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OFFICE MANAGEMENT

Learning Objectives:

· To get corporate knowledge about Office Management and Automation

Unit - I 
Office Management: Meaning, Functions, Office Organisation, Role of Manager in Office, Planning and Scheduling of Office Work. 


Unit- II 
Record Management: Meaning, Needs, Principles, Filing Objectives, Characteristics of Good Filing System, Centralised and Decentralised Filing, Filing and Indexing, Office Correspondence Handling, Mail System: E-line Service, On-Line. Cost control, Budgetary Control- Business Information System. 
	
Unit - III 
Office Maintenance Management: Cost of Methods, Cost Control, Office and Management Budgetary Control. Maintenance Management: Office Work, Work Simplification, Store Management, Housekeeping and Waste Management. Forms Management and Control: Types of Forms and Design, Principles and Control Office Stationary and Supplies, Types of Stationary and Continuous Stationary Purchases.

Books Recommended:

1. Leffingwell and Robinson	- Text books of Office management
2. P.K Ghose			- Office Management
3. R. K. Chopra 			- Office organisation and Management
4. V. Rajaraman			- Fundamentals of Computers

