Before submission, the students
should ensure that they have answered all the questions in all assignments. Incomplete answer
sheets bring poor grades.

4.

The University/Co-ordinator of the Study Centre has the right to reject the assignments received
after the due date. Therefore, the students are advised to submit their assignments before the
due date.

5.

Students should enclose a self-addressed stamped assignment remittance-cum-acknowledgement
card (Form No. 1) with each assignment response to ensure the delivery of assignments before
the last dates prescribed for submission of assignments.

6.

In case the students have already done some assignments prescribed in a course, they are
required to do the left-over assignments before taking the Term-end Examination. If they have
qualified in a course on the basis of lesser number of assignments and Term-end Examination,
they will not be eligible to re-do the assignments with a view to improve the overall qualifying
score of that course.

7.

In case any student fails to submit the assignments or fails to score minimum qualifying marks,
s/he has to wait for fresh assignments meant for the current batch of students. The request for
the new assignments in the prescribed form (Form No. 2) is to be addressed to the REGISTRAR
(MPDD), Indira Gandhi National Open University, Maidan Garhi, New Delhi-110068 or concerned
Regional Centre.

8.

For their own record, students should retain a copy of all the assignment responses, which they
submit to the Co-ordinator of their Study Centre/SED Division at the Headquarters. If they do not
get back their duly evaluated assignment within a month after submission, they should try to get
it from their Study Centre personally. This may help them to improve upon future assignments.

9.

Once the students get the pass marks in an assignment, they can not re-submit it for
improvement of marks. If the student secured requisite marks in Term-End Examination and
Assignments, but did not get requisite overall percentage, then the student can either resubmit
the assignment or reappear for the term-end examination for securing the requisite overall
percentage.

10.

Assignments are not subject to re-evaluation except for factual errors, if any. The discrepancy
noticed by the students in the evaluated assignments should be brought to the notice of the

Co-ordinator of the Study Centre, so that the correct score is forwarded by him to the SR&E
Division at the Headquarters.
The students should not enclose or express doubts for clarification, if any, along with the assignments.
They should send their doubts in a separate cover to the Registrar (SR&E Division), Indira Gandhi
National Open University, Maidan Garhi, New Delhi - 110 068. While doing so they should give their
complete enrolment number, name, address, programme code.

5.1 (b) Instructions for Doing Assignments

While answering Assignments, the following guidelines are required to be observed:
1.

The student should write their Complete correct Enrolment Number, Name, Full Address, Signature
and Date on the top right hand corner of the first page of the response sheet.

2.

The students should write the Programme Title, Course Code, Course Title, Assignment Code and
Name of the Study Centre on the left hand corner of the first page of their response sheet. Course
code and assignment code may be reproduced from the assignment.
The top of the first page of your response sheet for each assignment should look like this:

PROGRAMME TITLE : ..........................

ENROLMENT No. : ……………………

COURSE CODE : ....................................

NAME : …………………………………

COURSE TITLE : ..........................................

ADDRESS:………………………………

ASSIGNMENT CODE : .................................. SIGNATURE : ………………………….
STUDY CENTRE : ...................................... DATE : …………………………………
3.

The students should write the responses in their own hand. They should not print or type the
answers. They should not reproduce their answers from the units sent to them by the University.
If they reproduce from units, they will get poor marks for the respective question.

4.

The students should write each assignment separately. All the assignments should not be written
in continuity.

5.

The students should write the question number with each answer.

6.

The students should use only foolscap size paper for their response and tie all the pages carefully.
Avoid using very thin paper. They should allow a 4 cm. margin on the left and at least 4 lines in
between each answer. This may facilitate the evaluator to write useful comments on the margins
at appropriate places.

7.

The students should not copy from the response sheets of other students. If copying is noticed, the
assignments of such students will be rejected, and disciplinary action can be taken against the
students as per rules of the University.

8.

The completed assignment should be sent to the Coordinator of the Study Centre allotted to the
student. Under no circumstances should they be sent to the (SR&E) Division or the School at
Headquarters, for evaluation. After submitting the assignment at the Study Centre in person, the
students should get the acknowledgement from the Co-ordinator on the prescribed assignmentcum-acknowledgement card (Form No. 1) otherwise, the assignment should be sent under
certificate of posting through post. They should get back evaluated assignments from their study
centres within one month of its submission for their future guidance.

9.

In case the student has requested for a change of Study Centre, s/he should submit her/his Tutor
Marked Assignments only to the original Study Centre until the change of Study Centre is effected
by the University.

5.2 General Guidelines Regarding the Term-End Examination
1.

To be eligible to appear the Term-end Examination in any course, the students are required to fulfill
the following conditions:
(a) they should have opted and pursued the prescribed course
(b) they should have submitted the examination form in time along with the requisite fees.
(c) they should have submitted the required number of assignments within due dates before
taking the examination
(d) their registration for the programme should be valid.

2.

The University conducts term-end examinations twice a year, in June and December. The student
can take the examination only after the minimum period prescribed for the course of study has
elapsed.

3.

Examination date schedule indicating the date and time of examination for each course is sent to all
the study centres in advance. The same is also notified through IGNOU Newsletter from time to
time and also will be displayed on the IGNOU’s website also.

4.

The examination form can be obtained from the concerned Regional Centre/Study Centre. Also
the student can submit the on-line examination form. The fees and the guidelines are given below:
Guidelines and instructions for submission of online examination form
i) Students are required to pay examination fee @Rs.60/- per course. Prescribed late fee as
mentioned in the exam form also needs to be included if submitted after due date. Payment
can be made through Credit Card, Cash deposit at any branch of AXIS Bank (UTI Bank) or
through Demand Draft. Please choose the suitable option for payment.

ii) No Examination Fee is required to be paid for the courses, where results of Term-end
examination are awaited on the date of submission of examination form. Results of Term-end
examination are available on University website www.ignou.ac.in. Please see result status
before filling up the examination form.
iii) Select and enter Programme code and Examination Centre Code from the options available.
If the centre opted by the student is not activated as examination centre or not allotted for any
other reason, alternative examination centre will be allotted.
iv) If you wish to submit on-line form and make payment through Credit Card , please note the
auto generated control No. for reference.
vi) In case, you wish to submit on-line form and deposit payment by cash deposit at any of the
AXIS (UTI) branches, please fill on-line examination form and submit after selecting this option.
You are required to take printout of challan automatically generated and deposit required
amount at AXIS Bank along with the challan. You need not send anything by post.
OR
In case, you wish to submit on-line form and make payment through a bank draft, please select
this option. Please keep the bank draft particulars ready with you before starting to fill the form
and enter same at the appropriate place and submit. Students can purchase Demand Draft from
any branch of AXIS Bank (UTI Bank) without any commission charge. Please keep note of
computer generated control number for your reference for any correspondence. You are required
to send demand draft to Registrar, SRE Division, Block-12, IGNOU, Maidan Garhi, New Delhi110 068 by Registered Post or Speed Post. You must mention your Enrol. No., Programme
Name, and Computer generated control No. on the back side of the Demand Draft. Demand Draft
is to be drawn in favour of IGNOU and payable at New Delhi only.
vii) You will receive an acknowledgement with control number at the E.mail address given in the
application form
viii) You may visit SEARCH OPTION after 24 hours of submission of your form (leaving the day of
submission except Saturday & Sunday) to see the details of particulars submitted by you. In case
you find the particulars are not available, you may submit the form again.
ix) University issues hall-ticket to the students two weeks before commencement of Term-end
Examination and also uploads the information on the University website. If you do not receive
hall-ticket one week before commencement of examination, please download the hall-ticket
from the website and report to the Examination Centre with your Identity Card issued by the
University.
x) Students will be allowed to appear in Term-end Examination for those courses only whose
registration is valid and have completed the prescribed minimum duration of study.

5.

Filled in examination form is to be sent to The Registrar (SED), Block –12, IGNOU, Maidan Garhi,
New Delhi – 110 068 or to the concerned Regional Centre.

6.

Examination form can be submitted as per the details given below:
Submission of the Term End Examination (TEE) Form

JUNE, TEE
1st March
March
1st April
April
21st April
May
16th May
May

to 31

st

to 20th
to 15th
to 28th

DECEMBER, TEE
LATE FEE
st
th
1 Sept to 30
NIL
Sept
1st Oct to 20th Oct Rs.500/-

WHERE TO SUBMIT THE FORM
IGNOU, Maidan Garhi, New Delhi-110068 or at
the concerned Regional Centre

21st Oct to 15th Rs.1000/Nov
16th Nov to 26th Rs.1500/Nov

For outside Delhi
Regional Centre)

students

(Concerned

For Delhi students (IGNOU, Maidan Garhi,
New Delhi-110068 or concerned Regional
Centre)

7.

Please see the instructions printed overleaf the examination form before filling it.

8.

Students should carry their Identity Card and intimation slip (received from SED Division indicating
Centre & Date of Examination) to the Examination Centre.

9.

In case a student fails to receive the intimation slip 15 days before the commencement of the
examination, they should get in touch with the Study Centre/Regional Centre/SR&E at
Headquarters indicating their enrolment no., name, address and programme.

10. The students will be entitled to appear for the examination only at the study centre OR at the
examination centre allotted to them and NOT at any other centre without specific permission from
the University. The Examination Centre once opted for in a form shall not be changed.
11. All the Study Centres/Regional Centres concerned will get a copy of the term-end examination
result and also you can download it from our website under the “Student Support” Option.
12. Although all efforts will be made to declare the results in time, there will be no binding on the
University to declare the results of the last examination before the commencement of next
examination. The students may, therefore, fill up the examination form without necessarily waiting
for the result and get it cancelled at a later date, if so desired. In case the student gets result after
filling up the exam form, s/he should not re-appear in the course qualified by her/ him with a view
to improve the qualified score.
13. Duplicate Grade Card/marks sheet will be issued on a request from the students in prescribed form
(Form No. 4) against payment by Demand Draft drawn on IGNOU, New Delhi. The duplicate grade
card will be sent by Post to the student.

14. Students who fail to complete the minimum required number of course(s) prescribed for the
Programme within the allotted period of study shall cease to be on the rolls of this University for
that programme till they re-enroll themselves, if they wish to do so. For completing re-registration
and readmission formalities students are advised to get in touch with the Regional Director
concerned or the Registrar,(SR&E) Division at the Headquarters.
Prescribed form and rules & regulation in this regard (Form No. 5) are given in this
programme guide.
15. Early Declaration of Results
If you are in the final year of your programme and have specific reason for early declaration of
result, you can request to the Registrar (SR&ED) with prescribe fee for Rs. 500/ per course in the
form of demand draft issued in favour of IGNOU and payable at New Delhi.

Prescribed form and other information in this regard are given in this programme guide (Form
No. 6).
16. Re-evaluation of Answer-script(s)
IGNOU has a provision for re-evaluation. The request should be made on the prescribed form along
with a draft of Rs.300/- per course payable at IGNOU, New Delhi. Application form for this purpose
will be entertained before 31st March for December TEE or 30th September for June TEE or within
one month of declaration of results, whichever is later.

Prescribed form and rules & regulation in this regard (Form No. 7) are given in this programme
guide

6.

OTHER USEFUL INFORMATION

6.1

Reservation of Seats

The University provides reservation of seats for Scheduled Castes, Scheduled Tribes and Physically
Handicapped students as per the Government of India rules.

6.2

Scholarships and Reimbursement of Fee

Reserved Categories, viz., Scheduled Castes, Scheduled Tribes and Physically Handicapped students etc. have
to pay the fee at the time of admission to the University along with other students.

Physically Handicapped students admitted to IGNOU are eligible for Government of India scholarships. They
are advised to collect scholarship forms from the respective State Government Directorate of Social Welfare
or Office of the Social Welfare Officer and submit the filled-in forms to them through the concerned Regional
Director of IGNOU. Similarly, SC/ST students have to submit their scholarship forms to the respective State
Directorate of Social Welfare or Office of the Social Welfare Officer, through the concerned Regional
Director of IGNOU for suitable reimbursement.

6.3

Change/Correction of Address

There is a printed form (Form no.5) for change/correction of address that will be despatched along with the
study material. In case there is any correction/change in the address the students are directed to make use of
the printed form addressed to Registrar (SR&E), IGNOU, Maidan Garhi, New Delhi – 110 068. The duly
filled in form is to be sent to the concerned Regional Director, who will forward it to the Registrar (SRED),
Maidan Garhi, New Delhi after verification of student’s signatures. Request for change of address through email or letters will not be entertained. Normally, it takes 4-6 weeks to effect the change. Therefore, the
students are advised to make their own arrangements to redirect the mail to the changed address during this
period.

6.4

Change of Region and Study Centre

Counselling facilities are not available for all Programmes at all the centres. As such, students are
advised to make sure that counselling facilities are available, for the subject s/he has chosen, at the new
centre opted for. Request for change of Study Centre are acceded to subject to availability of seats for the
programme at the new centre asked for only on compelling grounds.
When a student wants transfer from one region to another, s/he has to write to that effect to the Regional
Centre from where s/he is seeking a transfer marking copies to the Regional Centre where s/he would like to be
transferred to and also to Registrar (SR & E), IGNOU, Maidan Garhi, New Delhi-110 068. Further, s/he has to
obtain a certificate from the Co-ordinator of the Study Centre from where s/he is seeking transfer from,
regarding the number of assignments submitted. The Regional Director from where the student is seeking the
transfer will transfer all records including details of fee payment to the Regional Centre where the student is
going, under intimation to the Registrar (SR & E) and the student. The transfer will be permitted only if seats
are available at the new Study Centre.

6.5

Disputes on Admission and other University Matters

In case of any dispute, the place of jurisdiction for filing of a suit/plaint/petition, if necessary, will be only at
New Delhi/Delhi.

7.

ADDRESSES

7.1

Some Useful Addresses

1.

Identity Card, Fee Receipt, Bonafide Certificate,
Concerned Regional Centre. The Demand Draft
Migration,Certificate, Scholarship Forms/Change of
should be drawn in favour of 'IGNOU' payable at
Programme/Medium/Course/Elective/Opting of left city of the Regional Centre.
over electives / Project query after submission of BCA,
MCA Projects

2.

Non-receipt of study material

3.

Result, Re-evaluation, Grade Card, Provisional
Certificate, Early Declaration
of Result,
Transcript.

Deputy Registrar (Exam-III)
SR&E Division,
Block-12,Room No.-1 IGNOU, Maidan Garhi,
New Delhi-110068 kramesh@ignou.ac.in Ph.
29536103, 29535924-32/Extn. 2201, 2211, 1316

4.

Non-reflection of Assignment Grades/marks

Asstt. Registrar, (Assignment) SR&E Division,
Block-3, Room No.12, IGNOU, Maidan Garhi,
New Delhi – 110068 assignments@ignou.ac.in or
njha@ignou.ac.in Ph.29535924/Extn. 1312,
1319, 1325

5.

Original Degree/Diploma/verfication of
degree/diploma

Deputy Registrar (Exam.I), SR&E
Division, Block-9, IGNOU, Maidan Garhi, New
Delhi – 110068 opbangia@ignou.ac.in Ph.
29535438, 29535924-32/Extn. 2224, 2213

6.

Purchase of Audio/Video Tapes

Marketing Unit, EMPC, IGNOU, Maidan Garhi,
New Delhi - 110068

7

Student Support Services and Student Grievances,
Regional Director, Student Service Centre,
pre-admission Inquiry of various courses in IGNOU IGNOU, Maidan Garhi, New Delhi-110068 E-mail:
ssc@ignou.ac.in Telephone Nos.: 29535714,
29533869, 2953380 Fax: 29533129

and assignments

Assistant Registrar, Student Cell,Material
Production and Distribution
Division,
IGNOU, Maidan Garhi, New Delhi-110068
mpdd@ignou.ac.in or rcsharma@ignou.ac.in
Ph:29533858,29535924-32/Extn.2008 or
concerned Regional Centre

