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Course Code

V2- OFp - O PPT

Course Title OFFICEPROCEDURES&PRACTICES

Pre-requisite (if any)

Beginner (Level- ) Course

outcomes (CLO) .

l....

Course Lea rningw At the end of the Course, the students will be able to:

Understand the concept of Office, role of Office Manager
Differentiate between Organizational Charts and Manuals
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

Written communication, barriers, observe telephone etiquettes. Handle and operate
different types of Office Machines

Draft different types of Business and Govt. letters

Understand different terms related to meetings and conduct meetings

Prepare Itinerary and make travel arrangements.

Identify various services provided by the Banks

Expected Job Role /
career opportunities

Credit Value

2 (Theory) + 2 (Practical) = 04

Total No. of Lectures + Practical (in hours per week): L-1 Hr / P-1Lab Hr (=2 Hrs)

Total No. of Lectures/ Practical: L-30 /P-30 (60 Hrs)

Meaning, Im

~ Module - Topics No. of
e lectures
_ e e (Total 30)
I INTRODUCTIONTO SECRETARIAL PRACTICE
Meaning, Importance, Types and Duties, Changing Profile of a Secretary. 6
Qualifications and Personal Qualities of a Secretary, Time Management —
Meaning and Importance
11 OFFICE FORMS AND STATIONERY:-
Office Forms,  Meaning, importance and advantages of Office forms,
Computerization of office forms, Principles of  Form Designing, Office 6
Stationery, Methods of purchasing stationery, Purchase Procedure, Storing
Stationery. Control on consumption of stationery, Maintenance of Stock Register,
Physical verification of Stock
m COMMUNICATION:-

portance and Types of communication, Elements of communication




i

Process
Methods of communication, Verbal (Oral and Written), Non Verbal
Characteristics of Effective Communication, Barriers to Communication

Telephone Etiquettes

IAY, CORRESPONDENCE — BUSINESS AND GOVERNMENT

Business Correspondence — meaning, importance and essentialsParts of Business
Letter, Types of Business letters, Enquiry Letter, Quotation LetterPlacing an Order,
Execution of Order, Adjustment Letter. Display of a Business LetterIndented Style,
Fully Block Style, Semi Block Style, Writing Job Applications and
ResumeGovernment ~ Correspondence, Official Letter, Semi-Official Letter,
Memorandum, Notification, Office Order, Circulars, Endorsement
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Practical

No. of
lectures

OFFICE-SPACE AN DENVIRONMENTMANAGEMENT
e Duringthevisitmentionedabove,thestudentsshou!dobservetheofﬂcelayout,environmentasp
ectsoftheofﬂce,physicalamenitiesprovidedtothestaffetc.
) g Thechangingscenariointheofﬁcebeingvisiledhastobeobservedbythestudentsandiheirviews
presentedin the ProjectReport.

OFFICE FORMS AND STATIONERY
- ThestudentsshouldpracticeﬂIIingupofdifferenttypesofforms—ofﬂineandonline.(Atleastﬁve
differenttype offorms)
> ThestleentsshouldpracticemakingentriesinBinCards,StationeryRequisitionSlip,
IssucofStationeryand Stock Register.
COMMUNICATION
» RolePlaybythestudents ondifferentaspects ofNonverbalCommunication.
e Practiceoﬂ‘elephoneHandlingandobservingtelephoneetiquetteswhilemakingcalls and
receivingCalls.
OFFICE MACHINES
e ThestudentsshouldpracticeondifferentofﬂcemachineslikePhotocopier,FAX,FrankingMach
ines,Laptop,Computersete.

CORRESPONDENCE — BUSINESS AND GOVERNMENT

% The students should practice drafting and typing different types of Business letterslike
Enquiry, Quotations. Placing an Order, Execution of Order, and AdjustmentLetters etc.

> ThestudenlsshouldpracticepreparationofResumeandﬁllupon-
linejobappiicationforms.(atleasttwo applicationformsonline)

> Thestudentsshouldgainknowiedgeofformatsoﬂ\demorandum,Notiﬁcation,Endorsement,Ci
rculars,Officialand Semi-officiallettersand alsotheuseofeach.
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Project/ Field trip:
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Part C_:Learning_ResOurces '

1.Office Management & Secretarial Practice -Dr. .M. Sahai —Sahitya Bhavan Publications Agra
2. Manual of Office Procedure - Sumedha Publishing House
3. Office Management and Secretarial Practice - Divya Rajni, Sharma Galgotiya publishing company

4.0ffice Management-Bhagvathi, Pillai — S.Chand Publication.

Suggested equivalent online courses: e-reading:
1 https://cbseacademic.nic.in/wcb_material/CurriculumNocationa1/2018/Study_Material__XI_Office_
Procedures_Practices.PDF
2. .https://\\«'\-\f\fv.istm.gov.in/home/rti_disclosure/%
3. http://www.mcrhrdi.gov.in/DR%ZOAssistants%ZOﬁnal-
%20Batch%2011/ material/new/Office%20Procedure VR 15.pdf
4. http://www.mcrhrdi.gov.in/DR%20Assistants%20ﬁnal-
%2OBatch%201I/material/Ofﬁce%20Management%20&%20Procedures.pdf
.https:/fegyankosh.ac.in/handle/ 123456789/1557 J
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1. https://egyankosh.ac.in

2. https://allsolin/ https://allsol.in/

3. https://www.nios.ac.in/media/documents/Seccour22
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4. https://downloads.computerhindinotes.com/downl0ads/computerized-accounting-with-tally/
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