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DEPARTMENT OF ECONOMICS
OFFICE MANAGEMENT 2020-2021
Minutes of Certificate Course

After through discussion the following resolutions are made

Resolutions

> It was resolved to introduce “Office management” certificate course
in this academic year 2020-21.

> Ttis resolved to conduct certificate course for final year students. -

» Itis resolved to conduct classes for 45 working hours on the syllabus
presented

7 s

> Resolved to approve the sy]labus and model paper 1t is resolved to

conduct external exammatlon for 60 marks and mternal examinations

for 40 marks. Average will be con31dered marks
seminars,/ Assignment andmve-voce s




GOVERNMENT DEGREE COLLEGE RAZOLE

DEPARTMENT OF ECONOMICS

To,
The Principal
Government Degree College
Razole

Sir,

Sub: Certificate course-Office Managenmnt-ZOl‘)QO Submission of Work

statements-request for action-reg.

Razole
08-01-2020

done

I subnut that the Depalhnent of Fcononucs couducled classes for the :
Certificate c0u1se in’ OfflCG Manageme11t"2019 20 The' slatem( nt showmg the work
done together with the défails of iimber ‘of hotirs and the faculty name plOVIded in

the statement that follow.

Thanking you sir

Yours faithfully,

VD V-l

(VDVV LAKSHMI)

| v = Mamoepment- AU Dals
ABSTRACT
Ve st of
e CNtied Meardne gaent 2019 20, 1 Vo
| S.NO NAME OF THE FACULTY """ [ Total number of hours taken |
1 | VDVV LAKSHMI 45 i
! Lecturer in Economics, , e Al

YRR

7 )1) 202 P



GOVERNMENT DEGREE COLLEGE RAZOLE
DEPARTMENT OF ECONOMICS
OFFICE MANAGEMENT 2019-2020
(]anuary 2020 to March 2020)
Work done statement of Certificate Course

Name of the Lecturer  : ypyy LAKSHM]I
Subject : Economics
Batch . 5 . l _
SNO| DATE" | BATCHTME] —7opic }
3 (4.00 to 5.00 PM) [
1} 21-01-2020 1Hr Office and Office management - meaning |
Functions of Office ]
2| 22-01-2020 1Hr Administrative Functions of Office !

3 | 23-01-2020 1Hr Relation of office with other Depts '

4 | 24-01-2020 1Hr Concept of paperless office, virtual.

5 | 25-01-2020 1Hr Openand private office ‘
|6} 27-01-2020 ¢ THr Definition and Elements of OM !
L7 ] 28-01-2020 « IHro .y | Duties of office manager '
|8 ] 29-01-2020 1Hr liling and Indexing- meaning

9 | 30-01-2020 . THr | Importance of filing ’

10| 31-01-2020 AHr . Essential of good ﬁlmg) system

1T | 01-02-2020 1Hr Centralized filing system

12| 02-02-2020 1Hr Decentralized filing system

13| 03-02-2020 g LEx Need of Indexing used in the BO

14 | 04-02-2020 (AHr . | Types of Indexing used in the BO

15 | 05-02-2020 1Hr Meanmg of office form%

16 | 06-02-2020 1Hr Types of Ofﬁce forms

7] 07-02-2020 1Hr Advantages of forms used in the BO

18 | 10-02-2020 1Hr ObJECUVQS of form dcs1 gning

19 | 11-02-2020 1Hr Pr mc1ples of form designing

20| 12-02-2020 1Hr Meaning of office record management

21 | 13-02-2020 1Hr Importance of record management

22 | 14-02-2020 1Hr Principles of record management

23 | 15-02-2020 1Hr Types of record kept in a BO

241 17-02-2020 1Hr Office lTlaLhLllt,S and equipment

25 | 18-02-2020 1Hr : Impouance 0f offices machines

26| 19-02-2020 1Hr Objectives of office machines

27 | 22-02-2020 1Hr Office safety and security

28 | 24-02-2020 1Hr Meanmg of Office safety and security

29 125-02-2020 1Hr Impmlance O([me safety and securily

30 | 26-02-2020 1Hr Safely hazar dC

31" | 27-02-2020 1L Sleps to unpxovo orﬁcc safety

32 {28-02-2020 1Hr Steps to i improve offla security

33 129-02-2020 1Hr Measurement of office work

341 02-03-2020 1y Impm tance of office work

35 | 03-03-2020 1Hr Pmpose dilf u_ullv Ln measuring off work
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GOVERNMIENT DECGRYS: COLLsc, s RAZAOLE.

, DEPARTMENT (35 FCONOMICS
OFFICY, MANAGEMENT 2019-20210)
IN'I'I:_R,'\-’AL MARKS AWARIS 11571

tepsl . No | Name of the student Group with f Yhzrks

| s jesrn avsarded
‘ 49
1710076201015 D [{;,j” BA IAE 2%
SO K Sailalitha A I 35
1009 » M Sathish BA IM 0
1011 = N Lilly B4 NN E64
1015 R Padmavathi [ BA UM 30
1016 SVijaya Lakohmi | BA U6 75
1917 C Prasanth B TN 70
11319 ' Y finushia | 54 181 20
1410762018004 | Waseena Zohsa —  pAacIng E2
1005 i S Gai Prasanna [ BA. T35 =
1607 | K Deepika Devi | BA. IM 20)
1011 K Naga fakshmi | pA 1M | %3
1014 M Durga Prasad BA TM | EE
1017 2 Sri Dharani | BA TM™M ! 7z
I8 ) SSindhu | BA M| 35
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CERTIP ICATE COURSE
GO\ ERNMENT DEGREE COILEG:
: RAZOLE
SYLLABUS FOR CERTIFICATE COURSI: IN 2019-20

) OFFICE \IA\'AGL\II NT
Hours ! 15

Unit i

. NI hY \1 Yy
itice and o anagement - - o o ]
QFIce « “ meaning of office, tunctions of otfice-primary and

N '\-1‘n") S . -
administrative tunctions, importance of oftice. Relation of office with other departments

siness Organi )
of business amization. Concept of Paperless office, virtual office, back and front

fice. open and private of ik g : ¢
olhice, open « prive fice. Definition and elements of office management, duties of

an Office Manager.

Unit 11 e

liting and Indexing - Meaning and importance of filing, essential of good filing svstem.
Centralized and decentralized filing system, Meaning, need and tvpes of indexing used
in the business organization. ' ' '

Unit I

Office forms- Meaning and types of forms used in business orwaniratid»n, advantages,
forms controls, objectives, form designing, p1mc1ples of touns designing and specimens
off or ms used in office. Office Recmd Manacrement - Meanmn unportance of record
keeping management, principles of 1ecord manavement and tvpes of records Lept in a
business organization.

Unit IV

Office Machines and equipment’s - 1mp01tance obu.chves ol office machines. Otfice
Safety and SLcunty Meamn 1mp01tance of ofhce Safety, saietv hazards and steps to
improve office safet_v. Security hazards and steps to improve office security.

Unit ‘l‘.’

Measurement of Office Work - Iﬁlpox'tance purpose, difficulty in measuring oftice
work. Different ways of measurement, settma of work qtandald:., benefits of work

Standards. Techniques of setting standards Office Manuals - \f.[eamng, need, tvpes ot



|

 sand steps in preparing of office manuals.
a o,
ﬂaﬂ

d Regdlno

#° alava Nirvahana(T el), Telugu Akademi

Qo

k Lm.  p, Office Organisation and Management, Vikas, New Delhi — 1982
.3 ,\rﬂjdtl e K & Shridhara Bhat K., Production and Operation Management,
5, ps® "l?\a publishing IHouse, New Delhi-2002

Hml?‘w1111 Rao,M.E., Office Organisation and Management, Atlantic Pubs,2000
X -h:tb‘a, T.N., Modern Business Organization, New Delhi, Dharpat Rai& Sons
! ;:agal, palraj, Office Management and Commercial Correspondence,
6. Kjt:bMahaL New Delhi.

Pattern of Examination

W
Ixe ents have to write the theory examination for 60 marks 3hours duration.

| hestud

' pact

:cals(40 marks

5 Assignments

5 Viva-voce



- NMENT COLLEGE (AUTON
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MODEL QUESTION papgg
CERTIFICATE COURSE IN OFFICE MANAGEMENT

OMOUS): RAJAHMUNDRY

JHrs

- % Max. Marks: 601
L i Section-A
Four of the following
Y
W

(4x10=40)

-

{anagement? And expl

i ain the f lons .
olfice M funclions and import

ance of Office

. L. . é’
e fEpasis? PSP L2 DOk S99 98 goeco FhabE- Db, é%a‘i«é?ﬂi,f;
‘ Uﬂw qne? And expl

.o Indexing? And exp

95609

S a an the types of indexing used in the business
i,ﬂtim‘-/&’”ﬁj ‘Sﬂngf‘fa)ﬁ) 7 c20p a0y NO/}/%WQ\ &3 By 998 550
'r::‘mr 019:7/9}/5} 9560@"5‘)9 £ RIRLT

A ain the LyPes of Office forms. : “ , C
aﬁxplain ihe importance,objectives of office machines .

C o
Lo o0(e00 B (45298 Lposs ¢ fed LY ER

- Jain the measurement of Office work
;, EXp

pnpve$ 7 R0 HFYORY HUOod Su”

What i Office Manuals? Explain.Need and Types of Office Manuals.

seyuds Borlpddy PAPSIN 650G HisPodd?

Section-B

ipswer any FOURt oi the fOH()\'\"ll'lg. (_1.<5=20)

- Concept of Paperless Office. 288 dad  Sefoad ?9005‘,5

¢ Flements of Of[ice Manavgex'fn_en»t. - véo ag?gjas/ yoloy Jaﬁgp o e

5. Importance of iling- R ic‘;;’{ RETRC g Yo Y )

I Principles of Record management * 8‘90‘% 08 5afoco AaSvdned. o (eves
Wfcesiey ndsecurity.  Degppoich BB, Sodo 586

12 Benefits of work standatd. 59 (Qaaﬁ‘wgé)j o (okog e

HJmpurlaz‘ute ol Office Work (50?37 Q/DSJ af}/@ (09950 %;Jé‘
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GOVERNMENT DEGREE GOLLEGE %
NAAGC Re-aceredited with *B* Grade & 1SO 9001 : 20115 Certified)

RAZOLE, Dr B R AMBEDKAR KONASEEMA(D(), ANDHRA

PRADESH -533242.
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For successfully combleting a Certificate course “

on® OFFIC
MANAGEMENT " in Department of Economi i
Degree College, Razole . : Omfcs Governme%

i | " r . P B o)
“ oA /f),’/? (,,/C'“‘)”“" S

HOD IQAC Coordinator Principal




