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Project/ Field trip: Visit to a modern office
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1) Chopra, R.K. and Gauri, Priyanki, Office Management, Himalaya Pubhshmg House, Mumba1
- 2) V Balchandran and V Chandrasekaran, Office Management, Tata McGraw Hlll Ne “‘Del
3) Ghosh, P.K. “Office Management”, Sultan Chand and Sons, New Delhi % o

4) Duggal, Balraj, Office Management and Commercial Correspondence, éjKltab Mahal New Delhi




Year: First Year

Pro/ ram: (Alerti\ﬁc‘a(ted Session: 202.1:2.,2 =

Course Code “VI1-OFM-OPPT

Course Title Office Procedure and Practices

Course Type : Vocational

Pre-requisite (if any) Open for All

Course Learning After studying this Course the Student will be able to

outcomes (CLO) Understand Office record keeping, Record management and Filing.

Understand about Office Forms, Register and the Mail management.
Understand the Budget and Audit system in the Office.

Understand the procedure and Record keeping of various deductions like
Professional tax, Goods and Service tax, Income tax, Provident Fund and
Insurance.

Expected Job Role / Office Assistant in Modern Offices

career opportunities

Credit Value 4

Total No. of Lectures + Practical (in hours per week): L-1 Hr / P-1 Lab Hr
Total No. of Lectures/ Practical: L-30hrs/P-30hrs

I Office Record Management and Filing : 10

Meaning of Records and Types of Records, Principles and Objectives of Records
management and records keeping, essentials of record. management system,
centralization and decentralization of record keeping, record management process,
Components of record management.

Meaning and importance of filing, characteristics of a good filing and indexing,
methods of filing, classification of files. Advantages and disadvantages of filing
system, concept of paperless office, digitalization and retrieval of records,
retention, weeding and destruction of old records.
Keywords/Tags: Record Management, Record keeping, Centralization,
Decentralization, Filing, Indexing, Digitalization.




Office Forms and Registers : 10

I
Introduction, meaning and importance of forms, advantages and disadvantages of
the use of forms, type of forms, factor affecting forms design, principle of form
design, entry of material in stock register and its management.

Postal management : meaning, importance and objectives of Postal Services,
inward and outward process, sending of documents, dispatch of official documents,
using postal and courier services, centralization and decentralization of Post-
Management.

Keywords/Tags: Office Form, Stock Register, Inward, Outward, Document, Post-
Management.

Office Budget and Audit 10

111

Office Budget: Concept, Necessity, Types of Office Budget, Monthly, Quarterly
Semi-annual and Annual Budget, Essentials of a Budget, Estimation - planned and
non planned expenditure, recurring and non-recurring expenditure, Pre-requisites
for Preparation of Budget, Budget Control.

Audit: Definition, importance and audit process, Meaning of Voucher, Types of
Voucher, Importance of Vouching, Verification, Meaning, Process of Verification
of Office Assets, Office Assets and Consumables Register, Maintenance and
Disposal of Consumables & Fixed Assets.

Keywords/Tags: Budget, Audit, Voucher, Recurring Expenses, Non-recurring
Expenses, planned Expenses, non planned Expenses, Consumables.

Practical

The student shall intern with a modern office and lean the practical aspects of 15
Office Record Management and Filling, Office Budget and Auditing and Should
acquire the practical Knowledge of basic level of Office Forms and registers.

The student shall gain Practical Basic Knowledge of specialized records 15
maintained by office concerning professional tax deduction, Goods and Service
Tax, Income Tax, Provident Fund and Insurance, Service Records, Financial and
Legal Records.
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Text Books, Reference Books, Othéi’ resources

Suggested Readings:
1) Chopra, R.K. and Gauri, Priyanki, Office Management, Himalaya Publishing House, Mumbai

2) V Balchandran and V Chandrasekaran, Office Management, Tata McGraw Hill, New Delhi
3) Ghosh, P.K. “Office Management”, Sultan Chand and Sons, New Delhi
4)Duggal, Balraj, Office Management and Commercial Correspondence, Kitab Mahal, New Delhi

Suggested equivalent online courses: https://onlinecourses.swayam2.ac.in/cec21 mg24/preview




