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Introduction

With the spectacular developments and advancements in the field of science and
technology, the manufacturing techniques have undergone a rapid change. The
economies of large scale production have brought into being number of -multi
national busness organizations. The ewsrdening markets in business also pose

a challenge to themselves. All these problems can be satisfactorily tackled only
when adequate information is available. To retain information, to analyze it and
to furnish it to the mangement when required, are the basic functions of a
modern office.

Objectives

At the end of this lesson you will be able to:
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9 List out thequalities and functions of Office Manager.
1 Identify the different types of Organizational structure.

1.1 MEANING OF OFFICE, FUNCTIONS AND IMPORTANCE

Meaning

An office is understood to be a place where all the clerical and paper work is
performed like letters, correspondence, files, record, etc. The office also
maintains and deals with every paper or documents received in an office. In other
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a) To Receive an Informationtnformation relating to the activities of an
organization may be received from a variety of sources, which may be internal
sources or external sources. From intersalirces, information may be received
from various departments, sections or divisions of the organization. From external
sources, it may be received from suppliers, customers, visitors, other
organizations, government departments, etc.

b) To Record the Infomation: The object of keeping record is to make
information readily available to the management, whenever required. For this
purpose, the information received in an office is converted into some form of
written records. The records are normally kept in affice which includes
financial and cost accounts, orders, progress of work, hours worked by
employees, correspondence, etc.

c) To Arrangehe Information: The information collected by an office is rarely

in the form in which it is given out. Facts haeebe gathered from various
sources and calculations, tabulations etc. have to be made. An office is
responsible for supplying information in the form which best serves the purpose
of the management. Examples of arranging information are: preparingc@esoi
payrolls, cost accounting, statements, and reports.

d) To Give the InformationAn office furnishes information from its records as
and when required by the management. The information required by the
management may be of a routine nature or of a §pemature, and may be
supplied verbally or in writing.

e) Public Relations FunctionAn office has not only to maintain cordial
relations with other departments in the organization but also with outsiders. It
has, therefore to perform public relation futions as well. Good public relations
enhance the reputation and goodwill of the organization. Public Relation Officers
appointed specially for this purpose not only maintains the relations with the
outsiders but also within the organisation between thefSend management.

f) Safeguarding Assetst is the function of an office to safeguard the assets
of the organization, which may be fixed assets like building, plant, machinery,
office equipment, lighting and air condition equipment; or which may be
moveable assets like furniture, typewriters, @alhting or accounting machines
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equipment of various types. Vital records such as major contacts must be properly
protected; cash must be held in safety or banked; fixed assets should be
protected against hazards of fire and theft by taking out suitabkunance
policies.

Importance

An office is an important anthdispensable part of every organization, big or

small. Be it a government institution, trading or manufacturing organization, a
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office acts as a storehouse and nervoystem of every operation of a business
concern. A welmanaged office is an indispensable aid to management, it helps

the management to plan its operations intelligently and put them in action
completely. The office eordinates all the activities of thbusiness. Without an

efficient and organized office, business activities cannot be carried through
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without its mainspring, we cannot think of running a business without the office.
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1.2 CHANGING SCENEAPERLESS OFFICE AND VIRTUAL OFFICE
Paperless Office

A paperless office is a work environment in which the use of paper is eliminated
or greatly reduced. This is done by converting documents and other papers into
digital form. Going paperless can save money, increase productivity, save space
make documentation and information sharing easier, keep personal information

more secure, and help the environment. The concept can be extended to

communications outside the office as well.

Definition

The idea is that office automation would make offjgaperless for routine tasks
such as recordteeping and bookkeeping, and it came to prominence with the
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in commerce by an automated office equipment company, in 1978. Tlss ha
increased ease of document production and widespread use of electronic
communication, which resulted in users receiving large numbers of documents
that are often printed out. However, since about 2000, at least in the US, the use
of office paper has leved off and is now decreasing, which has been attributed
to a generation shift, younger people are believed to be less inclined to print out
documents, and more inclined to read them on a-tudlor interactive display
screen.
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Eliminaing Paper Automation and Electronic Forms

The online system has almost eliminated the need for paper nowadays, such as
replacing index cards with database typed letters and faxes with email, and
reference books with the internet. Another way to elimingiaper is to automate
paperbased processes that rely on forms, applications and surveys to capture
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is typically prepared by using existing psperfect documents in eldwnic

format, filling data manually online providing secure methods to submit form

data to processing systems, and digitally signing the electronic documents
without printing.

The technologies used with electronic forms automation include:

91 Portable Docment Format (PDFE)To create, display and interact with
electronic documents and forms.

1 Eform (electronic form) Management SoftwareTo create, integrate and
route forms and form data with processing systems.

1 DatabasesTo capture data for profiling and processing documents.

1 Workflow Platforms A route information, documents and direct process
flow.

9 Digital Signature SolutionsTo digitally sign documents (used by end
users).



1 Web Servers To host the process, receiveulsnitted data, store
documents and manage document rights.

Virtual Office

A virtual office is business location that exists only in cyberspace. A virtual office
set up allows business owners and employees to work from amatitom by using
modern technologies by the use of laptops, computers, cell phones and internet
access. It helps in saving of rent of a traditional office space. Personal meetings
are replaced by teleconferencing and video conferencing and transmission of
documents is done electronically. Each employee in the virtual office can work
from his convenient location and is not restricted to hiring employees locally.
Thus, it expands job options for employees and hiring options for businesses.

1. Communication Sevices

a) Remote receptionist:A traditional receptionist is replaced by the team of
workers working remotely using higech Computer Telephone Integration (CTI)
Software.

b) Virtual assistant A virtual assistant works from home and rarely meets his
client face to face. A virtual assistant typically has no access to CTI software.

c) For the Purpose oReceiving and Transmitting large number of requests by
telephone, answering services/call centers operate from a centralized location.

d) Voicemailis a lowcost technology that stores voice messages electronically.
Recent advances in technology allow for the conversion of Voicemail messages to

email making message retrieval far more convenient for business owners.
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e) Virtual office space Virtual dfice gives a chance to own a high profile reputed
address in a desired city at a fraction of buying or renting cost of such an address.
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2) Space Services

a) Professional AddressA prestigious building of tharea isused as the business
address. A professional address increases the privacy and personal security
concerns of running a horAgased business. A user can expand into new markets
by utilizing a provider with multiple locations to establish a professional presence
in the desired growth mdets.

b) Mailing Address The professional address can be used for accepting, sending
and forwarding mail without the connotations of a PO Box.

c) Open Envelope Scannind handler opens the mail and scans the contents, e
mail ortransfer the digitized douments onto a clouthased file storage system

that users can access immediately. The opened physical mail is then shredded
unless further storage is requested.

d) Business Meeting Spacelhe ondemand use (hourly, daily or weekly) of
conference rooms andffices for meetings. Meeting space can often be rented at
short notice.

e) On-site Amenities A fulkservice virtual office will provide broadband internet,
fax-copierprinter, advanced phone features, conference calling, video
conferencing, kitchenetterad a businessvorthy lobby/waiting area.



f) Virtual Office Solution Virtual office solution gives dual advantage in whichever
city our need is based and a reputed business address which would marginalize
the gap created by established brand value.

g) Live Virtual Answering ServiceA virtual answering service is an automated
system with a live virtual receptionist. This kind of service can be enjoyed without
purchasing expensive equipment.

h) Other Services Other services may include creation ofwabsite, business
cards, attorney consultations

1.3 CENTRALIZATION AND DECENTRALIZATION OF OFFICE &ERVICES
ADVANTAGES AND DISADVANTAGES

Centralization: By centralization we mean where all the office services, i,e.,
recording, computing, communicatingtce are carried on in the central office
and managed by the General Manager. The other departments have not to do any
office work except that which is directly concerned with their own departments.

Advantages of Centralization

a) Equal Distribution of Work In the centralized office, whole of the work is
done in the Central place. The supervisor distributes the work equally
amongst the members of the staff. The moment any employee gets free, he is
assigned more work. Thus there is an equal distribution akwo

b) Elimination of Duplication of Work:Under centralization, the work can be
done by the common set of staff and equipment. Thus there will be no
duplication of work and equipment.

c) Economy Double set of typists, machines, etc., will not be necessary which
means less expenditure of the office.

d) Better SupervisionWhen all the members of the staff will be at one place,
they can be supervised by one person as against many Supervisors under
decentralized set up. Therefore, there can be better supervision and co
ordination.

e) SpecializationUnder centralization, each worker will be required to perform a
particular type of work over and over again and thus becomes a specialist in
his work. The radt will be better, quicker and efficient performance. It will



f)

g)

h)

mean higher production at a lower cost. As a matter of fact, specialization has
become a necessity neardays.

Standardization:All the workers will be under the supervision of one person
who will evolve a particular method of working in the department. Same type
of machines and methods will be in use. Thus, every member of the staff
knows the procedure of the machines and methods of work in use. Hence
there is a standardization of business medls and equipment. Thus no
difficulty will be felt if any member of the staff is absent as another clerk can
be deputed in his place because everyone in the office knows the procedure
and system.

Handling of Peak Load€&3enerally it is seen that in the avieg there is more
work when the mail has to be sent. If there is centralization, the work at the
peak hours can be easily performed by the central office where there are
many clerks who will handle the work without any difficulty. There will be no
necesdy of overtime work.

Greater Flexibility in the Use of the Stafff the supervisor finds that some
additional work has to be completed in a particular period he may transfer any
worker to help others. Thus every clerk knows the different types of work to
be performed in different sections of the office. Similarly if a particular clerk is
on leave another clerk may be deputed to perform his work. Thus there is a
greater flexibility in the use of staff.

Disadvantages of Centralization

a) Delay in Work Whenever a Departmental Manager requires any information,

he will have to get it from the Central Office as all the records are maintained
there. It is possible that the Central Office may be at a distance and thus it may
take some time to get the necessanjormation.

b) Possibility of ErrorThe Central Office may commit mistakes as it has second

C)

hand information which it gets from the Department head and, therefore, the
information may be misunderstood by the Central Office as it is-tmazted.
Departmentalheads feel inferiority complex as they think that it is the Central
Office which is considered supreme to which they have to send necessary
records and information.
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d) The Central Office takes its own time to furnish the information required by
the Departmatal Manager.

e) A too rigid central control may cause frustration.

f) There is no direct contact by the Central Office with the departments.

g) Each department has its own technicalities or specialization which may not be
understood by the Central Office which h@asmaintain departmental records
and to furnish them whenever so required by the departments. The Central
Office may not understand these technicalities.

Decentralization: Decentralization office is that where each department or
section runs its own aiffe in which case there is no Central or General Office.
Each of these departments have their own supervisors, its Stenotypists, clerks etc.

Advantages of Decentralization

a) Saving of TimeThe departmental office has not to get the necessary papers
or files from the central office as they are departmentally maintained. Thus
much time is saved to do the work.

b) SecrecySince the department maintains all the papers, files, etc., pertaining
to the department, secrecy can be maintained as some of the papersbmay
of confidential nature.

c) Team Spirit:Since the workers are more or less permanently attached to the
department a spirit of loyalty is created amongst them and therefore they
perform the work more enthusiastically.

d) More Efficiency:There is more efficigcy in the performance of the work by
departmental workers as they have to do the same kind of work over and over
again every day, every week and every month and so on.

Disadvantages of Decentralization

a) Unequal distribution of work In decentralized offie, some of the staff
members in some departments have more work to do while in other
departments there is less work which means the staff sits idle. Hence there is
unequal distribution of work in decentralization which leads to wastage of
time and manpower
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b) Uneconomical:As every department requires separate equipment, space and
manpower, decentralization proves to be uneconomical.

1.4 QUALITIES AND FUNCTIONS OF OFFICE MANAGER

Office manager is an individual, a fulltin@ficer of any organization whas
entrusted with the work of managing the office. He is a key man in the
organization and is at the top of the organizational pyramid. He is responsible for
all clerical functions performed in an organization. He is an officer who decides
about who has talo the work, how it has to be done and hatahas to be done.
Office Manager is a line manager for his own department and acts as a staff
manager for other departments.

Qualities

a) Education: An Office Manager should possess a required academic degree
from a University preferably in commerce and management. He should have
proficiency in English and command over other regional languages as well.

b) Training: Special training in business administration, accounting, business
procedures, office machines andmputer shall help the manager to guide
and direct work to be performed by others.

c) Experience:He must have experience in similar position in a same type of
industry. Experienced manager is an asset for the business organization, wide
experience help manag to anticipate and solve the problems easily.

d) Personal Qualitiesin order to perform the task of an office manager, a
person must have common sense, smihfidence, emotional control,
initiative, leadership qualities and a sense of responsibility asdigline. He
must have power to analyse the problem. The ability to delegate his
authority shall help him to make a good manager.

e) Professional InterestsHe must take keen interest in the development of
technology having impact on office work. It is apgated if he is a member of
some professional body in the field of management. He must read and
subscribe newspaper, magazines and journals in the field of office and
management.

Function of Office Manager
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Functions of an office manager are to manage tfece and office work. The
scope and extent, however, depends on:

a) Size of a business enterprise.
b) Nature of business.
c) Extent of authority granted to him.

Following functions are commonly performed by Office Mangers:

a) Chief function is to plan, organize and control office activities.

b) He acts as a line executive for his own department and staff executive
(advisor) for other departments.

c) He is to develop people through delegation and cultivating team spirit.

d) He is to oberve rules, regulations, laws etc. imposed or demanded by
government.

e) Designing and planning layout so as to ensure smooth flow of work.

f) Ensure better physical facilities and other environmental factors.

g) Safeguarding and maintenance of building and otlssress of office.

h) Selection, purchase, maintenance and replacement of furniture, equipment
etc.

I) Preparation of organization chart and manual.

j) Design and improve systems, procedures and methods.

k) Organizing and supervising office correspondence, filing, indexmailing,
copying and duplicating.

) Selection training, remuneration, promotion and maintenance of personnel.

m) Setting up of standards of work and output and measuring office performance
for control purpose.

Functions of Office Manager

13



According to Leffingwell ral Robinson an Office Manager is responsible for
following functions or jobs:

sa ™o

a. He is to determine how work in an office is to be performed.
b.
c
d

He makes himself familiar with every type of work in a company.

. He coordinates with all the departments of the ofic
. He studies best way of performing work and establishes uniform work

methods.

He prepares written standard instructions and sees that they are followed.
He builds efficient routines.

He designs and redesigns forms to accomplish the purpose effectively.

He sets up specifications for position of clerical nature and provides
standard methods of selection, training and supervising clerical workers.
He determines fair rates of pay for each kind of office work.

He establishes standards of performance.

He setsup methods of measuring performance and provides an incentive
system for accomplishment.

1.5 ORGANIZATIONAL CHART AND OFFICE MANBANANTAGES AND

DISADVANTAGES

Organization Chart
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An organization chart is a kind of information chart which indicatéferent
departments, divisions and units into which the activities of the organization have
been grouped. In addition, it shows the positions held by different executives and
their subordinates in the departments, divisions and units as well as the
relationship between the functions and the lines of authority and responsibility
among them. It also states the functions of each employee, the officer to whom
he is responsible for his work and the subordinate who is responsible to him. The
organization chart i:ot that of an organization structure, it is only a graphical
representation of the line of authority and responsibility among different
positions.

The chart may either be a personnel organization chart or a functional
organization chart. While the persoel organization chart states the positions
held by different individuals with their names and designations, the functional
organization chat depicts the functions of different positions in the organization.

Advantages
The advantages of organization chare:

a) It shows, at a glance, the lines of authority and responsibility. Each
employee knows his position in the organization clearly.

b) It enables the management to locate the defects, if any, in the organization.
It also helps the management to controkthesults in a better way.

c) Any gaps or overlapping in authority or responsibility can be avoided by
suitable corrective action.
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in training new recruits.
Disadvantages
The disadvatages of an organization chart are as follows:

a) It states only the formal relationships and does not show the informal
relationships within the organization.

b) It shows a static position and cannot truly represent flexibility which usually
exists in the struttire of any dynamic organization.
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c) Lack of flexibility in the chart may discourage the initiative of enterprising
employees.

d) There is a chance of confusion and misunderstanding among the
employees, if the chart is not prepared correctly.

In spite of its dawbacks, the organization chart is necessary for the organization.
It serves as a tool of management and a valuable guide in understanding the
organization. It helps every employee to know his authority and responsibility.

Office Manuals

When the officesystems or procedures are reduced in writing in the form of a
book they are called office manuals. These office manuals lay down the
instructions as to:

a) What has to be done.
b) When it has to be done.
c) How it has to be done.

These written instructions are issd to the staff to acquaint them with their
duties which are called Duty Lists. The office manual is prepared and maintained
by the management and only the Duty Lisstssuedo the staff.

Advantages

a) It is easier for the management to supervise as thecpdures are known to
the members of the staff.

b) It is a kind of authority on the procedures.

c) Training of the staff can be made easier.

d) Amendments can be made from time to time according to the experience
gained.

e) As the manual contains written instructiomgth respect to their jobs, there is
no need to explain them to employees time and again.

f) While preparing the manual, each job is studied thoroughly arelxaamined.
This helps in bringing uniformity in the methods of doing different office jobs.

g) Use of dfice manuals facilitates delegation of authority and management by
objectives.

Disadvantages
16



a) It is expensive to prepare such manuals.

b) It is difficult to keep them up to date and will have to be received from time to
time.

c) Sometimes the performance of thevork becomes rigid because of these
manuals as they have to be followed irrespective of the exigency of the case.

Check your progress
Questions:

a) What is an Office?

b) No organization worth the name can exist without an efficient office.
Comment on this sttement and bring out the functions that an office
performs.

c) How far do you think the paperless office or virtual office will benefit the
nation as a whole? How far is it successful?

d) Write down the drawbacks of paperless office or virtual office.

e) What doyou mean by Centralization and Decentralization of Office?

f) HowCentralization doediffers from Decentralization?

g) Write the drawbacks of Decentralized office.
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j) Describe the functions of an office manager in a big modern office.

k) State the considerations to be taken into account while drawing an
organization chart.
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workers in an office?

Assignments

a) You are given a chance to plan an office for your own business which you
have started at a small scale. Chalk out the detailed proposals with your

teacher.
b) Create your Email ID for your virtual office.
c) Draw an orgarmmational chart of a manufacturing company in your Project
file
17
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ARSpace Management Tools facilitate s
management decisions as they helpinreal-t i me vi ews 0.

UNIT-2
OFFICE SPACE & ENVIRONMENT MANAGEMENT
2.1 Office Layout, Open and Private OfficeAdvantages and Disadvantages
Office Layout

Office layout is one of the most important task, though ofrerlooked
factor of Office Management. It is the systematic arrangement of all the physical
components i.e. office equipment, machines and furniture and providing proper
space to office staff as per the available floor space to provide maximum comfort
to the staff and to ceordinate properly for regular performance of work with
efficiency. In other words, it means the arrangement of different departments of
an organization at suitable places in order to ensure smooth functioning of the
departments, convenience to the employees and free flow of work from one
department to another.

The following points should be kept in mind while laying out an office for
business:

a) The entire office should preferably be on the same floor and the rooms should
be adjaent to each other so that the sections whose work is interconnected
facilitate the flow of work.

b) The roons of the Receptionist should be near the main entraneey that the
staff is not disturbed by the frequent visit of outsiders.

c) The room of theexecutives or officers whom outsiders have to visit so often
should be near the room of the receptionist so that the visitors may not have
to cross the whole office where the clerks are working.

d) Keeping in mind the high rate of rent in the prevailing markdl use of office
space should be made.
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have to go at a distance to fetch or replace a file otherwise there will wastage
of time.
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f) The table of the supervisor or an officehould be so located that he can
watch or observe as to what is happening in the office and that the clerks are
not whiling away their time in idle talk.

g) The rooms of the clerks using noisy equipments such as-wypers,
cyclostyling machines, calculagi machines, etc., should be away so that the
other clerks are not disturbed by the noise. Alternatively, soepnubf
partition walls should be raised.

h) The movement of the messengers or peons who have to carry papers or files
from one room to another shodl be minimized or the alternative
arrangement may be made so that they may not have to pass by the tables of
other clerks creating disturbance to them.

20



1) Record room should be easily accessible without waste of much time.

\

Open Office

A large room where athe departments, staff and equipment are accommodated
without partition wall is known as Open Office. Each department or section of the
office is allotted a separate space under the same roof and separated by
wooden/steel partitions. This helps in fulilization of space and ensures better
control. Office managers normally prefer to have an open office because of the
following reasons:

21



Advantages of Open Office

a) It facilitates better utilization of office space as more number of employees
can be acommodated by raising cabins upto the height ob 4eet. This
results in reducing the cost of office operations.

b) Free flow of natural light and air is possible as there are no high partitions. It
may help in having uniformity in lighting and ventilatiornisTincreases the
efficiency of the staff.

c) Open office reduces the cost of supervision as the number of supervisors
required to supervise the staff in an open office is less.

d) The staff does not have to move from one place to another for the want of
somefile or discussion as they are provided filing cabinets within their cabin.
Hence, it minimizes the movement of the staff. This helps in saving of time.

e) It facilitates greater flexibility in planning and layout. It can be arranged or
rearranged as per thehanging requirements of the office.

f) As the employees can see each other, communication among them becomes
easier and quicker.

Disadvantages of Open Office

a) No unit or section will have a separate entity in an open office.
b) The staff gets disturbed by theoise due to conversation among employees
and working of machines may affect the efficiency of the office staff.

22



c) It may cause overcrowding in the office.

d) The concept of open office is not suitable for the work which requires secrecy
and concentration of wik.

e) It may lead to distraction caused by visitors to the office.

f) It is difficult to regulate ventilation, lighting, heating or cooling to suit needs of
every individual working in the office.

Private Office

Even though the modern tendency is to adopt the open office system, itidHeu
noted that the private offices cannot be dispensed with completely because a few
private offices will have to be provided for top executives and for work which is of
a confidential nature and which requires privacy and concentration. Private
officesare small rooms which are separated by partitions. They are usually meant
for top executives like Managing Director, General Manager, Personnel
Department Manager, etc.

Advantages of Private Office

a) It increases the status and prestige of the officer. Bmmands the respect of
employees.

b) It suits very well for such work which is of a confidential nature.

c) Work requiring absence of noise can be done properly in a private room.

d) In a private office, noise is eliminated, and this increases efficiency.

e) Disturbarces caused by ringing of phones, conversations between the
employees and other types of sights and sounds in an open office set up can
be avoided in private offices.

f) The private office layout provides the sufficient amount of room space and
desk. In an ope office, employees are provided cubicles or small desks space
which is often not sufficient for employees handling tons of paperwork on
daily basis.

Disadvantages of Private Office

a)There is wastage of valuable space because of partitions and corridors.
b) Sypervision becomes costly and less effective.
c)Because of barriers and obstructions, the flow of natural light and air is

prevented.
23



d)Layout becomes less flexible and changes in the layout cannot be made
quickly.

e)Because of walls and partitions, free flowadrk is hindered.

f) It necessitates the movement of staff from one room to another.

g) The presence of a number of private rooms may affect tat@nmunication.

O

{
{
|
o —m

2.2 Front and Back Office

Front Office The front office also called receptionas area where visitors first
encounter a staff at a place of business. Front office staff deals with each and
every query of the visitor and put them in contact with a relevant person in the
2TFAOSO ¢CKS GSNYXY WINRY(O 2FFRAOS@ MK ADOK
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departments which do not interact directly with customers.

The front office receives information about the customers and then passes this on
to the relevant deprtment within the company. The company needs to give
training to the front office manager as this position come in contact with
customers directly. The front office makes up sales, marketing and customer
support.
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The most common work for the front officgtaff will be to get in touch with
customers and guide them in the office. Staff working at the front office can also
deal with simple tasks such as printing tasks and receiving and sorting emails.

Front office Back office
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Back Office A back office is a place where the adistrative work and support

tasks are actually required to run the company. The back office personnel do not
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building layout of early companies where the front office wouldteanthe sales

and other customer facing staff and the back office would be those manufacturing

or developing the products or those involved in administration without being

seen by customers. People recruited in back office positions carry out functions
such as settlements, clearances, redanaintenance, accounting etc.

2.3 Elements of Office Environment

The efficiency of the workers depend not only on their training and aptitude but
also on their capacity and willingness to work which is possible whepep
environment and working conditions are provided to them. Physical discomforts
produce fatigue and cause mental strain. Ranable working conditions increase
the efficiency of the workers. Such conditions induce concentration and avoid
distraction. Te following physical conditions and environments in the office can
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be considered for increasing the efficiency of the workers and consequently the
output.

2.3.1 Ventilation: The office should be well ventilated. Constant flow of fresh air
in the officewill reduce the fatigue. fle rooms will become suffocatatithere is

no proper ventilation especially in the rainy season. It will create drowsiness in
the workers which lowers their efficiency. In summewnvhen hot winds blow
cause irritation to staff wrking in the office. Ventilation can be improveg the
following methods:

a) Lobbies should have two doors, the outer and the inner, so that both the
doors do not open at the same time. Similarly in winter the rooms will remain
warm.

b) The windows should berptected by fine wire gauge which will help in cross
ventilation. Air conditioning of office can also solve the problem but its initial
cost as well as the maintenance cost is very high.

c) Fans/Exhaust Fans may also be of great help.

2.3.2 Office Lighting

The office should have adequate natural light. Free flow of natural light is
conducive to efficient working. Inadequate light causes strain on eyes. It may
cause mistakes and even accidents. In case the natural light is not available,
artificial light wil serve the purpose. Artificial light increases the cost of office
maintenance. Adequate light increases efficiency and consequently the output.
This is especially important where figures or drawing work is done in the office.

Natural Light When selectig or designing a building, care should be taken that
the office is not shadowed bgny other building. Thee should bdargewindow
panesto allow more natural light. It may not be possibkeall cases. Therefore
the Manager should see that rooms withare light are assigned to the workers
who have to do figure work like Accountantdei®s or those who have to do
drawing work as in the office of alrchitect If the office occupies the whole of
the building the top floor may be given to this staff. Vee this is not possible, the
tables of the workers may be placed near the window.

Artificial Light:  Artificial lighting system is of four kinds:
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a) Individual Desk Lighting: Each clerk is provided with a lamp in addition to the
common light for thecoom. It is an expensive system and causes consumption
of more electricity.

b) Direct Light: In such a case light with shades is suspended from the ceiling and
thus the light falls directly on the table of the worker, such a system of lighting
causes shadow.

¢) Indirect Light: Under this system the light fixtures are fitted facing the ceilings
which in turn reflect it downward. Such a method reduces the glare and gives
uniform distribution of light shadow®ut it does not give intensity of light on
the working surface.

d) Fluaescent Lights: Fluorescent tubes give a diffused light. This system of
lighting has become very popular in the office. It is a cheap system of lighting.
While fixing the tubes, care should be taken to avoid glare from the unshaded
tubes whch may cause distraction to clerks. The consumption of electricity is
also less. Of course the installation costs are higher. LED lights are more in use
these days as it helps in reduction of cokelectricity bills

2.3.3 Cleanliness:

A modern wellcleaned office will create a lasting impression on its workers and
clients. A lightbright and clean office contributes to staff morale. If the office is
neat and clean it will not only contribute to the general health and well being of
the clerks but ao to the neatness and accuracy of the work put in by them and
the workers will take a pride of their office.

27



Even though the office room is cleaned once a day dirt is bound to accumulate on
the top of filing cabinets, shelves and behind almirahs, typavgitable, etc.. A
definite program of special cleaning of such places, say every Monday or once in
fortnight, should be laid down and strictly followed. Rooms should be swept
every morning before the members of the staff reach the office. Tables andscha
and cupboards should be dusted after the floors have been swept.

2.3.4 Sanitation: Maintaining a clean work environment is very important in
preventing food borne illness,ateria grow on unsanitary surfaces and then
contaminate food. Office is agie where the workers spend their lot of time
every day. Insanitary conditions will affect their working capacity. The office
should be free from bad odws. Proper cleaning of the office every day and
spraying it with disinfectats will be conducive to satation. Toilets and urinals
should be cleaned several times a day. Sufficient number of such conveniences
should be provided according to the number of the workers in an office.

2.3.5 Heating and Air Conditioning

If the rooms of the workers are too cotit too hot they may feel uncomfortable

and may not be able to concentrate fully on the job. Humidity of the right type is
of utmost importance from the health point of view. Even heat in winters
throughout the rooms will be an ideal system of heating.siimmer exterior
sunblinds or interior venetian blinds keep the office cool. The temperature of the
room, if possible should be automatically regulated, if the rooms are hot, the
clerks feel drowsiness and consequently may commit mistakes and there might be
reduction in the output.
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2.3.6 Noise

Noise is common complaint of staff in the offices. It caudistraction to the
workers. It is sometimes the cause of irritation. It causes mistakes and delays. It
causes fatigue to the workers. It may result in inefficiency of the workers. It
decreases productivity especially for complex or difficult tasks. eNoés/ be

1) Internal

2) External

Internal Noise

The internal noise is usually caused by the following factors:

a) Office Machines;

b) Creaking doors;

c) Talking by the clerks;

d) Clinging of the bells of telephones and call bells;

e) Removal of chairs when the workegst up from their seats or the movements
of the clerks or peons from one room to another.

External Noise

The external noise is caused byransportation systems, motor
vehicles, aircraft, and trains. Even the offices situated lousy streets and
domestic areas are also conducive to external noise. The external noise can be
reduced if the premises selected for office is away from these areas. Double
windows with sufficient air space in between the two panes will reduce the
noise fom the street. Sound absorbent walls will go a long way to reduce the
noise.

2.3.7Health

Health of the employees cannot be overlooked as far as the provision of
physical environment to the staff is concerned. Overcrowding in the rooms
should be avoideds it affects the health of the staff. About 40 cubic feet of

space should be provided per person. Clean and adequate drinking water
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should be available for the staff. Washing facilities should be provided where
necessary. Clean and hygienic canteensheagset up in the offices where food

can be supplied to the employees at subsidized rates. It should be located at a
suitable place. Management of the canteen should be in the hands of the
representatives of the employers and the employees to see thatqunaity

and quantity sold is not below the standard.

2.3.8 Safety First Aid Box, Fire, Accident etc.
A few measures for the safety of the workers are given below:

First Aid Box One first AidBox should be provided foworkers. The box
should be in the charge of a person trained in First Attkaat two or three
members of the staff should be trained to render first aid in case of need. The
first aid box should bkeptat a convenient place.

Fire Precaution: Fire extnguishers should be provided. The workers should
know how to use a fire extinguisher in case of emergency. Such fire
extinguishers should be placed at convenient places. Fire exits and escape
routes should be clearly marked. Fire alarm should be fixedtesigd from

time to time. The workers should be made familiar with those precautions.

Accidents: Offices are not usually dangerous places but still accidents do
occur. The majority of accidents can be avoided by taking the correct safety
measures. To aviaccidens, there should not be pghboles on the floors.
Carpets and durries should be mended if torn and frayed so that the clerks
may not trip over while walking. Stairs must have railings. Files should not be
placed on the top of the almirahs lest théek might not fell down Step
ladders should be provided for high reaching shelves. To save the employees
from electric wires, cords of heaters or fans should be regularly checked.
Electric machines, switches and appliances should be tested from titmae¢o

to avoid accidents because of leakage. Razor blades should not be kept in the
drawers of the tables. They should not be thrown on the floors after use.
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Office Safet

,,,,,, Ensure

Questions:

1. Indicate whether the statement is true or false:

a.Nearness of services is not mmportant factor in choosing the location.
b. Proper layout results in smooth flow of work.
c. Private office minimizes the movement of staff.

d.LED bulbs consume less wattage than fluorescent tubes.
e. Air-conditioner controls temperature as well as humidity.

f. Lightmusic marks unwanted noise.

2. Short Answer Type:

Write few lines on the following:

3.
4.

a)Security in offices
b)Noise control

c) Air-conditioning
d)Safety arrangements

G[Fre2dzi Aa OSNE AYLRNIFYG F2N 2FFAOS

NN

State the factors you will keem mind while laying out an office for your
organization.

5A40dzaa WhTFFAOS [ATKGAYIQ A |y AYLR
characteristics of light.

Point out different psychological factors to be considered at the time of

planning physical facilities in office.
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7. Distinguish between:

a) Artificial lighting and natural lighting
b)  Air-conditioning and ventilation
c)  Security and secrecy

8. Why noise controld essential and how it can be achieved?
9. Discuss the importance of good working environment for the office staff.

10. The modern tendency is to adopt open office insteadactommodating
departments2 NJ A SOGA2ya Ay &aSLI NI (&tageandJr NI Y
disadvantages of an open office in comparison with separate rooms.

11. Differentiate between a Private and an Open office. Which is more suitable
for secrecy point of view?

Assignment

1. While designing an office for your organization, draft d&anpsuggesting
your boss about lighting, ventilation and furnishings for the office. Click the
pictures and paste in your Project File.

2. Motivate your Junior Class students of your school in keeping cleanimess
their premises and guide them about differedrawbacks of Noise Control.

3. Design and draw a small scale open office with the provision of
accommodating 12 employeesalong A § K | al yIF 3SNR&a w22

4. Plan the reception area of an Office.

5. As the Manager of the Company, plan and draw a proper layoybof
office keeping in mind the working conditions of your office.

6. Design and draw Fire Exit Plan for your school and paste it in your Project
File.
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AWIi th the concept of Hiaedoemsiseaseasingf f i c e,

while use of stationeryisdecr easi ngo

Unit-3
OFFICE FORMS AND STATIONERY
INTRODUCTION:

Office forms are printed piece of paper on which entries are made against the
marked headings. It forms an integral part of any system and procedure in an
office. It helps in collection of only required information briefly instead of writing
down the wholeinformation. Thus, it reduces the clerical work. Office forms
further facilitate receiving and recording the information and help in arranging
and processing the collected information.

With the increase in paper work, importance of stationery suppbesicreasing.
Arrangement for adequate and proper stationery and other office supplies is
necessary to enable the office staff to perform their work efficiently and
effectively. Every modern office whether big or small requires a large stationery
as wellas other materials that may be needed for office work. It is very important
as we cannot think of running an office without it. Its importance is better
recognised only when it is not available in time. Absence of any patrticular item at
any particular timenot only delays the work, but also reduces its effectively.

3.1 Office Forms
3.1.1 Meaning of Office Forms:

An office form isa printed or cyclostyled piece of paper which has some fixed
data required for some purpose. It provides blank spaces for variable data or
information which the user of the form has to fill in. The persons using the form
need not write the fixed data agaimd again. He has to fill in only the variable
data. Thus, a form ia piece of paper containing some information printed or
reproduced by any method with blank spaces left for the entry of additional
information by the person using it.
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Importance of Offce Forms

Forms are the basic tabf every office.Forms helpus to collect the data and
bring together for use by the management. With the help of office forms,
information can be collected, processed and supplied in a systematic way. Forms
help in ircreasing theefficiency of office work. lalso help in saving time and
energy considerably by reducing the amount of manual or machine writing.
Consequently, there will be reduction in the cost of office operations. Thus,
printed forms have become an esd®l part of office procedure and nearly every
office routine centresround one or more forms.

When you log in to efileshare.com you will click on the Physician Referrals tab. There are 4 sections to the
request (1. Start, 2. Patient, 3. Select Office and 4. Preview and Send). The fields below have numbers
highlighted in yellow that correlate with these sections.

ALABAMA MEDICAID AGENCY REFERRAL FORM

Today's Date Referral Date
RECIPIENT INFORMATION
Recipient Name Recipient # Recipient DOB:
2. Name 2. Policy Number 2. DOB
PRIMARY PHYSICIAN SCREENING PROVIDER (IF DIFFERENT)
Name Name N/A to Efileshare
3. From
Address Address

Can indicate difference in notes
3. Information Auto Plugged

Telephone #: ( ) Telephone #: ( )
Fax #:( ) 3. Information Auto Plugged Fax#:( )
Provider # Provider #
Signature Signature

TYPE OF REFERRAL
Patient 1% U Lockin

3. Reason for Exam

O EPSDT O Patient 1°7EPSDT

g Date Will have to type in Screening Date

Sc
vs. checkbox

O Targeted Case Management (TCM)

LENGTH OF REFERRAL

Referral Valid for month (s) or visit (s) from referral date 1. Authorization Expires/Number of Visits

REFERRAL VALID FOR

O  Evaluation Only 3. Other Notes O Treatment Only
O  Evaluation and Treatment O Hospital Care (Qutpatient)
O  Referral to other provider for identified condition QO  Performance of Interpericdic Screening (if necessary)

Will have to type in vs. checkbox
0  Referral to other provider for additional conditions
(diagnosed by consultant)

Reason for Referral: 3. Diagnosis codes required

Co-morbid Diagnosis:

CONSULTANT INFORMATION
| Consultant Name: 3. To Doctor/Facility Consultant Telephone #: ( ) 3. Auto plugged |

Note: Please submit written report of findings including the date of examination/service, diagnosis, and consultant
signature to primary physician.

Please submit findings to Primary Physician by:

[ 0O Mail Can be mailed | QO  Fax # with area code |
‘ O E-mail Returned e-mail | O In addition, please telephone |
Form 362 Alabama Medicaid Agency

4/01/01
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Advantages of Using Forms
The main advantages of using forms are as follow:

a) Simplify the Office ProcedureThe office forms not only simplify the office
procedure but also help establish a system. They prove helpful in reducing the
volume of work considerably and also help in expediting the office work.

b) Save TimeWith the use of Office forms, the need for recopying, repetition
of standard informatn is eliminated which ultimately saves time.

c) Better Human RelationsEmployees are assured of keeping a proper record
of their work, wages, bonus, etc. This builds confidence in the employees
about the organisations efforts to protect their interestsdatinis may promote
better human relations in the organisation.

d) Reduce Chances of MistakeAs the information to be collected is already
known in advance to the persons handling office forms, the chances of
mistakes and errors occurring are considerably reduced.

e) Preservation of Record$orms help to preserve records of business for filing
andfuture reference in case of need.

f) Individual ResponsibilityGenerally, forms have a column for the signature of
the person who gathers the information at any stage. This helps in fixing
individual responsibility.

g) Reduction in Cost of Office Operationhe forms reduces the amount of
manual or machine work which help in increasing the efficiency and output of
each worker. Thus, the use of forms reduces the cost of office operations.

h) Help in Systematic Recording of InformationFForms serve as a tool vdhn
assures that all necessary and relevant information is suppliedetutded in
a systematic manner in one go.

1) Better Customer Service:By making use of the forms, the records of the
customer can be preserved with greater ease. This enables theisagi@m to
serve the customers better.

3.1.2 Computerization of Office 6fms

Compuerization of office forms i.efilling up of eforms (electronic forms) is a

computer version of paper form. It helps in eliminating the cost of printing,

storing and dstributing preprinted forms. The filling up of forms on computers is

much faster as it automatically format, calculate and validate information for the

user. It also facilitates the use of concept of digital signatures and routing of
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forms via email whch reduces the time of approval cycle. With electronic
submission of completed forms, the cost of rekeying data and associated errors is
eliminated. Thus filling up of forms electronically is an automated process to
expedite communications and informatidransfer throughout the world.

Offline and Online filling up of various types of forms:

Form filling is the way to reduce office load and speed up on customer/client

work process. Almost 1 bdh forms need to fill each dagll over the world. Most

of the office works are now ready to be outsourced through internet. In India 13

lakh companie and some of government agenciase outsourcing their form

filling works through internet.

The form filling does not come with a particular form and data. It chéfer from

company to company.

How to fill forms Online

Before applying online, we must make it sure that we have all eligibility

documents, scanned passporzesiphotograph and signature fone purpose of

uploading on official website.

a) We need to knowthe official website of the conducting authority which is
usually given in the advertisement and if not, can be simply found on Google
Search.

b) Filling up forms online is very simple. Only we have to login into the site and
click on dashboard. There wilelblank form and data option. Just click on
blank form, a new form will appear and we will have to fill the desired
columns. The main advantage of filling online forms is that we can apply while
sitting at home if we have the internet facility. A little stake in filling the
application can reject our application so we should follow step by step
procedure for filling up online. We should always enter our present address or
valid mobile number and email ID for future communication. The scanned
signatures ad passport size photographs should be uploaded at the required
box of the form. After successfully fillinge formin all respect, we should
take print out of duly filled form for future reference.

How to fill forms Offline:

a) Offline procedure to fila formis muchsimpler and only require the requisite
format which is usually available on the official website of catitg
authority alongwith the notification and other important informatian

b) To apply offine, we need to fill all details first imespect of
certificates/document that are to be attached with form, address where the

applicationis requiredto be posted and the most important thinglast date.
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3.1.3 Principles of Form Designing

Forms must be welllesigned if they are to serve thmurpose for which they are
meant to be framed. In designing the forms, there is need to observe certain
principles. A brief explanation of the principles is given here.

a) Principle of use A form should be developed only if there is a need. Need for
a formmayarise due to reasons such as:

(i)  The need for recording data in a systematic way
(i)  The need to avoid the recording of certain data repeatedly
(i)  The need to fix responsibility for the work done.

b) Principle of StandardisationThe sandardisation of form reduces cost and it
also eliminates chances of confusion. A form may be standardisegdpect of
the quality of paper the number of copies to be printed, the colour of the
paper, the method of producing it, etc.

c) Principle of Centalised Controk The design, use and replacement of office
forms should be centrally controlled bgne executve who is responsible for
its design, etc. If this is not done, neariins may continuously badded while
old andout-dated, useless forms may alsemain in use resulting in confusion.

d) Principle of System Integrationlhere is also the need to design the forms in
such a way that they are harmoniously adjusted to the eystThis helps in
avoiding duplication of the information obtained or given.

e) Principle of Ease of Entry of Dat&orm designing should be such that it would
facilitate the entry of data in the forms with ease. This depends to a great
extent on the stle of printing, writing surfacemethod of entry, proper
sequence of information etc.

f) Principle of Multiple usesThere is the need to use a single form for more
than one purpose in order to keep threimber of forms to the minimum.his
helps in exercising a better control over the forms due to the smaller number
and economy in their prepation and printing.

g) Principle of Identification: Form designing should facilitate the identification
of the forms with ease. For example, the office manager may select different
colours of paper and ink for printing forms according to the purpose fochvhi
they are meant.
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3.2 Office Stationery

It has been found that the amount of stationery used in offieincreasing year
after year and consequently expenditure under this head is growing. Office
stationery includes not only envelopes, letterheads, papers etc. but also includes
printed forms, inks, pencils, erasers, gumarbon papers, pinsfile covers,
typewriter ribbons etc. In offic® much attention is paid to cash or goods lest
they may be misappropriated but no or very little attention is paidhese items
probably because thse items areconsidered to be of least importance.

What kind of statioery should be purchased for an office, will depend upon the
type of business being carried on and its financial position. One should remember
that the quality of the stationery used in an office will impress othet® are
receiving letters, etdrom the office. Moreover a good quality paper is cheaper in
the long run. The paper used for office copy may be of different colours to
distinguish it from the main letter head. Stationery which is not required should
not be purchased. Care should be taken to pase the right type of stationery.

There are three aspéx of stationery, viz. (1) The quality of stationery, (@$tf
stationery, and (2Soring of stationery (receipt, storing and issue of stationery).

3.2.1 Methods of Purchasing Stationery: The expenditure on stationery in an
office will depend upon several factors but one of them is efficient buying. Very
large firms who use lot of stationery during the course of the year usually adopt
any one of the following methods of purchasing statipne

a) Buying by tenders.

b) Buying by asking quotations from the suppliers.

c) Buying from the same supplier year after year.

d) Buying from the travellingagesman of the manufactures or suppliers.

a) Tender System:The Office Manager or the Chief Exeeeithas to decide about
the quality and the quantity of the stationery to be purchased. He has also to
decide whether the supplies for the whole dfet year should be purchased at
onetime or it should be spread over the year in three or four imetaits. After
deciding, the firm advertises in the newspapers inviting tenders specifying the
guality and quantity to be purchased. On receipt of the tenders the prices are
compared quoted by different companies and the order is placed with the firm
demanding thelowest cost. Nowadayse-tendering system or Electronic
Tendering System is being used. This system facilitates the online submission of
tender from the advertisement of the requirement till the placing of the
contract. This includes the exchange of alevant documents in electronic
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format. This enables the firms to be more efficient as paper based transactions
are reduced or eliminated, thereby facilitating speedy exchange of information.

Advantages of Tender System

Instead of placing orders from tim time during the year whenever the
stock of stationery is exhausted, order is placed only once and thus time is
saved.

Discussion and bargaining in prices is avoided.

If the prices go up during the period of contract, the firm will have to pay the
contracted price which is lower than the price prevalent in the market later on.

As the lowest tender is accepted, money is saved.

Requirements for the whole of the year need not be stocked and thus lock up
the funds with the possibility of the stock getting @d the stock of stationery
can be requisitioned from the suppliers by instaeint according to the
agreement.

Disadvantages of Tender System
Experience has shown that the lowest tenderer is not always the best supplier.

There may be a possibility of theipes of stationery going down during the
period of contract and thus the firm will have to pay higher price prevailing at
the time of accepting the tender.

b) Quotation SystemUnder this system, the firm writes letter of enquiry to the
supplier or the maufacturer asking them to submit their quotations. Sometimes
specimens of the stationery required are also sent to the supplier. This system is
practically the same as that of asking for tenders except that the time of the firm
in writing letters of enquiy to different firms is saved in the case of tender
system.

c) Purchasing from the same SupplieGome firms do not follow the methods

of purchasing stationery mentioned above but adhere to the old system and place
order year after year witlthe same suppliers. Whenever they stand in need of
any particular item of stationery, they ask the suppliers to send that particular
item. The disadvantage of this method is that the suppliers sometimes betray the
confidence reposed in them by supplyingetijoods either of inferior quality or
charge high prices.

d) Purchaing from the Travelling SalesmaManufacturers or wholesalers often
send their travelling salesmen with samples to book orders, Experience has shown
that the travelling salesmen do notvedys prove to be trustworthy. They show
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good samples but when the goods are supplied they may not be of the desired
quality.

3.2.2 Purchase Procedure

A standard purchase procedure may consist of following steps:

a) Purchase requisition:It is a document generated byarious departments
needing the stationery items. It is on the basigho$ purchase requisitiothat
the purchase department estimates the quantity and type of items required
Maintaining proper documentation of purchaseguasition helps the company
to monitor expenses and use of their available inventory.

b) Deciding Quantity: Large quantity or bulk order shall bring discount.
However, quantity of items is decided by taking into account the stock in hand,
consumptionin a period, storage space available, risk of obsolescence and
time needed to get the delivery etc. After knowing the quantity a source of
supply is located.

c) QGlling Quotation: Quotations are called from the dealers who can supply the
required items in dsired quantity. Sometimes, tender system is followed to
find out and decide the source of supply. On the basis of quotations received,
price and other terms and conditions can be negotiated.

d) Placement of order: An order is plaed with the selected supiglr in writing
stating description of the items, brand names, rates, quantity and date of
delivery. One copy of the order is kept in the office for record purpose.

e) Receipt of Supplies:On receipt of supplies, items are inspected and checked
with the order placed. If items are not in accordance with harchase
requisition, such fact may be brought to the notice of the supplier
The Goods Receipt is evaluated on the basis of the psecheder price in the
Invoice Price list

f) Issue of stationeryand supplies The issuing system should be such which
would save tine, energy and material. No itewf supplier should be issued
without requisitionin writing and duly signed byuBervisor.lt is desirable that
stationery should be issued to the department for a period. Issue should be
made in specified units, for instance a rim of paper, a dozen of pens, a bottle
of gum etc. Usually items are stored in unit packs. Evesyei should be
recorded in the Issue RegisteAs soon as the stock reaches a minimum level,
an order is placed with the selected supplier. An order is placed in writing
stating description of the items, brand names, rates, quantity and date of
delivery. One copy of the ordes kept in the office for record purpose.
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PURCHASING PROCEDURE

Purchasing
requisition

Checking and
; S Tenders or
passing of bills for :
quotation
payment
i Recehing a"d. Purchase order
nspecting materials

3.2.3 Storing Stationery

Minimum stock and efficient storage helps in keeping down stationery costs.
Many losses arise due to over stocking and defective store keeping. Adequate
attention is necessartowards storage of stationery and supplies. Proper storage
ensures safety from leakages, spoiling, theft, pilferagmisture etc. eady
availability of items, saving in cost, time and labour. etc

Storeroom: It is advisable to know something abostoreroom where the
stationery is to be stocked. In the case of very large firms, there should be
separate storeroom for stationery which should be neat, clean and dry so that
stationery may not get spoiled on account of the dampness of the room. It should
be well ventilated and lighted. It should be centrally situated and should be under
lock and key. It should have shelves preferably of steel to prevent the stationery
being damageé by white ants, insects, etch& shelves should be adjustable so
that theymay be adjusted according to the height of different items.
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Receipt of Stationery from the supplier

As soon as the stationery is received from the supplier, the same should be
compared with the Invoice to find out if the itenfave been received as per the
order. The next step is to make the entry of the items in the Stock Register. The
purpose of purchasing stationery at the cheapest price will not be achieved unless
a proper stock account is maintained. It is possible thatrwagarticular item of
stationery is required, one finds that it is out of stock and therefore it will have to
be purchased locally which means higher rate and we may have to compromise
with its quality also. Overstocking of stationery is also not adwshbtause it
means unnecessarily locking up of funds and consequently some of the items of
stationery like ink, eraser, typewriter ribbonarbon papers, etanay be spoiled

o0e UKS f1LasS 2F GAYSP ¢2 | Og2AR adzOK O2y
for each item of stationery. A bin card is a document which keeps the track of
every stationery item in the stormbom. Whenever any stationery item is
received or issued, the necessary entry is made to keep the stock updated.
Control over stock can be mereffective if Bin cards are in use as it also shows
the maximum and minimum level of every stationery item. The specioighe

Bin Cards is given below:
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Swadeshi Company Limited

BIN CARD
Bin Card NO.....cccummwrssssssns Bl NoG..niiini
Name of the Article.........u... Maximum Quantity........
Code NO..iveneccnsmssssions Minimum Quantity.........
Stores Ledger Folio.......u.. Ordering Quantity..........
Receipts Issues Balance Goods on Order
Date Goods | Quantity | Stores Quantity | Quantity Dateof [Remarks| No. and | Quantity| Date of
Received Requisition Checking Date of Goods
Note No. Note No. Order Received
STATIONERY REQUEST
FROM: DEPT: B _ DATE: ___
ITEM TYPE | QTY ITEM TYPE QTY
Writing pads Highlighter Yellow
Pencil 2B Blue
Mechanical Pencil Pink
Ball Pen Black Green
Blue Orange
Red Glue
Staples Bullet Big Pencil Lead Buncho
Small Pilot
Whiteboard Marker | Black Eraser
Blue: Double Clip Big
Red Medium
Permanent Marker Black Small
Blue Loytape Big
Red Small
Correction Pen Post-it note Medium
pads
Ruler Long Small
Short Puncher Small
Paper Clip Big Exercise Book
Small Stapler Small
Scissors Stapler
Remover
Magazine box file Sharpener
Manila File Pocket Calculator
Holder Fancy Card
L Shape Folder Ad Name Card
Album
Diskette CD-R-Verbatim
Plastic Holder Holes Cutter Knife
Please add here any additional items not mentioned above
HOD Approval
ITEMS RECEIVED DATE
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3.2.4 Control on Consumption of Stationery Items
Following points can be considered to chaaste and control costs.

a) Fixing responsibility:The department signing the requisition should be held
responsible for consumption and cost of isdumaterial should be charged
from the department making requisition.

b) Standardized units of consumption:Standard specification should be
prepared for all supplies used in the office. These items should be packed in
easily dispensable quantities to avoid waste. Consumption of these items be
checked and supervised by:

Proper selection Economy in consumption nabe achieved through proper
selection of items. For instance, use of ball pens may say®fusk; blotting
papers etc. tandard brands should be preferred. Proper quantity may help in
reducing the cost.

Method of purchase: A proper procedure for pur@se be adopted and
method of purchase should be decided after analysis of various methods.
Adopting one best method shall help in reducing costs.

Proper use of StationeryTo reduce the cost of consumption siationery, it
must be used properly. Follang are few hints:

Use both used properly. Following are few hints.

Provide half size stationery for short correspondence.
Substitute post cards for letter to save postage, envelope etc.
Use spoiled papers for scratch pads.

Minimize the use of red anlack ribbons.

Reuse pins, clips, rubber bands etc.

= =2 =4 -4 4

3.3 Maintenance of Stock Register

a) Stock Registers a register to keep the record of receipts and issues of stock
items. It is kept in charge of the store keeper of the concerned department. It is
an essential part of the store to keep the record of the items in the store. One can
easily find the items in the stotgy just viewing the stock register.

Types of Stock RegistersThere are generally two types of stock registers:
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Consumable StocRegister:- is a register that is used to keep the record for the
consumable items. These items can be issued at any time after the purchase.

Non-consumable or Permanent Stock Regisisra register that is for the items
that are permanent and not consuroke.

b) Receipt Voucher

Whenever a new item is purchaseit is first taken on Receiptodcher with all
details from where the items havgeen purchasedjate of puchase and quantity

of the item price of the item and the total price of all the items purchased. A
proper number is given to the voucher along with the date.

c) Starting a new Stock RegisterAfter keeping the record of the items received

on the receipt voucher next step is tokathe items on the stock register. When a

new register is started, first of all page number is given to all the pages and then a
OSNIAFTAOIFIGS A& 3IAGSY &l dBumbedof pagek. if thé K A &
register contains 100 pages then we canegw certificate that this register
contains 100 pages. After that index pagepispared givinghe details of the

items and their page numbers. Each item should be entered on a separate page.

d) Entry in the Stock Register

These items are then enteredhto the stock registers. At the end there is a
column that must be signed by the store keeper. In the first column the voucher
number and the date is entered.

3.4 Physical Verification of Stock

Physical verification of stock is an important part of e LI Y@ Q& O2 vy (i NZF

assets. It is intended to verify the accuracy of inventory records and to assign the

proper carrying value to that inventory so that those assets are properly reflected

in the financial records of the Company.

Purpose of StocKerification

i. To support the value of stock shown in the balance sheet through physical
verification;

ii. To verify the accuracy of stock records;

iii. To disclose the possibility of fraud, theft or loss, or deterioration; and

Iv. To reveal the weakness of the systeranify (i.e. whether the stock is in safe
custody).

Exercise
a)AC2NXa KIgS 0S02YS +y SaaSyail t LI NI
statement highlighting advantages of using office forms
b) What do you mean by Officefms? How important are they for asffice?
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c) What are the advantages office forms?

d) What is the procedure of filling offline form? What are its drawbacks?

e) What is the latest method of fill online forms? What are its advantages?

f) What points should be kept in mind while designing forms faryadfice?

g) What are the different methods of purchasing stationery? Which method
proves to be economical

h) What is etendering?

1) What is the procedure of purchasing stationery for an office?

]) Write short note on the store room for stationery

k) Enumerate variosl methods used for purchasing bulk stationery in an
Organization.

l) How can we put a control on consumption of stationery in our office

m)What is the procedure of maintaining Stock Registers in Stationery
Department?

n) Why physical verification of stock is inrsmt?
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Communication makes the world go round. It facilitates human connections, and
all ows us to | earn, grow and progress.
understanding what is being saidand in some cases what is not being sdid.
Richard Branson

UNIT-4
COMMUNICATION
Introduction

Communication playsa key role in the success of a&cgetary. It is nearly
impossible to go through a day without the use of communication. Any
information or transaction which is sent out angceived by two or more people

Is called Communication. Information can be in the form of facts, ideas, concepts,
opinions, instructions etc.. How much professional knowledge and intelligence
you may have it becomes immaterial if you are not able to comoaie
effectively with your boss and others to create understanding in them. Directing
abilities of a Manager mainly depend upon his communication skills. That is why
organisation always emphasises on improving communications skills of all
employees. Comnunication is a process by which meanings or thoughts are
exchanged between individuals through a mutually understood language or
symbol.

Objectives
At the end of the chapter, you will be able to:

Define communication.

Understand the meaning and importance.
Know the essentials of communication.
Type and method of communication.

T Know the various means of communication.

=4 = =4 =2

4.1 MEANING, IMPORTANCE AND TYPES OF COMMUNICATION

Communication

CtKS 62NR O2YYdzyAOlI A2y Kl a 0SSy RSNAOS
o)

which YSI ya wO2YY2yQ GKAOK AYLX ASaA 2YY2
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