Program: Diploma Course B.A. Il Year

IVth Semester
Subject: Elective

Course Title - Office procedures & Practices
Credit Value- 6

Max. Marks: 40+60 Min. Passing Marks: 40

Pre- requisite (If any) :- Beginner Level-1 Course
Course Learning CLO At the end of the Course, the students will be able to:

e Understand the concept of office role of Office Manager.

e Differentiate between organizational Charts and Manuals

e Manage Secretarial activities independently like filling online and offline office forms
mail.

¢ Handling filing and indexing, managing stationery etc. Communicate effectively and
Handle communication services independently _ oral and.

e Written communication, barriers, observe telephone etiquettes. Handle and operate
different types of office machines.

e Draft different types of Business and Govt. letters

e Understand different terms related to meetings and conduct meetings.

® Prepare Itinerary and make travel arrangements.
Identify various services provided by the Banks

Unit-1 - INTRODUCTION TO SECRETARIAL PRACTICE:

Meaning, Importance, Types and duties, Changing Profile of a Secretary. Qualifications and
Personal “Qualities of A Secretary, Time Management Meaning and importance.
Unit-II-OFFICE FORMS AND STATIONERY:

Office forms, Meaning, Importance and advantages of office forms, Computerization of
office forms, Principles of form Designing, office Stationery, Methods of Purchasing
stationery, Purchase Procedure, Storing Stationery, control on consumption of stationery,
Maintenance of Stock Register. Physical verifications of stock.

Unit-II COMMUNICATION:

Meaning, Importance And Types Of Communication Elements of Communication Process.
Methods of communication, Verbal Oral and written Non Verbal Characteristics of
?Effective Communication, Barriers to Communication Telephone Etiquettes.

Unit-IV CORRESPONDENCE- BUSINESS AND GOVERNMENT

Business Correspondence — Meaning, Importance and essentials parts of Business letter,
Types of Business letters, Enquiry letter, Quotation letter placing an Order, Semi Block
Style, Writing job applications and Resume Government correspondence, Official letter,
Semi-official letter Memorandum, Notification, Office Order, Circulars, Endorsement.

Practical
» office and environmental management



1. During the visit mentioned above, students should observe the layout of the office,
environmental aspects of the office, physical facilities provided to the employees etc.
2. The changing scenario being undertaken by the office should be observed by the students
and their views should be presented in the project report.
Office forms and stationery -
3. Students should practice filling different types of forms — offline and online. (at least five
different forms)
4. Students should practice making BIN cards, stationery requisition slips, issuing stationery
and making entries in the stock register.

» Communication:
Role play by the students on different aspects on Nonverbal Communication.
Practice of Telephone Handing

» Office machine
Thestudent should practiceondifferent officemachines like photocopier FAX Franking
Marchlnes, Laptop Computers.
Correspondence _ Business and Government.
5. The Student Should Practice drafting and typing different types of Business letters like
Enquiry, Quotations, Placing an order, Execution of Order, and adjustment letters etc.
6. Students should practice resume preparation and approval ofonline job application forms.
7. Students should acquire knowledge of the formats of notification page inscriptions official
and semi-official manufacturers and the usage of each.

Suggested equivalent online courses: e-reading:
1.https://cbseacademic.nic.in/web_material/Curriculum/Vocational/2018/Study material XI
Office Procedures Practices.PDF.

2. http://www.istm.gov.in/home/rti_disclosure/95
3.https:www.mcrhrdi.gov.in/DR%20Assistants%final-
%20Batch%?2011/Material/new/office%20Procedure VR _15.pdf
4.http://egyankosh.ac.in/handle/123456789/1557
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