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In the view of the changing business environment and suggestions received from experts,
this book has been thoroughly planned and updated. This book provides a comprehensive
and balanced coverage of the subject. In addition to usual topics, the book presents
contemporary topics also. High quality and quantity of topics is maintained for application
in global set up. The student and faculty will find the contents of the book short and
precise. Explanations are given in understandable language with a sufficient support
from real business information. I have great pleasure in presenting the book titled Office
Management and Secretarial Practice.

This volume is an attempt to provide the students with thorough understanding of
office management and secretarial practice concepts and methods. This book presents the
subject in a systematic manner with liberal use of figures applicable to the content.

This book will prove extremely useful to students and teachers alike. It also can be
adopted and used successfully. This book is even suited for self study.

This book covers following areas: Office Activities, Functions and organization,
Qualities of Office Manager, Office Accommodation and Principles, Office System and
@ Procedures, Office records, Office Committee, Office Communication and Mail Service, &
Office Automation - Office Machines and Manuals, Importance of Typing in modern
era, Book keeping and Accountancy, English and Communication Skills, Business
Correspondence, Basis of Information Technology, Internet and Networking, Business
Management, Personnel Management and Secretarial Practice

It's sure that this book will be more useful for the student fraternity, teachers,
executives and other professionals. Suggestions and comments for the improvement of
the books are welcomed.
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CAREER GUIDANCE AFTER
COMPLETION OF 12" STANDARD

After completion of Higher Secondary (+2) Vocational Stream course, students can pursue
the following courses / Jobs / Self-employment as detailed below:

Vocational Stream

The Vocational Stream students are blessed with two major opportunities after completing
their +2.

Educational Guidance Job Opportunities

BBA in Management

B.Com. Office Management
B.Sc Management

BA Management

B.Com Corporate Secretaryship
B.Com E-Commerce

B.A. (Vocational Studies) Office
Management & Secretarial Practice

Diploma in Modern Office
Management

Diploma in Modern Office
Management and Secretarial
Practices

Diploma in Modern Office Practices

Diploma in Modern Office
Management and Computer
Application Engineering

Diploma in Modern Office
Management and Secretarial
Practices

ACS - Associate Company Secretary
Certificate course in Management

Assistant to Company Secretary

Member in Company Secretary
Team

Assistant to Executives in Office
Executive Assistant
Administration Executive

Front Desk Executive

Office Administrator

Company Secretary
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_ CHAPTER T N
ONS

MODERN OFFICE AND FUNCTI

Content:

Introduction - Modern Office
-Meaning- Definition- Changing Office
Scenario - Importance of office- Functions
of Modern Office - Types of Office-
Office Manager - Qualifications of Office
Manager- Functions of Office Manager

Learning Objectives /)

e Enable the students to understand

the functions of modern office and
its importance.

o« To acquaint the students with
qualifications,  functions and
duties of office manager.

Introduction:

An office is the center point of any
business activity. It is like the brain in a
human body. As human physical activities
are regulated and controlled by the brain,
the activities of department and people in
an organization are as well regulated and
controlled from office. In simple terms,
we can say office is a place where business
is carried on.

Today the modern, business houses
do not limit the scale of their operation to
local markets. They have expanded their
operations to different countries of the
world and have plants and sales offices
all over the world. This vast expansion of
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business operations needs a well-equipped
and different office to co-ordinate its
affairs.

1.1.1. Meaning of Modern Office:

The term Office comes from
the Roman Latin, Officium, a term
loosely defined as a ‘bureau’ or ‘a formal
position. In common parlance, it is a
place where clerical work is performed
and where all kinds of paper work (letters,
correspondence, files, records etc.,) are
dealt with. It is “a central place where
all sorts of clerical work is done to co-
ordinate and control the affairs of the
whole organization”

In the modern days, with growth
of industry and commerce, the amount
of writing work, correspondence, filing,
indexing, computing, scheduling etc.
have increased to huge extent. Making
or preparing records, using them and
presenting them for future reference are
office work. In this sense, the office work
can be called as a facilitator of the modern
management.

1.1.2. Definition of Modern Office:

According to Mills &Standingford
“The office is the administrative center of
a business.The purpose of an office has
been defined as the providing of a service
of communication and record”.

04-03-2019 09:51:48‘ ‘



Asper Random House of Dictionary
“An office is a place where business is
transacted or professional services are
available”.

In modern times, the term ‘office’
is used in a broader sense to represent the
functions performed by the clerical staff
rather than the place where such work is
performed.

1.2. Changing Office Scenario:

In the past Traditional offices, were
found to occupy one or two small poorly
lighted and ill-ventilated rooms in the least
conspicuous part of the building. Most
of the office work had to be performed
manually and clerks spending most of
their time in copying letters for dispatch
to customers. Almost all internal and
external communication had to be carried
on through human agency.

Due to  globalization and
modernization for the past two decades
constant changes have taken place in the
size, nature of work and organization of
the office.

Fig. 1.1. Traditional Office

In contrast with traditional office,
modern offices were found to be located
in well- lighted and ventilated, often air-

‘ ‘ OSS_EM_Chapter_1.indd 2

conditioned rooms painted with pleasing
colours and sometimes spread over several
floors of the same building.

Office clerks often occupies
streamlined desks and chairs of various
designs arranged in neat rows. Typists
and stenographers were found with
headphones.  Telephones, intercoms,
desktops and lap tops and other devices
would be found on the tables of executives
and supervisors for communication with
all parts of the office as well as with
outsiders. All official communications
are made through e-mails. Internet and
intranet are used as possible means of
communication.

Today modern  offices are
organized on scientific principles and
their management and administration
are in the hands of highly specialized
office managers. They do not sit in the
same room with the clerks, nor they deal
personally with the customers, sitting in
their separate rooms, they control and
guide the work of clerks with the help
of supervisors and through standardized
office systems and routines, office manuals
and other written instructions.

Fig. 1.2. Modern Office

These vast changes have brought rapid
expansion in business activities, growth
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in the size of business enterprises and also
lead to increase in the volume of office
work.

1.3. Importance of Offices:

An office is an important unit of the
whole organization which is also regarded
as the mainspring of a watch. It has its
equal importance in the government
sector as well as in the private sector.
It is essential for the office to perform a
number of administrative as well as clerical
functions in the process of achieving the
organizational objectives.

—Wﬂ:><—

o The first modern business offices were
those of London’s Royal Navy built
in 1726 and the East India Trading
Company built in 1729 by Britishers to

manage overseas operation.

o The invention of the elevator in 1852
saw the exploration of tall-building
design.

« Home Insurance Building in Chicago,
Illinois— considered to be the first

skyscraper office building.

o In 1968, Robert Probst designed the
“cubical’, still widespread in the United
States, which was followed by the now

famous open space.

o Though Europeans referred to “Mad
Men”-style offices as American plan, it
was actually two German brothers who
dreamed up the first open-plan office.
They called Biirolandschaft, or “office
landscape.”

The importance of office can be explained

‘ ‘ OSS_EM_Chapter_1.indd 3

with the help of the following point:

(a)

(b)

(d)

Information Center: The office
serves as an information centre. It
collects information from sources like
invoices, letters, memos, agreements,
vouchers etc., and protects them
in safe mode on the basis of their
importance for future reference.

Proof of Existence: The office is the
evidence for existence and survival
of business. As office coordinates the
functions of different departments
of an organisation, without office no
business house can survive. People
tent to generalize about the existence
of business only with the help of
regular functioning of an office.

Channel of Communication:
The office is the channel of
communication between different
people and department of business.
The staffs working at various levels of
managerial hierarchy are linked with
one another through office. Office
transmits the information about the
functioning of different departments
such as personnel, finance, production
and marketing with each other.

Co-Ordination of Work: Business
is divided into department and sub-
units for bringing simplicity in the
operation. The office will work
as a coordinator to maintain the
relationship between departments.
It develops productivity relationship
to achieve common goals of an
organisation.
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(e)

()

(g)

(h)

Centre for Formulation and
communication of plan and policies:
A business is established with the
objective of attaining a certain
result. To achieve this result top level
manager formulate plans and policies
from office. These plan and policies
are communicated to related person
through the office. Therefore, the
office is a centre for the formulation
and communication of plans and
policies.

Managerial Control: The process of
developing performance standard and
comparing with actual performance
in order to take corrective action for
deviations if any is called controlling.
The office helps in controlling the
activities of different people and
department of an organisation.
Through controlling it is ensured that
the various activities of business are
performed with much accuracy.

Memory Center: Office protects
important information of past in a
safe manner. The departments and
people generally collect needed data
from the office as and when they are
required. It provides information
storage facilities in the form of files
and devices on the basis of their
importance for future reference.
Therefore, the office is considered as
memory center.

Service Center: The office works as
a service centre for different units
and departments of an organisation.
It provides clerical services like
mailing, filing, typing, printing,

‘ ‘ OSS_EM_Chapter_l.indd 4

supplying resource etc., to all people
working in different departments of
an organisation.

1.4. Functions of Modern Office:

—  BASIC FUNCTIONS +——

« Receiving and Collecting
Information

« Recording Information

o Arranging and Processing of
Information

 Storing of Data

e Communication of Recorded Data

ADMINISTRATIVE
FUNCTIONS

« Management Functions
 Office Systems and Procedures

« Designing and Purchasing of Office
Forms and Stationery

e Selection and Purchase of Office
Furniture, Equipments and
Machinery

e Public Relation Function
o Retention of Records

« Safeguarding of Office Assets

« Controlling Office Cost

I. Basic Functions (or) Routing
Functions: Following are some of the
routine functions performed in office.

(a) Receivingand collectinginformation:
It is the primary function of office to

04-03-2019 09:51:49‘ ‘



(b)

(c)

(d)

()

receive and collect the information
for timely business decisions.
Information is generally collected
both from internal sources such as
letters, memos, circulars, notices
etc., issued by different departments,
sections and external sources like

government departments, financial

Institutions, banks, suppliers,
customers,  universities,  general
public etc.

Recording of information: The
collected Information has to be
recorded for future reference in
a suitable form. This recorded
information is needed for preparing
future plans, policies and taking
decisions.
Arranging (or) Processing of
Information: All the information
received cannot be used as it is.
Office has to convert the collected
information in the form of notes,
reports, graphs etc,,
depending wupon the nature of
information for easy access and
understanding.

diagrams,

Storing  Data: The  recorded
information should be protected
for future reference. The degree of
necessity of data will determine the
duration for protecting the same.
Based on the importance of data,

office will store them in a separate
file.

Communication of  Recorded
Data: Office has to supply the right
information at the right time to
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II.

different departments and also to
outside bodies who are related in
some way or the other for prompt and
sound business decisions.

Administrative Management

Functions:  For  the  smooth
functioning of the office there are
certain  administrative  functions
needed to be performed. These

functions are outlined below:

Management Functions: Office work
has to be properly planned, organized
and executed according to the plan.
For efficient functioning of an office
the manager has to perform the
following function such as.

o Planning.
 Organising.

« Staffing.
 Directing.

« Communication.
« Controlling.

o Co-ordination.

« Motivation.

Developing Office Systems and
Procedures: Most important function
of the office is to plan and set up
suitable systems and procedures for
the major activity of office. For the
efficient and economical performance
of office operations, each major work
of the office is to be carefully planned
and also the routine procedures for

performing them to be determined
beforehand itself.

Form Designing and Control: A
form is a standardise record, which
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is used to accumulate and transact
information for reference purposes.
These forms serve as a storehouse of
information. Since the office work
is largely paper work, the form used
should be designed so as furnish
the required information in an
appropriate manner. It is the duty of
the office to design the forms that can
be used in various departments.

Purchasing and Supply of Office
Stationery: Majority of office work are
paper work. Consequently adequate
supply of office stationery of suitable
quality is of prime importance for the
systematic and efficient performance
of office work. It is the task of office
to look after the standardisation,
selection, and purchase of office
stationery and its distribution to
different departments.

Selection and Purchase of Office
Furniture, Equipmentand Machines:
The office has to select and purchase
the right type of furniture, equipment
and machines in right quantities, so
that office work can be carried out
according to the planned system and
routine without any interruptions
and must also ensure their fullest
utilisation in the organisation.

Public Relations Functions: An office
has not only maintained relations with
the other departments, it also needs
to maintain a good dealings with
the outside world such as suppliers,
customers, bankers, government
departments and the public at large.
Maintaining good relations with these

‘ ‘ OSS_EM_Chapter_1.indd 6

stakeholders increases the reputation
and goodwill of the company.

Retention of the Records: Records
are those documents which serves
as objective evidence of activities
performed, events occurred, results
achieved, or statements made.
They are created /received by an
organization in routine transaction of
its business or in pursuance of its legal
obligations. Office retains records
such as correspondence, invoices,
orders, financial and cost records, and
minutes etc., for future reference.

Safeguarding Assets: It is one of
the functions of office to safeguard
the assets of the organisation, such
as immovable assets like buildings,
plants, machinery, office equipments,
lighting and air conditioning
equipments, and movable assets like
furniture, office machinery, title
deeds, records and documents, or
cash, etc., against loss or damages
from unforeseen conditions.

Controlling office Costs: With the
adoption of scientific methods in
office management, a modern office
discharges the function of controlling
office costs through

(a) Mechanization of the office.

(b) Adopting time and labour saving
devices in the office.

(c) Using better forms.

(d) Analyzing the existing office
routines and adopting improved
ones.
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1.5 Types of Office: divisions ensure the proper flow of
work within the organisation. Middle
—>  Front Office - office generally functions along with

the front office and it comprises of

departments of financial services. Due
to their critical role, it is supervised
by the back office managers.

>  Middle Office °

—>  Electronic Office =~ @————

!

Virtual Office o

!

Back Office o

Fig. 1.3. Types of Office

The following are the different types of Fig. 1.5. The Middle Office
offices.

iii. Electronic Office: It is integrated

i. Front office: The front office computer systems designed to handle

® otherwise called reception. It refers office work. In this office all the ®
to a company’s department that come activities are carried out with the help

in contact with outsiders such as of software applications. The aim

clients, suppliers, bankers, financial of e- office is to reduce paper work

institutions and general public atlarge. and speed up business operations
The front office welcomes visitors, The

deals with queries of the visitors, and

introduction  of  e-office
improves accuracy and efficiency of

receives mails and disseminates the organizations and thereby improved

same to respective departments. their level of service. All modern

offices are electronic offices.

Fig. 1.4. Front Office

Fig. 1.6. Electronic Offi
ii. The Middle Office: The middle & ectronic Office

office is usually a part of operations
division of the business unit. These
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iv.

vi.

The Virtual Office: “Virtual
Office” implies mobile or remote
work environment equipped with
telecommunication links and basic
office furniture, but without a fixed
office space. Office automation has
led to the development of virtual
office concept. It works just like a
physical office but without physical
space and facilities. Employees
through
portable communication tools such
as electronic mail, cellular phone,
voice mail system, laptop computer,
fax ~machine, and audio/video

interact  with  others

conferencing  system. Employees
armed with these tools can perform
their work from any place — their
homes, cars, restaurants, airports,
customers’ offices, and so on.

Fig. 1.7. Virtual Office

Back Office: These offices are
generally found in  operating
corporate organisations where tasks
dedicated to operating the company
are performed. The term comes
from the building layout of early
organisations here the front office
would contain the sales and other
costumer-facing staff and the back
office would be those manufacturing

or developing the products or involved
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in administration but without being
seen by customers. Although the
operations of back office are usually
not given a lot of consideration,
their contribution to the business is
significant.

Fig. 1.8. Back Office
1.6 Office Manager:

An office manager is an individual,
who is incharge of an office and whose
function is to organize and control the
activities of the office. He is appointed to
head the office. “The office manager is the
pivot around which the office function
revolves” (Denyer, ].C.).

He extracts the work from the
subordinates to achieve organizational
goals. It is his responsibility to plan,
organize and control the clerical aspects of
the organizationincludingthe preparation,
communication, coordination and storage
of data to support production and other
important operations of industrial
establishments. He monitors the work
processes and evaluates their outcome.
On the whole he is appointed as an
administrative head of office.

Some of the functional names associated
with an office manager are Manager,
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In 1974, Herman Hertzberger created
the Central Beheer insurance company,
a space conceived as a “village worker”
designed so that the occupants ‘would
have the feeling of being part of a
working community without being
lost in the crowd. The space was
deliberately flexible and consisted
of small workspaces, like the islands
forming virtually to connect to one
another. These structured platforms
were built repeatedly throughout the
space and can accommodate groups
of ten people, who were encouraged to
decorate their workspace themselves,
including adding their own furniture.

Administrative Manager, Commercial
Manager, etc.

Today, in the modern era of dynamic
and competitive business environment,
the office manager has to perform a wide
variety of tasks from managing basic
office services to handling of the most
modern techniques of systems integration,
automation, operations research and
communication. In performing these
tasks he assumes the position of a full-
fledged functional executive at par with
other operational executives.

1.6.1. Qualifications of Office Manager:

The qualifications of a successful
office manager are grouped under the
following three heads (i) Education and
Practical training, (ii) Experience and (iii)
Personal qualities.
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(i)

(ii)

Qualifications Of Office

Manager

N
Education and

Practical
Training

Y,

s 2\

> Experience

\ Y,

e N
Personal
Qualities

Fig. 1. 9. Qualifications of Office
Manager

Education and Practical training: An
office manager must have appropriate
educational qualifications. He should
possess not only bachelor’s degree in
the relevant discipline, but also have
proficiency in English and one or
more foreign languages. The office
manager must also have special
training in business administration,
accounting, office systems and
procedures, office machines and data
processing methods.

Experience: He should have sufficient
business experience preferably be
in a similar organization as the one
employing him as office manager.
This will enable the office manager
to get familiar with the routine
procedures of the organization and
also the problems of the office that he
has to manage.
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(iii) Personal Qualities: The main task

of the office manager is to get the
office work done by personnel of the
office efficiently and economically.
To achieve this objective he must be
able to organize, inspire and lead the
staff under him. He must also try to
understand the ability and aptitude of
each individual worker and delegate
work to them accordingly. For this he
must possess a number of personal
qualities such as leadership, sound
judgment, sense of justice and fair play,
impartiality, sincerity, understanding
of human nature, tact, persuasiveness
etc.

1.6.2. Functions and Duties of Office

Manager:

The scope of office manager’s work

® is very wide. It differs from business to

business and organization to organization

and from office to office. No two office

manager performs same set of functions.

However, philosophers and researchers

have classified the functions of office

manager as below.

1.

-

Managerial Functions
Supervisory Functions
Personnel Functions

Duties to the Management.
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Managerial
Functions

Duties To The OFFICE

Management

Supervisory
Functions

MANAGER

Personnel
Functions

Fig. 1.10. Functions of Office Manager

Managerial Functions: The office
manager is the administrative head
of the office. It is his duty to manage
the entire affairs of an office. As
an administrative incharge, he is
expected to perform the following

functions.

Planning the work to be performed
before hand.

Forecasting the future demands based
on past records.

Organising the activities of office.

Co-ordinating the activities of various
departments.

Executing  the  policies and
programmes of the management.

Communicating  various

policy
decisions to the functional managers.

Designing and implementing new
systems and procedures.

Reviewing system and procedures
periodically and effecting changes in
them.
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Supervisory Functions: The prime
duty of office manager is to extract
the work from subordinates. In this
regard, he performs the following
supervisory functions:

Dividing and allocating the work
among the subordinates based on
their specialisations.

Ensuring that the work is carried out
as per predetermined schedule.

Exercising regular control over the
quantity and quality of the work done
by the subordinates.

Ensuring the punctuality.

Providing adequate stationery and
supplies and controlling their usage.

Arranging for appropriate equipment
and maintaining them in proper
working conditions.

Maintain the office, well organised,
clean and tidy.

Personnel Functions: At times office
manager acts as a human relation
officer for his own department. To
ensure higher degree of accuracy
and efficiency at work he should
have efficient subordinates. For that
purpose he discharges the following
duties.

Recruit or hire skilled workers for the
departments.

Arranging  for  training  and
development programmes for
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the subordinates to upgrade their
knowledge.

Conducting staff appraisal interviews
periodically.

Measuring the work of subordinates
through appropriate methods.

Fixing up remuneration for the staffs
and devising methods for suitable
compensation.

Dealing with matters as regards to
indiscipline.

Counselling and settling the disputes
among the subordinates to the
possible extent.

Duties to the Management: O ffice
manager is a functional head of the
department. He acts as staff expert to
top management and offers advices
on various policy matters relating to
office routine. He also performs the
functions like

Provision of information that is
needed to make policy decisions.

Supporting and implementing the
policies of the top management.

Reporting the problems to the
management which are beyond his
limits.

Identifying  problems in  the
implementation of the policies and
reporting to the top management for
remedial action.
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e. Handling mails and fixing up
appointments on behalf of top
managers.

1.6.3. Qualities of Good Office Manager:

In the recent years the authority
and responsibilities of office manager
have grown substantially. They are
more involved in policy decisions. The
office manager should be capable to face
challenges of modern complexities of
business world. Dynamic office manager
possess the following qualities.

Organising Ability: A modern office
manager must be a good organiser. He
should organize the office services in such
a way that it can be performed smoothly,
efficiently and economically. He has to act
in the following manner:

1. Dynamic Leadership: He should
be an energetic leader. He should
inspire and build confidence in the
minds of the subordinates. He must
also encourage the subordinates to
perform their job effectively and
efficiently to achieve the common
goals of an organisation.

2. Innovative: He should be innovative.
He should have creative thinking and
capability to develop better methods
and systems. Moreover, he should
always in search of new and innovative
methods and techniques of doing the
office work in order to increase the
efficiency and quality of the work.

3. Ability to Delegate: Office manager
should be competent to divide
and allocate the job among the
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subordinates according to their
capabilities.  Effective  delegation
of authority ensures accountability
among subordinates and indirectly
boosts their moral to a higher level.

Development of Personnel: He
should be a demographic leader. He
must encourage the subordinates to
carry on their routine work without
his interventions and also allow them
to participate in the decisions relating
to their work. He must conduct staff
appraisal periodically to identify
their progress and accordingly
arrange for training and development
programmes for their  self-up
gradation.

Forward Looking: The office manager
should be forward looking. He should
be competent to forecast the future,
visualize the future problems and
devise plan to avoid such problems.
E.g. heavy competition, fall of
demand, price hikes etc.,

Other Qualities: In addition to the
above mentioned qualities, the office
manager must have highest level
of integrity and should be honest
and ethical in his dealings with
everyone both inside and outside
the organisation. He should be freely
contacted and consulted by people
from all the departments in the
organisation. He should be able to
handle situations diplomatically.
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Points to be Remembered:

Office is nerve center of business
organisation.

Functions of office classified as
Basic functions and Administrative

functions.

Based on nature of work performed
offices are classified as front office,
middle office, e-office, virtual office
and back office.

Office manager is considered as
administrative head of the office.

— 0000
Evaluation ‘ﬁif‘
OBJECTIVE TYPES:

Part - A

I. Choose the correct answer:

1.

Office manager should have sound
education, adequate training, relevant
experience and energetic personality.

He performs managerial, supervisory,
personnel and other functions for
better administration of the office.

As a departmental head he should
possess the qualities like integrity,
honesty,  creativity,  trustworthy,
innovative and motivating. On the
whole he should be a man of high

calibre.

REH.JGE

(1 Marks)

The place where clerical activities are carried out is called ---------------- .

a. Company

c. Office

b. Enterprise

d. Department

————————————————— is one of the administrative functions of an office.

a. Receiving information

c. Recording information

b. Arranging information

d. Planning and organising

——————————————— is one of the basic functions of an office

a. Office systems and Routine

b. Designing and Purchasing of office Forms and Stationery

c. Recording of information

d. Safe guarding the assets.

13
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4. A person who is incharge of office is called ----------------
a. Office Manager b. Secretary
c. Director d. None
5. An office which has direct contact with outsider is known as ------------ .
a. Front office b. Back office
c. Virtual office d. Middle office
6. oo is an office where office activities are carried out without any
physical space.
a. Virtual office b. Middle office
c. Back office d. E-office.
7. Back offices are generally found in ------------- :
a. Government Department. b. Public Sector units.
c. Corporate Bodies d. None.
8. In ---------mmm-- office all activities are transacted through integrated computer
network.
@ a. e-office b. Virtual office @
c. Middle office d. Back office
9. An office is considered as ------------------ of Business enterprise.
a. Head b. Hand
c. None. d. Aand B
10.  An office manager is the------------------- of an office
a. Director b. Supervisor
c. Secretary. d. Administrative head
Part - B

II.  Very Short Answers:
Answer in Five lines. (3 Marks)
1. Define Modern Office.

2. Who is office manager?

14
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3. List out the functions of modern office.

4, What is e-office?

5. Write a short note on virtual office.

6. Explain the term front office.

7. What is back office?

8. List out the qualities of good office manager.

9. What is the role of middle office?

Part- C
III.  Short answers:
Answer in one page. (5 Marks)
L. State briefly the importance of office.
2. Explain the various types of office.
3. State the qualities of a good office manager.
4. Discuss the basic functions of office manager.

® 5. State the administrative functions of modern office.

6. What are the qualifications of office manager?
7. Bring out the difference between traditional office and modern office.

Part - D
IV.  Essay type questions:
Answer within three pages. (10 Marks)
1. Elaborate the functions of modern office.
2. Discuss in detail about the functions of office manager.

15
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Teachers Activity:

Should teach basic concepts through classroom discussion.

Prepare charts on functions & types of modern office and also on functions of

office manager.

Students Activity:

Students can be asked to conduct Role play as office manager.

Students should prepare charts on functions of modern office and office manager.

References:

1. Modern Office and its Functions - by Dr. RK
Chopra

2. Office Management — by PK. Ghosh

3. Office Management -by KathiresaneDr.Radha

GLOSSARY

Accuracy : The state of being correct.

Administration : The process of running a business.

Affair : An event or sequence of events of a specified kind.

Complexities : The state of being complicated.

Correspondence : Communication by exchanging letters.

Cost : An amount spent to buy or acquire something.

Counselling : Giving professional advice.

Delegation : The process of deputing the power.

O | [N ||| |W [N |~

Diplomatic : An ability to deal with people in a sensitive and tactful way.

—~
S

Dispute : Misunderstanding or disagreement between people.

~
~

Documented : Recorded.

—~
\S)

Dynamic Leader : Leader having positive attitude and full of energy and new ideas.

—~
SV

Equipment : An apparatus used for specified purpose.

—~
L

Facilitator : A person who assist in completion of work.

16
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15 | Globalisation : Growth of business activities to a global or worldwide scale.

16 | Goal : An ambition or objective to be achieved.

17 | Hire : Rent or Lease.

18 | Implement : Put into practice or Use.

19 | Innovative : The quality of being thinking creatively of generating new ideas.

20 | Integrity : The quality of being honest.

21 | Mechanization : Computerization of Office.

22 | Modernisation : Incorporating changes according to new technology.

23 | Organising : Arranging the work systematically.

24 | Personnel : People employed in an organisation.

25 | Policy : A principle of activity adopted by an organisation.

26 | Procedures : An established or official way of doing something.

27 | Recruitment : The process of finding people.

28 | Scheduling : Planning the work to be completed within a particular time.

29 | Systems : A set of principles or procedures according to which something is done.

30 | Upgrade : Raise to a higher standard.

17
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_ CHAPTER II o
N

OFFICE AUTOMATIO

Content:

Introduction -  Meaning of
Automation - Objectives of Automation
— Merits and Demerits of Automation
— Modern Equipment Used in an Office
—Factors to be Considered for Selecting
Various Equipment - Office Furniture,
Fittings and Accessories — Principles in

Selecting the Office Furniture.

Learning Objectives < @’ ’

o Enable the students to gain
awareness about the concept of
Automation.

o To acquaint the students about the
various factors to be considered
in selecting office appliances,
turniture’s, filing and accessories.

Introduction:

As discussed in the earlier chapter,
the term office has undergone drastic
changes. “The Office is now in a period
of transition” where more and more
information processing functions are
being automated through sophisticated
electronic  systems. New electronic
procedures and systems becoming
more and more popular in modern
Automated Office which otherwise called
s “Paperless Office”. A ‘Paperless Office’
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is one in which paper has been replaced
by electronic, digital, micrographic and
micro processing systems.

This Paperless Office incorporates
voice inputs, word processing, optical
character recognition,
mail, calendars, message sending,
filing directions and text editing,

electronic

computer indexing and processing,
telecommunications and colour
graphics systems into a fully automated
office facility. Several Modern Offices
provide satellite communication video
teleconferences, electronic mail and
computer-to-computer hook-ups for
intra-company use. This chapter focuses
on office automation and various modern
equipment used in modern office.

2.1. Automation:
2.1.1. Meaning:

Automation may be described as
usage of advanced technology with the
help of specific devices of communication
and control in self-regulation without
human intervention. It can also be termed
as application of information technology
to the typical clerical and secretarial tasks
such as communication, correspondence,
documenting and filing.

2.1.2. Definition:

Business Dictionary defines the
term office automation as “Method or
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system of using automated or electronic
equipment, as word processors and
computers, in the operations of an office”.
It is basically application of information
technology to the typical, clerical and
secretarial work such as communication,
correspondence, documenting and filing.

The Committee on Automation
(1972) defines the term automation as
“Usage of technical advancements such as
automatic machinery, automatic transfer
system or automatic control or feedback
through electronic devices”.

In simple words automation means
“Creation and application of technology
to monitor and control the production
and delivery of products and services”.

2.1.3. Objectives of Automation:

Automation in the office refers to
a process whereby sophisticated machines
and equipment are introduced in the office
with a view to aid administrative process.
Automation in the office has the following
objectives.

1. Saving Manpower: Automation aims
at saving manpower. It eases the
process of work and thereby reduces

work load of employees.

2. Time Saving: Office automation
enables promptness. The work that
would take hours can be done in no

time with the aid of machines.

3. Accuracy: Asthe task to be performed
is planned well ahead in advance in
the form of programmed schedules,
automation enables completion of
work with accuracy.
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4. Elimination of Monotony: In case

of routine or repetitive job the data
which is already feed in the system
can be retrieved instead of typing
again and again. Repetitive processes
may sometimes lead to monotony
and office machines eliminate
the monotony of these repetitive

processes.

5. Lesser Frauds: Automation also
minimizes the chances of fraud in

office work.

6. Storage of Facts and Data: Data
entered once in the computers can be
stored forever. At a time it can store
large volume of facts and data for
future reference.

2.1.4. Merits of Automation:
1. Automationincreasestheproductivity.

2. Automation eliminates heavy physical
labour. The employees have to work
less which in turn increases their job
satisfaction.

3. Automation improves the quality
of decision making in business.
Computershavebecomeindispensable
in certain industries like defence,
airlines, insurance, etc.

4. It improves the working conditions
and employees work in safe and
comfortable environment.

5. Automation leads to quick completion
of work, which in turn enables the
management to serve their customers
promptly.
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2.1.5. Demerits of Automation:

1. Automation results in technological
unemployment.

2. Automation requires huge investment.
Small Business units cannot afford it.

3. Automated plant cannotbeintroduced
in industries where changes are
rapid because of changes in tastes of
customers.

4. Since various operations are
interdependent, failure in one part of
the automatic plant may shut down

the entire plant.

2.2. Modern Equipment Used in an
Office:

——> Instructional Machines @——

Accounting, Tabulating
and Computing Machines

—> Miscellaneous Machines @—————

—>  Modern Machines o-—

Fig. 2.1. Classifications of Equipment
I. Instructional Machines:
1. Telephone:

Telephone becomes an important
instrumentin modernbusinesshouses. With
the help of this facility, a firm can have quick
and prompt communication with others.
Now-a-days it is impossible to imagine the

‘ ‘ 0SS_EM_Chapter_2.indd 20

20

office without a telephone. It is the most
convenient means of oral communication. It
is widely used for internal as well as external
communication. According to distance and
area, telephone calls are classified as local
calls, trunk calls and overseas calls.

Fig. 2.2. Telephone

The following are some of the internal
and external services available to telephone
users.

(a) Direct Link
(b) Direct Link with Extension
(c) Private Branch Exchange (PBX) System

(d) Private Automatic Branch Exchange
(PABX) System

(e) Electronic Private Automatic Branch
Exchange (EPABX)

(f) Intercom
2. Mobile Phone:

A mobile phone is a wireless device
which can be used to make calls and send
text messages. As the technology changes
rapidly; nowadays mobile phones are
bundled with many additional features,
such as web browsers, games, cameras,
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video players and even navigational systems.
A mobile phone may also be known as a
cellular phone or simply cell phone.

Fig. 2.3. Mobile Phone
3. Dictation Machines:

Dictation Machines are generally
used by the executives who need to draft
letters, memos, and reports are best off
dictating the copy and recording it, as
speaking is much faster than writing and
can be done while performing other tasks.
This type of equipment chosen depends on
the preference of the dictators, number of
users, frequency of use, and budget. Some
dictation equipment use cassette tapes and
most of the modern versions are digitally
recorded and also this phone system is used
for recording. Once the audio is recorded,
this file is processed to another employee,
who transcribes the audio into a written
document, saves and emails or prints it.

Fig. 2.4. Dictation Machine

II. Accounting, Tabulating and

Computing Machine:
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1. Adding Machine: Adding machines
may either be manually or electrically
operated. Most adding machines have
a roll of paper on which the figures
are typed and this is known as a “Tally
Roll”. It is used for addition and also
for multiplication, subtraction and
division.

2. Calculating Machines: It calculates at a
greater speed and runs without making
any noise, but such machines are usually
expensive. The essence of a calculating
machine is that it can perform addition,
subtraction, multiplication, and
division operations.

3. Billing Machine: Billing machines are
used to prepare invoices, bills of lading,
cash memo, etc. The machine makes all
calculations of discounts, commission,
addition, subtraction, total, etc. Papers
and carbons are fed into the machine
and set automatically.

Fig. 2.5. Billing Machine

4. Accounting and Book Keeping
Machines:
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These machines are used for

a. Posting in journals, cash book, ledger,
etc.,

b. Preparation of cheques, pay rolls, cash
receipt and payment sheet

c. Preparation of copies of ledger accounts
along with posting

d. Calculating and computing figures and
drawing ledgers or cash book balances

5. Tabulating Machines:

The tabulating machine is an electro
mechanical machine designed to assist in
summarizing information stored on cards.
It was invented by Herman Hollerith.

Fig. 2.6. Tabulating Machine
6. Electronic Computer:

It is an electronic device by which
data is processed electronically at great
speed. It is a replica of human brain. It may
be noted when the computers are used for
data processing, the processes is known as
Electronic Data Processing (EDP). There are
two kinds of computers (a) Analog computer
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and (b) Digital computer. Analog computers
are used for scientific and research data
processing. Digital computers are used for
calculating the data in one billionth of a
second.

7. Electronic Payment or E-Payment:

Electronic payment system is a
system which helps the customer or user
to make online payment for their shopping
to transfer money over the internet. Some
examples of EPS: a. Online reservation
b. Online bill payment c. Online order
placing d. Online ticket booking (Movie)

—uu['>«—

First Practical use of Tabulating
Machine:

o The tabulating machine was
developed to help process data for
1890 U.S. Census. The tabulating
machinespawnedaclassof machines
known as record equipment and the
data processing industry.

o The term “Super Computing” was
first used by the “New York World”,
newspaper in 1931 to refer to a large
custom-built tabulator that IBM
(International Business Machines
Corporation) made for Columbia

University.

I1I. Miscellaneous Machines:
1. Franking Machines:

Franking machine is used in large
offices for affixing postage stamps on
envelopes. The outgoing mail is inserted in
the machine and a handle is operated either
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manually or electrically. It automatically
prints in a franking design comprising the
postal charge and the date of posting in
bright red ink. It has a meter which records
the amount and balance on hand.

Fig. 2.7. Franking Machine
2. Impression Stamps:

These include rubber stamps bearing
certain impressions like “paid”, “delivered”,
“checked”, etc. Stamps bearing date with
time and numbering devices also fall under

this category.
3. Time Recording Machines:

This popular machine is used for
recording the accurate time of arrival and
departure of the office employees in offices
and factories.

4. Payroll Machines:

It is used for making the payroll of
the employees, calculating the amount to be
paid to each employee.

5. Slide Rule:

It is a type of scale which is used to
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make different measurements rapidly and
accurately.

6. Punching Machine:

This is a small apparatus which
punches holes on papers. The holes are
required to tag and fasten the papers. It is
operated manually.

7. Stapler:

It is a small machine which binds
together a few papers with a small piece of
thin wire. It is very commonly used in small
offices.

8. Calculators:

A variety of calculators are available
in the market. It is useful for multiplication,
division, addition and
calculation of discount, internet, wages,
etc. It helps to reduce human labour in
arithmetical calculations.

subtraction,

9. Envelope Sealing Machine:

Thisisamachine which automatically
seals the envelopes. It will dampen the
gummed flaps of the envelopes; thus sealing
of the envelopes becomes very easy.

IV. Modern Machines:

1. Swipe Machine:

A swipe machine is a payment
terminal provided by the bank on which the
merchant can swipe a dip card to receive
payments. Since the card can be a debit or
a credit card the machine is also known as
a credit card swipe machine or a debit card
swipe machine.
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Fig. 2.8. Swipe Machine
2. Laptop:

It is a portable and compact personal
computer with the same capabilities as
a desktop computer. Laptop computers
have an L-shape design and the screen
can be lowered and closed to allow for
easy transportation of the machine. It is a
portable computer and suitable for using
while travelling.

Fig. 2.9. Laptop
3. Pen Drive:

A pen drive is small storage device
shaped like a pen with built-in data storage
that connects to a computer by a USB Port.
(Universal Serial Bus- It is the most popular
connection used to connect a computer to
devices).

4. Projector:
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Projectors can be used for delivering
lectures and presentations to large groups as
well as watching movies and other videos at
a backyard home theatre. They can be found
in a variety of environments, including
classrooms, conference rooms and in homes

and yards.
5. LED (Light Emitting Diode) Projectors:

Instead of a traditional halogen
lamp, they use light-emitting diodes,
which are more environment friendly and
long lasting. LED projectors use either
DLP technology, replacing the colour
wheel and white-light lamp with red, blue,
green LEDs or LCOS technology which is
found in projectors.

Fig. 2.10. LED Projector
6. LCD:

Liquid crystal displays (LCDs)
consist of liquid crystals that are activated
by electric current. They are used most
frequently to display one or more lines of
alpha-numeric information in a variety of
devices.

7. Bio-Metric:

A Biometric device is a security
identification and authentication device.
Such devices use automated methods of
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verifying or recognizing the identity of
a living person based on a physiological
or behavioural characteristics. These
characteristics include fingerprints, facial
images and voice recognition.

Fig. 2.11 Bio-Metric System

8. Currency Note Sorting and Counting
Machine:

A currency note sorting machine
is a compact and portable desktop
solution for multi-currency counting and
sorting challenges. It can denominate
and authenticate different currencies
at a processing speed of 1000 notes per
minute. A currency note counting
machine is a machine that counts money
either stacks of bank notes or loose
collections of coins. Currency counters
are commonly used in vending machines
to determine the amount of money which

has been deposited by customers.

Fig. 2.12. Currency Counting Machine
9. CCTYV:

It is called closed circuit TV. A self-
contained surveillance system comprises
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of cameras, recorders and displays for
monitoring activities in a store or company.

10. Fax Machine:

A fax machine is the telephonic
transmission of scanned printed material
(text or images), usually to a telephone
number associated with a printer or other
output device. The original document is
scanned with a fax machine, which treats
the contents (text or images) as a single
fixed graphic image, converting it into a
bitmap. In this digital form, the information
is transmitted as electrical signals through
the telephone system. The receiving fax
machine reconverts the coded image and
prints a paper copy of the document.

Fig. 2.13. Fax Machine
11. Photostat Machine:

It is popularly known as “Xerox”
machine taking its name from the company
manufacturing this machine. Photocopying
machines help in getting exact copies of
the original at a greater speed. The term
xerography means dry pictures. Copies of
diagrams, illustrations, drawings etc. can
also be obtained. It eliminates the need for
checking.
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Fig. 2.14. Xerox Machine

2.3. Factors to be considered for selecting
equipment:

Following are some of the factors to
be considered while selecting appropriate
equipment:

(1) Ease of
operation, less fatigue, and fewer errors

Operation:  Faster

go with ease of operations. Here are
some contributory factors; indexing the
amounts, operating the control keys etc.

(2) Flexibility: Unless there is enough
work to keep a highly specialized machine
busy, it is better to select one which can
be used for different types of work. In
absence of flexibility, the purchase of the
machine is not at all justified.

(3) Durability: A machine is used by
different people under varying conditions.
Unless, it is strong and durable, it would
be a poor investment.

(4) Portability: A  machine s
frequently moved from user to user or

from one place to another place in the
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same work area. Compactness and ease
of handling saves time and energy and
increase the use of the machine. Modern
machine have been reduced in size and
weight without the sacrifice of the quality.

(5) Adaptability: If a machine can
be used without disrupting an existing
system, it would be better to do so
than go in for one which necessitates
a considerable rearrangement of the
forms and records involved in extensive
recopying of information and of
adjustments in procedures.

(6)  Service: Reliable and continuous
performance demands quick repairs and
proper maintenance. The machine which
can be serviced promptly has advantage
over one which cannot be serviced.

(7)  Operating cost: This includes such
things as supplies, the space occupied, the
special equipment and forms required,
repairs, etc.

(8) Reputation of the Supplier: Few
people have the expertise to judge the
mechanical qualities of a machine so one
has to depend upon the integrity of the
manufacturer and dealer to furnish a
good machine and to backup claims and
guarantees.

2.4. Office Furniture, Fittings and
Accessories:

2.4.1. Office Furniture:

Office furniture is necessarily a
part of total environment in which the
employees work. Right kind of furniture
must be provided so as to provide
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maximize comfort to the employee. The
number and the type of furniture to be
purchased for any office will depend on
the number of departments and office
workers, the nature and volume of work
to be performed and the office space
available for their accommodation

2.4.2. Fittings and Accessories:

Generally office fittings include
desk lamp, telephone stand, waste
paper basket, etc.
selecting such items, their colour may be
considered, because the colour of these
must not ruin the pleasing atmosphere of
the office. Clerks should be provided with

certain accessories in order to perform

When choosing or

their work efficiently. Such items may be
pen holders, sorting trays, boxes, cabinets,
etc.

2.4.3. Types of Furniture Used in Office:

Every office requires different types
of furniture. Furniture can be classified
on the basis of its physical appearance
and the purpose for which it is used.
E.g. Executive furniture, Special purpose
furniture,Built-in furniture and General
clerical furniture.

1. Desk: The performance of an office
employee is very much influenced by
the type of desk he uses. The primary
function of any desk is to provide a
suitable surface for writing, checking,
sorting and examining. There are
different types of desks for different
persons depending upon the nature
of work and status. (i). Executive
desk (ii). General purpose desk and
(iii) Computer desk.
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ii.

iii.

Executive Desk: These are designed
to suit individual tastes and quite
often theyare designed as a show piece
of an organisation. Their purpose is
also to impress visitors. Sharp edges
and corners are eliminated. Table top
is covered with a sheet of glass.

Fig. 2.15. Desk

General Purpose Desk: It is a general
purpose single pedestal desk with less
elaborate design.

Computer Desk: Computer desks
are generally standard flat-topped,
single or double pedestal desk with
provision for placing keyboard.

Tables: Tables are generally needed
for sorting of mail despatch, for
holding meeting of committees, etc.
However, in some office table fitted
with drawers and other devices
are still used by clerks for writing
purpose.

Chairs: There is a need for providing
the right type of chairs to the office
employees as they spend most part of
the day in the office. Chairs meant
for computer operators should have
adjustable back rest to enable the user
to perform their work efficiently.
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Fig. 2.16. Chair

Filing Cabinet: A filing cabinet is a piece
of office furniture usually used to store
paper documents in file folders. The two
most common forms of filing cabinets are
vertical files and lateral files. A vertical
file cabinet has drawers that extend from
the short side of the cabinet. A lateral file
cabinet has drawers that extend from the
long side of the cabinet.

Modular Furniture: Modular furniture is
pre-made or readymade furniture which
can be used according to the need and room
spacing. It is easy to install and dismantle
according to need. It gives modern look to
office. It is also available in various colours
and designs. There are various types of
modular furniture

i. Two in one furniture. This type of
furniture has two purposes.

ii. Three in one furniture. This type of
furniture has three purposes.
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Fig. 2.17. Modular Furniture

2.4.4 Principles in Selecting the Office
Furniture:

Following are some of the principles to be
considered while selecting office furniture.

1. Suitability: The selected furniture must
be suitable for the job. The working area
of the table should be sufficient. It must
also have space to keep files (incoming and
outgoing), stationery, etc.

2. Comfort: The seat of the workers, shape
of the chairs and tables must be so designed
that the workers would not feel any fatigue
while doing their jobs. This will result
in efficiency, in turn, more output. The
equipment, forms, stationery, etc., must be
within easy reach. Those items frequently
used, should be placed at hand.

3. Design: Prior to purchase, one must have
an idea of the size, height and design of the
furniture. For example, the size, height,
design, number of drawers of the table
should be decided on the basis of work done
on it.

There are many designs of tables
available in the market. One must decide
whether the top of the table should be of
polished wood or glass plate or laminate
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surface. The decision regarding the choice of
the furniture, say table, desk, chairs, etc. as
to its size and design depends on the officer
who uses it.

4. Durability: Metal furniture is more
costly than wooden furniture. But the
maintenance charges of wooden furniture
are more than those of the metal furniture.
Nowadays, metal i.e., steel furniture is more
popular, because it is more durable than
wooden furniture. Moreover, steel furniture
is safe against fire, burglary etc.

5. Weight: As the business expands, the
size of the office also increases. The existing
layout of the furniture has to be rearranged
according to the required comfort. It
may become often necessary to move
the furniture from one place to another.
Therefore, it is better to have light weight
furniture. If the furniture is light, there will
be less breakage and wear and tear when the
furniture is shifted.

6. Space saving: Furniture which would
occupy minimum space should be selected.
The decision regarding the design of the
furniture should depend upon the space
available in the office and the number of
persons who work there.

7. Cost: The cost of the furniture should not
be neglected when selecting it. It should be
kept within the financial limit.

8. Hygiene: The outlay of the furniture
should be so made that it will be easy to clean
the furniture as well as the floor underneath
it.

9. Usefulness: The furniture should be
selected according to the nature of the
particular job. When it is not needed for the
department, it can be easily transferred to
another department, where it may be useful.

10. Appearance: Furniture should have
a good appearance and be pleasing to the
eyes. This will impress the workers and
visitors. Wooden furniture looks attractive.
Furniture of high quality wood is durable.
It has a warm look and gives comfort to
the users. Many varieties and designs of
furniture can easily be made.

11. Multi-Purpose Uses: Furniture should
beadaptable to multi-purpose uses, wherever
possible. This permits standardization in
the purchase of multi-purpose desks and
enables office workers to perform more than
one type of work with the help of same kind
of furniture.

Points to be Remembered:

o Automation may be described
as usage of advanced technology
with the help of specific devices
of communication and control in
self-regulation without human
intervention.

o Objective  of Automation are

Labour saving, Time saving,
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Accuracy, Elimination of
Monotony, Lesser frauds, Storage
of facts and data.

e Modern equipment used in office:

Machines:
Telephone, = Mobile  Phone,
Dictation machine

Instructional
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Accounting, Tabulating and
Computing Machine : Adding
Machine, Calculating Machine,
Billing Machine,
Machine and Book Keeping

Machine, Tabulating Machine,

Accounting

Electronic computer, Electronic

H 2 mmn [

o Factors to be considered
selecting various equipment.

o Office furniture, fitting
accessories.

in

and

« Types of furniture used in office.

I. Desk,

intra-company use.

(a) Automation office

(c¢) Traditional office
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E-payment.
i) E tive desk
Miscellaneous machines: 1) ERISEEaE Ces
Franking machines, Impression ii) General purpose desk
t , Ti di
° amps e Fecorains iii) Computer desk.
machines, Payroll machines,
Slide rule, Punching machine, I1. Table,
StaRler, Cal.culator, Envelope 111 Chair,
sealing machine.
IV. Filing Cabinet,
Modern Machine: Swipe Hing Labine
machine, Laptop, Pen drive, V. Modular furniture.
oo, LED - Fucion, Principles in selecting the
LCD, Bio-metric, Currency note ) P &
i i i furniture.
@ sorting and counting machine, ®
CCTYV, Fax machine, Photostat
machine.
Evaluation i‘if‘
OBJECTIVE TYPE:
Part - A
I. Choose the correct answer: (1 Mark)
. A is one in which paper has been replaced by electric, digital,
micrographic and equipments.
(a) Paperless office (b) Automated office
(¢) Front office (d) Back office
2. provide satellite communication, video teleconferences for

(b) Several modern offices

(d) Back office
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10.

11.
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What is a Dictation Machine?
(a) Instructional Machine (b) Computing Machine
(c) Duplicating Machine (d) Modern Machines

Which computers are used for scientific and research data processing?

(a) Analog computers (b) Digital computers
(c) Main-frame computer (d) Super computer
The term Xerography means -------- pictures.

(a) Grid (b) Dry

(c) Faulty (d) Printed

—————————— is small storage device shaped like a pen with built-in data storage

(a) Pen drive (b) Laptop

(c) Computer (d)Desktop

Which machine is used for affixing postage stamps on envelope?
(a) Addressing machine (b) Duplicating machine
(c) Tabulating machine (d) Franking machine

This popular machine is used for recording the accurate time of arrival and
departure of the office employees in offices and factories.

(a) Payroll machine (b) Intercom

(c) Time recording machine (d) Swipe machine

Ao is a piece of office furniture usually used to store paper documents in
file folders.

(a) Chair (b) Filing Cabinet

(c) Table (d) Desk

The Currency note sorting and counting machine can denominate and
authenticate different currencies at a processing speed of ------ notes per minute.
(a) 500 (b) 700

(¢) 1000 (d) 1200

The Committee on Automation was held in the year ------ .
(a) 1972 (b) 1973
(c) 1974 (d) 1975
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II.

Part - B

Very Short Answers:

Answer in Five lines.

1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)
13)

® II1.

What is Paperless Office?

Define the term Automation.
What is Dictation Machine?

Write short notes on E-Payment?
What is Swipe Machine?

Write short notes on Bio-metric.
What is Fax Machine?

Write short notes on Modular Furniture.
What is Photostat Machine?

What is Franking Machine?
Explain CCTV.

Write in brief about LED and LCD.

Give the uses of telephone and classify telephone calls.
Part - C

Short answers:

Answer in one page.

Nk w b=

IV.

What are the objectives of Automation?

Write notes on accounting, tabulating and computing machine

What is computer? Explain its types.

Write short notes on: a) Laptop b) Pen drive

Explain the various types of furniture used in office

Explain about currency sorting and counting machine.

State the uses of Accounting and book keeping machine
Part - D

Essay type questions:

Answer within three pages.

1.

2
3
4.
5
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What are the Merits and Demerits of Automation?

(3 Marks)

(5 Marks)

(10 Marks)

Write any five types of miscellaneous machines and explain them.

What are the factors to be considered in selecting various equipment?

Explain the principles in selecting the office furniture.

Write any five types of modern machine used in an office and explain them in

brief.

32
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Teachers Activity:
. Must teach basic concepts about office modernisation.

. Can take the students to nearby office to show various modern
equipment and furniture used in office.

Students Activity:

. Students can be asked to prepare assignment on modern office equipment
and their usage.

. Students can be asked to prepare models on office furniture.

References:
1. Office Management By Prasanta K. Gosh

2. Office Management By Katherasan and Dr.Radha

—_— B ady
GLOSSARY [=] e Yo
RFGE.JR
1. |Automation : A machine working for itself.
P Satellite communication : Communication through an artificial body placed in
" | orbit around the earth.
3 Video teleconferences : A meeting between people in different places who are able to

see and hear one another using audio and video technology.

4. | Sophisticated machines : Highly developed machines.

5 Electronic mail : It is a system of sending written messages electronically from one
" | computer to another. E-mail is an abbreviation of electronic mail.

6. |Intra-company : Inside the company.

;  |Dictation Machine : The act of dictating material to be recorded or taken down in
" | writing.

8. | EPS: Electronic payment services for online reservation.

Swipe Machine : To pass a machine-readable card, such as a credit card, debit card,
9. |etc., through a machine that electronically interprets the information encoded,
usually in a magnetic strip on the card.

33
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10.

Laptop : L shape design. It is a small portable computer.

11.

Pen drive : It is small storage device shaped like a pen.

12.

Projector : It is used to project rays of light, especially an apparatus with a system of
lenses for projecting slides or film on to a screen.

13.

LED : Light emitting diode (a semiconductor diode which glows when a voltage is
applied).

14.

DLP technology : Digital light processing (DLP) is a display device based on optical
micro-electro-mechanical technology.

15.

LCOS : Liquid crystal on silicon is a miniaturized reflective active-matrix liquid-
crystal display or micro display.

I6.

LCD : Liquid crystal display. It is activated by electric current.

17.

Bio-metric : A bio-metric device is a security identification and authentication
device.

18.

CCTV : Closed circuit TV. A self-contained surveillance system.

19.

Fax : An exact copy of a document made by electronic scanning and transmitted as
data by telecommunication links.
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OFFICE ACCOMMODATION AND LAYOUT

_ CHAPTER II1 —

Content:

Introduction - Factors to Dbe
considered  while
accommodation - Office Layout -
Importance of office layout - Open Office
and Private Office - Office Environment

selecting  office

- Lighting - Ventilation - Cleanliness -
Safety measures

Learning Objectives {@’ )

o To comprehend  the students
about importance of office
accommodation and office layout

o To acquire knowledge and apply
the principles for designing office
layout

o To understand the basic concepts
related to office environment.

Introduction:

The place of work and its
surroundings are important factors which
affect the efficiency of the employees to
a large extent. Since staff has to stay for
long hours in the office and involved
in intellectual work the office must be
properly accommodated with good
working environment and equipments to
improve their work efficiency. Suitable
modern

accommodation, equipment
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and proper working conditions are very
important factors in improving efficiency
and reducing office costs.

3.1. Office Accommodation:

3.1.1. Principles of Office
Accommodation:

The following are the principles of
good office accommodation:

1) The office must be located at some
convenient place so that it may serve
the entire organization in the best
possible manner.

2) Office space should be sufficient from
the point of view of the present and
future needs of the organization.

3) Suitable provision should be made
for the convenience and amenities
required for the comfortand wellbeing
of the staff e.g. wash room, rest room,
water cooler, canteen etc

4) Service facilities like telephone, lift,
internal communication etc should
be available in the office while others
like banking, transport, market, post
office etc should be available near the
office premises.

3.1.2. Factors to be Considered While
Selecting Office Accommodation:

Following factors are to be
considered in providing the right type of
office accommodation:
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1. Location of the office building

2. Securing the required office

accommodation
3. Size of office accommodation
4. Lighting and ventilation of the space

5. Layout and facilities for office
organization

6. Customer and staff conveniences

7. Costofoffice space oraccommodation
8. Miscellaneous consideration

3.2 . Office Location:

3.2.1. Factors in selecting Office
Location:

The following factors should be
considered before making the final choice
of location of office building:

(i) Suitability to Neighbourhood: The
office must be located in a quiet and
healthy neighbourhood free from
noise dust, fumes or intolerable smell.

(ii) Proximity to Other Units: Different
units of the enterprise (e.g., factory,
warehouse, branches etc) should be
located nearby for smooth operation
of business.

(iii) Proximity to Related Business: It
is desirable to have an office near
other offices which are engaged in
the same line of business activities
which enables for the advantage of
localization.
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(iv) Nearness to service Facilities:
Office should be located near service
facilities like banks, post offices,
markets, stock exchange etc.

(v) Nearness of Transport Facilities:
For the convenience of the staff and
the customers as well as for smooth
operation of business, it is necessary
that the locality should be adequately
served by transport services of all kind
i.e. railway station, port, air terminal
etc.

3.2.2. Factors in Selecting Office
Premises:

The characteristics of the building,
the building facilities, the proximity of the
office building to business factors, the cost
involved, adaptability of space, natural;
lighting and ventilation provided, freedom
from dust and noise, favourable impression
on visitors and general public, provision
for employees comfort and health and
facilitation of working processes are to be
considered while selecting location of office.
The following points are to be kept in mind
while selecting office building:

1) Safety of Records and Staff: The safety
and security of office records and of
the personnel employed in an office
building is most important. The office
building should have the advantage of
a fire proof construction, fire escapes,
automatic safety devices etc.

2) Working Conditions: The office building
must provide good and satisfactory
working conditions. Facilities like
water, lighting and ventilation should
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be available. The building should be free
from dust, noise, fumes and intolerable
smells.

3) Adaptability to Proposed Layout: It
should be capable of being modified or
altered so that different sections of the
office may be properly accommodated
in it.

4) Office Fitting: It should be adequately
provided with electricity, power,
telephone, water connection and other
fittings.

5) Future Expansion: It should offer enough
scope for future expansion. When a
building is owned or constructed by the
organization, provision should be made
for additional floor for future expansion
requirements.

6) Type of Building: The most suitable type
of office building is that which provides
completely open space other than the
supporting columns and temporary
partitions which can be removed if
required.

The office building must ensure that there is

« Sufficient floor space for each worker
and furniture required by him.

» Facilities for fresh air, water, lighting
and ventilation.

o Service facilities like telephone and
lights in the building.

o  Scope for renewal and alterations in the
building if required in future

 Facilities of general convenience, toilet,
canteen etc.
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3.3. Office Layout:
3.3.1. Definition of Office Layout:

According to Littlefield, “Office
layout may be defined as the arrangement of
equipment within the available floor space”

According to Hicks and Blakes,
“The problem of layout relates to the
arrangement in the space involved so that
all the equipment, supplies, procedures
and personnel can function at maximum
efficiency”.

The object of an office layout is
to make arrangements for placing of
men, materials, machines, furniture and
equipment within the available floor space
of the office in such a way that everything
can be utilized in the best possible manner.
An office layout involves:

(i) The determination of the correct amount
of space for each employee and for
machinery and equipment they use

(ii) The correct arrangement of furniture,
equipment and machinery and

(iii) The best possible environmental
conditions.

Office Layout

Fig.3.1. Office Layout
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3.3.2. Objectives of Office Layout:

The objectives of an office lay out are:

1.

10.

11.

The available floor space should be used
to the greatest extent

Service such as electricity and telephone
should be available wherever needed

Good working conditions should be
provided for everyone.

The individual clerks should be so
located that the supervisor should be
able to see the staff at work.

A sense of belonging and loyalty to the
working group should be encouraged

Communication and work flow should
be facilitated

The movement of clerks between desks,
filing cabinets, etc should be made easy.
The work desks should be located within
easy reach of equipment and machines
which the clerk may need to use in
course of performing the work.

Noisy and distracting operations should
be segregated.

Mutual interference between clerks
should be avoided.

Privacy and security should be provided
to departments or individuals dealing
with work of confidential documents or
records.

Adequate safety arrangements should be
provided for departments dealing with
secret or valuable documents or records.
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3.3.3. Importance of Office Layout:

A well planned layout brings a
number of benefits to the office and to the
employees. The benefits of proper office
layout is given below:

1) Assists in the efficiency of getting the
work done from employees.

2) Proper utilization of office floor space.
3) Facilitates smooth supervision.
4) Speeds up intercommunication.

5) Utilization of office machines and
equipment to their optimum capacity.

6) Ensures better comfort and self esteem
of the employees.

3.4 Open Office and Private Office:
3.4.1. Open Office:

The modern tendency is to adopt
the open office instead of accommodating
departments or sections in separate rooms.
An open office refers to a large room where
all the departments, men and equipment
are housed under a single roof without
partitions or walls separating them. Each
department or section is allotted a separate
space in the same room, which is often
separated by placing filing cabinets between
them. One or more passage throughout the
whole floor may be provided and desks may
be arranged facing one way so as to facilitate
supervision and easy access.
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Fig. 3.2. Open Office
3.4.2. Advantages of Open Office:
Open office offer the following advantages:

(i) Economical: Open office enable the
management to save rent and reduce
the cost of office operations since
unnecessary partitions and corridors
are avoided. Open office make better
utilization of office space possible.

(i) Better Lighting and Ventilation: Open
offices allow a free flow of air and natural
light, with the removal of unnecessary
walls and partitions which increase the
efficiency of the office staft.

(iii) Better ~ Supervision: Only few
supervisors are required to supervise
the staff. The worker faces the supervisor
and therefore he cannot waste time

which encourages better work.

(iv) Better Communication: A worker
is not required to go to another
room for consultation, advice or

instruction. Open office facilitate better

interdepartmental communication.

(v) Flexibility: There is a greater flexibility
in planning the layout of an open office
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which ensures more placements of
office machines and equipment. Further
changes in the layout can be effected
without much difficulty.

(vi) Other  Advantages: The
advantages of an open office are:

other

o Sharing of machines and equipments
becomes possible

o« Cost of decoration, cleaning and

maintenance is low.

« All grades of staff are placed in the same
room it creates a democratic set up.

3.4.3. Drawbacks:
The drawbacks of open office are:

(i) Absence of Secrecy: Privacy cannot
be maintained in an open office for the
work which is done in full view of all
the staff.

(ii) Concentration not Possible: Open
offices are not suitable for work which
requires concentration of mind,

e.g., accounting and statistical work.

Moreover,

visitors and the general movement of

office staff cannot be avoided.

distraction provided by

(iii) Not Business Like Appearance: Too
many people working in the same room
and moving about their work make an

open office look untidy and shabby.

Self-Esteem:  Loss
of individuality, reduced sense of
belonging to a well-defined group and
apparent loss of status among senior
staft lowers self-esteem and efficiency
of office workers.

(iv) Lowering of
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(v) Noisy: The efficiency of the staff may be
reduced and distracted by the noise of
telephones and clicking of typewriters
and computers.

3.4.4. Private Office:

Private offices are small rooms or
cubicles which are separated from similar
other rooms or the open office by full or half
partitions. Private offices are usually allotted
to the top executives of the organization.
Sometimes, a private office accommodation
is provided for a group of people whose
work is of a confidential nature. It may also
be allotted for work which should be isolated
in order to eliminate noise, e.g., accounting
and statistical work.

Fig. 3.3. Private Office
3.4.5. Advantages of Private office:

(i) Privacy: Greater privacy is ensured for
confidential work and discussions.

(ii) Better Environment: They promote
a personal atmosphere and lend a
sense of prestige or importance to the
concerned staff.

(iii) Better Concentration: They increase
the efficiency of the workers by
facilitating concentration of mind
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which is possible because of the absence
of noise.

(iv) Orderliness: They are more pleasing
and well-ordered.

3.4.6. Drawbacks:
The disadvantages of private offices are:

(i) Uneconomical: When an office is
situated in a rented building the cost of
office operation increases considerably.

(ii) Costly Supervision: Private offices
make supervision more difficult and
costly. Supervision also becomes less
effective because the supervisor loses
personal contact with the staff.

(iii) Affects Flow of Work: Barriers and
partitions in private offices adversely
affect intercommunication and free
flow of work.

(iv) Affects Lightingand Ventilation: Walls
and partitions also adversely affect free
ventilation and the flow of natural light.

(v) Inflexible: Private offices make the task
of office layout more complicated and
less flexible.

3.4.7. New Trends in Office Layout:

(i) Landscaped Office: A landscaped office
is an open office where the desks are
arranged individually or in groups and
at different angles from one another.

(ii) Movable Partitions: Movable partitions
are now being used in setting up private
offices. These partitions are made of
metal, wood, plastic or glass.
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(iii) Modular Units: Modular units are
becoming increasingly popular now.
These units normally consist of a
combined desk and filing cabinet with
dwarfed partitions up to a height of
four to six feet. The most popular type
of modular desk is the L pattern desk
unit with a flat surface.

3.5. Office Environment:

Office environment
has an important bearing on

the efficiency of employees.
It is common experience that people work
better if they are given the surroundings
and equipment appropriate to their work.
According to Terry, “an individuals
performance is significantly familiarized by
the environment in which he works”

3.5.1. Lighting:

Lighting is  the

most important of all the

RFF7LE

physical conditions in the
office. Proper lighting is important because
it offers the following advantages:

« Increased productivity

 Better quality of work

o Itresults in fewer errors
 Reductionin eye strain and mental fatigue

o Better employee morale
Factors in Good Lighting:

Basic factors in good lighting are:

(i) Quantity of Light: It is necessary that
the correct quantity of light is available
for different types of work in the office.
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(ii) Brightness of Light: The light should
provide the right degree of intensity
and brightness. It can be described as
the amount of light reflected from an
object. It also controls contrast which
affects seeing.

(iii) Diffusion of Light: Proper diffusion
of light can be obtained by having
light in different amount that come
from an adequate number of sources
and directions and should not throw
any shadow. It should also be spread
uniformly over all parts of the working
place.

Sources or Kinds of Lighting:

There are two main kinds of light
available:

(i) Natural Lighting: The sun is the source
of natural lighting which is considered
as the best form of lighting from the
point of view of the health and efficiency
of the employees. Day light is admitted
through large windows in the walls or
from the roof.

(ii) Artificial Lighting: Artificial lighting
may be used to supplement natural
light. It is generally not possible to
provide natural light over the whole
working surface; artificial lighting has
to be provided so that the working
surface may be properly and evenly

illuminated. Artificial lighting is of two
kinds

a) Fluorescent: The illumination
produced by fluorescent lighting closely
resembles that of natural lighting. The

light is evenly distributed and produces
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less heat and fewer glares and lasts
longer even though it is very expensive.

b) Incandescent: It is most commonly
used, less expensive lighting produced
by filament bulbs. It consumes more
electricity and produces more glare and
shadows. Incandescent lighting may
also be used to provide heat for the
office building.

c) LED: The light-emitting diode (LED)
is one of today’s most energy-efficient
and rapidly developing lighting
technologies. Quality LED light bulbs
last longer, and are more durable. They
also offer comparable or better light
quality than other types of lighting.

d) Solar Lamp: A solar lamp also known as
solar light or solar lantern, is a lighting
system composed of an LED lamp, solar
panels, battery, charge controller and
there may also be an inverter. The lamp
operates on electricity from batteries,
charged through the use of solar
photovoltaic panel.

—HW

« Lighting a typical office overnight
wastes enough energy to heat 1,000
cups of water for tea.

« LED light significantly reduces
bacteria when compared to halogen
or fluorescent bulbs.

e 95% of LED are completely
recyclable
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Types of Office Lighting System:

The lighting system consists of the
following five types

1. Direct Lighting:

Approximately 90% to 100% of the
light is directed downward to the working
surface in this type of lighting. This system
uses some shade or reflector for the source
of light. It provides a good intensity of light.
At the same time, it casts dark shadows
around and raises direct and reflected glare
that could cause eyestrain to the office
employees.

2. Indirect Lighting:

In this system, 90% to 100% of the
light is directed towards the ceiling or walls
and then the directed light is diffused and
reflected on the work surface. This type of
lighting system is soft and avoids shadows
and glares and does not cause eyestrain.
This type of lighting system is highly useful
for general illumination but not for office
work.

3. Semi-Direct Lighting:

In this type of lighting, a transparent
or translucent shade is used which directs
60% to 80% of the light downward. The
remaining light is directed upward and the
directed light is reflected from the ceiling.
This lighting system is an improvement of
direct lighting. So, dark shadows on the
ceiling and glare are eliminated in this
system.

4. Semi-Indirect Lighting:

A transparent or translucent shade,
bowl, cover or reflector is placed under the
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lamp in this lighting system. In this way, 20%
to 40% of the light may be directly diffused
downward on the working surface. The
remaining 60% to 80% of the light may be
directly towards the ceiling and walls. Such
directed lighting is reflected downward to
the working surface. This form of lighting
is intermediate between direct lighting and
indirect lighting.

5. General Diffuse Lighting:

An equal amount of light is diffused
directly and indirectly by its reflection from
ceiling and walls in this type of lighting
system. This system gives more light with
the same wattage than the semi-indirect
lighting system does.

I

Diffues

Direct
<

Indirect
Indirect - Indirect
<

Fig. 3.4. Types of Lighting
3.5.2. Ventilation:

Ventilation in the office refers to the
supply of clean and fresh air in the right
amount, at the right temperature and of
the right humidity. Proper ventilation is
an important aspect of office environment.
Fresh air must pass through the office
regularly. Arrangements of rooms and
partitions should be such as to allow free
circulation of fresh and dustless air. The
following methods are generally used to
maintain proper ventilation:

(i)Natural Ventilation: Natural ventilation
may be obtained by providing enough
doors, windows and ventilators of the
right type at the right place. Natural
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ventilation can be increased by providing
roof ventilation and internal tube
ventilators. They would ensure a regular
flow of fresh air from outside and of
decayed air from inside.

(ii) Artificial Ventilation: Artificial
ventilation may be achieved by the use of
electric fans, exhaust fans, air coolers, air
filters, air conditioners etc in the toilets,
basements, crowded rooms, canteens,
machine rooms etc so that the warm air
is let out and fresh air enters through
windows and doors.

Temperature and Humidity: Temperature
and humidity are two vital factors in the
office that exercise a great influence over the
worker and his output. Temperature and
humidity in the rooms should be maintained
at a proper level because too much heat or
cold induces physical discomfort and affects
the efficiency of the staff. The ideal office
temperature is approximately 68 degree
fahrenheit and humidity is between 40 to 60
percent.

& Do You Know? ||

o Leaving a fan running overnight
over the summer wastes enough
energy to power the laptop for a
year and iPhone for 25 years.

o A two degree increase in office
temperature creates enough carbon
di oxide in a year to fill a hot air
balloon.

Freedom from Noise:

A noisy place is never an efficient
office. Noise is one of the great disturbers.
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A noiseless and quiet atmosphere is a must
for an office to maintain the efficiency of
the employees at high level. Noise may
be internal and external. Noise can be
controlled through following measures:

 Separating noise making machines from
the main office.

» Fitting doors with door closers and
rubber lining.

o Housing the telephone switchboard
away from the general office.

o Using sound absorbing material on
floors, walls and ceilings.

o Covering floors with rubber, coir or
plastic mats, etc.

3.5.3. Cleanliness:

A clean and tidy office is important
as it offers the following advantages:

(i) It is healthier as a work place for different
types of office workers.

(ii) Since people react to their surroundings,
a clean and healthy office contributes to
accuracy and efficiency

(iii) A clean and tidy office also projects a
good image of the organization in the
eyes of the people who visit it.

Disposal of Waste: Proper disposal of waste
and waste paper is very essential.

Toilets: Proper provision of toilets and
their proper cleanliness are important.
Toilets should be conveniently located
with adequate number. It must be properly
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stocked with soap, toilet paper and towels.
Paper napkins or towels are convenient and
hygienic.

The cleaning work should be
undertaken either before or after the
business hours in the office. In addition to
the daily cleaning, a definite programme
of special cleaning should be laid down
and followed. This sort of special cleaning
should be a comprehensive one and no part

of the office should be left uncleaned.

3.5.4. Safety Measures:

One of the vital
functions of a modern

office is to keep and
preserve documents and
records for future guidance or reference.
All documents or records of office should

RFIUAE

therefore be kept under proper security. The
following precautions should be taken to
secure documents and employees:

(i) Fire Precautions: Adequate fire
precautions should be taken for the
preservation of office records and
documents, machines against risk of
loss or destruction by fire. Similarly
precautionary measures to safeguard
the employees in the office should also
be provided in the office. Adequate fire
extinguishing equipment should be
installed and the stafft should be trained
in its use. Fire alarms should be fixed
in conspicuous places. Such appliances
should be regularly inspected to ensure

that they are in working order.

(ii) Accident Prevention: Most accidents
occur due to overcrowding in the
office; use of obsolete machines and
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equipment, improper and careless

handling of machine etc. Hence
adequate precautionary steps to prevent
accidents should be taken in the office.
The employees should also be made
aware of the safety arrangements and
should be advised to handle the office
machinery and equipment carefully.
Office machines and equipments should
be placed on firm foundation and
proper fitting of desk and file drawers

should be ensured.

(iii)Provision of Safe Working Place:

Arrangements should be made to
provide a safe working place for the
employees. Shape and size of the
office rooms, location and size of
doors, gangways, etc., must be such
as to eliminate hazards of accident.
Office floor should be covered with

nonslippery material, lighting of

stairways, gangways, etc should be
adequate and desks and chairs should
be free of sharp edges.

(iv) Provision of First Aid Service: To

(v)

ensure immediate treatment to injuries,
there should be a first aid box in every
office with sufficient medicines. These
should be regularly inspected to ensure
that they are stocked with all necessary
materials.

Safety Education and Training of
Employees: Each employee should be
made thoroughly aware of the dangers
of his job. Training should be given to
employees in the correct and safe way
of doing the job and trained in first aid
and fire fighting work. Safety regulations
should be carefully framed and strictly
enforced.

Points to be remembered:

Office accommodation refers to

the place of work and its surroundings
which are important that affect the

efficiency of the employees to a large

extent.

Principles of Office Accommodation

1.
2.

Convenient Location

Sufficient space and scope for
expansion.

Provision for the convenience and
amenities for the well-being of the
staff
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4.

Service facilities should be available
in the office and near the office
premises.

Factors to be Considered While Selecting
Office Accommodation

1.
2.

Locating the office building

Securing the required office

accommodation
Size of office accommodation
Lighting and ventilation of the space

Layout and facilities for office
organization
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2. Flexibility is high in

(a) Office accommodation

(c) Office Environment

H .  EEEw

®
6. Customer and staff conveniences 5. Future Expansion
7. Cost of office space or 6. Type of building
accommodation Office Tyout

3 Lifisealamees eositriton: Definition: arrangement of equipments

Factors in selecting Office location within the available floor space

(i) Suitability to Neighbourhood Objectives and Importance

(ii) Proximity to other units. « Proper usage of space

(iii) Proximity to related business « Provision of sufficient services

(iv) Nearness to service facilities « Good working conditions

(v) Nearness of Transport facilities o Facilitating communication

Factors in selecting office premises « Easy Supervision

1. Safety of records and Staff « Sense of belongingness and loyalty

2. Working Conditions Types — Open office, Private Office

3. Adaptability to Proposed Layout Office Environment

4. Office Fitting Lighting, Ventilation, Cleanliness and

Safety Measures
o 90000
Evaluation iii
Part - A

OBJECTIVE TYPE:
I. Choose the correct answer: (1 Mark)
1. Arrangement of equipment within the available floor spaceis

(b) Office layout

(d) Office building

a) Open office

¢) Modular units

‘ ‘ OSS_EM_Chapter_3.indd 46

b) Private office

d) Cubicles
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3. must provide good and satisfactory working conditions.
a) Office accommodation b) Office layout
¢) Office Environment d) Office building

4. is usually allotted to the top executives of the organization.
a) Open office b) Private office
¢) Modular units d) Cubicles

5. Air conditioner provides
a) Natural ventilation b) Artificial ventilation
¢) Humidity d) Air circulation

6. Today’s most energy-efficient light is

a) Solar b) LED
¢) Fluorescent d) Incandescent

7. Gently flow of an equal amount of light directly and indirectly by its reflection
from ceiling and walls happensin lighting.

@ a) Direct b) Indirect @

¢) Semi direct d) General diffuse

8. Roof ventilation and internal tube ventilators provide .ventilation.
a) Natural b) Artificial
¢) Direct d) Indirect

9. The ideal office temperature is approximately fahrenheit.
a) 58 degree b) 68 degree
c) 78 degree d) 48 degree

10.  The cleaning work should be undertaken the business hours in
the office.
a) During b) Before
c) After d) Either before or after

47
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Part - B

II.  Very Short Answers:

Answer in Five lines. (3 Marks)
What is office accommodation?

State the principles of office accommodation.

Define office environment.

What are the types of office layout?

State factors in Good lighting system.

Mention the types of ventilation.

N ke v

List out the sources of office lighting.
Part - C

III.  Short answers:

Answer in one page. (5 Marks)
Explain the factors to be considered in choosing office location.

Mention the factors in selecting office premises.

State the objectives and importance of office layout.

Differentiate between Open office and Private Office.

Explain about the types of Office Lighting System

State the importance of maintaining cleanliness in office.

Describe the general safety measures to be followed in Office.

Explain new trends in office layout.

N A A T o o o

What is open office? State its advantages and drawbacks.

—
e

What is private office? State its advantages and drawbacks.
Part- D

IV.  Essay type questions:
Answer within three pages. (10 Marks)

1. What do you understand by office accommodation? Enlist the factors to be
considered while selecting office accommodation.

2. What is Office layout? Discuss about the types with its advantages and
disadvantages.

3. Discuss about the components in Office Environment.
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Teachers Activity:

« Take students to an office and expose them about office layout, ventilation, and
lighting & safety measures.

« Organize a debate on Open office and private office in the classroom
Students Activity:
« Visit an office and observe office layout, ventilation and lighting arrangements

o Prepare model of office lay out in groups

References:

1. Office Management — Kathiresan and Radha, Prasanna Publishers ¢ Distributors, Chennai
2. Office Management — R.K.Chopra, Himalaya Publishing House, New Delhi

3. Office Management Revised Edition — P K Ghosh, Sulan Chand Publishers, New Delhi

4. Office Organisation and Management Second Revised Edition — S P Arora, Vikas Publishing
House Pvt. Ltd, New Delhi

GLOSSARY

1 | Amenities : A desirable or useful feature or facility of a building.

2 | Cubicles : A very small enclosed area.
3 | Diffusion of Light : Spreading of light.

4 |Fluorescent : Fluorescence is the emission of light by a substance that has absorbed
light or other electromagnetic radiation.

5 |Humidity : A quantity representing the amount of water vapour in the atmosphere.

6 |Incandescent : Producing a bright light from a heated filament.

7 Landscape : A landscape includes the physical elements of landforms and different
forms of land use, buildings and structures.
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g |LED Light : With an electrical current, the diode emits a bright light around the
small bulb.

9 Modular : Employing or involving a module or modules as the basis of design or
construction.

Office Accommodation : It is the process of selecting appropriate building in a
10 | favourable location, establishing different sections and departments, arranging
resources in a scientific way.

11 | Proximity : Nearness in space.

12 | Office Lay out : Arrangement of furniture and equipment within a given floor area.

13 | Office Premises : A room or set of rooms in which business, professional duties,
clerical work, etc., are carried out.

50

‘ ‘ 0SS_EM_Chapter_3.ndd 50 @ 04-03-2019 09:53:37‘ ‘



OFFICE STATIONERIES AND F

— CHAPTER IV I
ORMS

Content:

Introduction - Need for office
stationeries and supplies-Factors to be
considered forselecting stationery- Forms-
Meaning of office forms - Definition-
Types of forms-E-Forms-Importance
and Needs of Forms- Advantages of
using Forms- Factors to be considered in
Form design - Form sets - Continuous
stationery — Loose leaf ledger.

Learning Objectives ‘@/ )

e To know the various factors
to be considered for selecting
stationeries.

o To enable the students to learn and
understand various forms used in
office.

o Equip the students to comprehend
and use various forms in office.

[ ]

Introduction:

Most of the office work is of
clerical work which requires a large
variety of stationery and other articles in
connectionwith work. These are often
known as ‘office supplies’ and include
items like paper, paper pads, letterheads,
carbon, typewriters, ribbons, pens,
pencils, erasers, stamp pads, stencils and
duplicating paper, writing, stamping
and duplicating ink, paperknife, paper
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fasteners (pin, clips, glue, cellotape,
stapler, etc.) , tags, rubber bands, sealing
wax and so on. In each category of
stationery, several types and qualities of

items are often required.

Fig. 4.1. Office Stationery

4.1. Need for Office Stationery and
Supplies:

The need for office stationeries
can be well understood by the following
points.

1. Cost: Office stationery and forms
occupies a significant place in office
management from cost point of view.
Generally, the value of office stationery
and forms is very small but used regularly
in any office.

2. Availability: The effectiveness and
efficiency of the office is based on the
adequate availability of office stationery
and forms. Every office staff must be
provided with the best tools of right type
in order to enable them to produce the
best possible results.
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3. Right Type of Supplies: Each of
the stationery is procured according
to the needs of an office. For efficient
performance of office work the employees
should be provided with right type of
stationeries.

—uu[[><—

Invention of the Ball Point Pen

o The first patent for a ball point pen
was issued on 30th October 1888 to
John ] Loud. He was attempting in
making a writing instrument that
would be able to write “on rough
surfaces - such as wood, coarse
wrapping-paper and other articles”
on which the fountain pen could
not write. The first commercially
modern ball point pen was patented
by Argentinian - Hungarian
Inventor, Laszlo Biro in 1938.

« Ball point pens are made of metals,
plastic and some other chemicals.
When they were first made for a
ball, the point was used steel. Today
it uses textured tungsten carbide
because it is resistant to deforming.
The point that holds the ball is made
of brass-alloy of copper and zinc.

4.2. Factors to be Considered for
Selecting Office Stationery:

The office manager has to decide
about the quality, types, and needs of
stationery. Besides, the following points
have to be considered while deciding the
stationery.
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Standard: Separate standard is
followed for each type of stationery.
There is no link of standard with cost.
Only utility is taken into account
while deciding the standard.

Suitability: The stationery should be
capable of satisfying the needs of the
office and well suited for the purpose
for which they are purchased.

Cost: Clerical operations cannot
be carried out in the absence of
stationery. Even though, the cost of
stationery should not exceed 40% to
50% of the non-salary expenditure.

Goodwill: The letters must give a
good impression to the recipient.
They create goodwill for the firm.

Durability: Cheaper quality
stationery has a shorter life. The
papers are kept for long period and
used as documentary evidence.
Hence, superior quality stationery
should be used for important matters.

Preservation: The carbon copy of
the letter is preserved for future
reference. Hence, the letter appears
on the carbon.

Performance: A specified brand of
stationery has to be used continuously
until the stage of availability of
satisfaction. If not so, it has to be
substituted by another brand.

Quality: Stationery has short life if
ordinary quality is purchased. The
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stationery of superior quality will be
profitable since it may go for double
the time of ordinary quality and
incurred low expenses.

4.3 Forms:

An ‘Office form’ may be defined as a
printed sheet of paper or card with marked
headings for entries to be made in hand
or by typing. Forms are the basic tools
for all types of office work. It is through
the office forms all essential information
required for efficient conduct of business
can be received, recorded, arranged and
transmitted in a systematic manner.
Generally, the data may be collected from

Fig.4.2. Invoice

outside sources through bills, quotations,

orders, statistical data, return etc. 4.3.2. Definition:

@ The ready-made forms help the J.C. Denier defines “Printed piece ®

) of paper or card on which entries are
employees to collect the data without bap

lly mad inst marked headings”.
much difficulty. These forms reduce usually made against markec headings

clerical work and collects only required George R. Terry says that,
information instead of writing down the “Office forms are the raw
whole matter. Hence, the form is printed materials of the office”.

or cyclostyled format for future use. Forms

may be filled in ink or with a typewriter. 4.3.3. Types of Forms: E&“

RFHCZY

4.3.1 Meaning of Office Form:

Classification
of Forms

A form is printed piece of paper

containing some information with blank Basedon [ Based on | Based Based
) Operations | Place of | onno.of | on Data
spaces left for the entry of required & Functions | Utilization
information briefly by the persons using :
. . . . 1.Purchase Forms | 1.Outside
it. It is called the raw material for office 2.Sales Forms Contract
: F
work. Common examples of office forms o
2.Internal
are invoices, credit notes, debit notes etc. 4.Accounting Office

Forms Forms

Fig. 4.3. Classifications of Forms

53

‘ ‘ OSS_EM_Chapter_4.indd 53 @ 11/12/2020 12:29:50 PM ‘ ‘



The forms can be broadly classified as

under:

I. Based on the Office Function or

Operation for Which They are Used, Viz.

1. Purchase Forms: A purchase form is a
commercial document and first official offer
issued by a buyer to a seller, indicating types,
quantities, and agreed prices for products or
services. E.g., Purchase requisition form,

Order form

2. Sales Forms: A sales form is an internal
document of the company. It is generated

by the company itself for selling their goods.

3. Correspondence Forms: Any written or
digital communication exchanged by two or
more parties. Correspondences may come
in the form of letters, emails, text messages,

voicemails, notes, or postcards.

4. Accounting Forms: The account form
balance sheet is a financial statement format
where the assets are reported on the left side
and the liabilities are reported on the right
side. The account form is kind of a visual

representation of the accounting equation.
II. Based on Place of Utilization:

1. Outside Contract Forms: Forms sent
to customers, creditors and other persons
(outside the office) with whom the firm
does business from the office (e.g., cheques,

orders, invoices, statements, vouchers, etc.)

‘ ‘ 0SS_EM_Chapter_4.indd 54

54

Fig.4.4. Order Form

2. Internal Office Forms: Forms
which are used by the employees of a
business internally within the office
(e.g., memorandum forms, requisitions,

accounting forms, report forms, etc.)

III. Based on the Number of Copies
Required:

1. Single Copy Forms: Single copy form
is used to serve the only one purpose and
kept by any one of the office employee.
E.g. Employment application forms.

Fig.4.5. Multiple Copy Form
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2. Multiple Copy Forms: These are
prepared in duplicate or triplicate-
the copies being wused to transmit
information to other departments or used
as additional record ex. sub type unit,
fan or Z arrangement.

IV. Based on Data Processing:

(i) EDP Forms: EDP Forms which are
used on computers and other data
processing machines.

(ii) Non-EDP Forms: These forms are not
used in EDP but are otherwise used
on typewriters or to write in hand etc.

Fig.4.6. E-Form

E-Form (Electronic Form):

An e- form is a computer program
version of a paper form. E-forms
eliminate the cost of printing, storing,
and distributing pre-printed forms,
and the wastage of outdated forms.
E-forms can be filled out faster because
the programming associated with
e-forms can automatically- format,
calculate,look up and validate information
for the user.

Benefits of E-Form:

1. Itiseasier to fill when compared to paper
form.

2. It can be easily and quickly responded.

3. Adding questions and  editing
information can be done quickly and
easily.

4. Forms are made secure through use of
password protection.

5. It saves time and money.
4.3.4. Need for Office Forms:

Modern business depends much
upon record. “A record is any written
data that is made for possible future use”
Forms are needed together and preserve
information for present and future use.
Need for office forms arise as they serve the
following purposes:

1. Gathering and Communicating
Information: They collect the needed
data and then communicate the same to
perform different tasks.

2. Providing Specific Location: They
provide a specific location for each
item of information needed and thus
the work of data entry, processing and
reference becomes easy.

3. Elimination of Recopying: As forms
used to collect regular and standard
information are prepared in duplicate
and triplicate they eliminate the need
for recopying repetitive or standard
information, thus saving much time
and money.
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4. Identification of Records: They help
to identify records and facilitate filing
for future reference.

4.3.5. Advantages of Office Forms:

1. It simplifies office methods and
procedures.

2. It reduces cost of office operations by
reducing the amount of manual or
machine writing and thereby increasing
the output of each worker.

3. Office forms are useful where it is
desirable to fix responsibility for work
done.

4. Business information can be received
or collected, recorded, processed and
transmitted in a systematic and efficient
way with the help of office forms

4.3.6. Factors to be Considered in Forms
Designing:
FORM DESIGN

(1. Multi Column )| Standard Multi Column Form

2. Variable Label : * IR I I
COUMNSPEL | abel -~ — —

3. Required Red Label : I

Field Description for above Editor control..

Asterisk (*) [
L : I
4. Description at Label Field Descripti
. st 1€ escription
the Bottom Field Description p

Label : I D

Fig.4.7. Form Design

Following are the factors to be considered
while designing office forms:

1. Forms must be designed according to
the purpose of their use: The general
purpose of a form is to make clerical
work easier than what it would be if a
blank paper was used.
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Forms should be easy to use: The
manner in which a form will be used
must be kept in view while designing
the forms and choosing the quality of
paper for its printing. A form which is
to be used on a typewriter or on a book-
keeping machine should be so designed
that it may have minimum number of
starting places for the typist.

The design of forms should be simple
and facilitate the use: A simple
design generally makes the form more
convenient to use. The design should
enable the placing of matter to be easily
done.

Each type of form should bear a title
and number: To use a form, one must
refer to it by a title or number. The title
of the form should be standardised and
printed at the top. It should be clearly
descriptive but short. The form title is
more easily remembered by the clerks
than the serial number.

The size of the form should be decided
in accordance with the purpose in
view: There is no hard and fast rule
regarding the exact size of a form.

The type face for printing forms should
be clear and distinct for purposes of
reading: The form designer has to keep
in view the type- face for printing so
as to make the printed form neat and
compact.

The right type of paper should be
selected for every form: The printing,
typing or writing impression desired
will determine the quality of paper
suited for the purpose. The appearance
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of the forms as regards finish colour,
weight, etc., makes an appeal to the
person to whom they are addressed.

Adequate provision should be made
for punching, scoring and perforating
the forms: If forms are required to
be punched for binders, it should
be arranged by specifying standard
measurements from centre to centre of
the holes. Scoring means impressing a
line on the form which crease the paper
so that time of printing. Perforation
of certain forms may be required or a
series of short dash(--) marks which cut
partially through the paper.

4.4. Form Sets: a)

prepare more than one copy of a document.

It is convenient to use sets of form to

® In this way, multiple copies can be made by b)
a single writing method. The sets of forms
can be constructed in the following ways: 2.
1. Loose sheets put into sets
2. Single sheet perforated and folded
3. Sets in gangs method 3.
4. Sets in books or pads
5. Unit sets and
6. Continuous sets or continuous stationery
1. Loose Sheets Put into Sets Method:

Under this method the office typist
or clerk assembles the forms and
carbon paper into place before typing
or writing. The method is simple and
hence used quite commonly. It has
certain drawbacks

57
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Fig.4.8. Loose Sheets Put into Sets

It requires the operator to do
preparatory work before forms set is
put together.

If the carbon papers are not used with
care, copies may be illegible.

Single Sheet Perforated and Folded
Method: Duplicate or triplicate
form sets can be made by folding
perforating or scoring single sheet of

paper.

Sets in Gang Method: The term
‘gang’ means that a group of two or
more identical forms are printed
on a single sheet and are separated
by perforations. These gang sheets
may be in loose form but are often
bound into pads or assembled and
glued into unit sets. All the sheets
may be assembled and perforated
into gangs, or the record copies may
not perforated and may be used as a

register.
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Fig.4.9. Sets in Pads or Books Method

Sets in Pads or Books Method: Quit
often forms of the same type or different
forms comprising a set are padded
in such a way that all the copies are
perfectly aligned.

Unit Sets: Under this method variable
lengths and breadths of the respective
sheets in the set are used. This method
of form set construction is economical
where the quantity used is small and
continuous forms happen to be costly.
Unit sets can be constructed in two
ways: (a) Unit blocked sets (b) Snap sets
method.

Continuous Sets or Continuous
Stationery: The time taken by the typist
for putting the forms on the typewriter
is long. To eliminate this, continuous
stationery is used. Several copies are
obtained by the use of copying methods
without going through the process of
tearing off forms and inserting carbon
paper. It may be defined as a device
whereby office forms are produced
in a continuous strip and separate
forms are divided from one another by
perforations.
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Fig.4.10. Continuous Stationery

Different Types of Continuous Stationery:

There are three basic types of continuous

stationery which can be adopted when

forms are designed and produced. They are:

(ii)

Fig. 4.11. Roll Stationery

Roll Stationery: In this type, the
form is in continuous roll. There are
no perforations. Message in the roll is
inter-leaved with carbon papers against
a metal cutting edge which is used in
teleprinters, telex etc.

Interfold Stationery: This type
of stationery is perforated and the
stationery is inter-leaved and form
fashion. This stationery is also called as
“Flat”.
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(iii) FanFold Stationery: Thisstationery forms
are arranged and perforated horizontally
and vertically. When specify quantity of
stationery is pulled out, opening the form
is called fan fold stationery. This forms
looks like fan fold and copies of forms
printed on paper can be seen.

Fig. 4.12. Fanfold Stationery

Uses of Continuous Stationery:

Continuous stationery is also used
in all types of book keeping, accounting
machines and also in punched card
tabulation. It is also used the print out of
work processing machines and computer. It
is also used in Desk sized manifold register,
Portable sized Mani folder, Auto graphic
Register.

Advantages of Continuous Stationery:

(i) Itsavesthetime of the typist by avoiding
boring and difficult task of assembling

various forms to construct a form set.

(ii) It facilitates the speedy use of all

machines.

(iii) It brings about efficiency in office
operations because of considerable
savings in time by eliminating various

operations.
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Disadvantages of Continuous Stationery:

(i) Making alterations or corrections is
difficult.

(ii) Forms are soiled by the pressure of the
typing machine roller on the carbon

papers.

(iii) Bottom copies are faint and unreadable.

(iv) Where several forms are interleaved
with carbon papers they tend to get out
of alignment and in certain forms like
invoices, figures may be typed in wrong
places.

4.5. Loose Leaf Ledger:

Fig.4.13. Loose Leaf Ledger

Loose sheets are used while preparing
the ledger. The loose sheets are fitted into
metal hinges of screws, which allow pages
to be taken out or additional pages to be
inserted as and when necessary. The ledger
may also be fitted with a lock. When a leaf
or page is inserted or removed from it, the
book is unscrewed and the relevant leaf put
in or taken out.

A separate sheet is allotted to each
account. In the case of large accounts many
sheets may be used. The accounts may be

11/12/2020 12:29:50 PM ‘ ‘



| T T

arranged and rearranged in any orderdesired
— alphabetical, numerical or geographical.
For easy reference index can be used.

Advantages of Loose Leaf Ledger System:

1. Deadorclosed accounts can be removed

at any time.

2. It is not necessary to open new ledgers

at the commencement of each balancing

period.

3. The insertion of new leaves or removal
of dead or closed accounts does not
affect the order.
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At the time of balancing, the ledger
may be divided between several clerks
so that the work of extracting balances
may be made quickly.

Transfer ledger is used for keeping old
records.

Disadvantages of Loose Leaf Ledger

System:

1.

The leaves may be lost or misplaced
unintentionally.

The leaves may be intentionally
destroyed or substituted with a view to

commit some fraud already committed.

Points to be Remembered:

Office stationery includes items

like paper, paper pads, letterheads,
carbon, typewriters, ribbons, pens,
pencils, erasers, stamp pads, stencils
and duplicating paper etc.

Need for control of office stationeries
and supplies.

While selecting office stationery
the factors like standard, suitability,
performance, cost, goodwill, usage,
quality etc., to be considered.

Office form may be defined as a
printed sheet of paper or card with
marked headings for entries to be
made in hand or by typing.

Office forms can be of following
Types;

1. Purchase forms

2. Sales forms

60

3. Correspondence forms and
4. Accounting forms.

Again office forms may be classified into

(a)Outside contract forms,
(b)Internal office forms
(c) Single copy form

(d) Multiple copy forms.
(e) EDP Forms and

(f) Non-EDP Forms

E-Form (Electronic Form): An e-
form is a computer program version
of a paper form.

Following are the factors to be con-
sidered while designing Office forms
a. Suitable for the purpose
b. Ease in Use

c. Simple Design
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d. Title of form and number b. Single sheet perforated and

e. Size of the form, folded

f. Proper Printing c. Sets in gangs method

g. Use of paper d. Sets in books or pads

h. Ease in Punching, Scoring and e. Unit sets
Perforation. f. Continuous sets or continuous
stationery

e Form Sets includes

a. Loose sheets put into sets 3 Losseleantilanee

90000
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Part- A
OBJECTIVE TYPE: RFXYPP
I. Choose the correct answer: (1 Mark)
® 1. Office stationeries are knownas ®
a) Office supplies b) Equipment
¢) Sheets d) None of the above
2. A is appointed to store the stationery and forms.
a) Individual b) Separate person
c) Company d) Group
3. The forms help the employees to collect the date without much
difficulty.
a) Ready-made b) Analytical
c) Copy sheets d) Logical
4. What are the raw materials for office work?
a) Stationery b) Typewriters
c) Office forms d) Paper Fasteners
61
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5. Example for office formsare_
a) Copy sheets b) Invoices
¢) Plain sheets d) Manila sheets
6. This type of form sent to customers, creditors and other persons outside the
business.
a) Accounting forms b) Internal office forms
c¢) Sales forms d) Outside contract forms
7. forms, are prepared in duplicate, or triplicate the copies being used

to transmit information to other departments

a) Single copy b) Multiple copy
¢) EDP forms d) Internal office forms

s. forms, are used on computers
a) EDP forms b) Non-EDP forms
c) Sales forms d) Single copy

® 9. An_ is a computer program version of a paper form. ®

a) Readymade form b) Accounting forms
¢) Single copy forms d) E-form

10.  The title of the form and number should be printed atthe ___ of the form.
a) Bottom b) Top
¢) Side d) All the above

11. is convenient to use sets of form to prepare more than one copy of a
document.
a) Duplicating paper b) Carbon paper
¢) Form sets d) Copy sheets

12.  The time taken by the typists for putting the forms on the typewriter is long. To
eliminate this, is used.
a) Continuous stationery b) Single sheet
¢) Loose sheets d) Unit sets
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13.

14.

II.

In this type of stationery, the form is continuous roll.

a) Inter fold stationery b) Continuous stationery

c) Roll stationery d) Fanfold stationery

is used for while preparing ledger.

a) Unit sets b) Form sets
c) Copy sheets d) Loose sheets
Part - B

Very Short Questions:

Answer in Five lines.

1.

2.

10.

III.

What is stationery?

What is office form?

Define the term office form.
Write short notes on E-form.

What are form sets?

List out the drawbacks of loose sheets put into sets method

Write short notes on set in gang method?
What is continuous stationery?

What are the uses of continuous stationery?
What is loose leaf ledger?

Part - C

Short Questions:

Answer in one page.

1.

2.
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What are the uses of paper?

Write note on need for office supplies and stationery.
Explain the needs of office forms?

What are the advantages of office forms?

What are the types of office forms?

Explain the different types of continuous stationery?

63

(3 Marks)

(5 Marks)
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IV.

What are the advantages and disadvantages of continuous stationery?

What are the advantages and disadvantages of loose leaf ledger?

What are the benefits of E-Form?

Part-D
Essay type questions:

Answer within three pages.

1.

2.

"\ CTIVITY i_‘\ <

Explain the factors to be considered for selecting stationery.
What are the factors to be considered in forms designing?

Write notes on Form sets.

(10 Marks)

What is continuous stationery? Explain its merits and demerits.

What is loose leaf ledger? Explain its merits and demerits.

@

® Teachers Activity:

Ask the students to download specimens of various e-forms used in office

To give assignment on various stationeries used in office

Help the students to find Tamil meaning for the technical terms mentioned in the

lesson

Students Activity:

Collect specimen forms used in office and submit as assignment

Have to prepare folders in the various forms.

References:

1. Office Management - PK. Gosh

2. Office Management- Dr.T.S.Devanarayanan and N.S. Ragunathan

3. Office Management-Katherasan and Dr .Radha
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GLOSSARY

Office form : A printed sheet of paper or card.

EDP form : Electronic data processing forms used in computers.

E-form : Electronic form. It is a computer program version of a paper form.

Gang : Two or more identical forms are printed on a single sheet.

Form sets : A group of paper of the same type that belong together.

Continuous stationery : Printed sheets of paper are often folded zigzag and are
perforated. Hence it can be separated into sheets.

Interfold stationery : It is perforated and inter-leaved and form
fashion.

Fanfold stationery : Various forms are kept together at the sides, the top and bottom
are divided by perforation both horizontally and vertically. If the stationery is pulled
out, the forms open up as called as fanfold stationery.

Loose leaf ledger : Loose sheets are used while preparing the ledger.

10

Invoices : A list of goods sent with their cost.
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— CHAPTER V T
FILING AND INDEXING

Content:

Introduction - Types of Records
- Records Management - Objectives
of Records Management - Filing -
Advantages of Filing - Essentials of
Good Filing System - Organisation of
Filing - Types of Filing — Classification of
Files Indexing - Objectives of Indexing
— Essentials of Good Indexing System
- Advantages of Indexing - Selection of
suitable Indexing System.

Learning Objectives <®/ )

«  Toknow the importance of records -

for day to day business activities
and its functions.

e To know what is records files,
Vouchers, and filing methods of
records.

o To analyses the principles of
maintaining records.

o To understand the advantages of
filing of records, organizing of
records, its types and classification.

Introduction:

The very existence of business
organizations, government and other
social institutions is based on records.
Keeping good records is very important
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to any business. Record keeping system
should be accurate, reliable, easy to
follow, consistent as to the basis used and
be very simple. Good record keeping is
vital in regards to meeting the financial
commitments of the Dbusiness and
providing information on which decisions
for the future of the business can be based.
While business maintains the records to
monitor and to record normal business
activities, it is also necessary because
of obligations under the taxation laws.
These records are official documents and
also serve as legal evidence in case of
emergencies.

In day to day business operation
many documents are received, sent out
and created. These documents play a
very important role in business operation
and for taking some decisions. So such
documents should be preserved to obtain
at the time of need. For that a filing system
is developed in every organization. Filing
is the memory of any organization.

Hence, filing is the process of
systematic and scientific preservation of
official document for future reference
or evidence. It is putting the documents,
letters etc into a file. It is a scientific and
systematic process of saving important
documents for future reference.

5.1. Meaning of Records:

Records refer to a document,
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utilized by an organization to carry out
its various functions. A record constitutes
some type of tangible evidence of the
operations of an enterprise. If may take the
form of a letter, circular, invoice, voucher,
picture, report, payroll, contracts, deeds,
progress of work, orders, stock records,
estimates, progress reports, financial and
statistical statements etc.

Fig. 5.1. Office Records
5.2. Types of Records:

1. Correspondence: Correspondence
includes letters, notices, circulars,
memorandum, reports etc., received by
the firm and the copies of letters sent
out. It also includes telegrams and fax
messages.

2. Accounts Department Records:
These include all papers or documents
connected with accounts of the firm. E.g.
invoices, petty cash vouchers, receipts,
bank statement, accounting ledgers etc.

3. Purchases and Sales Records:
These includes all papers connected with
purchases, sales and stock keeping of
goods handled by the firm, e.g. Price list,
quotations, samples, copy orders etc.
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4. Personal Records: These include
all papers connected with the employees of
the firm e.g. completed application form
etc. and records of employees’ attitude,
absenteeism, and turnover etc.

Records:  All
records which are necessary with regard
to the administration of the firm either

5. Administrative

because of statutory requirements
otherwise e.g. Insurance policies, vehicle
registration books, licenses, hire purchases

agreement, share certificates and so on.

6. Miscellaneous Records: Modern
business firms also keep records which
have not been included in either of the
above categories for instance records
relating to advertisement campaign
marketing research etc.

5.3. Records Management:

Records management is a modern
business program that embraces filing
and is supplemented by the design and
review of business forms and records. It
is that area of office administration which
is concerned with creation, presentation,
and use and disposal of records.

According to Jane K Cruible
“Records management refers to the
activities designed to control the lifecycle
of a record from its creation to its ultimate
disposition. The functions of records
management under these stages are
discussed below.

1. Creation of Records: New forms and
records should be developed only when
their need is fully satisfied. The design
of the forms should be given careful
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attention. Data should be recorded in the
documents accurately and completely.

2. Storage of Records: The storage is
concerned with the classification of
records and then filing in the suitable
filing equipment which is in the easily
accessible location. Arrangement should
also be made to protect the records against
disaster or unauthorized use.

3. Retrieval of record: The records
are store for further use. An efficient
procedure must be established so that
records may be retrieved and delivered in
time. The utilization of records is greatly
influenced by the mode of their creation.

4. Disposal of records: The last stage in
the record cycle is the disposal stage which
is concerned with preserving valuable
documents and disposing the expired
documents. A record retention schedule
classifies records based on the time period
and the requirement of the same.

5.3.1.ODbjectives of Record Management:

The basic objective of records
management as given by Leffingwell and
Robinson are as follows:

1. To keep an Orderly Account of
Progress: The purpose of writingdown and
preserving memoranda of transactions,
(financial and other Kkinds) various
documents, papers, correspondent etc, are
to record the progress of the business. This
may be referred to as historical function
of records.

2. To Facilitate Comparison: Records
facilitate ~comparison
period of time and another, between

between one
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different product lines and between firms
operating in different lines of business.
This analytical function of records play a
vital role in today’s business.

3. To Detect Errors and Wastes: Errors
and wastes can be known and controlled
only with the help of proper records and
management. Records management is
a control function which facilitates the
evolution of techniques for the elimination
of errors and waste.

4. Legal Formalities: Certain records are
to be kept for a specified period of time
under the provisions of the various Acts.
For instance, sales records have to be
kept for several years under the Sales Tax
Act, Receipts and Payment vouchers and
accounts books have to be kept for several
years under the Income Tax Act and so on.

5.4. Filing:

Filing can be described as the core
of records management. It is rightly said
that the keystone of office organization
is the maintenance of comprehensive,
simple and efficient filing system. Filing
cannot be treated as an unimportant
function of the office, perhaps it is the
most important amongst its functions.
Denyer gives a very simple definition of
filing. He describes it as the “process of
arranging and storing records so that they
can be located when required, “thus filling
as process has following major objectives
(i) Proper arrangement of records, (ii)
Careful storing of records, (iii). Easy
availability of records without these
objectives in view, filing system will not
be useful and so the organization can not
function successfully.
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G.R Terry has defined filing as
“the placing of documents and papers in
acceptable containers of document and
paper in acceptable containers according
to some predetermined arrangement so
that any of these may be located quickly
and conveniently, when required”.

According to Zane K. Quible,
“Filing is one of the activities in the
records management programme which
involves  systematically
coding, arranging and placing of records

in storage”.

classitying,

5.4.1. Advantages of Filing:

Records are stored under a suitable
system of filing in order to achieve the
following purposes and benefits.

1. Ready Reference:

Records constitute the storehouse
of information relating to past events.
They can be referred conveniently if they
are filed in a systematic manner and a
proper index is maintained for various
files.

2. Safety of Records:

Filing ensures the safe storage of
records of different types. Letters and
other documents are put into folders
and the folders are kept in cabinets.
Thus records are saved from unforeseen
happenings like theft fine etc.

3. Documentary Proof:

Records serve as documentary
evidence in case of disputes. Copies of
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records can be produced to settle the
claims with different parties. Records
can also be produced in a court of law
as evidence when a party to the dispute
resorts to the process.

4. Prompt Handling of Correspondence:

Filing enables the handling of
correspondence properly without any
delay. It builds up the reputation of the
organization and helps in securing orders.

5. Statutory Requirements:

Records are kept in compliance
with provisions of various statutes like
companies Act, Income tax Act, Factories
Act, etc

6. Barometer of Progress:

Filing makes available the records
of previous years. It helps in comparing
the current year’s performance with the
previous years. Thus it is an important
aid in measuring the efficiency of the
enterprise and various departments.

7. Decision = Making and Policy
Formulation:
Availability of up-to-date

information is essential for taking
important decisions and for formulating
policies. The degree of risk is increased
if to decisions are based on relevant facts
and figures.

8. Increased Efficiency:

Filing increased the efficiency of the
office. It makes available to the management
the required information with speed and
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accuracy which is helpful for prompt
decision-making. Follow-Up actions are
also taken quickly if records of the past
correspondence are easily available.

B Do You Know? ||

India Office Records:

o The India Office Records are
the documentary archives of the
administration in London of the pre-

1947 government of India.

o The 14 kilometres of shelves of
volumes, files and boxes of papers,
together with 70,000 volumes of official
publications and 1,05,000 manuscript
and printed maps, comprise the
archives of the East India Company
(1600-1858), of the Board of Control
or Board of Commissioners for the
Affairs of India (1784-1858), of the
India Office (1858-1947), of the Burma
Office (1937-1948), and of a number of
British agencies overseas which were
officially linked with one or other of
the four main bodies. The India Office
Records are part of the Public Records
of the United Kingdom, and are open

for public consultation

5.4.2. Organization of
Filing:

In any large
business establishment,
the management has
to decide whether filing should be
centralized (i.e.. Spread among the
different departments). The main object

r T e
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tiling is speedy and accurate location of
records at minimum cost. This is best
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achieved under the centralized filing
arrangement.

1. Centralized Filing of Records or
Centralized Filing:

Centralized filing of records refers
to graphing and storing of records in
the same place where they are accessible
to a number of persons. In other words,
the records pertaining to activities of
all the departments of an enterprise are
preserved in the centralized index plan.
Central file comprises papers relating to
general correspondence, office branch
correspondence, orders, invoice, vouchers,
estimate, quotations, credit and debit
memos and other papers which several
departments need to refer.

(i) Merits of Centralized Filing:

1. It eliminates duplication, as all papers
pertaining to a particular subject are
keptin the central file thus eliminating
duplication.

2. This system provides better service by
employing trained clerks exclusively
for filing purpose.

3. It ensures a more uniform system of

tiling.

4. It helps to save time as there is only
one place to send material for filing
and locate the same.

5. It provides economy in space,
equipment and supplies as there is no
duplication of records and equipments.

6. It helps to serve other departments
by relieving them from the burden of
maintaining the records.
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(ii) Demerits of Centralized Filing:

1. Physical difficulties are caused when
departments are located away from
the filing room.

2. Leakage of information is possible
since files are centrally placed.

3. Sincethereisno duplication of records
there is a fear of losing records.
Therefore, it is advisable to have a
copy of each record in the respective
departments file.

2. Decentralized Filing:

In this system files relating to
different departments are kept in the
respective departments. Decentralized
tiling is necessary for maintaining records
of work-in-progress, such as unexecuted
orders, unpaid bills etc. Further there are
certain records which will be used only
by certain departments, for e.g. Price
quotation in the purchase department,
blueprintsand drawings in the engineering
department. In every department a filing
clerk does the filing work along with his
other duties.

(i) Merits of Decentralized Filing: The
disadvantages of centralized filing are
the advantages of decentralized filing
and vice versa.

1. It is more suitable where the
information relating to a department
is of confidential nature.

2. It is useful when departments are
located far away from the filing
department.
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3. This system is useful when certain
papers are relevant for one department
only.

4. There may be delay in locating
records under centralized filing.
Decentralized filing is recommended
in order to remove inconvenience
likely to result if the records are not
located on time.

(ii) Demerits of Decentralized Filing:

1. Expenses on filing are high, as it leads
to duplication of space, equipment
and supplies.

2. Since every department does its own
tiling work, appointment of filing
clerk is not economical and feasible.

3. There will be lack of uniformity in
the filing routines and equipment in
different departments.

4. Departmental filing may create
difficulties when a piece of paper is
relevant to more than one department.

5.4.3. Types of Filing:

The important types or methods of
modern filing are:

1. Horizontal or Flat Filing: Under this
method the documents or letters are
placed in a horizontal or flat position one
on the top of another in order of date and
the latest is on the top. The letters are filed
along with their replies. These files come
in a variety of folders. More important of
horizontal files are discussed below:
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Fig. 5.2. Horizontal Filing

Lever Arch Files: It is a very popular
type ofhorizontal file. It canbe described
as a strong card-board folder which
contains strong metal arches which
can be opened with the help of a lever.
Records to be filed are punched with
two holes with the help of the punching
machine either at the top or on the left
hand side of the forms, and are then
files on the metal uprights, after the arch
has been opened by the lever. The arch
lever file facilitates alphabetical division
which is done by inserting thick cards
at suitable places. The great advantage
of this file is that papers can be inserted
or taken out with great ease without
disturbing the order of other papers in
the file. The file also offers the advantage
of proper preservation of papers free
from mutilation and dust, if the files are
stored properly in the almirahs.

Fig. 5.3. Lever Arch
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ii.

Flat Files: The “files” (or covers) are
made of cardboard or thick paper.
A separate cover is allotted to each
subject or customer, which contains
all the relevant correspondence and
documents in this file. The received
letters and invoices posted and other
relevant documents get filed in the
chronological order where a letter or
a document needs to be filed at more
than one place, the necessary number of
copies is made and filed in each relevant
file. The flat file has metal hinges which
are inserted into the holes punched by
the punching machine.

The prepared files are stored in almirahs
and placed on top of each other. They
are also stored in drawers.

Fig. 5.4. Flat Files

Advantages of Horizontal Filing:

1.

2.

It is a simple method to operate.
It is a cheap method to install.

The papers are kept in order in which
they have been filed.

Speedy reference can be made to papers
without removing them.
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5. The contents are kept clear and dust
free, especially where good covers and
almirahs are used.

Drawbacks of Horizontal Filing:

1. Papers cannot be taken out without
dislocating other papers because the
latest document is on top where a flat file
is used.

2. Where a file has become bulky, location
of papers become very difficult.

3. Itissuitable for offices where transactions
are not many.

4. Thismethod doesnotallow for expansion
behind a certain point.

5. It requires an index to find out the
concerned file.

2. Vertical Filing:

This method of filing can be said to be
the most modern. It is so named because the
contents are kept in an upright or standing
position. This method of filing is the result of
the growing needs of business organization.
The greatest drawback of the horizontal
filing is the time consumed in locating a
paper or document. As the business expands,
the bulk of papers increases and location
of a paper becomes difficult and time
consuming activity, vertical filing eliminates
this drawback of horizontal filing. Hence it
has become a very popular method of filing
in large offices where number of subjects is
large.
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Fig. 5.5. Vertical Filing
Advantages of Vertical Filing:

Vertical filing offers many advantages
over horizontal filing, which are summarized
below:

1. Economical: Vertical filing is more
economical on account of two reasons.

i. The folders are cheap, and

ii. Many folders can be accommodated
by a single filing cabinet.

Hence there is saving in terms of money
as well as space.

2. Ready Reference: Any paper can be
traced without wasting time. This is
possible because there is a separate
folder for each customer or subject
and its contents are easily known due
to description given on the tab or
projected part of the back sheet. Besides,
any paper can be inserted and taken out
with great ease in a short time.

3. Elasticity: Filing cabinets provide ample
scope for expansion of filing facility. A
single drawer can accommodate a large
number of folders. As the number of
folders increases the same drawer can
be accommodate more folders upto
some extent.
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4. Safety and Security: Greater safety
is another feature of this method of
filing. Papers do not get torn or gather
dust since they are well- protected by
manilafolders kept safety in drawers,
which can also be locked to provide
security to confidential documents.

5. Universal Vertical
filing has proved useful in preserving
all types of papers, documents and

Orders,

letters, quotations, tenders, government

Application:

memorandum. invoices,

circulars, etc., can be filed with great
ease and preserved without difficulty.

6. Adaptability: Vertical filing canbe easily
adapted to all types of classification. The
folders can be arranged alphabetically,
numerically, geographically, subject-
wise or on some other basis according
to the needs of an individual office.

5.4.4. Classification of Files:

There are five methods of

classification. They are:
1. Alphabetical Classification
2. Numerical Classification
3. Geographical Classification
4. Subject Classification and
5. Chronological Classification.

1. Alphabetical Classification: Alphabetical
classification is based on the occurrence of
the letters in the alphabet as it is done for
the dictionary.

Telephone directory is another
example. If several names occur having
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the first letter, the arrangement takes into
account the subsequent letters also, for

example:
A, AB, AC ----------- etc
B, Bb, BC ------------- etc

Under the alphabetical classification,
the filing of papers and documents is either
by the names of the correspondents or the
subjects. In a large office, it would be proper
if 26 letters of the English alphabet are
divided into small equal parts considering
the letters which are bound to have more
names. This method of classification can
be used in correspondence filing, contracts,
orders and staff records.

Fig. 5.6. Alphabetical Classification
2. Numerical Classification:

In this method of classification, each
folder or record is given a number, and the
files are placed in strict numerical order.
For example Mr. Gnanasekar Ltd, may be
assigned No 25. If they deal in a number
of lines, each line may be classified with a
number beginning with 25, for example,
25.1,25.2, 25.3, etc,,

The system of numerical classification
is generally recommended for filing of
orders, sales, invoices, contracts, (where
numbered) and committee minutes.
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brought together in one file, even though
they may have come from different sources
and from many different people. Following
steps are taken to install subject classification

5.1. Defining Subject

5.2. Sub-dividing subjects into smaller
fractions

Fig. 5.7. Numerical Classification 5.3. Assigning numbers or arranging
subjects in alphabetical order, including

3. Geographical Classification: sub-subjects, and

As the name implies, this
classification is based on the geographical
origin of a document or paper. This system
is combined with one of the two systems

5.4. Miscellaneous folders are made for
subjects which have not been classified.

Example:
already discussed. The classification can be P
town-wise, district-wise, state wise, country- Main Subjects Classified:
wise and continent-wise.
Purchases
) The steps in geographical classification are ®
outlined as follows: Sales
i). First of all geographical limits are set and
(0 geograp Advertising

areas are defined which will make one unit,

for example, in export-import trade Sub-division of classified subjects:

(ii). Next step will be to arrange these

countries in their alphabetical order, for Purchases -------------- Scooter Parts.
example, Algeria, Bolivia, Canada, France, Purchases ------—--———- Tractor parts.
Great Britain, USA and USSR, etc.,

Purchases -------------- Motor Parts

(iii). Within each sub-division classification
of different parties may be arranged
alphabetically or numerically. Such method
of classification is very useful for customers’
orders in a given area and for filing of
correspondence according to town.

4. Subject Classification:

It is a method of classification in . . . .
) ) , Fig. 5.8. Subject Classifications
which all documents relating to a subject are
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5. Chronological Classification

Under this method various records
are identified and arranged in strict date
order and sometimes even according to the
time of the day. It is a useful method for filing
invoices and other vouchers associated with
accounts.

This system may be useful if used
along with some other system. The records
may be arranged alphabetically first and
then can be arranged date-wise within
each folder. So this system cannot be used
independently.

Fig. 5.9. Chronological classification
5.5. Indexing:

Index is anything that “points out”
or indicates. Indexing can be described as a
method of providing indicators for a body
of data or collection of records. The term
“indexing” should not be confused with
the term “classification”. Classification is the
method of filing while indexing is basically
the method used for making reference to
the matter filed.
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Fig. 5.10. Indexing
5.5.1. Objectives of Indexing:

The principal objective of indexing
is to assist filing so that filed papers are
located easily and quickly whenever they are
needed. Indexing thus adds to the efficiency
of the filing method. It ensures speed
and consequently economy results due to
increased speed. The objective of indexing
is best achieved where the right type of
indexing system is chosen. Where files are
arranged in geographical-cum-alphabetical
or only alphabetical order, an index is
not needed. However, in other systems
of classification, it becomes essential to
provide an index for customers, suppliers,
credit ratings telephone numbers and soon.
Index is also required for different kinds of
registers and ledgers.

5.5.2. Essentials of a Good system of
Indexing:

In order to achieve its objectives, a
good system of indexing should have the
following essential features;

1. It should be simple.
2. It should be economical in operation.

3. It should allow for speed.
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4. It should go well with the system of
filing in the organization.

5. It should be flexible to allow for
expansion when needed.

5.5.3. Advantages of a Good System of
Indexing:

A good system of indexing, i.e., which
goes well with the filing methods in the
organization, offers the following benefits in
the field of records management.

1. EasyLocation: The required papers and
documents are located very easily with
the help of their index. Referencing is
not a painful process.

2. Easy Cross-Referencing: A good
system of indexing also ensures easy
cross-referencing and thus saves on
time and botheration.

3. Lower Costs: The operating costs of
records administration are also low due
to improved efficiency of the records
administration. Time is not wasted in
locating the necessary documents or
papers.

5.5.4. Systems or Methods or Types of
Indexing

Indexing may be classified into the
following main categories, namely: (a) Page
Index; (b) Card Index and (c) Visible Index.

(a) Page or Book Index: This system is
also known as alphabetical indexing as
classification is based on the letters of the
alphabet. One page or leaf is allotted for each
letter of alphabet, fitted with a tab showing
the letter and quoting the relevant page
numbers. The pages may be held in a loose
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form or in a bound book form. Each page
consists of a list of all the correspondents
whose names begin with the letter to which
that page or sheet is allotted. For example,
all names beginning with the letter ‘A’ like
Anuradha, Anandhi, Akila will be written
on the page allocated to the letter A’ The
folder number of correspondents relating to
a particular person will appear against his/
her name.

Page Index may take the form of
either (1) Bound Book Index (2) Loose Leaf
Book Index and (3) Vowel Index. These are
described below:

i. Bound Book Index: It is in the form of
bound book or register which is divide
into alphabetical sections where in the
names of persons are entered.

Each section has the leaves cut way at
the right hand side so that the initial
letters of all the sections are visible at
a glance. The book index is very cheap
and is a good long time record. The
pages cannot be lost or disarranged
because they are bound. This is an
inflexible method since alterations
are difficult and it accommodates a
comparatively less number of entries.
Example: Telephone Index.

ii. Loose leaf Book Index (or) Vertical
Card Index: Loose sheets are used for
indexing and the fastened are metal
rings or hinges or some other device
which allows the pages to be taken out
and also helps in insertion of additional
pages. This type of index is also fitted
with a lock. It is very much used by the
commercial banks and the joint stock
companies for keeping the records
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of their customers, shareholders and
debenture holders.

Loose Leaf Indexing is flexible and
adaptable to different users. It offers
ample scope for expansion with the
main drawback of loss or damages.

Merits of Page or Book Index:
1. Itisvery cheap and simple method.
2. Itrequires less space.

3. It can be carried from one place to
another.

Demerits of Page or Book Index:

1. A strict alphabetical arrangement of
names on each page may not be possible.

2. Names must be deleted once they are
no longer of any use. This may present a
shabby appearance.

3. It is an inflexible system of indexing,
scope for further entries even in case of
loose leaf index is limited.

iii. Vowel Indexing: In case where the
number of correspondents is very
large the alphabetical indexing is
further classified. The names of the
correspondents are entered on one page
or the other according to the letter with
which his name begins and first vowel
in his name. This sort of indexing is
known as “Vowel Indexing”. E.g. AShika
the first vowel in the name is “I”. It will
be classified under “Ai”

(b) Card Index: Under this method
references are entered on the cards of
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uniform size. These cards bear the names,
number of the files and other particulars
to be indexed. Cards are arranged in either
alphabetical or numerical order and are
place in drawers or boxes which may have
a rod running from one ending to the
other end for holding cards in their places.
These drawers are divided into alphabetical
sections by means of guide cards.

Fig. 5.11. Card Index

The purposes for which card index
may be used are listed below.

a) As catalogue of books in library;

b) To contain specimen signatures of
customers in bank.

¢) To contain addresses and other
particulars of customers;

d) To maintain accounts of store items;
e) To maintain history of employees;
f) To keep records of installment sales.
Merits of Card Indexing System:

1. The cards provide a complete list of
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the names, addresses and telephone
numbers of the persons or the firms
with whom the dealings take place.

2. Each card may be ruled according to
the particulars desired to be recorded.

3. Ready information is available for
different purposes, e.g., for knowing
the number of customers in a particular
territory.

4. It has greater flexibility because the
number of cards can be increased or
decreased as desired. Cards may be
grouped and re-grouped in any manner
and in any order.

5. The index is always alive since the dead
cards are removed and transferred to
dead cabinets.

6. Card index can be used by a number of
persons at the same time.

Demerits of Card Index system:

1. There is danger of separate cards being
lost by the persons who take them away
from the drawers for reference.

2. Ready reference may be difficult if the
cards are allowed to be removed freely
from the drawers.

3. Card index is blind since cards are not
visible at a glance.

4. Card indexing is comparatively costlier
than page indexing.

5. Card gets torn or spoiled through
constant handling. Thus, they have to
be replaced from time to time.
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6. Cards may be substituted to commit or
to conceal fraud where card ledgers are
kept.

Despite these drawbacks, the system
of card indexing is very elastic and simple to
operate and so is used frequent by libraries,
hospitals, banks (for maintaining specimen
signature) and other offices (to keep credit
records, staff records and so on).

(¢) Visible Index:

The major defect of card indexing is
that a large number of cards cannot be seen
at one glance. This defect is overcome by
visible indexing under which a large number
of cards are visible at one glance. Visible
card index, strip index and wheel index are
the systems of visible indexing.

1. Visible Card Index: Visible card index
system has gained more popularity in recent
years. It is based on the principle “look at the
card, not for it”. Visible card indexing can be
used for retaining records such as accounts
receivable, personal history of employees
and specimen signatures of customer in
a fairly permanent position for frequent
reference. The speed in which the cards can
be located and the necessary entries made,
justifies the use and cost of visible card filing
equipment.

The main feature of visible filing
is that the main reference (i.e. the main
information) on each card is visible at all
times. The cards are arranged in such a way
that it overlaps the one before it leaving a
narrow strip at the bottom containing the
name, telephone number of the subject
visible.
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Merits of Visible Card Index:

1. Speedy reference is possible as the
names of the customers or subject are
all visible.

2. Though visible indexing costs more,
it saves time and labour much that it
offsets the additional cost.

3. Additional information can be easily
written on the cards even without
disturbing the order in which they have
been kept.

4. Cards can be removed and inserted
with great ease.

5. Visible card indexing is very compact
as a large number of cards can be
accommodated in every tray.

Demerits of Visible Card Index:

1. The visible card index equipment is
costlier than the equipment required
for card index.

2. 'The filing staff must be trained properly
for its operation.

2. Strip Index:

It is a type of visible indexing which
is used when the entries are limited to a few
lines (names, addresses, etc ;). It consists of
a frame into which strips of stiff paper can
be fixed in any required order. Each strip is
devoted to one name only. Frames containing
these strips may be either fixed on the wall
or arranged on a rotary stand which can be
turned round to look at any part of the index.
These strips can be protected from exposure
or damage by using removable transparent
celluloid covers.
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3. Wheel Index:

It is an improvement over visible
card index. Cards are arranged about the
circumference of the wheel. A single wheel
can hold as many as 1000 cards. Cards can
be inserted into or taken out of the slits of
the metal rod whenever needed. An entry
can be made on the card by applying the
brakes to keep the wheel fixed. Thus, entries
can be made on the cards and cards can be
referred to without removing them from the
wheel.

Fig. 5.12. Wheel Index
Merits of Wheel Index:

1. Wheel index makes reference very easy
and quick. It saves time and efforts.

2. It is economical in space as a large
number of cards can be accommodated
in a wheel.

3. Entries can be made on the cards
without removing them from the wheel.

4. New cards can be added and old ones
removed without much difficulty.
Thus wheel index allows flexibility in
operations.
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5.5.5 Selection of a Suitable Indexing
System:

Every system of indexing has its
own merits and demerits. Some methods
are rigid while others are flexible through
expensive. The installation of a suitable
indexing system depends mainly on the
following factors.

® . EEES

1. The type and extent of information
needed.

The cost of equipment in each system.
The cost of labour in each system.
The space required for each system.

The frequency of adding or deleting.

A o

The purpose of using an index

Points to be Remembered:

o The very existence of business
organizations, government and
other social instillations is based
on records.

« TypesofRecords: Correspondence,
accounts departments, records,
purchase and sales records,
personnel records, administrative

@® records and miscellaneous records.

« Records Management.

« Functions of record management:
Creation of records, storage of
records, retrieval of records,
disposal of records.

o The  objective of  records
management are to keep an orderly
accounts of progress, facilitate
preparation of statement of true
condition, facilitate comparisons,
and detect errors and complying
with legal formalities.

 Principles of record keeping.

o Justification, verification, period,
classification, safety, economy.
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o Filing: Most of the records have to
be preserved for reference in the
future, at the same time they must
be easily available.

o Advantages of filing: Ready
reference, safety of records,
documentary  proof, prompt
handling of correspondence,
statutory requirement, barometer ®
of progress, decision making,
policy formulation and increased
efficiency.

o Essentials of good filing system:
Accessibility, simplicity, economy,
suitability, flexibility, classification,
cross reference, movement, safety,
indexing, retention.

 Organizing of filing.
« Types of filing: Horizontal filing,
vertical filing.

o Classification of filing: Alphabetical
classification, numerical,
alpha numerical, geographical,
subject wise and chronological
classification.
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Indexing: The principal objective of
indexing is to aid filing so that filed
papers are located easily and quickly
whenever they are needed and
improve efficiency and speed of the
filing method.

Essentials of a good system of
indexing.

It should be simple, economical
in operation allow for speed, go
well with the system of filing in the
organization, flexible to allow for
expansion when needed.

Part - A

— 0000
Evaluation ‘i‘ii
OBJECTIVE TYPE:

I. Choose the correct answer:

1.

Purchase and sales records include --------

a) Price List

¢) Insurance Policies

H .  EEEw

It should be simple, economical
in operation allow for speed, go
well with the system of filing in the
organization, flexible to allow for
expansion when needed.

Advantages of good system of

indexing.

Easy location, easy cross
referencing, lowest cost.
Types of indexing system.

Page or book index, card index, visible
index.

b) Record of Employees’ Attitude
d) Marketing Research.

A modern business program that embraces filing and is supplemented by the design
and review of business forms and records is known as --------------------—-

a) Record keeping

c) Indexing

b) Records Management

d) None of the above.

The -------------- stage deals with preserving valuable documents and doing away

with unnecessary expired documents.

a) Storage stage

c) Disposal stage
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b) Creation stage

d) Retrieval stage.
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4. The analysis, which determines the proportion of benefit derived from maintaining

records in comparison to their respective costs, is called -----------------------

a) Ratio analysis b) Cost benefit analysis
¢) Justification d) All the above.
5. e should be avoided when taking decisions.

a) Statutory requirements

c) Changing political scenario

b) Relevant facts

d) Guess work and intuition.

6. A good filing system ensures -------------------------

a) Systematic organization

b) Simplicity

c) Accuracy d) All the above.
7. Chief Record and filing officer is incharge of the --------------- - oo oo department.
a) Filing b) Indexing
¢) Records d) None of the above.
8. Im-----mmmmmm papers are inserted in chronological order are on top of the
other
a) Vertical filing b) Geographical classification
c) Horizontal filing d) Indexing.
9. indexing does not come under “Page or Book Index”.
a) Loose leaf b) Vowel
¢) Card d) Bound Book.
10. In ----mmmmmmmmmmeee indexing, the cards are arranged about the circumference of
a wheel.
a) Card index b) Visible Card Index
c) Strip Index d) None of the above.
Part - B
II.  Very Short Answers:

Answer in Five lines.

(3 Marks)

1. What do you mean by filing?

2. What are the essentials of a good indexing system?
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3. What is the difference between indexing and classifying?
4.  What is meant by subject-wise classification?
5. List the various stages during which the functions of records management are performed.
6. What do you understand by the term “Vowel Indexing”?
7. What do you mean by Centralized Filing?
8. List out the various factors that influence selection of a suitable indexing system.
9. What is decentralized filing?
10. What is the main purpose of using card index?
11. List out the benefits derived out of page index.
12. What is meant by Strip Index?
13. What are the key advantages of a good indexing system?
14. What kind of records is to be maintained by a business house? Name them.
Part - C
III.  Short answers:
® Answer in one page. (5 Marks)
1. Explain the objectives of records management.
2. Bring out the principles of record keeping.
3. What is horizontal filing? Explain in detail analyzing its merits and drawbacks.
4. What is vertical filing? Bring out the merits and demerits of this method.
5.  What are indexing and its main objective?
6. How indexing is different from filing?
7. Explain the concept of page index in detail with examples.
8. Explain in detail the benefits that can be derived from Card indexing and the drawbacks
it suffers form.
9.  What is the purpose of filing?
10. Bring out any two types of classification of files.
11. Bring out the significance of the various types of records maintained in an office.

84

‘ ‘ 0SS_EM_Chapter_5.ndd 84 @ 04-03-2019 09:54:46‘ ‘



B [ ® H .  EEEm

Part-D

IV. Essay type questions:
Answer within three pages. (10 Marks)

1. What is records management? Explain in detail the various functions and objectives of
record management.

2. What are the essentials of a good filing system? How is it beneficial?
3. What are the various types of files?

4. How can the files be classified? Analyze.

5. What are the different types of indexing systems? Elaborate.

6. Explain the organization of filing with reference to centralized and decentralized filing.

0.
. ACTIVITY i.“ <

Teachers Activity:
® o Ask the students to file all their test papers and prepare an index of the same. ®

o Ask the students to submit the assignment on various filing systems and
indexing methods followed in offices by referring the net.

Students Activity:

« Download the materials regarding various filing and indexing Systems followed in
offices and submit the assignment on the same.

References:

1. Office organization and Management- By S.P.Arora.
2. Office Management- By PK. Ghosh

3. Office Management — By Kathiresan ¢&Dr.Radha

85

‘ ‘ 0SS_EM_Chapter_5.ndd 85 @ 04-03-2019 09:54:46‘ ‘



GLOSSARY
Almirah : A cupboard or wardrobe that is not fixed to a wall. RFE.::]_E )

2 |Blueprints : Scheme, Plan, Design, System, Idea.

3 | Cabinet : A cupboard with drawers or shelves for storing or displaying articles.

4 | Chronological : ( Of a record of events) following the order in which they occurred.

5 Circumferences : The enclosing boundary of a curved geometric figure, especially a
circle.

6 Coding : (Computer science) the symbolic arrangement of data or instructions in a
computer program or the set of such instructions.

5 | Disaster : A sudden accident or a natural catastrophe that causes great damage or
loss of life.

g |Dispositio : The way in which something is placed or arranged, especially in relation
to other things.

9 | Embrac: Accept (a belief, theory, or change) willingly and enthusiastically.

10 |Estimat : An approximate calculation or judgement of the value, number, quantity,

@ or extent of something.

11 |Feasible : Capable of being done, accomplished or carried out.

12 | Horizontal filing : A technique to store documents horizontally.

13 | Key stone: The central principle or part of a policy, system, etc., on which all else
depends.
Manila folders : The manila folder is a file folder designed to contain documents. It

14 |is generally formed by folding a large sheet of stiff card in half. Though traditionally
buff, sometimes other colours are used to differentiate categories of files.

15 | Obligation : The act of binding oneself by a social, legal, or moral tie to someone.

16 |Quotation : A formal statement setting out the estimated cost for a particular job or
service.

17 | Retrieved : Get or bring (something) back from somewhere.

18 |Shabby : In poor condition through long use or lack of care.
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— CHAPTER VI S
SSING

ELECTRONIC DATA PROCE

Content:

Introduction - Meaning - Types of
Data - Data Processing — Objectives of a
DataProcessing - Modesof DataProcessing
-Components of EDP - Role of Computers
in Office - Computer Network - LAN,
WAN, PAN, MAN -Internet and Intranet
— Basic Internet Terms - Connections -
Wired Technologies — Twisted Pair Cable,
Coaxial Cable, Optical Fibre - Wireless
Technologies - Bluetooth, Infrared Radio
Link, Satellite Link - Cybercrimes.

Learning Objectives ‘G)/)

o To acquire knowledge about data,
types of data and fundamentals
related to data processing.

e To understand the modes of data
processing.

o To expand knowledge and able to
acquaint with the concepts related
to computer

o To acquaint students about the
cybercrimes and safeguarding
against it.

Introduction:

Electronic data processing (EDP)
enables the firms to quickly process
large volume of data accurately through
application of computer. It applies
variety of logical and mathematical
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decision making techniques to carry out
the functions of data processing with
predetermined priorities of the data. EDP
increased the output of the work and
efficiency by adopting proper mechanisms
of storing, maintaining and retrieval of
data when needed, based on the purpose
which is meant for.

6.1. Meaning:

The word ‘data’ is the plural of
‘datum’ though data is commonly used as
both in the singular and plural forms. Data
refers to any fact, observation, assumption
or occurrence. Data are facts which form
the basic material to be processed to
produce information. Data are compiled
to form reports, figures or documents
etc. Data can be a form of numerical or
alphabetical characters or special symbols
(viz=,+,% etc).
definitions are given below.

Some important data

Digit: A simple numeric character 0, 1, 2
.29,

Character: A simple alphabetic, numeric
or special character that is used to
represent data. For example,0,1,2 ...9, A,
B, C......Z, +,-,%, etc.

Data item (field): A set of characters
which are used together to represent a
specific data element, e.g., a name items
contains the alphabetic characters in
a name, and an amount of items that

contains the numeric in an amount.
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Record: It consists of a group of data items
related to an object of data processing
e.g., a payroll, record of an employee
which contains data fields as name, age,
qualification, sex, wage rate etc.

Data file is a compilation of related
data records maintained in some pre-
arranged order. Files are usually created
function-wise e.g., a payroll file might
consist of 1,000 individual employees data
records and the records might be arranged
in file by employee number.

The relationship of a character, data item,
record and the file is shown in figure 1
below

Customer no. 2
Customer no. 3 | -

Customer no. 1

v

Amount
XXX

Item (Field)in a
Record
Record in a File

Character in an Item

Fig.6.1. Relationship of Character, Data,
Record and File

6.2. Types of Data:

Data are broadly divided into two
types namely quantitative (or numeric)
and qualitative:

1) Quantitative Data:
or numerical data refers to the

Quantitative

observations that can be counted
or measured. The data are said to
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be discrete if the measurements are
integers (e.g. number of members
in a family, number of students in
the classroom, number of chocolates
consumed per day) and continuous
if the measurements can take on any
value, usually within some range (e.g.
weight).

2) Qualitative Data: Qualitative data
is descriptive information (describes
something). It arises when the
observations fall into separate

distinct categories. Since qualitative

data always have a limited number of
alternative values, such variables are

also described as discrete.

Examples are: Colour of eyes: blue, green,
brown etc

Exam result: pass or fail

Socio-economic status: low, middle or

high.

Qualitative Data is broken down into
Two Sub-Types:

o nominal if there is no natural order
between the categories (e.g. eye
colour), or

« Ordinal if an ordering exists (e.g. exam
results, socio-economic status).

6.3. Data Processing — Meaning:

Data processing means taking raw
data (facts and figures) and processing
them manually or with the help of
machines to produce, organized and
useful information. It is restructuring \

11/12/2020 12:36:59 PM ‘ ‘



or recording of data to increase their
usefulness and value for some particular
purpose. Data processing can be
performed

a) Manually with the aid of simple tools
as paper, pencil and filing cabinets

b) Electro-mechanically with the aid of

unit record machines

c) Electronically with the aid of a

computer.

Data processing is a series of
operations that use information to
produce a result. Common data processing
operations include validation, sorting,
classification, calculation, interpretation,
organization and transformation of data.

Electronic Data Processing:

Electronic data processing (EDP)
refers to the use of automated methods
to process commercial data. Typically,
this uses relatively simple, repetitive
activities to process large volumes
of similar information. For example:
stock updates applied to an inventory,
banking transactions applied to account
and customer master files, booking and
ticketing transactions to an airline’s
reservation system, billing for utility
services.

The term electronic data processing
dates back to the 1960s when automation
began to replace manual data processing
tasks. In modern times, the term tends to
be associated with large scale automation
of administrative tasks.

Data processing is manipulation
of data by a computer. It includes the
conversion of raw data to machine-
readable form, flow of data through
the Central Processing Unit (CPU) and
memory to output devices, and formatting
or transformation of output. Any use of
computers to perform defined operations
on data can be included under data
processing.

Data Processing in a Computer:

Computer data is information
processed or stored by a computer.
This information may be in the form
of text documents, images, audio clips,
software programs, or other types of data.
Computer data may be processed by the
computer’s CPU and is stored in files and
folders on the computer’s hard disk.

Raw Data 51,77,82,64,70

l Test scores
Context —— achieved by
students

Information ~—» /Average test
score calculated

- 67%. This
shows that first
student’s mark is
below average.

Fig.6.2. Data processing in Computer

Hence, data processing is defined as series
of actions or operations that converts
data into useful information. The data
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processing system is used to include the
resource such as people procedures, and
devices that are used to accomplish the
processing of data for producing desirable
output. Data processing is restructuring
or recording of data to increase their
usefulness and value for some particular
purpose.

6.4. Objectives of Data Processing:

The following are the objectives of data
processing:

1. To provide mass storage for relevant
data.

2. To make easy access to the data for the
user.

3. To provide prompt response to user
requests for data.

4. To eliminate redundant data.

5. To allow multiple users to be active at
one time.

6. To allow for growth in the data base
system.

7. To protect the data from harms like
physical and unauthorized access.

Types of Data Processing Systems:

Types of data processing can be
understood on basis of methods and
technologyadopted. Generally mechanical
and electronic data processing is used
and at times manual data processing is
used. According to their working, Data
processing systems can be of different

types:
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a) Manual : In manual data processing
system, whole processing is done
manually without use of machine
or electronic device i.e. the clerical
staff that perform data processing
in an organized way with the goal of
producing meaningful information.
This method is slow and less reliable,
chances of error are high and this
method is very old when technical
innovations were few and rare. This
also makes processing expensive and
requires large manpower depending
on the data required to be processed.
Data acquisition, filing, storage,
processing, calculation, output
production, all these tasks are done
manually.

b) Mechanical Data
Data processing is done by use of

Processing:

mechanical device or very simple
electronic devices like calculator and
typewriters. The advantage of this
method is more reliability and saving
of time as compared to manual data
processing but still the output is
limited. Any device which facilitates
data processing can be considered
under this category.

Fig.6.3. Mechanical Data Processing
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c) Electronic Data Processing (EDP) : This
is the fastest and best available method
with highest reliability and accuracy.
With the growth of the organization,
it becomes inefficient to process large
amount of data with high accuracy
through manual or mechanical method.
EDP offers better method of data
processing at alow cost as it relies on the
computer and principles of electronics
for processing data.

Results Results
Tables Results Tables
Workstation =~ Workstation

Fig.6.4. Electronic Data Processing

HW

o TYPEWRITER is the longest word
that you can write using the letters
only on one row of the keyboard of
your computer.

« Typist finger travel at an average
rate of about 12.6 miles per day on
a regular working day

6.5. Modes of Data
Processing:

Modes of
processing data involve
the following:

Interactive Computing or Interactive
Processing: refers to software which accepts
input from humans — for example, data or
commands. Interactive software includes
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most popular programs, such as word
processors or spread sheet applications.
By comparison, non- interactive programs
operate without human contact; examples
of these include compilers and batch
processing applications.

Transaction Processing: is information
processing that is divided into individual,
indivisible operations, called transactions.
Each transaction must succeed or fail as
a complete unit; it cannot remain in an
intermediate state.

Batch Processing: is execution of a series
of programs (“jobs”) on a computer without
human interaction. This is one of the widely
used types of data processing which is also
known as serial/sequential, tacked/queued
of offline processing. The fundamental
of this type of processing is that different
jobs of different users are processed in the
order received. Once the stacking of jobs
is complete they are provided/sent for
processing while maintaining the same
order. This processing of a large volume of
data helps in reducing the processing cost
thus making it data processing economical.

Examples Include: Examination, payroll
and billing system.

6.6. Components of EDP:

The electronic data processing cycle
consists of four stages, or components.

« Input: Input refers to all the activities
associated with recording data and
making it available for processing.

o Processing: After data is recorded and
converted into an appropriate form, it
must be processed.
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e Output
« Storage

Each of this stage performs specific
function which is enumerated below:

Primary
Storage CPU
Arithmetic
Logic Unit
Control
Tnput l — Control
Secondary
Storage

Fig.6.5. Components of EDP

Input: A computer must receive both
program statements and data to solve
problems. The entry of program statements
and data into a computer occurs by means
of an input device such as keyboard,
mouse and joystick. Regardless of the type
of device used they are all instruments of
interpretation and communication between
people and the computer.

Central Processing Unit (CPU): CPU is
the heart of the computer which makes
comparisons, performs calculations, reads,
interprets and controls the execution of the
instructions. it consists of three separate
sub-units.

(1)The Control Unit - Control unit
supervises the operations of the entire
computer. The control wunit instructs
the input device when to start and stop
transferring data to storage unit and it
instructs the storage unit when to start and
stop transferring data to output devices.
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Thus the control unit does not perform the
actual processing operations of the data.
Rather, its function is to maintain order and
direct the flow of sequence of operations
and data within the computer.

(2) The Arithmetic/ Logic Unit: Arithmetic
and logic unit performs mathematical
calculations, compares numeric and non-
numeric values and makes decisions. The
data flows between this unit and the storage
unit during processing.

Storage: Storage consists of primary and
secondary storage. Primary storage of the
computer consists of the devices used to
store the information which will be used
during the computations. The storage
section of the computer is also used to hold
both intermediate and final results as the
computer proceeds through the program.
Common storage devices are RAM. Since
the primary storage capacity of computers
is limited it is not always possible to hold a
large volume of data and instructions in the
primary storage. Hence it becomes necessary
to have secondary or auxiliary storage for
holding data and programs not currently in
use. The various secondary storage devices
are CD, DVD, USB flash drive (Pendrive),
Hard disk etc.

Output Devices: Output devices are used to
record the results obtained by the computer
and present them to the outside world.
They take information in machine coded
form from storage unit and convert them
typically into a form that can be used i.e.
printed forms. The most commonly used
output devices are printers, visual display
unit, monitor etc.
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Hardware: Hardware is the physical aspect
of computers. Computer hardware is the
collection of physical parts of a computer
system. This includes the computer
case, monitor, keyboard, and mouse.
It also includes all the parts inside the
computer case, such as the hard disk drive,
motherboard, video card, and many others.
These are called hardware since these
components can be seen and touched by the
user.

Software: The sets of computer program
instructions that direct the operation of the
hardware are called software. A complete
set of instructions to execute a related set of
tasks is a program.These are called software
because the programmes cannot be seen or
touched. Software instructions are termed
as code. Software can be divided into two
major categories:

1) System Software :
means the operating system. It is the
collection of programs that directs
a computer to perform functions
associated with  controlling and

System software

directing computer hardware and also
determines how application software is
run.

2) Application Software: Application
software referstothecomputer programs
written for an individual application
such as payroll processing or personnel
skill analysis.They generally require
system software in their execution.
For example, the application program
may specify reading data from a record
stored on a disk; the operating system
provides the instructions to manage the
physical reading of the record from disk
storage.

‘ ‘ 0SS_EM_Chapter_6.indd 93

93

6.7. Role of Computers in Office:

The following are the major role of computers
in office

1) Data Storage: The data storage
and retrieval capacity of computers
are greater and more advanced as
technology improves. Files are easily
retrievable through search functions,
and hard drives can hold extraordinary
volumes of files and data. For offices with
large databases this data storage and
retrieval function provides unparalleled
advantages over traditional paper file
storage, such as the ease and speed
of information retrieval, the ease of
changing data records and the ease of
tracking changes made to customer
record.

2) Communication: Internal and external
communication is much easier with the
use of e-mail and internal messaging
systems on computers. Office staffs are
able to pass information throughout the
office quickly and effectively, as most
office setups have an alert system on
individual computers when a message
or e-mail is received.

3) Networking: File sharing is one of the
key benefits of networking computers
in an office environment. Office
networking, or the creation of an office
intranet means that a common database
of files is accessible to all users. This also
applies to software and management of
computers, which significantly reduces
costs for offices, as they can purchase one
networkable software product instead of
having to purchase multiple copies for
individual computers. Networking also
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provides communal access to printers,
fax machines and copiers.

4) Productivity: Computers in the office
environment significantly enhance
productivity. Computers in the office
increase productivity not only in
areas such as word processing, data
management and information access,
but also in information creation,
collation and ultimately storage.

5) Improving Efficiency: Computers can
increase the speed and accuracy of
many work processes, which improves
overall worker efficiency. Documents
can be written and edited much
more quickly with the aid of a word
processing program, and procedures,
such as billing and accounting, can
also occur more rapidly and with fewer

® errors. Computers can produce reports
with great speed and allow for the easy
insertion of enhancements, such as
charts, graphs and pictures if desired.
Computers also help companies in
administrative tasks, such as keeping
up-to-date and accurate records.

6.8. Computer Network - LAN,WAN,
PAN, MAN:

Computer

network is a collection £ fe
of  computers and 'h
terminal devices e

connected together by
a communication system that facilitates
communication among users and allows
users to share resources with other users.

Local Area Network (LAN): A local area
network is primarily a data transmission

94
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All top computer companies like
Apple, Microsoft, HP and Google
started in a garage.

Russians were the first who made
a computer that can be used in
water.

Only about 10% of the world’s
currency is physical money, the
rest 90% exists only on .computers.

If there was a computer as
powerful as the human brain, it
would be able to do 38 thousand
trillion operations per second and
hold more than 3580 tera bytes of
memory.

An average person normally blinks
20 times a minute, but when using
a computer he/she blinks only 7
times a minute.

system intended to link computers and
associated devices within a restricted

geographical area (room, building or a

group of closely placed buildings). The

key characteristic of a local area network
is the fact that the whole of the network,
confined to one site, is completely under
the control of one organization.

The most relevant application of LAN is

File transfer and access
Word and text processing
Electronic message handling

Personal filing and information

handling

11/12/2020 12:37:00 PM ‘ ‘



Wide Area Networks (WAN): Wide area
networks include all the networks which
are involved in transporting information
from one geographical location to another.
One of the most significant aspects of a
wide area network is the involvement of a
public telecommunication authority.

Personal Area Network (PAN): A personal
area network (PAN) is a computer network
used for data transmission amongst
devices such as computers, telephones,
tablets and personal digital assistants.

Metropolitan Area Network (MAN):
A metropolitan area network (MAN) is
a computer network that interconnects
users with computer resources in a
geographic area or region larger than that
covered by even a large local area network
(LAN) but smaller than the area covered
by a wide area network (WAN).

PERSONAL AREA NETWORK (PAN)

Internet Isp

LAN MAN

WAN

Fig.6.6. Computer Network
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6.9. Internet and Intranet and Basic
Internet Terms:

Internet: The Internet is the global
computer network providing a variety of
information and communication facilities,
consisting of interconnected networks
using  standardized
protocols. It is a network of networks

communication

that consists of private, public, academic,
business, and government networks of
local to global scope, linked by a broad
array of electronic, wireless, and optical
networking technologies. The Internet
carries a vast range of information
resources and services, such as the
inter-linked hyper text documents and
applications of the World Wide Web
(WWW), electronic mail, telephone, and
file sharing.

Intranet: An intranet is a private network
that is contained within an enterprise. It
may consist of many interlinked local area
networks and also use leased lines in the
wide area network. The main purpose
of an intranet is to share company
information and computing resources
among employees. An intranet can also be
used to facilitate working in groups and
for teleconferences.An intranet uses TCP/
IP, HTTP, and other Internet protocols
and in general look like a private version
of the Internet.

There’s One Major Distinction between
an Intranetand the Internet: The Internet
isan open, public space, whilean intranetis
designed to be a private space. An intranet
may be accessible from the Internet, but
as a rule it’s protected by a password and
accessible only to a company’s employees
or other authorized users.
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Basic Internet Terms:

Browser - A browser is a software
application for retrieving, presenting
and traversing information resources on
the World Wide Web. An information
resource is identified by a Uniform
Resource Identifier (URI/URL) that may
be a web page, image, video or other
piece of content.Hyperlinks present in
resources enable users easily to navigate
their browsers to related resources.

E-mail - Electronic Mail (email or
e-mail) is a method of exchanging
messages between people using electronic
devices. E-mail (electronic mail) is the
exchange of computer-stored messages by
telecommunication.

Homepage - A home page or a start page
is the initial or main web page of a website
or a browser.

Hypertext Transfer Protocol (HTTP)-
HTTP means Hypertext Transfer Protocol.
HTTP is the underlying protocol used by
the World Wide Web and this protocol
defines how messages are formatted and
transmitted, and what actions Web servers
and browsers should take in response to
various commands.

File Transfer Protocol (FTP) - The File
Transfer Protocol (FTP) is the standard
network protocol used for the transfer of
computer files between a client and server
on a computer network.
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Internet Protocol (IP) Address - An
Internet Protocol address (IP address) is
a numerical label assigned to each device
connected to a computer network that uses
the Internet Protocol for communication.
An IP address serves two principal
functions: host or network interface
identification and location addressing.

6.10. Connections:

A computer network, or data
network, is a digital telecommunications
network which allows nodes to share
resources. In computer networks,
networked computing devices exchange
data with each other using a data link.
The connections between nodes are
established using either cable media or

wireless media.

6.10.1. Wired Technologies - Twisted
Pair Cable, Coaxial Cable, Optical Fibre:

Wired technologies
refer to the transmission
of data (communication)
over a wire-based
technology. The following
are the types of wired

technologies:

RGOLUH

Twisted Pair Cable: Atype of cable that
consists of two independently insulated
wires twisted around one another. The
use of two wires twisted together helps
to reduce crosstalk and electromagnetic
induction. Twisted-pair cable is the least
expensive type of local-area network
(LAN) cable.

11/12/2020 12:37:00 PM ‘ ‘



Twisted - Pair
Cabling (10Base-T)

Pratective Outside Cover

\ N\

Coaxial Cable  pratective

outside

cover
Copper/

| Alumi-
num

mesh

Insulator
Copper Center Conductor

Inner Single Wire Cover

| Fiber-Optic Cable

Copper Wire

Glass Fiber Core

Coaxial Cable: Coaxial cable is a type of
electrical cable that has an inner conductor
surrounded by a tubular insulating layer,
surrounded by a tubular conducting
shield. Along with stable transmission
of data, coaxial cables also have anti-
jamming capabilities and can effectively
protect signals from being interfered.

Optical Fibre: An optical fibre cable
consists of a centre glass core surrounded
by several layers of protective material.
Instead of transferring data over copper
wires, these cables contain optical fibres
that transmit data via light. Each optical
fibre is individually coated with plastic
layers and contained in a protective tube,
making it extremely resistant to external
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interference.Optical fibre deployment is
more expensive than copper but offers
higher band width and can cover longer
distances.

6.10.2. Wireless Technologies - :

Bluetooth, Infrared Radio
Link, Satellite Link:

Wireless technologyis

L - n
the transfer of information RGUA9I.J
between two or more points

that are not connected by an electrical

conductor.

Bluetooth: Bluetooth is a wireless technology
for exchanging data over short distances
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using short-wave length UHF radio waves
from fixed and mobile devices, and building
personal area networks (PANSs).

Infrared Radio Link: IR wireless is the
use of wireless technology in devices or
systems that convey data through infrared
(IR) radiation. IR wireless is used for short-
and medium-range communications and
control.

Satellite Link: Satelliteisa wireless technology
having significant importance across the
globe. They have found wide spread use
in specialized situations.The devices using
satellite technology to communicate directly
with the orbiting satellite through radio
signals. This allows users to stay connected
virtually from anywhere on the earth. Portable
satellite phones and modems have powerful
broadcast feature and reception hardware
than the cellular devices due to the increased
range.The satellite communication consists
of a space segment and a ground segment.
When the signal is sent to the satellite through
a device, the satellite amplifies the signal and
sent it back to the receiver antenna which is
located on the earth’s surface. The ground
segment consists of a transmitter, receiver
and the space segment, which is the satellite
itself.

Wi-Fi: Wi-Fi is a low-cost wireless
communication technology. A WiFi setup
consists of a wireless router which serves a
communication hub, linking portable device
with an internet connection.This network
facilitates connection of many devices
depending on the router configuration.
These networks are limited in range due to
the low power transmission, allowing the
user to connect only in the close proximity.
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Fig.6.8. Wireless Technologies
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o E-mail was in existence even
before the origin of the web.

e More than 80% of the emails sent

daily are spams.

« CAPTCHA -
Automated Public Turning test to

Completely

tell Computers and Humans Apart

o 40 - 55% of Wikipedia vandalism
is caught by a single computer
program with 90% accuracy.

6.11. Cybercrimes:

Any criminal activity that uses a
computer either as an instrumentality target
or a means to spread further crimes that
comes within the scope of cyber crime. A
generalized definition of cybercrime may
be “unlawful acts wherein the computer is
either a tool or target of both”
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Types of Cybercrimes:

1.

Unauthorized Access to Computer
Systems or Networks / Hacking:
Hacking is an attempt to exploit a
computer system or a private network
inside a computer. It is the unauthorised
access to or control over computer
network security systems for some
illegal purpose.

Theft
in Electronic Form: This

of Information Contained
includes
information stored in computer hard
disks, removable storage media etc.
Theft may be either by appropriating
the data physically or by tampering
them through the virtual medium.

E mail Bombing: This kind of activity
refers to sending large numbers of
mail to the victim, which may be an
individual or a company or even mail
servers thereby ultimately resulting into
crashing.

Data Diddling: This kind of an attack
involves altering raw data just before
a computer processes it and then
changing it back after the processing is
completed.

Virus/Worm Attacks: Viruses are
programs that attach themselves to a
computer or a file and then circulate
themselves to other files and to other
computers on a network. They usually
affect the data on a computer, either
by altering or deleting it. E.g. love bug
virus, which affected at least 5% of the
computers of the globe. The losses were

accounted to be $10 million.
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10.

Worms unlike viruses do not need
the host to attach themselves to. They
merely make functional copies of
themselves and do this repeatedly till
they eat up all the available space on a
computer’s memory. The world’s most
famous worm was the internet worm
let loose on the internet by Robert
Morris in 1988 which almost brought

development of internet to a complete
halt.

Trojan Attacks: It is an unauthorized
programme which passively gains
another’s system by
representing itself as an authorised

control over
programme. The most common form
of installing a Trojan is through e-mail.

Internet Time Thefts: In these kinds of
thefts the internet surfing hours of the
victim are used up by another person.
This is done by gaining access to the
login ID and the password.

Email Related Crimes: E-mails are
used to send viruses, Trojans etc
through emails as an attachment or
by sending a link of website which on
visiting downloads malicious code,
sending threatening emails, defamatory
emails etc.

IPR Violations: These include software
piracy,  copyright  infringement,
trademark violations, theft of computer
source code, patent violations etc.

/Credit Card Related
Crimes: In the Corporate World,

Banking

internet hackers are continually looking
for opportunities to compromise a
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company’s security in order to gain
access to confidential banking and
financial information.

Securing the Electronic Transactions:

By becoming aware of the risks
of internet-based transactions, the
organization can acquire technology
solution to overcome those risks such as:

« Follow systematic working procedures
i.e., work norms and controlled access
to data.

H 2 mmn [

Install virus and spy ware protection
software in the computer.

Install ~ Firewalls  that  prevent
unauthorized access to or from a private
network.

Store back up data in the secondary
storage devices like hard disk etc. A
data backup is copying files and folders
for the purpose of being able to restore
them in case of data loss.

Use secure password to access data in
the computer.

Points to be Remembered:

o Data can be defined as any fact,

observation, assumption or
occurrence. Data are compiled to form
reports, figures or documents etc. Data
can form of numerical or alphabetical

characters or special symbols.
Types of Data

v Quantitative Data: Quantitative
or numerical data arise when the
observations are counts or measurements.

v" Qualitative Data: Qualitative
data is descriptive information (describes
something).

o Data processing is the restructuring
\or recording of data by people or
machines, to increase their usefulness
and value for some particular purpose.

Objectives of Data Processing
Mass storage of relevant data,
Access to the data

Prompt response

Eliminate redundant data

G e =

Allow multiply users
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Growth in the data base system
Protect the data harm from physical
and unauthorized access.

Components of EDP - Input, Output,
Processing, Storage, Hardware,
Software

Role of Computers in office: Data
Storage, Communication, Networking,
Productivity, Improving Efficiency.

Computer Network - LAN, WAN,
PAN, MAN

Internet - The Internet is the global
computer network consisting of

interconnected  networks  using
standardized communication
protocols.

Intranet - An intranet is a private net-
work that is contained within an en-
terprise.

Basic internet terms — Browser, E-mail,
Homepage, Hypertext Transfer Pro-
tocol (HTTP), File Transfer Protocol
(FTP), Internet Protocol (IP) Address.
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o Connections 2. Theft of information contained in

v Wired technologies - Twisted electronic form

pair cable, Coaxial cable, Optical fibre 3. E mail bombing
v Wireless technologies - Blue- 4. Data diddling
tooth, Infrared radio link, Satellite link 5. Virus/Worm attacks
o Cybercrime - Unlawful acts wherein 6. Trojan attacks, and
the computer is either a tool or target
of both 7. Internet time thefts
. Types of Cyber crime: 8. Email related crimes
1. Unauthorized access to computer 9. IPR Violations
systems or networks/Hacking 10. Banking /Credit card related crimes.
— 99000
Evaluation ‘i\ii
Part - A
OBJECTIVE TYPE: RHI-I .
® ®
I. Choose the correct answer: (1 Mark)
1. Dataisa___
(a) Number (b) Character
(c) Digit (d) Digit and character
2. An attempt to control over computer network security systems for some illegal
purpose is called as
(a)Virus attack (b) e-mail bombing
(c) Hacking (d) IPR violations
3. is a private network that is connected within an organization.
(a) Internet (b) e-mail
(c) Website (d) Intranet
4. attack deletes or alters data on a computer.
(a) Virus (b) Worm
(c) Trojan (d) e-mail
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5. ___ is a low-cost wireless technology network which connects many
devices.
(a) Bluetooth (b) Infrared
(c) WIFI (d) Satellite
6. is the least expensive type of local-area network (LAN) cable.
(a) Twisted Pair Cable (b) Coaxial Cable
(c) Optical Fibre (d) Bluetooth
7. Wireless technology for exchanging data among personal area network is
(a) Satellite (b) Bluetooth
(¢) Infrared (d) WIFI
8. An information resource in the browser is identified bya
(a) URL (b) http
(c) WWW (d) IP
9. refers to the use of automated methods to process commercial
data.
(a) Manual (b) Electro Mechanical
(c) Electronic (d) Mechanical
10.  Transporting information from one geographical location to anotheris ___
(a) LAN (b) MAN
(c) WAN (d) PAN
Part - B
II.  Very Short Answers:
Answer in Five lines. (3 Marks)

1. What is data? List out the types of data.

2. What is data processing?

3. Write about internet and intranet.
4.What are the components of EDP?

5. List out few basic internet terms.

6. What is Optical fiber cable?
7. Write about satellite link
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Part - C
III.  Short answers:
Answer in one page.
1. Explain the role of computers in office
2.Examine about few basic internet terms.
3. State the objectives of data processing.
4. Differentiate between internet and intranet.
5. Explain about wired technologies.
6. Explain about wireless technologies.
7. Mention the types of cybercrimes and explain it.
8. How can office data be secured from Cybercrimes?
Part - D
IV.  Essay type questions:

Answer within three pages.

1. What is data processing? Describe various modes of data processing.

2. Discuss about the computer network with examples.
3. Explain the various components of EDP.
4. Describe about various connections of Electronic Data Processing.

5.What is cyber crime? Enlist the types of cyber crimes in office.
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Teachers Activity:

Explain the students about computer and its functions by taking them to computer
lab.

Provide hands on experience to the students to feed data in the computer and
create files such as MS word, Excel and ask them to create E-mails.

Filed visit to various organisations can be arranged to understand the function of
EDP.

Take students to nearby office with LAN, WAN connection and expose.

Students Activity:

Learn the parts of computer and its functions.
Create your own data in word file, excel. Submit hard copy of it.

Create your own E-mail and communicate with your friends, teachers and family
members. (Send Birthday wish, Teacher’s day wish etc). Submit hard copy of it.

Submit an assignment on Computer network with pictures.
Present a seminar in the classroom about electronic data processing.

Collect news paper cuttings about various cybercrimes and submit
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GLOSSARY

RGZHHA

Data Processing : Collection and manipulation of items of data
to produce meaningful information.

Electronic Data Processing : Processing of data by a computer and its programs in an
environment involving elect ronic communication.

Central Processing Unit : A central processing unit (CPU) is the electronic circuitry
within a computer that carries out the instructions of a computer program by
performing the basic arithmetic, logical, control and input/output (I/O) operations
specified by the instructions.

Input : An input device sends information to a computer system for processing.

Output : An output device is any device used to send data from a computer to
another device or user. It reproduces or displays the results of that processing.

Hardware : Computer hardware is the collection of all the parts than can be
physically seen or touch.

Software : Software is a set of instructions for a computer to perform specific
operation s.

Control unit : It tells the computer's memory, arithmetic/logic unit and input and
output devices how to respond to a program's instructions.

Arithmetic logic unit : An arithmetic logic unit (ALU) is a digital circuit used to
perform arithmetic and logic operations.

10

Internet : The Internet is the global system of interconnected computer networks that
use the Internet protocol suite (TCP/IP) to link devices worldwide.

11

Intranet : A local or restricted communications network, especially a private network
created using World Wide Web software.

12

Browser : A computer program with a graphical user interface for displaying HTML
files used to navigate the World Wide Web.

13

E-mail : Electronic Mail (email or e-mail) is a method of exchanging messages
between people using electronic devices.
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www : World Wide Web (abbreviated WWW or the Web) is an information space
where documents and other web resources are identified by Uniform Resource
Locators (URLs), interlinked by hypertext links, and can be accessed via the Internet.

15

WIFI : A facility allowing computers, smartphones, or other devices to connect to the
Internet or communicate with one another wirelessly within a particular area.

16

Bluetooth : Bluetooth is a wireless technology for exchanging data over short distanc-
es from fixed and mobile devices, and building personal area networks (PANs).

17

USB Drive : A USB flash drive is a device used for data storage that includes a flash
memory and an integrated Universal Serial Bus (USB) interface.

18

Computer Virus : A computer virus is a small software program that can spread from
one computer system to another and cause interferences with computer operations.

19

Software piracy : Software piracy is the unauthorized copying, reproduction, use, or
manufacture of software products.
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VII CHAPTER VII
K OFFICE SYSTEMS AND PROCEDURES
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Content: on the other functions of office. To avoid
this each function should be arranged
Introduction - Meaning of  in a systematic manner, the procedures

Procedure - Definition - Benefits and
Limitation of Procedure - Importance
of Procedure - Flow of Work- Office
Manual - Need - Types - Principles
of Office Manual - Steps - Advantages
and Disadvantages - Revision and
Distribution  of  Office

Learning Objectives ‘@/ )

Manuals.

e Toenablethestudenttounderstand
the system and procedures

followed in offices.

e To make the students to
comprehend the flow of work in

the office.

o To acquaint the students about the
office manuals and its utility in the
functioning of office.

Introduction:

An office has its own system to
do office work. The volume of work of
an office differs from one organization
to another. The main function of an
office is to receive, collect and transmit
information to the departments, record
keeping, typing and copying etc. The
functions in the office are interrelated
or independent. The interruption in the
flow of work in one function will reflect
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for performing them should be clearly
defined and the predetermined manuals
must be kept ready.

Hence the smooth flow of work
depends mainly on three factors such as
systems, procedures and the manuals.
System means a pre-planned approach
to do the day to day work to achieve the
desired objectives of an organization.
Office procedures are the sequence of
steps or operations in which activities
are performed and office manuals are the
summarized form of all the activities in
the organization.

Office manager is a person who
needs to take care of the organizational
activities in day to day functioning of an
office. Even in the absence of the superior
he has to run the show without any setback.
Hence it is necessary to learn about office
system, procedure, preparation of manual
and their impact on office work.

7.1. Office Systems and Procedures:
7.1.1. Meaning of Office Systems:

Business undertakings have certain
well —defined objectives. These objectives
can be attained only when it is approached
in a systematic way. Business itself is a
system comprising of several sub-systems.
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Marvin R.Gore remarked that business
is a system that has its output goals and
objectives and the business can be divided
into small systems that vary according to
the organization of the business.

George R.Terry says that each
business has a number of sub-systems
like production control system, marketing
system, office system and so on. Thus,
office system itself is a sub-system of the
whole business.

Office systems are the continuation
of several procedures integrated together
in such a way as to attain the needed
objectives. It is defined as a network
of routines, which are designed and
integrated to carry out office work. In
other words Systems comprises of various
interconnected routines.

7.1.2. Definition of System:

According to Miltion Reitzfeld
“Success in business, government and
non-profit venture is determined by
the maximum utilization of people,
information and resources. Such utilities
can be achieved only through the
development, installation and supervision
of appropriate systems and procedure”

According to Terry,” A system
is a network of procedures which are
integrated and designed to carry out the
major activity”.

According to Littlefield, A system
may be defined as,” a ground of interrelated
and interdependent parts operating in
sequence according to a predetermined
plan in order to achieve a goal or a series
of goals”

‘ ‘ OSS_EM_Chapter_7.indd 108

108

7.1.3. Principles of Office Systems:

Every office has its own systems.
The systems are not identical in all
offices. They vary with the type and size
of business. However, whatever system
is evolved, it should ensure maximum
efficiency. Following are some of the
important principles of office systems.

1. Goodflowofworkwithoutbottlenecks
should be ensured.

2. Unnecessary duplication of work and
records should be avoided.

3. Movement of staff should be kept to a
minimum.

4. Unnecessary writing would be
avoided.

5. Best use of specialization should be
made.

6. The amount of paper work should be
the absolute minimum.

7. The principle of management by
exception should be used.

8. Onlyafewexceptionsto the functional
procedure should be allowed.

9. Unnecessary checking should be
avoided.

10. Possibilities to make best use of
machines should be provided.

11. The system should be simple and easy
to understand.
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7.1.4. Meaning of Procedure:

The term procedure denotes a
planned sequence of operations for
handling recurring business transactions
uniformly and consistently. Procedure
is a routine, which has been planned in
advance in order to handle recurring
business operations uniformly step by
step. It is a guide to management as to
who should do, what, how, and when.

Some Organizations have a written
record of systems and procedures; it may
be in book form or loose-leaf form.

Fig. 7.1. Office Procedures

7.1.5. Definition:

According to Charles O. Liberty
“Office procedures are a series of clerical
acts organized under supervision to
accomplish the purpose of the office”

Zane K. Quible has given the
following definitions of system, procedure
and method.

System: Interrelated procedure necessary
to achieve a well defined goal.

Procedure: Related method necessary to
complete a work process.

Method: Specific clerical or mechanical
operations or activities.
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To illustrate the system concept, a system
designed for purchasing office supplies
(purchasing system) is presented as:

Procedure 1: Select Sources of Supply:
Methods:

A. Fill out quotation form.

B. Send forms to prospective vendors

C. Obtain quotations from vendors.

D. Catalogue of respective quotations
Procedure 2: Order Supplies:
Methods:

A. Fill out purchase order

B. Send purchase order to vendor
Procedure: 3. Receive Supplies:
Methods:

A: Check order to verify quantity and
acceptability

B. Deliver supplies to appropriate
departments.

C. Notify accounts payable.

7.1.6. Importance of Systems and
Procedures:

1. In the system concept a uniform
procedure is followed for similar
transaction, so it helps to reduce
errors and waste motion of machine
operations.
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10.

7.1.7.

The cost of performing routine office
work is reduced.

Responsibility can be easily fixed.

Good office system and procedure
helps in smooth running of office and
help to reduce delay in work.

It helps for speedy despatch of work.

Systems & Procedure include internal
checking; they assist in the prevention
of fraud and have control on work.

Good system helps to maintain better
co-ordination between departments.

Helps the management to train the
staff.

A good system will reduce the chance
of error and improve the efficiency of
the organization.

A good system will give instructions to
employees what has to be done, when
and where and gives information on
the organization supporting various
systems.

Benefits and Limitations of

Systems and Procedures:

Benefits of Systems and Procedures:

Following are the benefits which may
be obtained if suitable systems and
procedure are derived in an office:

Errors in the smooth flow of office
work can be easily eliminated.

Uniformity can be achieved and the
duplication of various routines can be
avoided.

Systems and routines help in training
office personnel in the efficient
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performance of their work without
supervisors.

Responsibility can be fixed for each
employee.

Unnecessaryoperationsareeliminated
and so wastage of any nature can be
controlled.

Office personnel can perform
their jobs independently and with
confidence.

Systems ensure better control of work.
The possibility of fraud is eliminated.

Work efficiency in the office increases
and unnecessary forms are eliminated.
It reduces the cost of office operations.

Better co-ordination is possible

through the introduction of a system.

Limitations of Systems and Procedures:

An office system does not work by

itself. There are some limitations to its
applications:

1.

The efficiency of the system depends
on planning. If the planning is not
done properly the whole systems
would fail.

Strict adherence to a system makes
it inflexible and it may not work
smoothly.

The system may not be useful when
changes take place.

The efficiency of the system should
be evaluated and decided by making
a cost-benefit analysis of it. If the cost
is more we cannot use that system.
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7.2 Flow of Work:

Lo

" — -
RH7594

Start

l

Send e-mail to notify
Reviewer

Fig. 7.2. Flow of work

Flow of work is concerned with the
way work move along with one operation
to another. It denotes the volume of work
going through the rate at which it moves
along and the smoothness of its passage.

The flow of work aims at greater
efficiency in every office activity, so
that costs are cut down and delays are
eliminated. Flow of work is a problem to
be solved by the managers.

Flow charts are prepared for the
purpose to know whether the flow of work
is ideal or there is scope for improvement.
The following types of flow charts can be
used for analysis

1. Office Layout Chart.

This chart analyses the flow of work
of each part of office and eliminates waste
motion & back tracking. In the chart,
lines are drawn to indicate the movement
of office forms and documents from
operation to operation.
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Document Library
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Messagee to notify messagee to notify
entire team document author

End

Fig. 7.3. Layout chart
2. Flow Process Chart:

Process chart is also known as work
simplification chart. By wusing certain
standard symbols, the chart shows the
flow of work under a specific procedure.
Presentation and reading is easy because
the charts are more graphic with symbols.

It helps to simplify the work. These
standard symbols have been developed
by the American society of mechanical
engineer, New York.

|:||> Transportation (Passing the work
along or sending it to some other places)

Inspection (checking, comparing,
or reviewing the work)

04-03-2019 09:57:08‘ ‘



Q Operation (doing the work like
typing posting entry and etc.)

Delay (delay due to interruptions,
bottlenecks, changeover, etc)

; Storage (Holding the work for any
reason)

3. Management Type Flow Chart:

Management type flow chart is fully
illustrated chart and each operation or
steps involved are described in short and
descriptive sentence. The chart is written
and read horizontally from left to right.

7.2.1. Straight-Line Flow of Work:

Smooth flow of work can be ensured
by the use of straight-line flow of work
method. This method is applicable for
the factory as well as the office. It can be
described as the method, in which the
work flows, while progressing from one
operation to another, it should follow a
course approximating as nearly as may be
possible in a straight line. In order to avoid
the wastage of time, effort and delay in the
flow of information, the work must always
move forward and in a straight-line.

7.2.2. Benefits of Straight-Line Flow of
Work:

The following are the list of benefits
of straight-line flow of work:

1. Greater Speed: The speed of work
increases greatly, since the movement of
work is over the least area.
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2. Lesser Messenger Work: Since the work
is flowing in a straight-line, the desks can
be arranged in a straight-line, the distance
between the different operations is small.
The papers or files are passed over from
one desk to another by the clerks is easy. It
reduces the messenger work.

3. Less Loss of Papers: In this method,
papers are rarely mislaid or lost as they are
handled in a systematic manner.

4. Use of Conveyors: In certain organization
conveyors are used to transfer the files from
one place to another, such an arrangement
helps to speed up the work.

5. Keeps Executives and Clerks at Their
Desks: As the work moves in a straight-line,
this method avoids moving here and there
unnecessarily and makes the employees to
sit in their chair to do the work.

7.2.3 Problems in Smooth Flow of Work:

Smooth flow of work faces number
of problems, which must be tackled in order
to improve the efficiency of office routine.
It can be solved only by the managers. The
problems are outlined below:

1. Unequal Flow of Work: The work in
the office cannot be equal throughout the
day, the week or the year. The work may
be heavy on particular day in a week or it
may be heavy during a particular period.
For example, there may be greater incoming
mails in the morning and on Mondays. The
problem of unusual flow of work can be
solved by collecting relevant statistics and
their analysis.
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2. Interruptions to Work: The interruptions
to work are internal or external. Internal
interruption may be caused by lack of
materials with which to work, information
needed is not available or because of change
of work through change of plan, etc. External
interruptions to work may be caused by
outsiders calling the employees and external
telephone calls.

3. Unequal Times needed for Different
Operations: This is the major problem in
the flow of work where, different operations
of a job need different time to complete.
For example, the sequence of operations for
the first operation may require one minute,
while the next may require three minutes.

4. Lack of Standard: Steady flow of work
may also be affected, if the work to be done
by an individual that can not equal to the
standard fixed. In the absence of standard,
some employees may over burden with
heavy work while the others may have less
work.

5. Lack of Planning and Scheduling: If the
office manager does not plan and schedule
the work before time, it is not possible to
do the work quickly or not to do the work
within the allotted time.

6. Faulty Layout: Steady flow of work may
be affected if the layout of the office is not
made according to a well-developed plan.
Criss-crossing and back tracking procedure
will affect the flow of work.

7.3. Office Manuals:

The office manual contains the
details of the work to be performed in an
office and other important particulars of the

‘ ‘ OSS_EM_Chapter_7.indd 113

113

organization. It is the source of information,
knowledge of which is essential for the
performance of the work. It may be in the
form of a book or booklet and contains the
information which benefits the office staff. If
office employees are supplied with copies of
office manual they do not have to approach
their superiors again and again. Therefore,
they do not interrupt the work of their
superiors and there is no wastage of time to
office employees (new entrants) as well as to
executives (Superiors).

Fig. 7.4. Office Manual

Office manual is useful to the
employees, especially newly joined, can
understand the work without any difficulty.
The office manual contains the details of
the whole office work such as standard
practices, current practices, instructions and
organizational policies in such a form that
they are easily and readily available to the
office personnel for reference and guidance.

7.3.1. Meaning of Office Manual:

An office manual means a handy form
of book or booklet containing information
relating to the policy, organization system,
routines and procedures, methods and
standards and the rules and regulations
regarding employment.
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An office manual is prepared to
help the employees to know all relevant
information regarding the organization, its
set up i.e. structure and how he fits into it.

7.3.2. Definition of Office Manual:

According to George R. Terry,
An office manual is a “written record of
information and instructions which concern
and can be used to guide the employee’s
efforts in an enterprise”

Also, an office manual has been
defined as “a document disclosing the
information about an organization, its set
up, conditions of employment, and the
established systems, routines, procedures,
methods, standards, rules and regulations
of an office operation.”

7.3.3. Need for Office Manuals:

A large size organization has a
number of branches or departments
or sections or divisions. Thousands of
employees are employed in large size
organization. Hence it is very difficult to
control the employees by the management.
If instructions or guidelines are given in
writing to the employees, the management
can control the employees very easily and
avoid misunderstanding by employees.
Office manuals help the management and
the employees in various ways.

1. Employees understand their position,
duties and responsibilities in an
organization.

2.  Employees understand their role in the
achievement of office objectives.
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3. There is a possibility of maintaining
good relations among the employees by
themselves.

4. Both existing and new employees
freed the management in getting the
same information, explanations and
instructions repeatedly.

5. The concerned employees are held
responsible if the duties are not
performed by them in a specified
manner.

6. Delegation of authority can be enhanced
throughout the organization set up
without much difficulty.

7. Each employee can understand the
extent of authority delegated to them.

8. New employees are trained with the
help of office manual by knowing
policies, practices, systems, routines
and procedures.

9. Office manual is imparting refresher
training to existing employees.

7.3.4. Types of Office Manuals:

1. Policy Manual: Every
organization has its own
policy which 1is served
as basic guide to action.
The entire activities of

- — =
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an organization are fully guided by policy
manual. A policy manual contains decision,
resolutions and directions of the board of
directors stating the policies of the company.

2. Organizational = Manual:  The
organizational manual describes the
organization structure. The duties and
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responsibilities of each employee in
department wise or section wise or division
wise are explained along with the line of
authority and responsibilities connected
with them. Each employee can understand
the relationship with others. Sometimes,
a separate manual is prepared for each
department in case of multinational
companies.

3. Administrative Practice Manual:
Standard methods and procedures for
effective performance of work are given
in this manual. Separate methods and
procedures are given for each department
specifically, if needed. This manual also
contains  guidelines and instructions
on education required to an employee
and training to employees, format of
correspondence and reports, and the inter-
relationship of office employees.

4. Departmental Practice Manual: This
manual deals with policy of the concerned
department, methods and procedures
followed in the concerned department.
This type of manual is prepared for each
department separately.

5. Mailing Manual: A mailing manual
gives detailed instructions in all phases of
handling both incoming and outgoing mail.
The letter drafting procedure is also given in
this manual.

6. Filing Manual: The names of the files to
be maintained in an office are given in this
manual. Besides, the preparation of title and
its maintenance are also clearly discussed.

7. Rules and Regulations Manual: Rules
and regulations are very much important
to every office employee. Everybody should
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work according to the rules and regulations.
Various types of leave are availed by the
office employees. The number of such leave
and their availing procedure are given in
this manual.

8. Historical Manual: An employee should
know something about his enterprise.
This manual contains brief history of
an enterprise. Name and address of
the enterprise, founders, objectives for
establishing such enterprise, circumstances
under which the enterprise is established,
capital required and contributed by the
founders, registration, coverage of law etc
are briefly discussed. This information is
highly useful to new entrants in an office.

9. Multi-Purpose Manual or Hand Book:
Some offices prefer to have a single manual
instead of several manuals as discussed
above; If so, only relevant and important
information are combined in the form of
a hand book. In such a way, multi-purpose
manual is prepared.

The information included in a
manual of one office may not be the same of
another office. In other words, the contents
of a manual are according to the needs and
preferences of the concerned office.

7.3.5. Principles of Office Manuals:

The following principles should be
observed in preparing manuals:

1. Centralise  all
responsibility for the office manual

authority  and

programme.

2. Write the level of the employees who is
going to use the manual.
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3. Prepare and revise the distribution list
so that manuals are distributed among
the employees without omission.

4. Use simple and direct Language.

5. The material should be arranged
in simple manner without much
complication

6. 'The matter should have proper cross
referencing and indexing

7. Make use of charts and diagram

8. Revise manuals constantly and highlight
changes.

9. Periodic audit should be carried out.

7.3.6. Steps in Preparation and Writing of
Office Manuals:

A standard and an orderly procedure
should be followed while preparing
office manuals. If so, the prepared
manual can ensure complete, accurate
and comprehensive information. The
preparation is to be completed within a
reasonable period of time. The following
steps may be taken while preparing an office
manual:

1. Assigning an Individual or Formation
of a Committee: An individual is enough
to prepare an office manual for a small size
organization. A committee has to be formed
to prepare an office manual in case of large
size organization. So, this formality is carried
on according to the size of the organization.

2. Preparing the List of Subjects Covered:
The responsible executives prepare the list of
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subjects to be covered in the preparation of
office manual. List of subjects vary according
to the type of manual preparation. The
subjects and topics to be covered should be
classified and arranged into logical headings
and sub-headings.

3. Receiving Ideas and Suggestions: Ideas
and suggestions have to be received from
the managers of functional departments
and supervisors as per the subjects covered.
A time schedule is to be fixed for receiving
ideas and suggestions.

4. Verification of Ideas and Suggestions:
Received ideas and suggestions have to be
tabled and the same have to be verified.
Irrelevant and impracticable ideas and
suggestions have to be rejected with due
care.

5. Classification and Arrangement of
Information: The collected information
and data have to be classified and arranged
under each subject and write them up in
subject-wise. The information and data
included should be accurate and complete
in all aspects.

6. Prepare a Draft Manual: A draft manual
is prepared by considering the relevance
of the concerned manual. A limited
number of copies of such draft manual
is typed or cyclostyled for circulation. A
copy of draft manual is circulated among
the office manager, functional manager,
union representatives and top management
executives for their criticism. Such criticism
is used for the betterment of the preparation
of office manual.

7. Revision of the Draft Manual: Suggestions
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and criticism have been incorporated in
improving the manual by adding new points
or deleting some points. The style and standard
of language can be improved by the process of
revision of the draft manual. As for as possible,
short sentences and words can be used. The
language should be simple and direct.

8. Submission for Approval of Top
Management: The revised manual has
been placed before the top management
for approval. Approval of top management
is necessary before the production of the
manual.

9. Mechanical Production of the Manual:
Arrangement for the production of the
manual should be made after the draft is
approved by the top management. The type
of production of manual depends upon the
number of copies required. Details regarding
size, paper cover and binding should be
considered before the actual production of
manual. The manual should preferably be in
a booklet form.

10. Distribution of Office Manual: Copies
of office manual are distributed among the
employees of an organization on need basis.
A few copies are maintained as spare copies
which will be used for the future reference
and further revision of the manual.

7.3.7. Advantages of Office Manuals:
The advantages of Office Manuals are

1. It contains printed instructions and
all the important decisions for the
execution of the work, so the employees
don’t want explanation for the work
again and again.
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2. It gives readily available printed
instruction about system, procedure
and duties existing in the organization,
so it is easy to train the employees.

3. In large organization which has
having many branches, similar type
or uniformity of activities can be
performed, if it has manual.

4. 'The entire work of an office is brought
together, studied, examined and
incorporated in office manual, so that
the activity having less importance can
be eliminated.

5. It helps the executives to take decision
promptly by referring instructions and
policies contained in printed form.

6. When the rules and regulations are
in the written format it is easy for the
employees to get an idea about their
responsibility, duties and authorities. It
helps to improve good relation between
the employees.

7. When the employees are transferred
from one office to another office,with
the help of manual they can start their
work without delay.

7.3.8. Disadvantages of Office Manuals:
The disadvantages of Office Manuals are:

1. To keep the manual up-to-date is a
difficult job

2. Itis costly and time consuming process,
so it is difficult to have manuals in small
firms.
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3. If simple words are not used in
manuals the employee who reads it can
misinterpret.

7.3.9. Revision and Distribution of Office
Manuals:

Revision of Office Manuals: Manuals
must be revised from time to time. It is
necessary to keep them up to date. In revising
manuals the following factors should kept in
mind

1. 'The responsibility of revising manual
is in the hands of the department that
created it.

2. It is necessary to revise the manual as
frequent as changes occur.

H .  EEEw

3. Where no provision has been made to
revise manual and the responsibility
of revising them is not fixed, manuals
should be discarded.

7.3.10. Distribution of Office Manuals:

Office Manuals are useless unless
they are properly distributed amongst
employees for whom they are meant. In
fact, it is they who would be responsible
for carrying out the instructions and ideas
given in the manuals. Organization manuals
may be distributed only amongst the major
executives and in rare cases amongst those
with lesser responsibility. The different
departmental practice manuals should be
distributed to departments and employees
directly affected by them.

Points to be Remembered:

o Systems: It is defined as a network
of routines, which are designed and
integrated to carry out office work.
In other words Systems comprises
of various interconnected routines.

o Procedures: The term procedure
denotes a planned sequence of
operations for handling recurring
business transactions uniformly
and consistently.

« Advantages of  procedures
includes Smooth flow of work,
Uniformity, Help office Personnel
in training, Economy in operation,
Responsibility can be fixed, Handle
job  independently,
wastage, Better control and

coordination.

Eliminate
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o Office manual is a written record of
information and instructions that
can be used to guide the employee’s
efforts in an enterprise.

o Types of Office Manual includes
Policy Manual, Organizational
Manual, Administrative Practice
Manual, Departmental Practice
Manual, Mailing Manual, Filing
Manual, Rules and regulation

Manual, Historical Manual, Hand
book.

o Principles of office manuals:
centralization, user specification,
preparing
language, arrangement, indexing,

distribution list,

pictorial representation, revision,
audit.

Steps in preparation of office
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operations, Lack of standard,
planning and scheduling.
®
E— 90000
Evaluation iﬂi
Part- A
OBJECTIVE TYPE:
I. Choose the correct answer:
1. Efficiency of the system can be evaluated by

Limitation of procedure includes
Depends on planning, Inflexible,
Difficult to adopt changes, if cost is
more it cannot be use.

Flow of work is concerned with
the way work move along with one
operation to another.

Straight line flow of work can
be described as the method,
in which the work flow, while
progressing from one operation to
another, it should follow a course
approximating as nearly as may be
possible in a straight line.

Problems in flow of work: Unequal
flow of work, Interruption of work,
Unequal time required for different

a) Cost benefit analysis

H .  EEEw

manuals includes.
Assigning an  individual or
formation of committee.

Preparing the list of subjects
covered.

Receiving ideas and suggestion
Veritying ideas.

Classification and arrangement of
information.

Prepare a draft manual.
Revision.

Approval of top management.
Production of manual.
Distribution.

Revision and distribution of office
manuals.

(1 Mark)

b) Statements

¢) Manual d) Work
2. Internal interruption to flow of work in system is caused because of ---------------
a) Telephone calls b) Speed

¢) Lack of material/information

3. Office manual is in the form of

a) Report

¢) Statement
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d) Distance

b) Diagrams
d) Booklet
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4. The manual which describes the organization structure is -------------

a) Filing manual.

¢) Organizational manual

b) Mailing manual

d) Structural manual

5. In large organizations manual is prepared by -----------------

a) Individual

b) Committee

¢) Government d) Manager

6.  -------- provides the sequence of actions to provide any activity
a. Rule b. Procedure
c. Policies d. All the above

7. Every system is composed with number of

a. Procedures

c. Concepts

b. Objectives
d. None of the above

II.

Answer in Five lines.

1.

NS e »w D

———————— Refers to the ways in which work moves from one operation to another
a) Flow of work

¢) Rules d) All the above

b) Passage of work

The flow of work should be in a -------- direction
a) Forward direction b) Backward direction
¢) Upward d) Downward

is the guide book containing enough guidelines to perform the work
b) Policy Manual

d) All the above

Part - B

a) Departmental practice Manual

¢) Office Manual

Very Short Answers:

(3 Marks)
What is office system?

Define office procedure.

What is meant by flow of work?

What is office layout chart?

Explain the flow process chart.

What is straight line flow of work?

Explain the term Office manuals.
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8. Define office manuals.

9. Consider you as a manager in an organization. What will you do to minimize
delay and error in the smooth flow of work?

Part - C
III.  Short answers:
Answer in one page. (5 Marks)
L. What is office system? What are its principles?
2 State the importance of systems and procedures.
3. Distinguish between system and procedure.
4 Office systems, procedures and methods are related items. Do you agree? Explain

these terms with appropriate examples.
What is straight line flow of work? What are its benefits?
State the problems in smooth flow of work.

Discuss the need of work in office.

® N oW

You are appointed as a manager for an organization where more than 1000
employees were employed, authority for preparing the manual was given to you,
® Which type of manual will you prepare? Why? ®

Part-D

IV.  Essay type questions:
Answer within three pages. (10 Marks)

1. Write a note on flow of work in office. State problems related to the smooth flow
of work.

Explain the advantages and disadvantages of procedure.

Write the steps in the preparation of manuals.

Discuss the need for office manuals.

Explain the types of office manual.

What are the principles to be observed while preparing office manuals?

What are the merits and demerits of office manuals?

® N & U »Dbd

Why Systems and procedure are important in organization? Explain.
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Teachers Activity:

« Can show a chart regarding the formation of procedure, Types of manual.
« Power point presentation on office systems and procedures can be made.
Students Activity:

o An activity like students can be asked to stand in a straight line to pass an object
and then ask to stand here and there and pass an object can be conducted to
explain the flow of work.

« Can give assignment on office system, procedures and manuals.

References:

1. Office management — V.Balachandran and V.Chandrasekaran

2. Office management- Dr.T.S.Devanarayanan and N.S.
Ragunathan

3. Office management-Katherasan and Dr .Radha

® GLOSSARY

1 Authority-It is the official right of a manager to influence his subordinates. It accrues
to a person by virtue of his official position alone.

5 | Criticism- The expression of disapproval of someone or something on the basis of
perceived fault or mistake.

Criss-Crossing- A criss-crossing pattern or design consists of lines crossing each other
3 |cost benefit analysis (CBA). It is a systematic process for calculating and comparing
benefits and costs of a decision or project.

4 | Committee - A committee is a group of person entrusted with a specific task. It comes
with its finding in the form of report.

Decision making - It is the process of selecting one alternative from among a number
5 | of alternatives available. The need for decision- making arises when there are
options.

6 Delegation - Delegation is the assignment of any responsibility or authority to
another person to carry out the specific activity.

Duplication-The action or process of duplicating something an attempt to avoid
unnecessary duplication of effort.

Objective-1t is the end point or the destination point towards which the activities of
8 |enterprises are directed. It gives meaning and the focus of the activities of the concern
responsibility.
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VIII CHAPTER VIII
k SECRETARIAL CORRESPONDENCE
Content: RI ]

Introduction - Kinds of secretaries-

Functions of Secretaries- General
Qualification of Secretaries - Business
Letters- Meaning- Structure of Business
letter- Types of Business Letters-
Procedure for handling Inward Mail and
Outward Mail - PIN Code - Postal Service
- ISD - PBX - PABX - Postal information
follow up email - Live Video Call - Auto

Call Back Option Website.

Learning Objectives ‘G)/ )

o To understand the role of secretary
in day-to —day activities of business.

o To understand the Qualification of
Secretary, Right & Duties.

o To acquaint with the handling of
secretarial correspondence

o« To equip with various modern
terms relating to  secretarial

correspondence.

Introduction:

With liberalization of the economy
and globalization, the world has now
become one single market. Due to this, the
competition experienced by the business
houses has also increased multifold.
The organizations have to strive hard to
create opportunities to survive & grow
in this environment. Hence, there arises
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a need of individuals having specialized
knowledge and skills in their respective
tields. One of such specialized individual
is known as “Secretary”. Secretaries are
being appointed by business firms, trade
associations, sports clubs, co-operative
societies, trade wunions, government
departments, non-profit associations etc.
in order to look after day-to-day business
matters.

In olden times, the king or emperor
appoint a secretary or a personal assistant
to look after his routine work such as,
giving advice on critical matters, writing
professional letters or maintaining secrecy
on confidential matters. However, over the
years the role of a secretary has changed
considerably from being a personal
secretary to an institutional secretary. His
duties have changed from clerical level to
ministerial level. He plays an important
role in the business organization and
works as a backbone for an organizational
structure.

8.1. Meaning:

The word secretary is derived
from the Latin word “Secretarius” which
means a confidential writer or notary
He is a person entrusted with secrets.
In earlier days the officer who conducts
the correspondence of a King is called
Secretary. In modern times the duties and
functions of a secretary is especially felt in
the business world because of two reasons.
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1. Size and growth of business.
2. Complexities of business operations.

The governing body of the
organization may change (i.e.) director,
chairman of the companies, ministers
in the cabinet may come and go but the
secretary has to run the show, and promote
the growth of the organiasation.

Fig. 8.1. Secretary
8.2.Kinds of Secretaries:

On the basis of the nature and
functions of secretaries, we classify them as
follow:

1. Ministry’s or Department’s Secretary:
Every Government Department has a
secretary and he acts as the executive
head of the department. Secretary is the
person who implements the decision
taken by the departmentheads’ He hasto
advise the Ministers in certain matters.
The important functions performed by
him include administrative function,
advisory function, formulation of
policies etc. Usually I.A.S officers are
appointed as secretary to top level
executives in certain organizations.

2. Private Secretary: Private Secretary or
personal secretary is a person appointed
by a person in high position such as
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Ministers, Senior Doctors, lawyers,
Accountants etc., whose work requires
close attention and cannot afford to
spent time for routine activities. He
keeps the confidence of his master and
he is the right hand man of his employer.

ﬂﬂ['><—

Since the Renaissance until
the late 19th century, men involved
in the daily correspondence and
the activities of the powerful had
assumed the title of secretary. Then
the functions of the secretary varied
and theyare titled as general secretary,
administrative secretary etc. As such
less influential posts became more
feminine and common in the public
and private sectors, SO new name was
coined to describe them as personal
assistant.

In 1870, Sir Isaac Pitman
founded a school where students
could qualify as shorthand writers to
"professional and commercial men".
Originally, this school was only for
male students. In the 1880s, with the
invention of the typewriter, more
women began to enter the field and
during the upcoming years, especially
since World War I, the role of secretary
has been primarily associated with
women. By 1930s, fewer men were
entering the field of secretaries.

3. Secretary of an Association or a Club:
An association or a club is formed
to serve for some common cause of
its members, such as promoting art,
science, music, sports, etc. The secretary
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of an association is generally elected
from the members of the managing
committee. Some association appoints
whole time directors to look after the
day-to-day activities. He acts as an
agent and advisor to the managing
committee.

4. Secretary of an Embassy: He/She is an

official of an embassy or a diplomatic
mission ranking nexttothe Ambassador.
He is his country’s representative in the
country to which he is posted and acts
as a link between his embassy and the
Government of the country in which
he/she is located. He has to perform
administrative and executive functions,

and project his country’s image truly
and faithfully.

5. Secretary of a Trade Union: Every trade

union has a secretary. The functions of
the secretary of a trade union vary with
size and type of the union. He has to
look after the functions of the union. He
acts as a link between the trade union
and the management.

6. Secretary of a Co-Operative Society: The

chairman of the co-operative society
is considered as the chief executive
and the secretary manages the day-to-
day administration of the society. The
secretary of the co-operative society
may be appointed on part time or
full time basis depending on the size
of work of the society. He wants to
maintain proper records and registers
and submit periodical statements to the
Registrar of the co-operative societies.

7. Secretary of a Local Body: Corporations,

municipal councils, District boards etc.
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usually appoint whole time secretary
to look after their day-to-day affairs.
The secretarial duties include office
management, assisting to conduct
meetings, recording the proceedings
etc.

8. Secretary of a Company: The secretary
of a company is the chief administrative
officer of the company. Company
secretary is a person who is a member
of the Institute of company secretaries
of India. He act on behalf of the
directors of the company and represents
the company to outsiders. He has to
conduct meeting and maintain minutes
of the meeting.

8.2.1. Functions of a Secretary:

The functions of secretary depends
upon the size and nature of the organization
he serves. The position of a secretary is that
of an office executive. She/he also acts as
a liaison officer, advisor to management,
administrative assistant etc. His duties are
as follows

1. Supervise, co-ordinate and control
clerical work of the organization.

2. Selection, appointment and assignment
of office work to the staff.

3. Maintain office discipline.

4. Writing and receiving letters on behalf
of the management.

5. Keeping a record of important phone
numbers.

6. Handling staff matters.
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7. Acting as a link between management
and staff.

Maintaining public relations (i.e.)
informing the public about the activities of
the organization.

The role of the secretary is to support
the chairman in ensuring the smooth
functioning of the managing committee. In
summary, the secretary is responsible for
proper meetings, preparing minutes of the
meetings, and maintaining effective records
and administration.

e[ >—

In 1952, Mary Barrett,
president of the National Secretaries
Association, C. King Woodbridge,
president of Dictaphone Corporation,
and American businessman Harry E
Klemfuss created a special Secretary's
Day holiday, to recognize the hard
work of the staff in the office. The
holiday caught on, and during the
fourth week of April is now celebrated
in offices all over the world. It has
been  renamed = "Administrative
Professional's Week" to highlight the
increased responsibility of today's
secretary and other administrative
workers, and to avoid embarrassment
to those who believe that "secretary”
refers only to women or to unskilled
workers.

8.3. General Qualification of the
Secretaries:

Since secretaries may be required
to perform a wide range of functions, they
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should possess necessary qualification to
discharge their duties properly, which
includes:

i. Sound General Education: Every
secretary should have a sound general
education. A university degree is
considered as a desirable academic
qualification and a High school
certificate is the minimum education
required.

ii. Proficiency in Language: To be a
successful secretary he should have
good communication skill. He should
have good command over English
language and should possess sufficient
skills in writing business letters, drafting
reports, preparing notes, agenda,
minutes of the meetings, etc.,

iii. Wide General Knowledge: A secretary
must have general knowledge to handle
the emergency situation without delay.
It also helps him to understand the
instruction given by his employer
without delay.

iv. Knowledge of Office Organization
and Methods: Secretary is considered
as an administrative head of secretarial
department. He should know to
organize the activities of his department
and also be familiar with the procedures
to carry out the activities.

v. Knowledge of General Procedure of
Meetings: He has to make arrangements
for meetings, help the chairman in
conducting meetings and record the
proceedings of meeting, so the secretary
must know the general procedure to be
followed in connection with meetings.
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vi. Personality: He must secure willing
and harmonious co-operation with
in the office staff for the smooth and
efficient functioning of office work. A
secretary must possess good personality
to command and to gain the confidence
from the subordinates.

8.4. Secretarial Correspondence:

Correspondence means communi-
cationthroughletter.Suchcommunications
may be between friends on matters of
personal interest or between individuals,
firms or companies on matters of trade
and commerce.

Often all organizational communi-
cations are carried over by secretary
through office. As being repository of
information, office has to receive and send
communication of wide range. Further it is
the responsibility of secretary to authorize
and generate all kinds of business letters,
memos, reports, circulars and send them
to respective institutions in addition to
the usual job of filing.

8.4.1. Meaning of Business Letters:

Business  people  have  to
communicate with the customers, the
suppliers, the debtors, the creditors,
the public authorities and the public at
large as well as among themselves for the
purpose of exchanging their views and
of sending and receiving information.
This is required to initiate, carry out and
to conclude transactions. Most of these
communications are made in the form of

business letters.
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A business letter is usually a letter from
one company to another, or between such
organizations and their customers, clients
and other external parties. The overall
style of letter depends on the relationship
between the parties concerned.

The writer of the business letter
usually aims at conveying the message
or information about trade or business
to the recipient in the absence of any
personal contact. This object can be
fulfilled only if the letter is clear, explicit
and unambiguous in content because the
recipient has only the written words to
convey both the meaning and the feeling
of the message.

8.4.2. Structure of Business Letter:

The structure of a business letter
refers to the proper arrangement of the
various parts of a business letter. The lay-
out of business letters has been almost
standardized in modern business practice.
In order to ensure clarity and convenience,
a business letter should consist of the
following parts;

i. The Heading

ii. Date line

iii. Inside Address

iv. Attention line

v. Salutation or Greeting

vi. Reference or subject

vii. Body or Substance of the letter
a) Introductory Paragraph

b) Main Part
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c¢) Concluding or Closing Paragraph
viii. Complementary close or subscription
ix. Signature
x. Identification initials.
xi. The Post-Script if any,

xii. Enclosure of reference, if any.

Format of Business Letter

1.Letter Maki Book Depot
37, Washington
New York - 2456

2. Date line June 30, 2012

3. Inside Address Mr. Jhon Bush
Chairman
Department of Marketing
HBUC, New York - 2567

Dear Mr. Jhon Bush
5.Body of letter ..o

4. Salutation

6. Complimentary

. Sincerely,
. os‘e Mr. Michel
7. Signature Block Managing Director

Bg/ Bp
8. Initials

9. Enclosure Encl.

10. Carbon Copy CC: Principal, HBUC
notation

8.4.3. Types of Business
Letters:

Business  Corres- EE-.

w—

pondence is extremely RHLHNH

diverse. There is a variety of
correspondence that a modern businessman
has to deal with his business routine.
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It is very difficult to classify the
business letters to give an exhaustive list
of the kinds of letter a businessman has
to write because different situations call
for different approaches. However, for the
purpose of convenience business letters may
be classified into following classes.

1. Letters of Inquiry and Reply
2. Offers and Acceptance
3. Order-their Execution and Cancellation

4. Claim, Complaints, and Settlements of
Accounts.

5. Circular Letters

6. Letter relating to Agency
7. Status Enquiries

8. Collection Letters

9. Application for Situation

10. Letters of Recommendation and Letters
of Credit.

11. Bank Correspondence

12. Letters Relating to Export and Import.
13. Insurance Correspondence

14. Letters to Editors.

15. Correspondence with Government
Departments and Public Bodies.

16. Correspondence of a Company
Secretary.

8.5. Procedure for
Handling Inward Mail
and Outward Mail:

8.5.1. Meaning of Mail:

The term “Mail” in the common
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parlance refers to written communication.
It may be either received or sent out. A mail
received is known as inward mail and a
communication sent out is called as outward
mail. As stated already, every business
organization receives as well as sends a large
number of mail every day.

8.5.2. Definitions:

George R. Terry rightly remarked
that “it is doubtful that a modern office
could exist without mail>. The reason is
obvious that every business house has to
maintain close contact with the outside
world. It should correspond to its customers,
its own branches, departments, and various
other institutions, government etc. when
the business firm grows; the volume of
transactions will also grow.

8.5.3. Procedure for Mail Handling:

InddisraforeailtHsndienseppsuesibility of
the office manager to device an efficient
handlifggedystdal for both inward and
outward mails. For that an efficient mailing
departmse(f{ RO RS Re organized.

Recording and Distributing
8.5.3 Prodedmiiegdrihandling Inward Mail

(or) Incomiggrg\g/%alir} c%%f}l% Qffjce:

Fig. 8.2. Incoming Mail Handling
Procedure

1. Receiving the Mail: Generally mails are
received once or twice a day as delivered
by the postman, when the volume of
correspondence is large, a post box or
post bag is hired in the post office, and
an office peon is sent to collect the mail
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from the post office. Sometimes letters
are received through the messengers
of the offices. In the emerging scenario
private courier services renders speedy
service to the office.

2. SortingtheMail: After themailhasbeen
received in the mailing department, it
should be sorted out before it is opened.
It is easier to sort out sealed envelopes
than different sized pieces of paper.
Private letters of the employees may be
sorted out at first than comparing to the
business letters.

Business Letters should be sorted out
into three groups:

a) Registered and unregistered letters or
mail;

b) Sealed and unsealed envelopes; and

c) Confidential and urgent letters, private
or personal, secret, and other official
letters.

Sorting of letters means grouping
of letters on definite order. Sorted mail
makes the delivery of letters convenient
and quick.

3. Opening the Mail: Letters may be
opened by hand or by letter opening
machines. A paper knife is mostly used
in offices to split open envelopes etc.
If the number of letters is very large,
a letter opening machine may be used
with advantage. In small organisation
letters are opened by the officer or head
clerk. The following guidelines may be
followed for opening the mail.

a) The sorting and opening of the mail
should start atleast half an hour to one
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b)

d)

hour before the opening time of the
office.

The office manager should see to it that
the work in the office start immediately
after opening of the mail, otherwise
the time and money spent on an early
opening of the mail would be wasted.

The staft incharge for opening the mail
should be fully conversant with the
method of sorting and opening the mail.
If possible, a mailing manual should be
used in this regard.

After an envelope has been opened, it
is necessary to remove the content from
it. Empty envelopes should be fastened
by a pin or clip or stapler.

Scrutiny of Contents: After the removal
of the contents, it must be scrutinised
to find out for whom and for which
department, they are meant for. The
sorting of letters has been done on a
departmental basis at this stage. Before
sending the mail to the concerned
departments, the enclosures to the
letters should be checked, compared
and verified with the covering letter to
find out whether they are in order or
not. Occasionally, the enclosures may
be a cheque, bank drafts, postal order or
a valuable document. If any discrepancy
or omission is found while scrutinising,
then the matter should be immediately
brought to the notice of the mailroom
supervisor. Letters in which certain
previous references are given may be
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sentto the filing department from where
the letters and the relevant files may be
sent to the concerned department.

5. Stamping the Mail: After proper
scrutiny is done, the date of stamping
the letter must be done. Sometimes
the date and time of receipt would be
stamped on the letter. For stamping
of letters, a stamp is prepared which
contains the serial number, the date of
receipt and time of receipt if necessary.
A reference stamp is attached if the
letter relates to number of departments.
A design of specially design stamp is
given below.

S.K. AKILA STATIONERY MART

NO -------mmmm- DATE ---------------

RECEIVED - ecmemmemmoeeee

2700} 4 o)  J

REPLIED ----------omommmmmmmoooo o

FILED --------mmmmmmmm oo
Format of Stamp

6. Recording the Mail: After the
stamping work, letters
recorded in inward mail register or letters
received book. Before recording of letters
in the register, the contents are scrutinized

received are

properly so as to ensure the department to
which it belongs. The inward mail register
contains 1. Serial number 2. Date of receipt
3. Senders name and address 4. Nature of
contents 5. Subject of the letter in brief 6.
Remarks and initials of the officer with date.
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A specimen of an Inward mail Register is given below:

Inward Mail Register
SL. Senders Name and . Department | Dateof | . . .
No Date Address Subject | Contents Referred | reply Initials
1. | 2015 | Black and Burn Co. Order | Letter Sales July5 | v
July | Ltd., East Park Road,
1 Calcutta
2. | 2015 | Sangeetha Co. Ltd., Pay- Letter and | Account July7 | v
July | Mamallan Road, ment Cheque
1 Kancheepuram.

Distributing the Mail: This is the last step
in the inward mailing routine. In this stage
letters are handed over to the concerned
departments. The letters are distributed
through messengers or sometimes with the

Follow up Action: Follow up action is
very important because it is concerned
with keeping track of mail. This stage
makes an enquiry whether the letter is
replied or not.

help of mechanical devices like conveyor-
belt or pneumatic tube.

8.6. Procedure for Handling Outward Mail (or) Outgoing Mail:

OUTGOING MAIL PROCEDUDRES
Collect mail from out trays regularly

Check for signature
Prepare necessary envelopes
Check for and insert enclosures with letters
Sort into first class, second class and special delivery
Weight letters/packets heavier than standard postage
Apply appropriate postage itamp or franked impression
Enter postage uied in Postages Book
Take to post oﬂ:;ce in separate catgories

Send fax,messages

Check for signature

Print out fax report as proof of sending

Fig. 8.3. Outgoing Mail Procedures
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Handling of outgoing mail involves the
following steps:

1.

Collecting of Letters: Letters prepared
in various departments should be sent
to the despatch section as quickly as
possible. In many business houses,
different departmental letters should
be typed, duly signed by the executive
along with the addressed envelopes
to the mailing department. The
letters should be put in a tray labelled
“Outgoing Mail”.

Sorting Out the Letters: After the
mail reaches the mailing room, they
are sorted as to whether intended for
internal or local delivery or to be sent
to outside firms or individuals. At this
stage, sorting is also necessary because
sometimes there may be letter from
different departments, addressed to the
same firm or to the same individual. All
such letters can be sent under one cover.

Recordingin the Outward Mail Register:
After sorting, the letters are entered
in the mail register or peon book. The
letters sent through post office alone are
entered in the “Outgoing Mail Register”.
Letters to be sent through the office peon
or messenger are recorded in the peon
book. This register also serves as a record
of postage expenses. Each letter is given
a serial number as per the despatch book
or peon book. The same serial number is
also recorded on the register.

Folding and Inserting: After recording,
the letters are folded and inserted into
envelopes. Generally the address is
typed on the envelope in the department
itself, and the envelopes are sent along
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with the letter. The despatching clerk
before inserting the letter into the
cover should verify - (i) whether the
address given on the letter agrees with
the address typed on the envelope, and
(ii) the number of enclosures are in
agreement with the number specified in
the letter. Envelopes can be addressed
by machine where communications are
regularly sent to the same addressee. For
ensuring quick and prompt delivery,
complete address along with pin code
should be specified.

Sealing: The envelopes can be sealed
with paste or gum. The envelopes and
inland letters should be folded carefully
and sealed with gum. When window
envelopes are used, it should be checked
whether the address is fully visible
through the window.

Stamping: After sealing, the letter
should be adequately stamped. The
mailing clerk should have a thorough
knowledge of the postage rates so that
no more or less stamps can be affixed. If
more stamps are affixed than needed, it
will be a mere waste of money. On the
other hand, if the value of the stamp is
less than the actual rate, the recipient
has to pay a fine, which will damage the
reputation of the firm. For this purpose,
the latest copy of Post and Telegraph
Tariff Guides can be kept in the mailing
department for reference. Franking
machines are also used now-a- days.

Posting or Delivering the Mail: Posting
the mail is the last step in the process
of handling the outgoing mails. Office
messengers can send letters to local
addresses. Registeredletters, V.P.P.should
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be sent to the post office. In cases where
“Certificate of Posting” is required, they
should be sent to the post office along
with the list of letters with the required
stamp affixed on the list. This list may
be pasted in the outgoing mail registers.
Likewise, acknowledgements or receipts
issued by the Post Office should also be
pasted in the register.

8.7. PIN Code:

Pin code stands for Postal Index
Number Code. Postal Index Number (PIN)
or PIN Code is a 6 digit code of post office
numberingusedbyIndiaPost. This systemwas
introduced on 15th August 1972 by Shriram
Bhikaji Velankar, an additional Secretary in
the Union Ministry of Communications, in
order to make the process of delivering letters
and parcels more efficient.

The system was aimed to simplify
the manual sorting and delivery of mail
by eliminating confusion over incorrect
addresses, similar place names and different
languages used by the public.

INDIA POST
PIN Code

456001

Region in India ——
Sub-Region 4, L_,
Sorting District

Post Office

Fig. 8.4. PIN Code

8.8. Postal Services:

Post office plays a vital role in
incoming and outgoing correspondence.
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Some of the important services rendered by
a post office are:

1. Money Order: All post offices provide
remittance facilities to the public by
means of money order. The money
order form should be filled with the
name and address of the addressee,
remittance and is to be presented to a
post office along with the money and
money order commission. The post
office issues a receipt for the same.

2. Postal Orders: Postal orders are
issued by post office as a part of their
remittance service. These orders are
issued in all denominations from fifty
paise to rupees hundred. Commission
is charged by the post office where they
are issued. Payment can be made and
received by the holder on presentation
of the order at the mentioned post office
in India. The postal order is valid for a
period of six months from the last day
of the month of the issue. During this
period it can be presented for payment.

3. Insured Post: The currency note
or Valuable documents can be sent
through post office by using insured
cover. The insured cover comprises
documents. Currency notes must be
sealed with an indicator for the amount
for which the article is insured, both in
words and figures must be mentioned.
An Acknowledgement of delivery form
is filled and submitted. The prescribed
fee for insurance is required to be paid
according to the value insured for.

4. Mail and Telegraphic Transfer: Mail

transfer is an order to make payment,
drawn by one branch of bank upon
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another branch and the order is sent
by airmail post. If the order is sent by
telegraph it is called telegraphic transfer.

Letter Correspondence Service: The
most economical service rendered by
the post office is that of a mail and parcel
services. Ensuring prompt, regular and
speedy postal services are vital functions
to industry and commerce. Regular Postal
services comprises of delivering letters,
post cards, printed matters and parcels.

Message Sending Facilities (Telegram,
Telex, etc.,): Post offices also provide
facilities such as telephone, telex,
telegram, etc., through which messages
are sent throughout the world.

Value Payable Post (VPP): Business
firms can avail facility to send articles to
their customers and recover the value of
the same. Only registered articles can be
sent under VPP including letter, parcels,
books, and newspapers etc., Post office
collects the amount together with VPP
commission from the addressee and
remits the same to the sender.

Speed Post: Any urgent communication
can be sent through speed post. This is
one of the special services rendered by
the post office. Important letters, valuable
medicines, Demand draft (DD) are some
of the items sent through speed post.

Post Box: The Post boxes are available
for rent in all big post office with two
keys. One key remains with post master
and other is handed over to the hirer.
A number is allotted for each box. All
letters which bear the box number shall
be placed into the box. The hirer or the
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authorized person can go to the post
office at any time during working hours
and open the box and clear it.

10. Post Bags: Post bags are safer than
post boxes. Under this arrangement,
the post office supplies a bag with lock
and duplicate key. The original key will
be kept with the post master. All the
postal articles addressed to the firm or
the person will be placed inside the bag
by the postal workers and locked. The
messenger of the hirer can get the bag
across the counter of the post office.

HW

Do you know the first modern
postage stamp?

The first issued postage stamp
began with Great Britain’s Penny
Post. On May 6, 1840, the British
Penny Black Stamp was released on
the Penny Black Stamp was engraved
the profile of Queen Victoria’s head,
which remained on all British Stamps
for the next sixty years. Rowland Hill
created the first stamp.

8.9. Telecommunication Services:

8.9.1. The International Subscribers
Dialing(ISD):

The  International  Subscribers
Dialing (ISD) is the overseas equivalent
of Subscribers Trunk Dialing (STD). A
code number is given to each country. The
country number, the area code number and
the customer number are dialed to get the
connection. Communication is possible

throughout the world. Currently mobile
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phones have made International Calls much
easier and cheaper due to competition
among service.

8.9.2. PBX (Private Branch Exchange):

A manually or automatically
operated telephone facility that handles
communications within an office, office
building, or organization and that is

connected to the public telephone network.

A PBX (Private Branch Exchange)
is a telephone system within an enterprise
that switches the calls between enterprises
users on local lines, while allowing all users
to share a certain number of external phone
lines. The main purpose of a PBX is to save
the cost of requiring a line for each user to
the telephone company’s central office.

The PBX is owned and operated by
the enterprise rather than the telephone
company (which may be a supplier or
service provider, however). Private branch
exchangesused analog technology originally.
Today PBXs use digital technology (digital
signals are converted to analog for outside
calls on the local loop using plain old
telephone service (POTS). Essentially a PBX
is a telephone switch used by organizations
and businesses. This device, functions in
the same manner as a traditional telephone
switch board but is scaled down to
accommodate business settings.

A PBX includes:

o Telephone Trunk (Multiple Phone)
lines that terminate at the PBX.

« A Computer with memory that manages
the switching of the calls within the
PBX and in and out of it.
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e The network of lines within the PBX

e A console or switch board for a human
operator (optional).

Modern PBXs are built around a
small computer, and some of them can be
connected to a server for additional services
such as call management, call detail reports,
telemarketing etc.,

Softphone Phone

Remote Office ’\Cloud /‘
Voice Mail

+—

/ PBX\

FAX User Portal

Fig. 8.5. Private Branch Exchange
The functions of PBX are as follows:

» Provide one single number that external
callers can use to access all persons in a
company.

o Distribute calls to employees in an
answering team in an even way: using
the Automatic Call Distribution (ACD)
feature.

o Automatic call answering machine
offers a menu of options from which
a user can select to be directed to a
specific extension or department.

o Allow the use of customized business
greetings while answering calls.

o Provide system call management
features.
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o Place external callers on hold while
waiting for arequested person to answer,
and playing music or customized
commercial messages for the caller
waiting.

» Record voice messages for any extension
from an external caller.

e Transfer calls between internal

extensions.

8.9.3. (PABX) Private Automatic Branch
Exchange:

A Private automatic branch exchange
(PABX) is an automatic telephone switching
system within a private enterprise.
Originally, such systems called Private
Branch Exchanges (PBX) required the use
of a live operator. Since almost all private
branch exchanges today are automatic,
the abbreviation “PBX” usually implies a
“PABX”.

Benefits of PABX Systems:

PABX systems also known as E PABX
or PBX, are widely used nowadays in offices,
hotels, various industries where there is
requirement of intra-office communication
between departments or otherwise, PABX is
a must. All modern offices are using PABX.

There are many benefits for having
a PABX in an office. The nature of benefits
may vary from one industry to another. Lists
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of some benefits which may be applicable
across any industries:

1. Sharing of Resources:

One of the major benefits of having
PABX is sharing of telecom resources.
Usually, any office which has few PSTN
(Public Switched Telephone Network) lines
needs to be shared among many people
in the office. PABX systems help sharing
those limited number of PSTN connections
PABC has PSTN Connectivity at one end,
and many extension lines at the other end,
which are given to many persons, various
rooms, and tables.

When outsiders can call up those
PSTN numbers and reach many extensions
directly or by the help of an operator.
Employees can also make outgoing calls
from his chain directly by accessing PSTN
line from his extension or through an
operator.

2. Internal Office Calls and Call

Transferring:

PBX enables the employees to
communicate with each other within the
organizations. Previously, officials used a
bell and used to kick around an office peon
to call someone. Now with the invention
of PABX the employers or employees can
call others working in the organisation
through intercom whenever needed.
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ISDN
Main
office
1P
Home b IP Phone
workers/ Phone Internet Multimedia PC
Teleworkers Digital Phone Centralized
Operators /
Analogue Phone Reception
IP Satphone Branch
office
Digital Phone
Analogue Phone

Fig. 8.6. Private Automatic Branch Exchange

8.10 E-Mail Services:

8.10.1 Post Information Follow Up E-Mail:

Follow up action of email is very important because it is concerned
with keeping track of mail. This makes an enquiry whether the letter is

replied or not.

Specify multiple recipients
in the To, CC or Bcc fields ———p

Send you scheduled emails /

from a different email alias

Format your scheduled
emails, add attachments,
inline images and rich
signatures in the mail
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To mark@example.com X
Cc manager@example.com X

Form Amit Agarwal<amit@ labnol.org>
Appraisal Form Reminder

Dear Mark,
If you haven't done so already;this is a friendly reminder that you

need to fill and submit the appraisal form by Friday noon
Thanks.

Amit Agarwal

blog: labnol.org  work: ctrlq.org

appraisal.pdf.(4k)

Fig. 8.7. E-mail
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There are four primary objectives for a
follow up e-mail:

1. Need Information: Post Information
follow up mail is sent to have a status
update on a deal, or determines
whether the job is assigned or not.

2. Request a meeting: A request for
meeting can be forwarded to have
discussion with the receiver of the mail.

3. Just to catch up: This mail is sent to
get clear cut idea about the thoughts
of the receiver or to receive feedback.

4. SayThankyou: This follow up message
can be mailed to a particular person
when he does favour to the company.

8.10.2. Live Video Call-
Live Chat:

Avideo conference
is a live visual connection

between two or more
people residing in separate locations for
the purpose of communication. Video
conferencing provides transmission of
static images, text, full motion video
images and high-quality audio between
multiple locations.

Consumer services-like Apple’s
Face Time, Google’s Hang outs and
Microsoft’s Skype have made video
conferencing ubiquitous on desktops and
mobile devices that have an embedded
camera. In the business world desktop
video conferencing is a core component of
unified communication applications and
web conferencing services, while cloud
based Virtual meeting room services
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enable organizations to deploy video
conferencing with minimal infrastructure
investment.

8.10.3 Video Chat:

Video chat is an online face to face,
visual communication performed with
other Internet users by using a web cam
and dedicated software.

The term  stemmed  from
programmer that evolved from text
based chats to incorporate two way video
interactions. Video chat is usually used
when Video based communication is
incorporated. Video Chat is also known

as Video Conferencing and Video Calling.

Video chat mainly refers to point-
to-point interaction, as with the case of
Face Time and Skype, it can also be used for
multi-point (one-to-many) interactions;
one typical example is Google Hang outs.

Fig. 8.8. Video Conferencing and Video
Calling
Benefits of Video Calling (Conferencing):

For business the tangible benefits of
Video Conferencing include lower travel
costs especially for employee training -
and shortened project times as a result of
improved communications among team
members.
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The intangible benefits of video
conferencing include more efficient
meetings with the exchange of non-verbal
communications and a stronger sense of
community among business contacts, both
within and between companies, as well as
with customers. On a personal level, the
face-to-face connection adds non-verbal
communication to the exchange and
allows participants to develop a strange
sense of familiarity with individuals they
may never actually meet in person.

8.10.4. Auto Call Back Up:

Intelecommunication,an automatic
callback is a computer telephony calling
feature that permits a wuser, when
encountering a busy condition or other
condition where the called individual
is unavailable, to instruct the system to
retain the called number and to establish
the call when there is an available line or
when the called number is no longer busy.
Automatic call back may be implemented
in the terminal, in the telephone exchange,
or shared between them. To activate the
call back service, a call should be made to
the local access number, let the phone ring
once, and then hand up. This is a signal to
the call back computer to call the speakers
back and give them a dial tone on their
local phone network.

8.10.5. Website:

A website is a collection of related
web pages, including multimedia content,
typicallyidentified witha common domain
name and published on atleast one web
server. A website may be accessible via
a public Internet Protocol (IP) network
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such as the internet, or a private local area
network (LAN), by referencing a Uniform
Resource Locator (URL) that identifies
the site.

Websites can have many functions
and can be used in various fashions;
a website can be a personal website,
a commercial website for a company,
a Government website or a net profit
organization = website. = Websites are
typically dedicated to a particular topic or
purpose, ranging from entertainment and
social networking to provide news and
education. All public accessible websites
collectively constitute the worldwide web,
while private websites such as a company’s
websites for its employees, are typically a

part of an internet.

Web pages which are the building
blocks of websites, are documents, typically
composed in plain text interspersed with
formatting instructions of Hypertext
Markup Language (HTML, X HTML).
They may incorporate elements from other
websites with suitable markup anchors.
Web pages are accessed and transported
with the Hypertext Transfer Protocol
(HTTP), which may optionally employ
encryption (HTTP secure, HTTPs) to
provide security and privacy for the user.
The user’s application, after a web browser,
renders the page content according to
its HTML, markup instructions on to a
display terminal.

Hyper linking between web pages
conveys to the reader the site structure and
guides the navigation of the site, which
often starts with a home page containing
a directory of the site web content. Some
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websites require user registration or
subscription to access content. Examples
of subscription websites include many
business sites, news websites, academic
journal websites, gaming websites, file
sharing websites, message boards, web based
e mail, social networking websites, websites

H .  EEEw

providing real-time stock market data, as
well as sites providing various other services.
As of 2017, end users can access websites on
a range of devices, including desktop and
laptop computers, tablet computers, smart
phones and smart TVs.

Points to be Remembered:

o The word secretary is derived
from the Latin word “Secretarius”
which means a confidential writer
or notary.

« Types of secretary includes private
secretary, secretary of association,
secretary of co-operative,
secretary of embassy, Secretary of
government department, secretary
of local body, secretary of trade
union and company secretary.

o Secretary performs functions like
managing, leading, motivating,
staffing, maintaining records and
discipline, filing, public relation
function etc.

 Secretary should have sound
knowledge in the field of
education, law, tax, office
management, accounting, failing,
recording, staffing, organising etc.

o Secretarial correspondence
includes communication by
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secretary both within and outside
the organisation.

« A business letter is usually a letter
from one company to another, or
between such organizations and
their customers, clients and other
external parties.

o The term “Mail” in the common
parlance refers to written
communication. It may be either
received or sent out.

» Procedure for receiving the inward
mail includes steps like receiving
the mail, sorting the mail,
opening the mail, scrutiny of the
content, stamping, recording, and
distributing and follows up.

o Procedure for sending the
outward mail includes the steps
like collecting the letters, sorting,
recording in outward mail register,
folding and inserting, and sealing,
stamping, delivery of mail.

o Postal Index Number (PIN) or
PIN Code is a 6 digit code of
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post office numbering used by o+ Telecommunication services
India Post to ease the process of includes, STD, ISD, PBX, PABX,
handling mail. Internal Call Transfer etc.

o Postal services includes money o Web services and E-mail services
order, postal order, telegraph, includes video call, video chat,
telex, insured post, VPP, post bags, auto call back up, follow up email
post box etc. etc.

90000
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Part- A .
OBJECTIVE TYPE: (=355
’ RISHES
I. Choose the correct answer: (1 Mark)
1. The person who conducts the correspondence on behalf of another person is
called ---------cmmoouuue
® a. Manager b. Secretary ®
c. Minister d. Writer
2. The word secretary is derived from ------- Word which means secretaries.
a. Latin b. English
c. French d. Hindi
3. Secretary for ------- is appointed for the promotion of Arts, science, music
a. Association b.Embassy
c. Trade union d.Company
4. Company secretary is a person who is a member of -------------------—-

a. Indian Administrative Service
b. Institute of Cost Works Accountant
c. Institute of Chartered Accountant

d. Institute of Company Secretaries of India
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5. A mail consists of -------------------
a. Written Communication b. Oral Communication
c. Received Communication d. None.
6. It is doubtful that a modern office could exist without mail says ---------------- :
a. Mary Parker Fallet. b. Hendry Fayol
c. George R. Terry d. E. W. Taylor
7. It is the responsibility of the office manager to device -----------------ouuu-o-

handling system for both inward and outward mail.

a. Clear b. Efficient
c. Good d. None.

8. Business letters should be sorted out into -----------------oooooooo- groups.
a. 5 groups b. 10 groups
c. 8 groups d. 3 groups

9. Postal Index Number Code (PIN) is @ ---------------mmmmmmmmmmoooee digit of code.

@ a. 8 b. 6 ®

c. 10 d. 12

10.  The PIN code system was introduced on -----------------occooo-
a. 26th March 1955 b. 15th January 1982
c. 26th January 1950 d. 15th August 1972
11.  The main purpose of a PBX is to save the --------------------—-
a. Profit b. Loss
c. Cost d. None
12. A PABXis an automatic telephone switching system within a ------------------
a. Government organization b. Outsiders

c. Employees d. Private enterprise
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13.

14.

II.

Video Chat is also known as ----------------oooooo-
a. Video Conferencing and Video Calling

b. Video Calling

c. Conferencing Calling

d. All the above.

A Website may be accessible via a public ---------------------—-

a. Social network b. Internet Protocol

c. Documentation d. All the above.
Part - B

Very Short Answers:

Answer in Five lines.

1.
2.
3.

0 2 N W

11.
12.
13.
14.
15.

Who is secretary?

List out the types of secretary.

Write short note on:

a. Private secretary

b. Secretary of a co-operative society

Write short note on:

a. Personal secretary

b. Secretary of trade union

What is meant by correspondence?

Why each letter is regarded as a silent Ambassador?
Name two types of mail.

Define mail.

List out the various types of business letters?

What is follow up action in mail?

What is Private Automatic Branch Exchange?

How does a PABX work?

What do you know about mail and telegraphic transfer?
What is Value Payable Post?

What is insured post?
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16.  What is automatic call back?

17.  What is meant by Mail.

18.  Write a note on ISD.

19.  Write a short note on PIN Code.
20.  What is postal orders?

Part - C
III.  Short answers:
Answer in one page. (5 Marks)
1. Who is secretary? What are his functions?
2. Write the importance of secretary in the modern business.
3. Handling of the office mail is the life blood of a business enterprise. Explain?
4. What is business letter? List out the various kinds of business letters?
5. Write briefly about various telecommunication services?
6. Write any five functions of a PBX.
7. What are the four primary objectives for a follow up e-mail?
® 8. Write briefly about website. ®
9. State briefly the various e-mail services?
10  What is PBX (Private Branch Exchange)? Explain it.
11.  What is PABX? What are the benefits of PABX systems?
12.  What does a Video Chat mean? Write about its benefits.
Part - D
IV.  Essay type questions:
Answer within three pages. (10 Marks)
1. Explain the kinds of secretary?
2 State the qualification of the secretary?
3 What is business letter? What are the contents of good business letters?
4. Discuss the procedure for handling inward mail.
5 Explain the various services rendered by post office?
6 Write a short note on

i. Speed post
ii. Post bags
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iii.  Post box
iv. Insured Post
V. Money order.
7. State the procedure for handling outward mail?
8. Consider that you are appointed as a secretary in a Private concern. Discuss the

various duties you have to do.

-o

® !

0

(

md ACTIVITY

Teachers Activity:
« Prepare charts on types of secretaries and their functions.

o Teach the students about the procedure for handling both inward and outward
mail.

o Can take the students to nearby offices to show the workings of various
telecommunication services.

« Can call Company Secretary and can arrange for a meeting with the students.
Students Activity:
« Can be given assignments on modern mailing systems.

« Can be asked to browse through the net to learn about various web based services.

References:

1. Company Secretarial Practice By Kathirasen and Dr.Radha
2. Office Management ByDr. PK. Ghosh

3. Office Management ByKathirasen and Dr.Radha

4. Business Communication ByUrmilaRai and S M Rai

5. Relevant web sites.

6. Company Law and secretarial practice-Dr.M.R. Sreenivasan
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GLOSSARY

Ambassador : Ambassador is an accredited diplomat sent by a state =,

as its permanent representativ in a foreign country. RIAXST

Certificate of Posting : An official document from the post office,
used to prove that you have mailed something on a particular date.

Circular : A letter or advertisement which is distributed to a large number of people.

Complementary Close : The words that conventionally come immediately before the
signature of a letter and express the sender's regard for the receiver.

Confidential : Intended to be kept secret.

Conversant : Familiar with or knowledgeable about something.

Conveyor belt : A continuous moving band of fabric, rubber, or metal used for
transporting objects from one place to another.

Encryption : The process of converting information or data into a code, especially to
prevent unauthorized access.

Fasten : Close or do up securely.

10

Initial : Mark or sign (a document) with one's initials in order to authorize or
validate it.

11

Intra office communication : Communication among the employees of the
organisation.

12

Interspersed : To scatter here and there or place at intervals among other things.

13

Liaison Officer : He is a person who is employed to form a working relationship
between two organizations to their mutual benefit.

14

Memos : A written message sent from one person or department to another within a
company.

15

Pneumatic tube : Systems that propel cylindrical containers through networks of
tubes by compressed air or by partial vacuum. They are used for transporting solid
objects, as opposed to conventional pipelines, which transport fluids.

16

Post-Script : An additional remark at the end of a letter, after the signature and
introduced by ‘PS’.

17

Salutation : An official greetings used in a letter to address the person being written
fo.

18

Scenario : A postulated sequence or development of events.

19

Scrutiny : Critical observation or examination.

20

Sophisticated : (Of a machine, system, or technique) developed to a high degree of
complexity.

21

Sort : Arrange systematically in groups; separate according to type.
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22 | Subscription : An arrangement by which access is granted to an online service.

23 | Telegram : A message sent by telegraph and then delivered in written or printed form.

94 | Telex : An international system of telegraphy with printed messages transmitted and
received by teleprintersusing the public telecommunications network.

55 | Terminal : A device at which a user enters data or commands for a computer system and
which displays the received output.

26 | Transmission : The action or process of transmitting something or the state of being
transmitted.

27 | Ubiquitous : Present, appearing, or found everywhere.
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— CHAPTER IX

BANKING SERVICES )

Content:

Introduction- Meaning - Definition -
Types of Accounts / Deposits-Modern
Banking Services - Procedure to open an
Account - Different forms used by banks.

Learning Objectives ‘G)/ )

o To understand the procedure for

opening bank account

e To familiarize with different forms
used in bank.

o To know various deposits available
in banks

Introduction:

Every country’s economy
normally divided into three sectors viz.,
Primary Sector; Secondary Sector and
Tertiary Sector. Primary sector consist
of agricultural and its allied activities;
Secondary sector consist of Industrial
and its allied activities and Tertiary sector
consist of Service sector which includes
banking services, education, transport,
insurance, health, information technology
etc. Among them banking service is very
important which connects all services and
taking them towards a common goal called
profit making. Unless banking services are
strong, contribution from other services
may become useless.
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This history of banking began with
the first prototype banks where the
merchants of the world, who made
grain loans to farmers and traders
who carried goods between cities. This
was around 2000 BC in Assyria and
Sumeria

Business is mainly conducted to
mobilize funds. All the business entities
regardless of its nature and size of
commercial activities, aims to gain profits
out of its operations. To carry on its day
to day operations it meets various routine
expenses and at the same time earns
income out of its operations. Many a times
these expenses were paid and incomes
were received through cheques via banks.
In this connection banks plays vital role.

Therefore,  soon  after its
establishment, it becomes mandatory
for the business unit to open a bank
account from one or more banks for easy
financial dealing. The banks not only
render financial support but also help the
business men by giving credit guarantee
to creditors, issuing letter of credit during
import trade and conducting credit
enquires in case of credit sales, making
e-payments, electronic fund transfers,
internet banking, mobile banking etc.

01-03-2019 10:46:44‘ ‘



Most of these banking activities
are carried through office. Therefore, the
office manager should be aware of various
facilities available and services offered
by the banks for better and smooth
functioning of office. Hence this chapter
focuses upon banking services offered to
a business unit.

9.1. Meaning:

The word “Bank” is derived from
an Italian word “Banco” which means
bench for keeping, lending and exchange
of money or coins.

A bank is generally understood as
an institution which provides fundamental
banking services such as accepting
deposits and providing loans.

The banking industry is facing
a rapidly changing market, new
technologies, economic uncertainties,
strong competition and more demanding
customers and the changing climate
which lead to set of challenges which
was never seen before. The banking is
a customer oriented service industry.
The customers may be an individual,
organization or firms. Organization needs
finance to run the business. Many of the
organizations made their transactions
through banks. They issue and receive
cheques, and they use modern techniques
such as NEFT,RTGS, and IMPS to transfer
money. At the advent of information
technology and communication system
it offers variety of services like e-banking,
mobile banking, ATM, internet banking,
electronic fund transfers etc. to its
customers and these services are made
available at their door steps.
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9.2. Definition:

According to Prof.Kinley, A bank
is an establishment, which makes to
individuals such advances of money as
may be required and safely made, and to
which individuals entrust money when
not required by them for use.”

“Banking is defined as accepting
for the purpose of lending or investment
of deposits of money from the public,
repayable on demand or otherwise and
withdraw able by cheque, draft, order or
otherwise” -The Banking Regulation
Act,1949

—ﬂuﬂ:><—

e The first bank in the world was
named as Bank of Venice, which
was started in Venice, Italy in 1157

o The Bank of England was started
in 1695 only for issuing currency
notes.

e In India “Bank of Hindustan” was
the first bank which was started in
1770.

e The General Bank of India was
established in 1786.

e As of now, the State Bank of India
is the oldest and largest bank in
Indian banking movement, which
was originated as bank of Calcutta
in 1806 and renamed as Bank of
Bengal in 1809.

In the words of Prof.H.L.Hart,”A
banker is one who in the ordinary course
of his business receives money. which he
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repays by honouring cheques of persons
from whom or on whose account he
receives it”.

In short any activities involved in
accepting and safeguarding money owned
by other individuals and entities, and then
lending out this money in order to earn a
profit is known as banking,

9.3. Types of Accounts/
Deposits:

Every bank
provides basic banking

RIIT76

facilities to the customers
such as opening of different types of
accounts and keeping their savings in
different types of deposits. Different types
of accounts include Savings Account,
Current Account and Term Deposit and
Recurring Deposit.

1. Saving Accounts: Savings accounts
are meant for encouraging savings
habit among the customers and also
giving a protected environment to
their savings. A nominal rate of
interest is given to all savings account
holders for their savings which is
varying from one bank to another and
calculated on daily balance method.
Less number of cash withdrawals is
allowed in savings accounts compared
to current account.

2. Current Accounts: Current accounts
are normally maintained by business
people who are keeping their business
earnings which are huge values and
banks are not offering any interest to
such current accounts. Numbers of
withdrawals from current accounts are
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not restricted to current account holders
which is different from bank to bank.

Term Deposits: Term Deposits are
maintained for the depositors who want
to earn fixed return by way of interest, to
keep their money in the banks for long
duration and also meant for those who
do not have urgent cash requirements.
Term deposits are normally divided
into short term deposits, medium term
deposits and long term deposits. They
are otherwise called Fixed Deposits
kept for fixed term starting from 15
days to 60 months. The rate of interest
on fixed deposits is also different from
one bank to another. Nowadays, some
banks are offering additional %%
more interest to senior citizens. If the
deposit holders want to withdraw their
deposits before the due date, they can
withdraw them provided banks may
charge penal interest from them. In
India, maximum numbers of banks
are conducting most of their banking
business such as lending loans and
advances out of funds mobilized from
fixed deposits only.

Recurring Deposits:  Recurring
Deposits are other types of deposits
which are also considered as a term
deposits in which a fixed sum of money
is regularly deposited at fixed interval
but the same is allowed to withdraw
on completion of the contracted
period with attractive interest rates.
If the depositor is failed to make the
agreed amount in Recurring Deposit
account, the banker may charge
penalty at the time of making the
consecutive deposit.
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9.4. Modern Banking Services:

After Libera-lization, Privatization
and Globalization, there was a huge
development taken place in the Indian
banking scenario. All Indian banks were
forced to compete with world banks that
were permitted to open their branches in
India. As a result, all banking customers
were offered multiple and model banking
products which are different from
traditional and conventional banking
system in India and these banking
functions or mostly based on information
technology.

Modern banking services include
new products such as Core Banking
Solutions; No frills account; Demat
accounts; Net Banking/ E- Banking;
Mobile banking;  Debit Card/Credit
cards; Automated Teller Machines (ATM);
Insurance etc.

1. Special Term Deposits: This deposit
can be opened in the same way as the
term deposit accounts. The interest
on this account is

compounded at
quarterly intervals

and the principal
and interest are paid
on maturity. The
minimum and maximum period of

RINFVS

deposits is normally 7 days to 120
months subject to change from one
bank to another and the minimum
amount of deposit is Rs.1000/- in
multiple of Rs.100/-. The depositor
can avail loan from this account upto
90% of the principal amount with
accrued interest.
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Fig. 9.1. Special Term Deposits

2. Core Banking Solution (CBS): Core
Banking Solution (CBS) is networking
of branches, which enables Customers
to operate their accounts, and avail
banking services from any branch of
the Bank on CBS network, regardless
of where he maintains his account.
The customer is no more the customer
of a Branch. He becomes the Bank’s
Customer. Under this system all CBS
branches are inter-connected with each
other. Therefore, Customers of CBS
branches can avail various banking
facilities from any other CBS branch
located anywhere in the world.

3. No Frills Accounts: These accounts
are opened mostly in rural areas as
a part of financial inclusion project
encouraged by Reserve Bank of India.
These accounts are opened by banks
without the condition of maintaining
minimum balance. No charge will be
levied for non-operation/activation
of inoperative basic savings bank
accounts. No frill accounts are mainly
aimed to take the banking facilities to
the poor people in the unbanked rural
areas and semi-urban areas.
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NEFT, RTGS or IMPS.

NEFT- National Electronic Fund
Transfer

RTGS- Real Time Gross Settlement

IMPS-Immediate Payment Service

Fig. 9.2. No Frills Account

4. Demat Accounts: These accounts are
maintained by banks for high value
transactions which are maintained in
electronic forms for dealing in shares
and securities of the customers mostly

dealing in Government Bonds.
Fig. 9.4. Net Banking

6. Mobile Banking: Mobile Banking is

Central Depository - a service provided by banks or other
DSL, NDSL financial institution that allow their

@ customers to do financial transaction @
using mobiles like smart phone or
tablet. It is quick and simple way of
banking. Mobile banking app helps
to check the account balance, transfer

Investor’s BO/Demat Depqsitor y ' .
Accounts Participants funds, pay in bills etc.

Fig. 9.3. Demat Account

5.Net Banking/E-Banking: Electronic
Banking iw easy way of doing banking
from the convenient place of the
customer and avoids queue or delay. We
can also check balance,transfer funds,
pay bills, open fixed and recurring
deposits etc. Each customer is given a
unique user ID and password for the
purpose of accessing internet banking.
Electronic Banking is also known as
Electronic fund Transfer. Electronic
means to transfer funds from one Fig. 9.5. Mobile Banking

account to other account by ways of

152
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Debit Card / Credit Card: For Debit
Card the money comes from the
users bank account when performing
transation.

For Credit Card the purchases is

charged to a line of for which he is
billed later.

Fig. 9.6. Debit Card / Credit Card

ATM (Automatic Teller Machine):
This is an electronic device which
helps the customers for withdrawal,
deposits money, transfer fund etc,
round the clock. For Availing the
services of an ATM the customer
need ATM card with PIN number
(Personal identification number). It
provides 24 x7 and 365 days a year
service.

Fig. 9.7. ATM Machine
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9. Insurance: Insurance is a means of
protection from financial loss. It is an
arrangement by which the company
undertakes to provide a guarantee of
compensation for specified loss, damages,
illness, or death in return for payment

of specified premium. The largest
insurance company in India is owned by
government.

Fig. 9.8. Insurance
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o Maharashtra has the highest
number of ATM in the Country at
the end of the financial year 2016 -
2017 according to Reserve Bank of
India data.

. Banks helped by innovative in
ATM Placements and Services.
In 2004 the State Bank of India in
Kochi launched a floating ATM on
a ferry plying between the jetties
of Ernakulum and Vypeen in the
city’s huge bay. SBI set up an ATM
at leh,16,000 feet above sea level,
primary for the benefit of armed
forces.

10. Lock-Box and Night Safe Services: These
service is provided by some banks. Lock-
box helps the customers particularly
the traders, to keep cheques and other
remittances in a box for next day collection
and certain entries should be passed.
Nightsafe service is useful to the traders
who receive large amount of money after
the banking hours and who feel insecured
at their premises.

Fig. 9.9. Safety Locker
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9.5 Procedure for Opening Bank Accounts:

Today Banks have emerged as
important financial institutions. Banks
provide a safe environment and help us to
manage our financial transactions. To avail
professional banking service, it is mandatory
for every individual to open a bank account.
Opening a bank account is not a difficult
task. To open a bank account we have to
follow simple seven steps.

Fig. 9.10. Opening Bank Account

1. Decide the Type of Bank Account you
want to Open:

There are several types of bank
accounts such as Saving Account, Recurring
Account, Fixed Deposit Account and Current
Account. So the decision regarding the type
of account to be opened must be taken.

2. Approach any Bank of Choice & Meet
its Bank Officer:

Once the type of account is decided,
the person should approach a convenient
bank. He has to meet the bank officer
regarding the opening of the account. The
bank officer will provide a proposal form
(Account Opening Form) to open bank
account.
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3. Fill up Bank Account Opening Form -
Proposal Form:

The proposal form must be duly filled
in all respects. Necessary details regarding
name, address, occupation and other details
must be filled in wherever required. Two
or three specimen signatures are required
on the specimen signature card. If the
account is opened in joint names, then the
form must be signed jointly. Now a days the
banks ask the applicant to submit copies of
his latest photograph for the purpose of his
identification.

4. Give References for Opening your Bank
Account:

The bank normally required
references or introduction of the prospective
account holder by any of the existing
account holders for that type of account.
The introducer introduces by signing his
specimen signature in the column meant for
the purpose The reference or introduction

is required to safeguard the interest of the
bank.

5. Submit Bank Account Opening Form
and Documents:

The duly filled in proposal form
must be submitted to the bank along with
necessary documents. For e.g. in case of a
joint stock company, the application form
must accompany with the Board’s resolution
to open the account. Also certified copies of
articles and memorandum of association
must be produced. The requirements for
opening account are:
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1. Completed application form

2. Photos of the individuals opening the
account

3. Initial deposit amount

4. Copy of Aaadhar Card, Voter ID card;
ration Card, Driving License or passport
as proof of address

5. Specimen signature card

6. Officer will verify your Bank Account
Opening Form:

The bank officer verifies the
proposal form. He checks whether the
form is complete in all respects or not. The
accompanying documents are verified. If
the officer is satisfied, then he clears the
proposal form.

7. Deposit Initial Amount in Newly
Opened Bank Account:

After getting the proposal form
cleared, the necessary amount is deposited
in the bank. After depositing the initial
money, the bank provides a pass book, a
cheque book and pay in slip book in the
case of savings account. In the case of fixed
deposits, a fixed deposit receipt is issued.
In the case of current account, a cheque
book and a pay in slip book is issued. For
recurring account, the pass book and a pay
in slip book is issued.

9.6. Bank Pass book:

Bank Passbook is a small booklet
issued by bank to the customers in which all
entries like deposits and withdrawal of cash
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and cheque are entered. When a customer deposits money and cheques into his bank account
or withdraws money, he records these transactions in the ledger book of the bank. Recording
the book is the responsibility of the customer.

Earlier the passbooks are handwritten but now the entries in the passbook are made
electronically. If the passbook is lost the customer can apply for duplicate one, the duplicate
passbook should be issued by the banker and marked “Duplicate”.

Format of a Bank Passbook or Bank Statement:
Name of the bank

Address of the bank

Account No.

Customer Name:

Address of the customer.

Fig. 9.11. Bank Pass Book
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9.7. Different Forms Used in Banks:
1. Deposit Challan
A deposit slip or challan is a form supplied by a bank for a depositor to deposit money

in the bank.

Fig. 9.12. Deposit Challan

Let us understand the details to be filled up on the Bank Copy and the numbers in the

challan is given in detail.

Circled No. Details Entry in the Above Slip

1 Name of the Bank’s Branch Erukkencherry

2 Date (of deposit) 02-01-2018

3 Paid in to the credit of (Nature of account) SB(Savings Bank)

4 A/C Holders name T. MANVEL RA]J

5 Amount of deposit in words Two thousand only

6 A/C No( Account Number) 602243578

7 Amount of deposit in figures 2000 /-

8 Signature of Depositor Signature

6 Cash/Cheque (The method of deposit) Cash

9 Denomination (The break of amount in different | 500X4 =2000
currency notes) Total Rs. 2000 /.
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Note: Since authorization is not required for depositing money, anybody can deposit money

to any account.

2. Withdrawal Slips

A Withdrawal Slip is a written order to your bank instructing it to withdraw funds from

the account. Withdrawal slips vary from bank to bank.A customer can withdraw cash using

withdrawal silp only at their home branch.

®
Fig. 9.13. Withdrawal Slips
Circled Details Entry in the above slip
No.
1 Name of the Account Holders T.SHALINI RANI
2 Date (of withdrawal ) 02-01-2018
3 Account Number in the Bank | 32334576810
4 Amount of withdrawal in Two Thousand only
words
5 Amount of withdrawal in 2000 /-
figures
6 Signature of Depositor Signature(It should be as per
specimen signature card given to
the bank)

There are some restrictions on the use of withdrawal slip. They are:

1. Only the account holder can use this slip to withdraw the amount for himself.
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2. This form cannot be used to make payment to others.
3. Account holder has to produce the pass book.

Since withdrawal slip cannot be used to make payment to others, we use a form called

cheque.

3. Cheque

The cheque is a negotiable instrument containing an order to a bank to pay a stated sum
from the drawer’s account, written on a specially printed form. It is signed by the drawer. It
can be easily transferred through a mere hand delivery. There are three parties to the cheque-
Drawer (maker of the cheque), Drawee (bank on which the cheque is drawn), Payee (to whom

the amount of the cheque is payable).

Fig. 9.14. Cheque

Circled Details Entry in the Above Cheque
No.

1 Pay ( Name of the person who S.M.R. NISHOK TAAMAS
needs to be paid)

2 Date ( Date on which the money | 03-01-2018
is to be paid)

3 Rupees (The amount to be paid in [ One Thousand only
words)

4 Rs. (The amount to be paid in 1000 /-
Figures)

5 Signature of the person issuing Signature (It should be as per specimen
cheque signature card given to the bank)

6 Account Number of the person 32803898877
issuing cheque
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7 Branch Name (The branch where | State Bank of India (11715)
the person who is signing the KODUNGAIYUR, CHENNAI -600118
cheque is having the account)

8 Cheque Number 655887
9 Mode of Payment A/C Payee

uﬂ[]:'>«—

The Cheque was introduced in
India by the Bank of Hindustan the
first joint stock bank established in
1770.

4. Demand Draft
Demand Drafts is a pre-paid instrument, wherein bank by whom the DD has been
made undertakes responsibility to make full payment. DD is valid for 6 months. Demand
draft is accepted where the transfer of money is guaranteed. As most of the individuals make
payments through the RTGS, NEFT, IMPS mechanism demand draft is losing it’s place. But still
@ application for job, examinations, admissions, services, high amount purchases etc. requires @
demand draft rather than cheques.

Fig.9.15. Demand Draft

Enclosed within the figure | Entry in the DD Details
Black rectangle at the top SBM - Somwarpet The branch of bank issuing
left the DD
Red Rectangle against ‘ON [ FOODS LIMITED | The party which gets the
DEMAND PAY’ amount specified in the DD
160
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®
Red circle at the top right 22/06/2006 Date of issue of DD
corner (Validity period is six
months)
Green Circle below the date | 65000.00 The amount payable to the

party

Green rectangle in the

middle

Six - ten thousand
Five — Thousands
Zero — Hundreds
Zero — tens

Zero — units

Amount in words

Black circle at the bottom SBM - Service The branch of bank which
Bangalore pays the amount

Blue rectangle next to DD715693 Number of DD

Drawee branch

Brown rectangle on the Signatures Two signatures of the

right

officers of branch issuing
DD

5. Difference between Cheque and Demand Draft

Fig 9.16. Difference between Cheque and Demand Draft
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Basis For Comparison:

S.No. Content Cheque Demand Draft
1. | Meaning Cheque is a negotiable | Demand Draft is a
instrument which negotiable instrument
contains an order to used for the transfer of
the bank, signed by money from one place
the drawer, to pay a to another.

certain sum of money
to a specified person.

2. | Payment Payable either to order | Always payable to order

or to bearer of a certain person

3. | Issuance Cheque is issued by an | Demand Dratft is issued

individual. by a bank.

4. | Bank Charges No charges are payable | Charges are paid based
on the amount of the
draft.

5. | Drawer Customer of the bank. | Bank itself

6. Parties Involved Three Parties- Drawer, | Three Parties- Drawer,

@ Drawee, Payee. Drawee, Payee. @

7. | Dishonor of cheque & | Cheques can be Drafts cannot be dis-

draft dishonored due to honored.

insufficient balance or

other similar reasons.

Points to be Remembered:
o Types of deposit includes

o bizmiing A bexils ts el Saving deposit, Current deposit,

understood as an institution

Recurring deposit and Fixed
which provides fundamental

. _ _ deposit.
banking services such as accepting
deposits and providing loans. e Procedure for opening of bank
. - account includes the following
o Definition-Any activities involved o

in accepting and safeguarding
money owned by other individuals ~ * Decide the Type of Bank Account
and entities, and then lending you want to open.

out this money in order to earn a

N « Approach any Bank of choice &
profit”.

meet its Bank Officer.
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Fill up Bank Account Opening
Form - Proposal Form.

Give References for Opening your
Bank Account.

Submit Bank Account Opening
Form and Documents.

Officer will verify your Bank
Account Opening Form.

90000
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Part - A

OBJECTIVE TYPE:

I. Choose the correct answer:

® 1. The interest on savings account is now fixed by ------------------
a. RBI

c. President

H .  EEEw

Deposit initial amount in newly
opened Bank Accountant.

Different forms used in Banks
were Deposit challans, Withdrawal
slips, Demand drafts.

Bank pass book is a copy of
accounts of customer as appears in
bank’s book.

b. By bank itself

d. Governor

2. When money is deposited for a fixed period it is called ----------------------

a. Fixed deposit

c. Recurring deposit

The primary function of the bank is

a. Accepting deposits

b. Lending money

b. Savings deposit

d. Current deposit

c. Accepting Deposits and Lending money

d. Receiving deposits

4. A customer can withdraw cash using withdrawal silp only at their --------------

a. Home Branch.

c. Out of State
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b. Other Banks

d. Out side the Country
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5. The account which is opened by bank without the condition of minimum balance
a. Demat account b. Special term deposit
c. Savings acount d. No frill account

6. The electronic device which helps the customers for withdrawal, deposits money,

transfer fund etc round the clock is -----------—----—----

a. Debit card b. Credit card
c. ATM d. Computer
7. The largest Insurance company in India is owned by--------------------
a. Government b. Public
c. Private d. Companies

8. The form provided by the bank officer to open a bank accout is called -------------

a. Bank form b. Introducer form
c. Account opening form d. Reference form
® 9. The word bank is derived from the Italian word Banco which means -------------- ®
a. Money b. Chair
c. Desk d. Bench.
Part- B

II.  Very Short Answer:

Answer in Five lines. (3 Marks)
L. What is a Bank?

2. Define Bank?

3. List the various types of deposits accepted by banks.

4. Write short note on Saving Bank Account.
5. Write some Modern Banking Services.
6. Give the meaning of Internet Banking.

7. What do you mean by ATM?
8. What do you mean by Credit Card?
9. What is Demand Draft?
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10.  Write note on Demat Account.
11.  What is Cheque?
12.  Write short note on E-banking.
Part - C
III.  Short answers:
Answer in one page. (5 Marks)
1. Explain the types of deposits.
2. Differentiate between cheques and demand draft.
3. State briefly the various forms used in banks.
4. Write the difference between fixed deposit and Recurring Deposit?
5. What is meant by pass book?
6. What are the differences between Savings Deposit Account and Current Account?
7. What is meant by withdrawal slip? Write the content of withdrawal slip?
8. Consider you have Rs.5000 in your hand and you have decided to deposit the
® money in a bank, What type of account will you open? Why?
Part - D
IV.  Essay type questions:
Answer within three pages. (10 Marks)
1 Explain briefly the various modern banking services.
2 Write the procedure for opening an account.
3. Write the difference between cheque and demand draft.
4 Explain the different types of accounts.
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Teachers Activity:

o Teacher can arrange for a guest lecture by inviting a bank manager

o Teacher can arrange a field trip to visit near by bank

o Teacher can disscuss how to open saving bank account

» Teacher should explain how to deposit and withdraw money from bank
Students Activity:

« Students should be asked to collect form for opening an account, various deposit
forms from the bank and fill it.

References:

I. Banking Theory Law and Practice- S.N.MAHESWARI and S.K. MAHESWARI
2. Banking Theory Law and Practice- Dr.V. RADHA

3. Banking Theory Law and Practice- Dr. S. GURUSWAMY

4. Banking Theory Law and Practice- B. SANTHANAM 5

5. Banking Theory Law and Practice- SUNDRAM and VARSHNEY

GLOSSARY

A/C Payee crossing : A crossing on the face of a cheque which is
1 | adirection to the collecting banker to credit the amount to the
payee’s account.

e
ETABHO

5 | ATM : Automatic Teller Machine. A facility for the customer to withdraw money
from the machine using the card at any time on any day.

3 | App : An application, especially as downloaded by a user to a mobile device.
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4 | Cheque : A bill of exchange drawn on a specified bank and not expressed to be pay-
able otherwise than on demand.

Credit Card : A card given by the banker to his customers for purchasing goods
and availing services on credit from shopkeepers.

¢ | Current Account : A running deposit account meant for the business class, where
no interest is paid and withdrawal is allowed without notice.

7 | Customer : The individual who purchase the goods or services from the merchant.

8 | Demand Draft : It is an order by one bank to its branch for sending money.

9 E-banking : Banking services conducted from home, business , or on the road, in-
stead of at location.

10 | Fixed Deposit : A deposit kept for a specified term to earn interest.

Internet : A global system of inter connected computer networks that links

1 computer users or over the world.

Network : It is a group of interconnected computers and associated peripheral
12 | devices connected by a communication channel, which is capable of sharing the
resources and information among the users.

Payee : The person named in the instrument,to whom or to whose order the money
13 | ) ; .
is to be paid by the instrument directed.

14 | Pay-in-slip : A challan used for a depositing cash or negotiable instrument into a
bank account. @

15 | Recurring deposit : A stipulated sum of money deposited every month in a bank
which is payable at the expiry of fifth period.

Smartphone : A mobile phone that performs many of the functions of a computet,
16 | typically having touch screen interface , internet access , and an operating system
capable of running downloaded apps.

Tablet(tablet pc) : A tablet is a wireless , portable person computer with the touch
17 | screen interface. The tablet form factor is typically smaller than notebook computer ,
but larger than a smartphone.
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MEETING AND REPORT WRITI

Content:

Introduction -
Meetings- Definition-Documents to be
prepared before and after the meetings-
Notice-Agenda-Minutes-Report writing-
Report-Meaning-Types of Reports - Lay
out of the Report - Qualities of Good

Report.
Learning Objectives {G)/ )

e To enable the
understand the basic concepts
related to meetings
conducted in business enterprises.

Meaning  of

students to

various

o To equip the students with the
documents to be prepared before
and after meetings

o« To acquaint the students with
writing of various reports.

[ ]

Introduction:

Business  entity is
considered as artificial person which

generally

cannot work on its own. It must act
through some human intermediary. In
the absence of any human agency, no
business could perform. Business is run
by board of directors who are the elected
representatives of all the other members.
These board members meet at regular
intervals to discuss policy matters and
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formulate strategies for implementation
of such policies. All the other members
meets together once in every year to
discuss about the functioning of business.
Especially in case of big organizations
where all major decisions are taken in
consensus with other members of the
concern. In these connection meetings
plays vital role.

Meetings are generally arranged
by secretary. Some times, office manager
also acts as a secretary; it is his duty to
make arrangement for meetings whenever
required and also to submit the reports
related to it to top management.

10.1.1. Meaning of Meeting:

A meeting is an interaction
between people, held for the purpose
of achieving a common goal through
verbal communication, such as sharing
information or reaching agreement about
a new idea, a new opportunity, a problem,
or to brainstorm something with an aim
to take right decision.

It may occur face-to-face or
virtually, as facilitated by communication
technology such asa telephone, conference
calls, a Skype conference call or a
videoconference. Business organizations
often hold meetings with an intention to
increase efficiency and productivity.
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10.1.2. Definition:

One Merriam-Webster dictionary
defines a meeting as “an act or process of
coming together” - example an assembly
for a common purpose.

According to Business Dictionary
meeting is defined as “the formal and
informal planned assembly of individuals
called to discuss certain issuesand problems
and to take decisions.” Formal meetings are
held at definite time, at a definite place, and
usually for a definite duration to follow an
agreed agenda on the other hand informal
meetings are conducted among friends
without such formalities

Fig. 10.1. Corporate Meeting

Hence meeting is a face to face
discussion i.e. both directly and virtually
among the people, conducted with an
intention to take productive decisions to
achieve the goals of an organization. But all
gatherings are not meetings i.e., gatherings
like, sports, games or concerts, parties of
the company or friends and demonstrations
cannot be considered as meetings.

10.2. Documents to be Prepared Before
and After Meetings:

An official meeting is supported by
several written documents. For the smooth
functioning of a meeting, supporting
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documents  must  be
prepared carefully. Usually,
they are prepared by the
Secretary, in consultation

with the chairman. In R}-;r"ﬁ] )
small business units these
documents are prepared by office manager

himself.

The most essential documents
needed to be prepared in connection with
meeting are Notice, Agenda and Minutes.
Of these, Notice and Agenda are prepared
before the meeting and Minutes is
prepared after the completion of meeting.

‘ Documents

Before the After the
Meetings Meetings
Notice Calling WAl

the Meeting

| Agenda

Fig. 10.2. Documents to be prepared
before and after Meetings

Before the Meetings:
10.2.1. Notice Calling the Meeting:

When a meeting is to be conducted,
a notice is required to be sent to all the
members. A Notice is an intimation about
conducting the meeting. Generally, it is
typed or printed on the organization’s
letterhead and issued by proper authority.
Notice of the meeting must include the
following content.
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1. The name of the organisation. Public companies and many
registered voluntary organisations use
2. Day, date, and time. a legal form of notice for general body

meetings. The notice is accompanied by
the agenda for the present meeting and
the minutes of the previous meeting. The

3. Place of the meeting. i.e. the address
and the specific room/hall

) ) notice of the meeting must be sent well
4. Purpose of the meeting and, if ) ,

in advance. Usually, at least seven days
notice should be given to all the members
attending the meeting. If members are
located at far away distances, a longer
notice (i.e., at least 21 days’ notice) should

be given.

possible, the Agenda.

5. Date of circulation and conveners’/
secretary’s signature

Example: 1. Notice Calling Board Meeting:

SUPER CEMENTS CORPORATION LTD
ANNASALAI
@ CHENNALI- 600 002 @
NOTICE OF BOARD MEETING
1t December 2017

Dear Sir/Madam,

Notice is hereby given that a meeting of the Board of the Company will be held at
Registered Office of the Company on Friday, 8th Dec. 2017 at 10.a.m. Agenda for the
meeting is enclosed. You are requested to make it convenient to attend the meeting.

Yours faithfully,
R.D. Babu
Secretary

Agenda of the Meeting:
The Board meeting is to be held on 8th Dec.2017 at 10 A.M. at the company’s
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Registered Office.

1. Confirmation of the minutes of the meeting held on 3rd Nov. 2017.

2. Matters arising out of Minutes.

3. Opening of a Current account with the Bank of India, Triplicane, Chennai.

4. Placing orders for new machinery.

5. Consideration of the Report of Mr.R.Ramesh, Managing Director on his
recent visit to Germany and his discussion with the technical collaborators.

6. Confirmation of the circular resolution dated 9th Nov. 2017.

7. Any other matters with the permission of the Chair.

8. The fixation of date and time for the next meeting of the Board.

Example: 2. Notice Calling Executive Committee Meeting:

SEVEN HILLS CO-OPERATIVE SOCIETY
SUNDAR NAGAR, COIMBATORE
NOTICE OF MEETING
1%t December 2017
Dear Sir/Madam,

The 44th meeting of the Executive Committee will be held at 8.00p.m. on Thursday;,
21% December 2017 in Sanket Auditorium. The agenda is given below.

44.01 Confirmation of the Minutes of the previous meeting
44.02 Appointment of a new watchman

44.03 Celebration of Kojagiri

44.04 Donation for flood relief

44.05 Permission to sell Plant
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44.06 Defaulting members
44.07 Purchase of a generator
44.08 Any other matters with the permission of the Chair.

You are requested to attend the meeting.

CC to all members.

(Mr. Rajan)

Executive Secretary

nﬂ[[> :

A Place For ‘Highbrow’ Intellectualism Of The Bigone Era!

The history of the Coffee House at College Street can be traced
to Albert Hall, which was founded in April 1876. Later, the
Coffee Board decided to start a coffee joint from the Albert Hall
in 1942. Notable citizens were frequent visitors to the place. In
1947, the Central Government changed the name of the place to
Coffee House. The place became a meeting place for the poets,
artistes, literati and people from the world of art and culture.
In 1958, the management decided to shut down the Coffee
House, but it was re-opened the same year, after professors of
Presidency College and Calcutta University rushed off a special
petition to the government, to save the heritage place. In 2006,
a huge financial crunch kept the co-operative society from
undertaking renovation of the coffee house

10.2.2. Agenda:

Agenda means things to be done in the meeting. It is also called as business or order
of business to be discussed during the meeting. According to Rajendra Pal and Korlahalli,
“Agenda is document that outlines the contents of a forth coming meet”

It is programme schedule of the meeting and prepared by convenor or secretary in

consultation with chairperson and his approval and sent along with the notice of the meeting
in order to enable the members to come prepared for the discussion during the meeting.
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An agenda begins with the call to order meeting and ends with postponement of the meeting.
It should cover the following.

1. Reading and approval of minutes of the last meet

2. Matters arising out of previous meet’s minutes

3. Apologies from absent members.

4. Condolences if any

5. Urgent and non-controversial items

6. Matters requiring closer discussion and debates

7. Any new, on-the-spot items with the approval of the chairman

8. Date of next meeting

9. Vote of thanks to the chairman.

Example : 1. Agenda of Annual General Meeting:

SUYASH COOPERATIVE SOCIETY
PUNE
Agenda For The 44thAnnual General Meeting Dated 15.12.2017
1. To confirm minutes of 43" meeting (1.11.2017), copy enclosed.
2. To sanction loans to eligible applicants (copies of applications to follow).
3. To review the working of Canteen Committee.
4. Presentation of annual reports.
5. Any other matter with the approval of the Chair.
6. Date of next meeting.

(D.J. Raj Kapoor)

Secretary
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Example: 2 Agenda of Board Meeting:

ALLIED SALES CORPORATION
CHENNAI
Agenda of Board Meeting Dated 15th December 2017
1. Confirmation of the Minutes of the last meeting
2. Matters arising from the minutes
3. Financial irregularities in Dharwar branch
4. Reorganisation of work in Bengaluru branch
5. Any other business
6. Date of next meeting
(S.N. Mittal)

Secretary

® Importance or necessities of Agenda: ®

The necessities or importances of agenda are follows:

a. Asitis circulated in advance, it helps the member to come prepared for the meeting.
b. Agenda helps the chairperson to conduct the meeting smoothly.

It ensures that only matters relevant to that particular meeting are discussed.
d. It makes sure that every point is properly taken up for discussion.

e. Agenda facilitates the preparation of the minutes

After the Meeting:
10.2.3. Minutes:

Minutes is a record of the decisions taken at a formal meeting. All companies, statutory
bodies, social organisations, associations and committees have to maintain a record of the
meetings. As minutes are the official record of work done and decision taken at the meeting, it
must be precise and clear. Once minutes are approved and signed, it can be even accepted by
the court of law as evidence of the proceedings of meeting.

The main objective of minutes is to record, concisely and accurately, the essential work
done at a meeting. The minutes of companies and statutory bodies are written in formal style.
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Other organisations may write minutes in informal style. It should contain the following
details.

The name of the organisation.

Day, date, time and place

Number in order (e.g. 33" meeting of ....... )

Names of chairperson and secretary

Names of members present

Names of the members absent.

Attendees by special invitation, e.g. auditor, caterer, banker, etc.,

Record of the transactions.

o X NN =

Signature of the secretary after approval of minutes by the chairman.

Archana Literary Society, New Delhi
Minutes of Meeting dated 1% August 1999

Place and Time Meeting Releasing of President Dr. Mansha khan at
A-12 Connaught Circus, 3.10 p.m.
Roll Call Members present
@ Dr. Mansha Khan (Chairman) @&

Mrs. Padma Raut

Col. Devrajan (Secretary)
Ms. Dinawaz Kantawala
Mr. Bharatendu Jain

Mr. Prabhat Kumar Khatri
Mr. Amrit Bose

Mrs. Amrita Bose

Members Absent: Dr. Rajan Chhabra

Approval of Minutes of the Last|The minutes of the meeting dated 25" june
Meeting were read by the secretary and confirmed.

Treasurer’s Report The treasurer Mr. B. Jain, circulated his
report of the earnings and outgoings of the
fete held on 10" July, which was accepted.

Briefing for All- India Poetry Meet | The President Dr Mansha khan briefed
the members about their roles in the forth
coming All India Poetry Meet at the Red.
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Induction of New Members The membership applications of four
applicants-

Dr. D.K. Dawani

Ms. Snehlata Sharma

Mr.L.K. Gosai and

Mrs. Geeta Harivanshi were accepted. The
application of Prof. EE Guha was held in
abeyance owing to invalid recommendation.

Sub-committee for Publication Unit [ A sub-committee of three members -

Mr. Devrajan

Mr. Amrit Bose

Mrs. Amrita Bose

was set up for launching a publication unit.

Data of Next Meeting The next meeting was schedule for 15
September.

Col. Devrajan
Secretary

Meaning of E-form:

E-form is a electronic paper document generated from the computer. Many companys are
in the problem of reviewing their office documentation and ways of converting their use
of data, forms and other paper based processes to electronic or digital online processes.

Some of e- forms used in connection with meetings or stated below:

E-Forms to be Filed for Filing ROC Return

S.No. | Name of E-form Purpose of E-form | Applicability on Company

1. Form ADT-1 Appointment  of | Private Company, Public Limited
Auditor Companies, Listed Company, One
Person Company
2. Form AOC-4 and | Filing of Annual | Private Company, Public Limited
Form AOC-4 CFES (in | Accounts Companies, One Person Company

case of Consolidated
financial statements)
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3. Form AOC-4 (XBRL) | Filing of Annual | Listed companies in India and their
Accounts in XBRL | Indian subsidiaries (or) a public
mode company With paid up capital >=

5 crores (or) With turnover>=100
crores

4, Form MGT-7 Filing of Annual | Private Company, Public Limited
Return Companies, Listed Company, One

Person Company

5. Form CRA-4 Filing of Cost Audit | Companies prescribed as per The

Report Companies (Cost records and Audit
Rules), 2014 amended from time to
time.

6. Form MGT-14 Filing of resolutions | Public = Companies and Listed
with MCA | Companies (Exempted for private
regarding  Board | companies)

Report and Annual
Accounts

\
Do You Know? " m]:> <

« An employee, on an average, spends two years of life attending work meetings.

o 37-45 % of Employees’ spend their time in meetings.
o 42% of meetings are unproductive according to a Wharton study.
e 50% of time meetings are wasted according to a Hardvard study.

» 25% of meetings happen out of habit rather than need.

« Agenda items take up 53% of the scheduled time.

10.3. REPORT WRITING:

Every organisation has a routine practice of reporting on the progress and the status of
different activities for taking sound business decisions.

Reports may be written by an individual or an organized body,e.g. a Committee or
Sub- committee or Board of Inquiry, at regular intervals either on usual routine or on special
occasions after a special inquiry conducted by them as per the directions of their superiors.

Reports are often submitted by the managers, secretaries, accountants, chief executives
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and experts in certain fields, are often
required to submit reports on important
issues like decline in sales, the suitability
of some premises, the reorganisation of
office, the chances of variation in profits, the
desirability of setting up a new branch, etc.

10.3.1. Meaning of Report:

A report is a logical presentation of
facts and information. It is self-explanatory
statement which provides information
to management for decision making and
follow up actions. Report is a systematic
presentation of established facts about a
specific event/subject and is a summary
of findings and recommendations about a
particular matter/problem.

10.3.2. Definition:

According to Oxford English
Dictionary areport is defined as “an account
given on a particular matter, especially
in the form of an official document, after
thorough investigation or consideration by
an appointed person or body”. Example “the
chairman’s annual report”.

10.3.3. Types of Report:

Reports may be 1.
Routine Reports 2. Special
Reports 3.Formal Reports

and 4. Informal Reports.

1. Routine Reports:

Routine reports are  prepared
periodically by filling the printed
forms, to convey information about
the progress or status of work. They
are submitted at regular intervals or
soon after the completion of the task.

Following are routine reports.
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b)
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d)

Progress Report: This report gives
information about the progress of a
projectorataskwhichisin the process of
being completed, such as construction of
a building or manufacture of products.

Inspection Report: It is submitted
as soon as inspection is carried out.
It is necessary for finding out any
irregularities or changes from standard
practice, in day-to-day work. Example
internal audit report submitted by an
internal auditor.

Performance Appraisal: It is meant
for measuring and recording the
performance of an employee. Every
supervisor has to fill an assessment
report for each subordinates annually to
evaluate the performance of individual
employees. It also gives feedback to the
employees on their performance.

Periodical Report: This is prepared
by departmental heads at regular
intervals on the working of a section or
a department to measure the efficient
functioning of each department.

Special Reports:

Special reports are prepared when a
special situation or problem arises. An
individual or a committee of persons,
who haveknowledge and understanding
in the field, is appointed to investigate
and study a specific problem, collect
relevant information, and make
suggestions to help the management for
decision making. Following are some
of the special reports prepared in the
organisation.
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b)

d)

First information Report (EI.R.):This
prepared when sudden
accidents occurs, like fire accident,

report is

building collapse, robbery etc. It is
prepared by the person in charge on
the spot, and submitted to higher
authorities for their deliberation. For
example report prepared by the branch
manager about fire accident occurs in
branch office to Regional Office or Head
Office for immediate action. The report
has to give all the information which is
available immediately after the incident
occurs such as nature of loss, extent of
destruction, time of accident etc.,

Investigation Report: It is prepared
after making a thorough inquiry
specific  situations. An
investigation is made when there is a
problem and the management needs
to find out the causes of the problem,

on some

and also the suggestions for solving
it. Example, reports on falling sales,
declining deposits in a bank, customer
complaints, losses in a branch, etc.,

Feasibility or Survey Report: This
report is prepared when an organisation
intends to launch a new product in the
market, introduce a new service, or
make any major changes that may affect
the company’s customers.

Project Report: This is written after
the initial survey has been completed
on the research project. It describes the
proposal as project to be completed in
future by showing the cash flow and
expected results. It is used for planning
andalso for convincingothers, especially
sanctioning and funding authorities like
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(a)

government departments and banks.
Formal Reports:

A formal report is prepared in the
prescribed or standard form and is
presented according to the established
procedure and through the proper
channel. Reports submitted by officials
or committees of organised bodies (e.g.,
Companies, Co-operative
Local Bodies, etc.) are usually formal

Societies,

reports. It may be Statutory Report or
Non-statutory Report.

Statutory Report: Statutory report is
one which is prepared by secretary or
director or auditor under the provisions
of specific law. E.g., Auditors Report,
Directors Report, Inspection committee
Report etc.,

(b) Non-Statutory Report: Non- statutory

reports are those which are not required
under the provisions of any law, but have
to be prepared to help top managers for
the efficient control and organisations
of the business.

Informal Reports:

Informal reports, on the other hand,
do not follow any prescribed form or
procedure. It usually takes the form of
a person-to person communication and
may even be set up in the letter form.

10.3.4 . Layout Of Report:

Lay out of the report deals with
arrangement and presentation of
information in the report. The main
purpose of report is to help the
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receiver to identify the facts relating
to the subject under study, draw his
own conclusions and take suitable
action, based on the conclusions and
recommendations. In order to achieve
its purpose the report must not only be
clear, concise and logical but must also
be drafted according to a recognised
form and arrangement.

It is however, difficult to lay down a
specific set of rules for preparation of
reports. Except statutory report, the
nature, length and style of a report must
vary with the circumstances of the case.
Following are the general arrangements
of content in case of formal and special
reports.

The Heading or Title: A report must
always have a title indicating the subject
of the study, the period and the location
of the study. A long report has a full title
page which gives the title, the name of
the person who assigned the report and
the name of the person or group who
prepared the report, with month and
year of submission. In a short report the
title appears at the top of the first page,
before the text of the report.

Table of Contents: Table of contents is
a list of chapters or topics contained in
the report. The serial number, title and
page mark of each topic is given.

Body of the Report: It is a main part
of the report and is made up of the
following sub-section, sub-headings or
sub-titles. The body is divided into the
following parts:
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i)

iii)

iv)

Introduction: It contains the terms
of reference and the subject of study.
Here the writer analyses the problem
chosen by him in the light of the
terms of reference and the relevant
circumstances.

Development or Findings: In this part
the writer presents the facts and data
collected with reference to his study
along with the outcome of his study.
The data collected may include charts,
graphs and statistical tables from other
published reports and presented in an
organised form with heading and sub-
heading for better understanding of the
reader.

Conclusions or Recommendations:
In this portion the writer draws up
some definite conclusions on the basis
of the facts and data presented after
considering all aspects of the problem
in hand. He then puts forward some
strong suggestions or recommendations
of his own.

Appendix: It is supplementary material
given at the end of the report. This
may be a copy of a questionnaire used,
or plans of buildings, maps or other
materials which is referred in the body
of the report.

References and Bibliography: In case
of long reports, the reporter had to
conduct an extensive research for the
preparation of the report. Under such
studies, it is in practice to add a list of
references and bibliography just after
the appendix to indicate the sources
from which the writer has drawn his
materials for the report.
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vi) Index: Index comprises of contents of

the report and usually added after the
bibliography. It is generally found in
long reports.

vii) Summary: It contains the essence of

findings and recommendations of the
report and usually appended to facilitate
its consideration by the person or
superior body to whom it is submitted.

viii)Signature: All reports should be

dated and signed. If it is prepared by a
committee or sub-committee and the
report is common, it should be signed
by the chairman. If it is prepared by an
individual, it has to be signed by the
reporter.

10.3.5 Quality of the Good Report:

Many types of reports are written daily
in organisation. Some of them are
intended to document the progress of
some activities i.e., feasibility reports,
investigation reports, some of the
reports are for monitoring purposes,
some are evaluation reports but it is
clear that all the reports have some
objective and purpose behind it. That
objective and purpose can only be
achieved if a report has following
features or characteristics:

Precise: The purpose of the report
should be clearly defined. Precision of
a report provides the unity to the report
and makes it a valuable document for
best usage.

Accuracy of Facts: Information
contained in a report must be based on
accurate fact. Since decisions are taken
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on the basis of reported information,
any inaccurate information or statistics
will lead to wrong decision. It will cause
delay in achieving the organizational
goal.

Relevancy: The facts presented in the
report should be relevant. Irrelevant
facts make a report confusing and likely
to mislead decision making.

Reader-Oriented: A report is read by
various stake holders. A good report
is always reader oriented. Reader’s
knowledge and level of understanding
should be considered while writing the
report. If the report is reader-friendly, it
is easy to read, remember and act on it.

Simple Language: A report should be
written in a simple language, avoiding
jargons and technical words for easy and
clear understanding. The message of a
good report should be self-explanatory.

Conciseness: A report should be brief
and not be very long. Lengthy reports
affect the reader’s interest. Rather it
means that a good report is one that
transmits maximum information with
minimum words and completes in all
respects.

Grammatically Accurate: A good
report should be free from grammatical
errors. Any faulty construction of a
sentence may make its meaning different
to the reader’s mind and sometimes it
may become confusing or ambiguous.

Unbiased: Recommendations made at
the end of a report should be impartial
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and objective. It shall not be biased with
the personal feelings of the reporter.
They should come as logical conclusion
for investigation and analysis.

9. Clarity: Clarity depends on proper

arrangement of facts. A good report is
absolutely clear. Reporter should make
its purpose clear, define its sources,
state its findings and finally make
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necessary recommendation. Clarity of
facts enhances the quality of the report.

Attractive: A good report needs an

attractive  presentation.  Structure,

content, language, typing and
presentation style should be well
designed to make a good impression in

the mind of its reader.

Points to be Remembered:

Meeting is face to face interaction
between people.

Documents to be filed before the
meeting includes Notice and Agenda
and after the meeting include Minutes.

Notice is intimation about the

conduction of the meeting.

Agenda is Programme schedule of the
meeting.

Minutes deals with matters discuss
during the meetings.

e-form is aelectronic paper document
generated from the computer.

182

Report is a logical presentation of
facts and information.

Report may be Formal or Informal
and Routine or Specific.

Lay out of the report deals with ar-
rangement and presentation of infor-
mation in the report.

A good report should be precise,
simple, accurate, relevant, unbiased,
clear and free from grammatical
errors.
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Part- A
OBJECTIVE TYPE:
I. Choose the correct answer: (1 Mark)
L. Face to face discussion between people is called as -------------
a. Meeting b. Observation
c. Interview d. None
2. A document intimating the date, time and place of the meeting is called
a. Agenda b. Notice
c. Report d. Minutes.
3. Notice should be given to all the members’ atleast------------ days before the
® meeting.
a. 10 b. 15
c.7 d. 20
4. - is the programme schedule of the meeting.
a. Report b. Notice
c. Minutes d. Agenda
5. Agenda is prepared by ------------ in consultation with chairperson.
a. Secretary b. Director
c. General Manager d. None.
6. - is a electronic paper document generated from the computer.
a. Report b. e-form
c. Invoice d. Notice.
7. - is a logical presentation of facts.

a. Agenda b. Minutes
c. Report d. e-form
183
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8. A Report on day-today- activities is called ------------
a. Formal Report b. Special Report
c. Routine Report d. Informal Report.
9. Report on performance of an employee is known as ----------------- .
a. Progress Report b. Inspection Report
c. Periodical Report d. Performance Appraisal Report.
10, - is a report prepared after specific investigation.
a. Special Report b. Statutory Report
c. Routine Report d. Formal Report.
11. A report submitted on sudden accidents in a company is --------------- .
a. Survey Report b. Investigation Report
c. First Information Report d. Project Report.
12. A report on new product (or) new service is called --------------- .
a. Project Report b. Survey Report
® c. FIR d. Investigation Report.
13.  Arrangement and presentation of information in a report is called------------- :
a. Quality b. Feasibility
c. Layout d. None.
Part - B
II.  Very Short Answers:
Answer in Five lines. (3 Marks)
1. Define Meeting.
2. What is Meeting?
3. What is formal Meeting?
4. Write note on Notice calling meeting.
5. State the contents of notice calling the meeting.
6. Define Agenda.
7. Write briefly about Minutes.
8. Name few e-forms relating to meeting.
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9. What is report?
10.  Define Report.
11.  Explain Routine Report.
12.  What is Special Report?
13.  Write note on formal and informal report.
14.  What is statutory report?
15.  Explain the term FIR.
16.  What is Survey Report?
17.  Write briefly about Statutory report.
18.  What is layout of Report?
Part - C
III.  Short answers:
Answer in one page. (5 Marks)
1. What is Notice calling the meeting? What are its Contents?
2 What is Agenda? What are its contents?
® 3 State various e-forms generally used in office in relation to meetings.
4. What is Minutes? What are its contents?
5 Explain briefly the various types of Routine Reports.
6 What is Special Report? What are its types?
Part - D
IV.  Essay type questions:
Answer within three pages. (10 Marks)
1. Explain briefly various documents to be prepared in relation to meeting.
2. Discuss briefly the various types of Reports.
3. Explain the components of layout of Report.
4. State qualities of Good Report.
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Teachers Activity:

o Teacher should guide the student in preparing Notice, Agenda, and Minutes on
mock meetings and Model Reports.

Students Activity:

« Students can be asked to draft Agenda and Minutes and download various e-forms
used in relation to meetings.

o Students can be instructed to prepare Model Report on day-to-day Business
activities.

References:
1. Business Communication by UrmilaRai and S.M.Rai.
2. Office Management by Prasanta K. Ghosh.

3. e-form.” Definitions.net. STANDS4 LLC, 2017.Web. 7 Dec. 2017.
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Agenda : A list of items to be discussed at a formal meeting.

Apology : A regretful acknowledgement of an offence or failure.

Appendix : A section or table of subsidiary matter at the end of a book or
document.

Bias: Prejudice for or against one person or group, especially in a way considered
to be unfair.

Bibliography : A list of the books of a specific author or publisher, or on a specific
subject.

Brainstorming : A group problem-solving technique in which members
spontaneously share ideas.

Chairman : A person chosen to preside over a meeting.

Collapse : An instance of a structure falling down or giving way.

Concise : Giving a lot of information clearly and in a few words; brief but
comprehensive.

10

Condolences : An expression of sympathy, especially on the occasion of the death
of a person's relative.

11

Consensus : A general agreement.

12

Consultation : The action or process of formally seeking advice.

13

Controversial : Giving rise or likely to give rise to public disagreement.

14

Convenor : Caller of meeting.

15

Demonstration : An act of showing that something exists or is true by giving proof
or evidence.

16

Evaluation : Making of a judgement about the amount, number, or value of
something; Assessment.

17

Feasibility : Capable of being done.

18

Gatherings : An assembly or meeting, especially one held for a specific purpose.

19

Index : An alphabetical list of names, subjects, etc. with reference to the pages on
which they are mentioned.
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20

Inquiry : An official investigation.

21

Intermediary : A person who acts as a mediator.

22

Intimation : The action of making something known, especially in an indirect way.

23

Investigation : A formal inquiry or systematic study.

24

Jargons : Special words or expressions used by a professionals that are difficult for
others to understand.

25

Launch : Start or set in motion (an activity or enterprise).

26

Meetings : An assembly of people for a particular purpose, especially for formal
discussion.

27

Minutes : A short note on discussions of meeting.

28

Monitor : Observing a process or activity to check that it is carried out fairly in an
official capacity.

29

Precise : Exactness and accuracy of expression or detail.

30

Statutory Bodies : An organization with the authority to check that the activities
of an organization are legal.

31

Strategies : A plan of action designed to achieve a long-term or overall aim.

32

Supplementary : Completing or enhancing something.

Virtual : Practical, near, essential, implied.

34

Vital : Absolutely necessary; Essential.

35

Voluntary : The operation of unforced choice: A wilful or Deliberate act.
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— CHAPTER XI T
PUBLIC RELATIONS

Content:

Introduction — Definition of Public
Relation — Importance of Public Relation
- Role of Public Relation- Public Relation
Manager - Function of Public Relation
Manager - Qualities of Public Relation
Manager - Qualifications of public
relation Manager.

Learning Objectives {@/ )

e To know the various modern office

procedures relating to Public
Relations.

o  Toknow the definition of corporate
public relation.

« To gain information about public
relation manager.

Introduction:

An organization isa social institution.
Its functioning depends mainly on the
stakeholders. The practice of maintaining a
healthy relationship between organization
and its public/employees/investors/
partners is called public relations. Public
relation activities ensure the correct flow of
information between the organization and
its public also called its target audience. It
promotes goodwill and communication
between the organization and stakeholders.
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Organization doesn't have the desired
impact if the public and consumers are not
aware of the business brand, successes or
contributions. A public relations campaign
educates and informs people about the
contributions of the organization, enhances
its brand recognition and makes it more
relevant in the public eye.

11.1. Definitions:

The chartered Institute of Public
Relation, London defines Public relation
s “The planned and sustained effort to
establish and maintain good will and mutual
understanding between an organization and
its public”.

According to the Public Relations
Society of America “Public relation helps
an organization and its public to adapt
mutually to each other. Public relation is an
organization effort to win the co-operation
of group of people. Public relation help
an organization to effectively interact and
communicate with their key public”.

“Public relations is the attempt by
information, persuasion, and adjustment
to engineer public support for an activity,
cause, movement or institution” - Edward
L. Bernays (1891-1995)

“Public relation is the management
function which evaluates public attitudes,
identifies the policies and procedure of an
individual or an organization with public
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interest and executes a programme of action
to earn understanding and acceptances”. -
Denny Griswold.

This indicates to us about the mutual
adaptation and the organization’s interest in
public co-operation.

B D0 vou Know — ||

o Theestablishment of the "Publicity
Bureau" in 1900 as the start of
the modern public relations
(PR) profession. Of course, there
were many early forms of public
influence and communications
management in history.

o Basil Clarke is considered the
founder of the public relations
profession in Britain with his
establishment of Editorial Services
in 1924.

o Propaganda was used by both
sides to rally domestic support
and demonize enemies during the
First World War.

o PR activists entered the private
sectorinthe 1920s. Public relations
became established first in the US
by Ivy Lee or Edward Bernays,
then spread internationally.

e Many American  companies
with PR departments spread the
practice to Europe after 1948 when
they created European subsidiaries

as a result of the Marshall plan.
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11.2. Importance of Public Relations:
1. Enhancing Media Relations:

Public Relations create editorial
contacts, disburse news releases and emerge
as a top news source by offering guest posts,
editorials and engage in media forums.
Publicity plays a crucial role in media
relations.

2.Improved Relations with Employees:

Public Relations through newsletters,
meetings, events, and programme help
the management to speak with internal
audience in an excellent way to display their
commitment to do the right thing.

3. Better Engagement with Community:

It is essential that an enterprise
strengthens relations in the domestic market
by linking collaboration with local groups,
joining charitable endeavours, spending
funds on causes and projects that prove
beneficial for the community. When a start-
up understands the relevance of building
community relations, it helps in enhancing
visibility and positioning of the brand.

4. Improving Ties with Industry:

Everybusiness, irrespective of its size,
should join industry associations and take
part in industry initiated events and work
in preferred business arena to push their
visibility. Emerging as a known name helps
in expanding credibility among colleagues
and audiences.
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5. Strengthening Ties with Government
Bodies/Officials:

Public relation helps the enterprise
to have favourable relationships and tie-ups
with the key government officials.

6. Crisis management:

Any negative news about the
enterprise may hamper its image. One of
the essential benefits of Public Relation is
its ability to manage crisis situations and
resolve complex issues effectively.

11.3. Benefits of Public Relations:
Public Relations offer the following benefits.
1. Innovation:

Through public relations initiative,
business innovations can attract attentions
of investors and potential business partners.
Regular forms of communication by way
of news articles, public presentations, and
service on expert industry panels establish
a small business place in their industry’s
spotlight. This positive perception can
help to improve overall effectiveness by
demonstrating the company's ongoing
successes.

2. Charitable Work:

When the general public is aware
of business charitable contributions and
community support, it can make it more
interested in patronizing the business. For
example, a public relations outreach effort
that notifies the community about cash
donation to alocal school paints the business
as a good corporate citizen. This can help to
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elevate an image of trust and respect, which
can translate to a better overall perception
of a company.

3. Economic Impact:

Regular publicity of a company's
earnings, job creation and overall economic
impact can help to establishitasanimportant
part of a city's economic engine. For
example, releasing quarterly employment
figures or contributing to economic
development reports is an effective way to
show the benefit that the company brings
to the community. This can raise awareness
about the importance of the organization
and better position for expansion funding
and business-to-business opportunities, and
even make as a viable employer.

4. Internal Perceptions:

Internal public relations campaigns
have the potential to boost staff morale,
improve communications and motivate
employees. Public relations efforts that keep
all employees in the loop about company
activities and strategic plans and invite
feedback can get significant buy-in from
employees. This can make them more
supportive to the company’s efforts and
more effective in performing their jobs.

11.4. Role of Public Relation - Internal
and External:

The corporate image is not earned
overnight. It is a long drawn process based
on several factors form good policy in the
interest of public to better customer service.
Good image is always over a period, public
relations with its persuasive techniques
and messages must endeavour the reach
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to all the public, the employees, customer,
or union leaders, regulatory government
bodies and the media who have the most
accurate possible corporate image.

Public relations can play a vital
role to build the reputation of a company
based on its vision, mission, goals and
performance. Public relations practice the
discipline concerned with the reputation
of an organization (or products, services
or individuals) with the aim of earning,
understanding and support.

Corporate public relations
programme either for internal publics or for
external publics must be based on a strategic
planning to reach all segments of public with
good deeds. As a part of integrated public
relations communication, various media
and tactics have to be used to achieve the
following communication objectives:

1. Awareness of the company
2. Customer needs and services.
3. Corporate image and reputation

4. Stake holders reputation.

Social

Audiences K /

Society '/

Advertising

\

News Media Communication

Fig. 11.1. Public Relations
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11.5. Public Relation Manager:

Good  managers
are not born but made.
They are fashioned by

experience of business,
education, training and
the relative of the work place. A public
Relation Manager is the spokesperson of an
organization.He may also be called as public

RIVEFE

relations specialist or public information
officer. As he crafts positive public images
for the organization that employ him by
gaining favourable media coverage, he is
also considered as Media Specialist. .

The general principles of management are
applicable to public relations discipline also.

Fig. 11.2. Public Relation Manager

11.6. Functions of Public Relation Office:

The job profile of a public relations
manager are not clearly defined as approved
by CEO. However, there are some public
relations departments which have clear cut
functions.

The 10 key tasks that public relations
managers will do as follows.

1. Planning: Endlessly the public
relations professionals plan, determine

the objectives and needs, priorities,
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desirable ends, targets for the public
relations messages, time frame and
cost, etc., with their focus on the
importance of ethics. Public relations
personnel have often taken the lead in
the establishment of code of conduct,
ethics in many areas of national and
international business and industry.
Therefore planning is the first task of a
public relations manager.

Managing: Public relations are a strategic
management function. Public relations
managers should be able to administer
the overall Public relations Programme to
ensure that it runs on time, within budget,
and ends up with a successful record of
achievement. It is important to recognize
the need to hone up management skills
as much as to develop the operational
public relations skills.

Maintaining  Relations: Public
relations manager should maintain
relationship with journalists, technical
experts, politicians, academics, opinion
formers of one sort and another,
with the employees, customers of the
organization concerned, with charitable
institutions, community leaders and so
on. All Public relations communications
should be to some agreed and identified
purpose which helps to achieve the

overall objectives in due course.

Organizing: Public relation managers
arrange for conferences, annual general
meeting, press tours, anniversary
celebration, and also organize events
related to media and image building.
Hence organizing is considered as
prime responsibility of public relations
managers.
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Writing: They write news releases,
newsletters, letters of all sorts, to
groups which include opinion formers
and journalists. They write reports,
speeches, copy of booklets, posters,
radio and television scripts, trade paper
articles, magazine articles letter to the
editor, etc. They become sometimes
ghost writers for clients CEOs.

Editing: They not only write but also
edit inhouse journals, newsletters,
reports to shareholders, and letters
written by their peers. Editing of
corporate publication is an important
task of public relations managers.

Production: Writing and editing
is an aspect while productions
are another area. Public relations
professionals have the responsibility
for welding together many aspects
of communication involving the use
of print, photography, design, art,
audio and video materials, so that
these are created into communication
tools which are needed to transmit
the messages relevant to the job.
Production of folders house of journals,
posters, films, audio visuals is the job
of public relations professionals.

Public Speaking: Public speaking is
an essential quality for public relations
managers, they speak at meetings,
presentations,  press  conferences,
in front of television cameras, on
radio shows, at private and public
function of one sort or another. Public
relations practitioners therefore, adopt
interpersonal media and spoken words
for effective communication.
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9. Gathering of Information: The main
job of public relations practitioners is
gathering of intelligent information;
and they have to be good at it. He is the
source of organizational information
which has to be gathered, stored and
disseminated.

10. Training: As part of training, public
relation managers have to create PR
conscious in every employee of the
company. Public relations for non-
public relations, people have to be
organized to educate them. Organizing
in-house public relations training is the
responsibilities of PR managers.

11.7. Qualities of Public Relation Manager:

The qualities of Public relation manager
are given below:

a) Self-realisation.

b) Integrity coupled with ability to get
along with all kind of people.

c) Ability to use imagination in designing
public relations programmes.

d) Ability to advice management and
interpret organizational environment.

e) Genuine interest in people around and
patience.
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f) Positive mindset and ability to face
challenges unfaced.

g) Inspiring leadership qualities and role
model.

h) Empathy and responsiveness to the
problems of people.

i) Life long learning process.
j)  Ethical and Spiritual values.

11.8 Qualifications of Public Relation
Manager:

No set qualifications are required
to become a Public Relation manager, but
most of the managers tend to have a degree.
There are few specific Public Relation degree
courses available, and entry to the profession
is generally open to all graduates. However,
as this is one of the most popular careers,
knowledge in the following field may be
particularly helpful:

Business/Management;

o Communication and Media studies;
« English and creative writing;

» Marketing;

« DPolitics;

o Social Sciences.
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e  Public relations.

Points to be Remembered:

e Definitions “Public Relations is

a combination of philosophy,

sociology, economics, language,

psychology, journalism,

communication and knowledge
in other relevant field into a
system of human understanding”

Herbert. M. BAUS.

e Role of Public Relation.

o  Public Relation Manager.

o Functions of PR. Manager.

2.

Managing

3. Maintaining Relation

-

Organizing
Writing

Editing
Production
Public Speaking

Gathering of information

10. Training

Qualities of PR Manager.

1. Planning +  Qualifications of PR Manager.
Evaluation SN/ e
valuation ‘nwpn’ o
Part - A
OBJECTIVE TYPE:
I. Choose the correct answer: (1 Mark)
. o is an organization effort to win the co-operation of groups of
people
a) Publicity b) Public relations
c) Advertising d)  None of the above.
2. Public relations is often used as a synonym for --------------------------
a) Publicity b) Media
) Information d) Press releases.
3. The corporate image is not earned --------------------------
a) One month b) Within short period
c) Long drawn process d)  None of the above
195
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4. Public relations can play a vital role to build the --------------------o---- of the
company.
a) Awareness of b) Production
c) Culture d) Reputation of a company.
5. Public speaking is an essential quality for public relation--------------------------
a) Auditor b) Officer
c) Manager d) Secretary.
Part - B
II.  Very Short Answers:
Answer in Five lines. (3 Marks)
1. Define public relations. (PR)
2. What are the four communication objectives?
3. Who is public relation manager?
4. What is public relation?
Part - C
III.  Short answers:
Answer in one page. (5 Marks)
1. What are the qualities of public relation manager?
2. State the qualifications of public manager.
3. What are the benefits of public relations?
4. State the importance of public relations.
Part- D
IV.  Essay type questions:
Answer within three pages. (10 Marks)
L. State briefly the role of public relations.
2. What is public relation? What are its benefits?
3. Define public relations. Explain the importance of public relations.
4. Explain functions of a Public Relation Manager.

196
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5. Who is public relation manager? What are his qualities?

0.

Y\ CTIvVITY § A

Teachers Activity:

« Explain the importance of public relation.

« Arrange role play among students.

« Discuss the stories of successful Public Relation Manager in the classroom
Students Activity:

o Prepare charts on modern office procedures related to public relations.

o Submit assignments on the role of public relation manager.

GLOSSARY

e T
Ek54H2

| | Arena:A level area surrounded by seating, in which sports,
entertainments, and other public events are held.

2 | Campaign : An organized course of action to achieve a goal.

3 | Collaboration : Team work toward a common end: coaction, cooperation, synergy.

4 Endeavour : A purposeful or industrious undertaking / An attempt to achieve a
goal.

5 Enhance : Intensify, increase, or further improve the quality, value, or extent of.

6 Ethics : Moral principles that govern a person's behaviour or the conducting of an
activity.

7 | Goodwill : Reputation of the company.

8 | Hamper : A restraint that confines or restricts freedom.

197
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9 Morale : The confidence, enthusiasm, and discipline of a person or group at a
particular time.

10 | Patronize : Treat with an apparent kindness which betrays a feeling of superiority.

11 | Perception : The way in which something is regarded, understood, or interpreted.

1> | Persuasion : The action or process of persuading someone or of being persuaded
to do or believe something.

Stakeholder : A person such as an employee, customer, or citizen who is involved
13 | with an organization, society, etc. and therefore has responsibilities towards it and
an interest in its success.

14 | Statt-up: The act of founding or establishing: constitution, creation, establishment.

15 | Sustain : Cause to continue for an extended period or without interruption.

16 | Tactics: An action or strategy carefully planned to achieve a specific end.
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Office Management and Secretaryship

Marks : 90
Duration : 2. 30 hrs.

PART - A
Answer all the questions: Marks : 15
L Choose the best Answer:
. e is the one of administrative function of an office.
a) Receiving information b) Arranging information
c) Recording information d) Planning and Organising
2. An office manager is ------------------------ of an office.
a) Director b) Supervisor
c) Secretary d) Administrative head.
® 3. provide satellite communication, video teleconferences
for inter- company use.
a) Automation office b) Several modern office
¢) Traditional office d) Back office.
4. is usually allotted to the top executives of the
organization.
a) Open office b) Private office
¢) Modular office d) Cubicles
5. What are the raw materials needed for an office work?
a) Stationery b) Typewriters
c) Office forms d) Paper fasteners.
6. The ----------mmmmmmmeee - stage deals with preserving valuable documents and

‘ ‘ OSS_EM_BM.indd 199

doing away with unnecessary expired documents.
a) Storage stage b) Creative stage

c) Disposal stage d) retrieval stage.

199
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10.

11.

12.

13.

14.

15.
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-------------------------------- is a private network that is connected within an

organization.
a) Internet b) e-mail
c) Website d) Intranet.

Office Manual is in the form of ---------------commme .

a) Report b) Diagrams

¢) Circular d) Booklet.

Postal Index Number Code (PIN) is @ ------------cmmmmmmmememo - digit of code.
a) 8 b) 6 c) 10 d) 12

The interest on Savings account is now fixed by--------------------------
a) RBI b) By bank itself

c) President d) Governor.
------------------------ is a logical presentation of facts.

a) Agenda b) Minutes

c) Report d) e-form

Public relations is often used as a synonym for ------------------------- .
a) Publicity b) Media

¢) Information d) Press releases.

Automation increases the ----------------ooooee——- .

a) Productivity b) Sales

¢) Purchases d) Turn over.

—————————————————————————————— can be described as the core of records managements.

a) Indexing b) Filing
¢) Record Keeping d) Storage.
An ----e is an extension of credit from lending institution

when an account reaches zero.
a) Loan b) Cash credit
c) Overdraft d) Cash Receiving.

200
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PART - B

II.  Answer any TEN of the following in brief: (Note: Question No. 27 is
Compulsory) Marks: 10x3 = 30

16.  Define Modern Office.

17.  Write a short note on e-Payment.

18.  What is meant by Office accommodation?

19.  What is the form sets?

20.  What is meant by subject-wise classifications?
21.  List out few basic internet terms.

22.  What is meant by flow of work?

23.  Name two types of mail.

24.  Define Bank.

25.  What is meeting?

26. Who is Public Relation Manager?

27.  What are the classifications of Modern equipments used in office?

28.  What are the documents to be prepared before and after meetings?

PART - C

III.  Answer any FIVE of the following questions: ( Note: Question No. 34 is
Compulsory) Marks: 5x5 =25

29.  Explain the various types of office.

30.  What are the objectives of Automation?

31.  Differentiate Open office and Private office.

32.  What is Vertical filing? Bring out the merits and demerits of this method.
33.  Write briefly about Video call.

34.  What is Agenda? What are its contents?

35.  What are the qualities of public relation manager?

201
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PART-D
IV.  Answer all questions: Marks: 2x10= 20
36.  Elaborate the functions of Modern office in detail.
(or)
What are the factors to be considered in forms designing? Explain it in detail.
37.  What is data processing? Describe various modes of data processing.
(or)

Write down the procedure for opening the bank account.
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TYPOGRAPHY AND COMPUTER APPLICATIONS

® PRACTICAL ®
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TYPOGRAPHY AND COMPUTER APPLICATIONS - PRACTICAL

TYPOGRAPHY
PART A
Chapter 1  Typography - An Introduction 205
Chapter 2 Key Board 212
Chapter 3  Fingering Chart 217
Chapter 4  Typing Exercise 219
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CHAPTER 1

! Part- A

Typography - An Introduction
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Introduction of Typography:

r |

Typography is the art and technique
of using letters and characters in a readable,
legible and appealing format when displayed.
The arrangement of type involves selecting
typefaces, point sizes, line lengths, line-
spacing, and letter-spacing, and adjusting
the space between pairs of letters.

The term typography is also applied
to the style, arrangement, and appearance
of the letters, numbers, and symbols created
by the process. Typography may also be
used as a decorative device, unrelated to
communication of information.

Typography is the work
of typographers, typesetters, graphic
designers, art directors, manga artists, book
artists, and now the person who arranges
the type (letters, words, numbers, and
symbols) for publication and distribution
etc., Typography can also be used as a
self- publishing materials by researchers,
journalists, newsletter writers and so
on. Until the beginning of Digital Age,
typography was a specialized occupation.
Digitization opened up typography to
new generations of previously unrelated
designers and lay users.
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Descender

As the capability to create typography
has become ubiquitous, the application of
principles and best practices developed
over generations of skilled workers and
professionals has diminished. So at a time
when scientific techniques can support the
proven traditions (e.g., greater legibility
with the use of serifs, upper and lower
case, contrast, etc.) through understanding
the limitations of
typography as often encountered may fail
to achieve its principal objective: effective

human  vision,

communication.

1.1 History of Typography:

T .|

The word, typography, is derived
from the Greek words typos “form” or
“impression” and graphein “to write”, traces
its origins to the first punches and dies used
to make seals and currency in ancient times,
which ties the concept to printing.

Although typically applied to printed,
published, broadcast, and reproduced
materials in contemporary times, all words,
letters, symbols, and numbers written
alongside the earliest naturalistic drawings
by humans may be called typography.
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Typography with movable type was
invented during the eleventh-century Song
dynasty in China by Bi Sheng (990-1051).
His movable type system was manufactured
from ceramic materials, and clay type
printing continued to be practiced in China
until the Qing Dynasty.

Metal movable type was first invented
in Korea during the Goryeo Dynasty,
approximately 1230. Hua Sui introduced
bronze type printing to China in 1490
AD. The diffusion of both movable-type
systems was limited and the technology did
not spread beyond East and Central Asia,
however.

A sixteenth century workshop in
Germany showing a printing press and
many of the activities involved in the process
of printing

The Printing Revolution and the first
book printed with lead-based movable type
was the Gutenberg Bible.

Modern lead-based movable type,
along with the mechanical printing press,
is most often attributed to the goldsmith
Johannes Gutenberg in 1439. His type
pieces, made from a lead-based alloy, suited
printing purposes so well that the alloy
is still used today. In 1430s, the Printing
Revolution was started and it was beginning
of the technological improvement of the
world. The first book printed with lead-
based movable type was the Gutenberg
Bible.

Rapidly
revolutionized typography in the latter
twentieth century. During the 1960s some
camera-ready typesetting could be produced

advancing  technology
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in any office or workshop with stand-
alone machines such as those introduced
by IBM. The cost for developing typefaces
was drastically lowered, becoming widely
available to the masses. The change is called
as “democratization of type”.

. Hansen Writing
" Ball is an early
v
?  typewriter, which is
invented in 1865 by the
rev. Ramsus Malling-

« "KNOW?

Hansen.

o It was the first commercially
produced typewriter and sold in
many countries in Europe.

o It was only produced with upper
case letters.

1.2 History of Typewriter:
r |
Typewriter is a small machine, either manual

or electrical. It has type keys that produced
letters at a piece of paper when operate it.

1.2.1 Origin
Typewriter:

and development of

In 1575 an Italian printmaker
Franscesco Rampazetto, invented a machine
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to impress letters in a paper. In 1714,
Englishman Henry Mill filed a patent for a
machine for the impressing or transcribing
of letters progressively one after another.

In 1829, American William Austin
Burt patented a machine called the
“Typographer”. This machine is common
with many other early machines, is listed
as the “first typewriter”. As this machine
was slower than handwriting, it was never
commercially produced. In this machine the
typographer used a dial instead of keys, so it
was called as “index typewriter” rather than
a “keyboard typewriter”.

The first typewriter to be
commercially successful was invented in
1868 by Americans Christopher Latham
Sholes, Frank Haven Hall, Carlos Glidden
and Samuel W. Soule in Milwaukee,
Wisconsin, although Sholes soon disowned
the machine and refused to use, or even to
recommend it.

By about 1910, the manual or
mechanical typewriter had reached a little
standardized design. There were minor
variations from one manufacturer to
another.

In most of the early typewriters, the
typebars struck upward against the paper,
pressed against the bottom of the platen,
so the typist could not see the text as it was
typed. But in the developed typewriter
the typebars struck forward against the
front side of the platen, which is called
‘visible typewriters; visible typewriters used
frontstriking.

Shift key was introduced with the
Remington No. 2 in 1878. A tab key was

‘ ‘ Typography_unit0l.indd 207

The First Commercial Typewriter
Remington No. 1

introduced in the late nineteenth century to
facilitate typewriter use in business settings.
In the early part of the 20th century,
Wellington Parker Kidder developed the
noiseless typewriter. In 1870, electric
typewriters were achieved fame, invented by
Thomas Edison.

,  Noiseless typewriter
~  was developed by
Wellington Parker

oOw?
) Kidder and the first

model was marketed
by Noiseless Typewriter Company in
1917.

Fig. Noisless Typewriter
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In 1929, Northeast produced the first
Electomatic Typewriter after the refusal of
Remington Rand to commit a firm order.
In 1941, IBM introduced the Electromatic
Model 04 electric typewriter, featuring
the revolutionary concept of proportional
spacing.

IBM selectric typewriter replaced the
typebars with a spherical element, with
reverse-image letters molded into its surface.
The typebar has many advantages, notably
the elimination of “jams” and also multiple
fonts can be used in a single document.
The IBM Selectric became a commercial
success. Later models of IBM Executives
and Selectrics replace inked fabric ribbons.
IBM Selectrics also introduced “Correcting
Selectrics”, where correction is possible. The
final major development of the typewriter
was the electronic typewriter. These
typewriters were sometimes called display
typewriters, dedicated word processors or
word processing typewriters. The 1970s
and early 1980s were a time of transition of
typewriters and word processors.

IBM Selectric Typewriter

IBM selectric Typewriter replaced
the leading models of IBM and Remington
Rand electric typewriters which were inked
fabric ribbons.
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The typewriter and computers today
use the same key layout.

o The longest word that could be types
on a typewriter with only the left
hand is stewardesses.

« On a typewriter, surprisingly
typewriter is one of the longest words
able to be typed using one row of

letters.

o Christopher Latham Sholes
intentionally placed letters apart to
slow down typing so jamming would
not occur.

» Typewriters keyboards were known
as QWERTY keyboards because that
is the first six letters along the top.

o Skepticism is the longest typed word
on the typewriter in which you
alternate hands every letter.

o The first attempt ever made to create
and patent a typewriter in 1714.

o Most early typewriter would have
a bell to warn the typist that was
nearing the end of the paper.

1.3 Purpose of the Invention of the
Typewriter:

r T

Before the invention of computers,
many business organizations, Public
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departments, Institutions used typewriters
to produce printed documents. A typewriter
is a mechanical device to produce
printed characters on a piece of paper by
typing individual keys. They progressed
from mechanical typewriters to electric
typewriters and to electronic typewriters.

1.4 Invention of the Keyboard:

r |

The evolution of the modern
computer keyboard was developed by
the invention of the typewriter. It was
Christopher Latham Sholes who, in 1868,
patented the typewriter that we commonly
use today. Soon after, the Remington
Company mass began marketing the first
typewriters starting in 1877.

Remington Standard Typewriter No.2

. An innovative
“shift key” introduced
with the Remington No.2
in 1878.

o Shift key allows letter keys to type both
upper and lower cases.

o Before the shift key was introduced
typewriters had to have a separate
key for upper case letters, in that case
typewriter had two keyboards one
above the other.
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1.5 Reasons to Use a Typewriter
r |

o No automatic spell checking to
interfere with your creativity.

« Improve your mental skills: Being able
to alter work too easily makes you lazy.

o The louder typewriter keyboard
improves office productivity by
keeping coworkers from drifting off to
sleep.

« Get in touch with your inner typist,
doing things the good old way your
ancestors did them.

o No tiresome screen to look at.

o Thefinished product mustbe physically
transported to its  destination,
providing jobs for messengers and
postal employees.

« How else are you going to use up the
carbon paper in that bottom drawer?

« You do not have to buy more RAM or
a bigger hard drive for the typewriter.

o Tech support, when needed, is
generally simpler.

o The ailing Wite-Out industry will
thank you.

1.6 Benefits of the Manual Typewriter:

O |
We are used to use computers and

laptops, but what about manual typewriters?
There are still great benefits to use a manual
typewriter.
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1.6.1 Electric-free:

Manual typewriters are independent
from electrical and digital networks.
Unlike computers, typewriters can be used
anywhere without electrical support. It can
be used at remote locations where electrical
service is intermittent.

1.6.2 Easy on the Eyes

As there is no screen glare, they are
healthier for eyes. Comparing to computer
thereisnoeyestrainintheusageoftypewriter.
They are also much better for body posture.
Laptops make us look downwards and can
cause neck strain, but the paper at a higher

level in a manual typewriter, which is better
for the neck and the back.

1.6.3 Cost

Typewriting machines are usually
low in cost while comparing to the computer.
The ink ribbons that we were used in the
typewriter are lesser than the computer
toners and ink-cartridge.

1.6.4 More Benefits:

There are also some great lighter
versions that come in their own travel case.
They can be transported easily and set up
anywhere. These are the type that journalists
used to make use of and they are great for
taking to places where electricity isn’t readily
available and where you want to write.

1.6.5 Printing Style

The style of print on old manual
typewriters looks really good. Books can be
typed using typewriter machine.
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1.6.6 Cheap to Run

A manual typewriter doesn't need
much care or updating of software and
programmes. It produces hard copy with a
ribbon. Inking kits are available to re-ink the
ribbons or typewriter ink. Supplies can still
be bought online, making the typewriter a
cost-effective writing solution.

The Portable Manual and Electric
Typewriters

Portable manual and electronic
typewriters can be a decorative and highly
practical solution for distraction-free
writing. While you can scour eBay and find
antique typewriters that are authentically
rusted, many savvy consumers are
purchasing modern, manual and electric
portable typewriters.

Portable typewriter

The portable typewriter industry was
born at the beginning of the last century. In
the 1990s, all the famous names had been
overwhelmed by the computer revolution,
and one by one went into liquidation or
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were bought out. Today, the famous name typewriter firms like Remington and Underwood
are all gone forever.

Hammond 1B, as used by a Newspaper Office in Saskatoon, Canada Around 1910
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CHAPTER 2 Key Board

| |

KEY POINTS
» Key Board
« Sitting Position
« Touch and Sight Methods

 Learning Number Row Special Signs,
Symbols, Roman Numbers and
Calculator

2.1 Key Board:

0 ||
The First Attempt ever made to create and patent a typewriter is by Mr. Jdur Henry ®
Mill. QWERTY layoutwas established by Sholes & Glidden typewriters in 1874, which was
the standardized keyboard layout for English language and also for computer keyboard. It

was designed to reduce the clashing of type bars by placing commonly used combinations of
letters.

2.1 Kinds of Keyboard:

Keyboard Adopting Fingering Posture in the Right Way

212
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Figure-1

Figure-2

Figure-3
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Figure- 4

Figure-5

Figure-6
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2.3. Sitting Position:

T |

Sitting posture is very important while typing, they must keep the shoulder relaxed,
and the feet should be flat on the floor. Typewriter renders comfortable typing or keying when
we follow the proper sitting posture.

Book at
Eyes on Copy Right of
Machine,
Elbows Close Elevated
to Body, Fore Fingers Curved for Easy
Arms Parallel Reading
to Keyboard
Wrists Curved
@ Table Free of Unneeded Books ®
Sit Back in Chair
Body Erect
Feet flat on Floor One
Slightly in Advance of
the Other

Proper Sitting Position while Typing

215
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2.4 Fingering Posture:

0

.|
Fingering posture takes an inevitable place either in typing or keying. It gradually increases the

typing speed and better control typographical errors. Without having looked at the keyboard,
typographical errors can be identified.

Keyboard finger position

Left Hand Right Hand

™ Q w E R T Y U 1 o p {1 |

Caps A'S D F G H J K L

.  Enter
Shift Z X C V B N M < > Shift
Ctrl Alt Alt Ctrl
® A S D F G H J KL ° ®
g D Space K L :
A F J

Keyboard Finger Position

Left hand covers the “asdf” in the home row keys while the right hand covers the “jkl;’and the
thumb covers space bar.

216
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CHAPTER 3

Fingering Chart

D 1
KEY POINTS

o Display techniques margin setting and line
spacing alignment centering of heading

o Use of punctuation marks, paragraphing,
syllabification and calculation of speed typing of
tabular statement.

The Keyboards Finger Chart

D F ]K

S L

A

Fingering of Home Row Keys

2. Key Board:

SPACE BAR

217
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3. FINGERING CHART:
T .|
Ist Rowl 2 3 4 5 6 7 & 9 0
2nd Row Q W E R T Y U I O P
35d Row A S D F G H J K L
4th  Row ] X C V B N ,
J
® Fingering Chart @
LEARNING PRACTICES: BUDGET BOOK
LESSONI -  FIRST EXERCISE asdfgf ;Ikjhj
LESSONII - SECOND EXERCISE :awerqfa ;oiupj;
LESSION III - THIRD EXERCISE gftfrf hjyjuj
LESSON IV - FOURTH EXERCISE :azxcvfa lkmnbj
LESSON V - FIFTH EXERCISE :abcdefghijklmnopqrstuvwxyz
zyxvutsrqgponmlkjhgfedcba
LESSON VI - SIXTH EXERICE : NUMBERS - (123454 098767)
LESSON V II - SEVENTH EXERCISE : USING THE SHIFT KEYS(LEFT & RIGHT)
LESSON VIII- EIGTH EXERCISE : PRACTICING IN SENTENCE FORM
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CHAPTER ‘ 4 Typing Exercise

asdfgf ; Ikjhj asdfg ;lkjhj asdfg ;lkjhj asdfgf ;lkjhj

FIRST EXERCISE - LESSON 1:

F J
G J
S D F H K L
A 5
S B
. pace Bar .

AISIDJEJG]  [H]J KL [ |

A and ; - by usinglittle fingers (left and right respectively)
S and | - by usingring fingers

d and k - by using middle fingers

t and j - by using forefingers

g and h - by using forefingers

219
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Type the following and practice as per the instruction of the teacher:

O T

asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgt ;lkjhj

asdfgt ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj

asdfgt ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj

ask fad alsas shad lads flags flask

jag fag fall hash glad galls salad

jak had gaff dash gall flash slash

sad lad adds lash hall lakhs dhalls

dad asks alas dall fall glass shall

® ®
SECOND EXERCISE - LESSON - 11
o o

awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj;

a and - by using little fingers (left and right respectively)
wand o - by using ring fingers
e and i - by using middle fingers
r and u - by using forefingers
q and p - by using forefingers
tf and j - by using forefingers
220
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Type the following and practice as per the instruction of the teacher:

o o
awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj;
awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj;
awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj;
awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj; awerqfa ;oiupj;
Type the following words each 5 lines:
o o

fish dirks oldest apple grade falls Kodak rails jaded

dead usual sales filed legal lease lakes agile isles
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ahead larks roses  hedge forks skill rupee grass would
alpine jaded liked equip quail jokes asked walks fiddle

saddle larger require defiles drawls refresh

THIRD EXERCISE - LESSON - 111

gftfrt hjyjuj gftfrf hjyjuj gftfrf hjyjuj

G H
F J
T Y
R U
® ®
Space Bar
RJTJE |G| Y U JH

gftfrf  hjyjuj gftfrf hjyjuj  gftfrf  hjyjuj gftfrf hjyjuj
gftfrf  hjyjuj  gftfrf hjyjuj  gftfrf  hjyjuj gftfrf hjyjuj
gftfrf  hjyjuj  gftfrf hjyjuj  gftfrf  hjyjuj gftfrf hjyjuj
gftfrf  hjyjuj  gftfrf hjyjuj  gftfrf  hjyjuj  gftfrf hjyjuj

g and f - Fore finger

222
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t and f - Fore finger

r and f - Fore finger

h and j - Fore finger

y and j - Fore finger

u and j - Fore finger

Type The Following Words Each 5 Lines:
o
lawyers desired prepare feathery repeated
etiquette yesterday  desire waggish typist
kettle further quoted ledger outdoor
pleased theatre tortuous gallery opposed
outflow priority freehold through dearly
® assisted adopted allowed ploughed  typewriter
FOURTH EXERCISE - LESSON 1V:
o
azxcvt lkmnbj azxcvf lkmnbj azxcvt lkmnbj

a - Little finger

z and 1 - Ring finger (left right)

x,k and m - Middle finger

cv and f - Fore fingers

mb and j - Fore finger
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Space Bar

Z[X)Cc]V]

Type the following and practice as per the instruction of the teacher:

azxcvf lkmnbyj
azxcvf lkmnbyj
azxcvf lkmnbyj

azxcvf lkmnbyj

azxcvf lkmnbyj

azxcvf lkmnbj
azxcvf lkmnbyj
azxcvf lkmnbyj
azxcvf lkmnbyj

azxcvf lkmnbj

azxcvf lkmnbj azxcvf lkmnbj
azxcvf lkmnbj azxcvf lkmnbj
azxcvt lkmnbj azxcvt lkmnbj
azxcvt lkmnbj azxcvt lkmnbj

azxcvt lkmnbj azxcvf lkmnbj

Type the following words each 5 lines:

cat

not
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jack  colour

have joints

neither = enemy  boat Kolkata
calling voted very vineyard
224
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met wind nerves enlarge  money  move material
men verb verbal someone marry give sterling
bent joint jackets examine thousand cylinder assessment
king carry jumbled examined struggle possible beginning
zeal light booklet gracious grizzled frequent meaning

zero tonic cutting becoming zodiacal exponent doubles

FIFTH EXERCISE - LESSON V:

r ]
E L o
@ W D RT YU K L @
Q SX - re " P
A VB NM K
Z /°

ALPHABETS FOR FINGERING PRACTICE

abcdefghijklmnopqrstuvwxyz., ,.zyxwvutsrqponmlkjihgfdcba
abcdefghijklmnopqrstuvwxyz.,  ,.zyxwvutsrqponmlkjihgfdcba

abcdefghijklmnopqrstuvwxyz.,  ,.zyxwvutsrqponmlkjihgfdcba
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Cosmo instant youthful correspond  personal xanthophylls
quota zigzags up-board  witnessed tulfilling contemplate
@ necy., morning higherto pessimism  technology distributor ®
etc., brevity emphasis ~ peasantry indulgence formulating
viz., written impulses tolerance privileges controversy
doz., endorse judgment  elevtion rejuvenate sacrificing

abcdefghijklmnopqrstuvwxyz.,
abcdefghijklmnopqrstuvwxyz.,
abcdefghijklmnopqrstuvwxyz.,
abcdefghijklmnopqrstuvwxyz.,
abcdefghijklmnopqrstuvwxyz.,
abcdefghijklmnopqrstuvwxyz.,

abcdefghijklmnopqrstuvwxyz.,

The Following Words To Be Typed Each 5 Times

».zyxwvutsrqponmlkjihgfdcba
».zyxwvutsrqponmlkjihgfdcba
».2yxwvutsrqponmlkjihgfdcba
».2yxwvutsrqponmlkjihgfdcba
».2yxwvutsrqponmlkjihgfdcba
».zyxwvutsrqponmlkjihgfdcba

».zyxwvutsrqponmlkjihgfdcba

The Following Words To Be Typed Each 5 Times

1.  The pen is mightier than the sword

2. Truth never fails

3. Lost time is never regained

4. Two wrongs don’t make right

5.  Get- up early and do your work

6.  To- day’s youth and to-morrow’s old

226

‘ ‘ Typography_unit04.indd 226 @ 05-03-2019 12:06:33‘ ‘



7.

9.

10.

Measure your word before it goes out of you

My steps are measured

A friend in need is a friend indeed

Children are innocent and should be guided rightly

SIXTH EXERCISE - LESSON VI:

m)

Learning numerical: Type the following numbers as per the instruction of your teacher:

123454 098767 123454 098767 123454 098767
123454 098767 123454 098767 123454 098767
123454 098767 123454 098767 123454 098767
123454 098767 123454 098767 123454 098767
123454 098767 123454 098767 123454 098767
®

Type the following numbers each 5 times:
o
153 4586 48766 1298 96842 67,492 9,18,17,615
765 9539 97530 6541 78646 65,431 10,87,43,111
187 7654 65431 2244 98761 78654 4,16,22,44,882
786 1009 28761 7755 87652 97531 9,34,53,05,090
440 5599 76542 4174 9442 805515 9,89,45,82,990
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SEVENTH EXERCISE - LESSON VII:

(USING OF SHIFT KEYS - LEFT & RIGHT)

TYPE THE FOLLOWING WORDS USING SHIFT KEY: EACH 5 TIMES

January February =~ March April May June
July August September  October November  December
Tamil English Tamilnadu Andhra Karnataka  Orissa
Maha Delhi Himalaya  Simla India Srilanka
America Kolkata Tailand England Kuwait Australia
Africa German Russia Rome Kerala West Indies
Parthiban ~ Dikshaya  Anandan  Sonny Balaji Vidya
Kalai Murugesan Padmini Dharshini ~ Geetha Kavitha
Trinita Feeba Glory Rajakumari Shanthi Angel

® Freeda Joel Royston Amaladevi Jothi Thanuja ®

228
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CHAPTER 5 Typing Practice
r
Lesson - VIII - Eight Exercise 12. Messers. Parthibhan & Co., Ltd were
= - great toy makers.
Type the following sentences each 10
times: 13. The son Parthibhan got % and the
daughter Dikshaya ¥ of their shares.
1. Pack my box with five dozen liquor
jugs. 14. The French Revolution war was in the
year 1709.
2. A quick brown fox slowly jumped over
the lay dogs. 15. Received 5 sets of Typist’s Tables (2’
5”) & chairs (18” 6”)
3. Five prizes were quickly distributed by
the judge to examiners. 16. Now the cost of gold is very high. (One
gram=Rs.2900/-)
4.  Handy Jacks quixotic laziness may
grow to be far expensive. 17.  Every Indian should say “No Partition.
5. Gay men with extra pluck and zeal 18. Leave 2 spaces after (.) and (?)
would often have quiet job.
19. Punctuation should be marked
6. Black market fugitive should be carefully.
quickly expelled with zeal.
20. Character builds a good family.
7. May we have Jack squires fix the big
lamps for Andy Ziegler? 21.  Serviceto the Community is humanity.
8. Have you seen my brother-in-Law 22.  Mahalakshmi got cent percent result
Jayavendan? in his subject.
9.  The partition of India affected more 23. We must be proud of our Nation.
than 506 our people.
24.  Untouchabillityisasin. Untouchability
10.  Balaji worked with zeal and vigour. is a crime and also inhuman.
11.  Joel & Subashini took their child on 25. Time and tide wait for none. So, make
2nd January 2005 for Kuwait. use of the time. All the best.
229
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Lesson - VIII - Ninth Typing Practive

0 |
Type the following double line spacing
with a margin of ten degree:

Type the following paragraphs each 5
times:

Our flag is a tri-colour. Saffron is the
symbol of sacrifice and a strong mind. White
is the symbol of purity, love and peace.
Green is the symbol of plenty and joy. We
hoist and salute out flag. We are ready to
make sacrifices for our country. We want
peace and progress. We want to be pure.

Our National Flag has bite Ashok
Chakra on it. This wheel is symbol of
DHARMA. If we always do the right things,
we follow DHARMA. The twenty four
spokes in the wheel show the differences
between our-people. A small circle connects
these spokes. If shows that we area one. The
wheel also shows that we are going forward.

Our ‘National Anthem’ is a song
of the great poet Tagore. It was his prayer
songs. He sings about the people, mountains,
rivers and seas of India. He says that God
is the master of all these and everyone and
everything in India praise him. We sing this
song in colours with respect.

All of us salute our National Flag and
sing our National Anthem. This shows that
we are one nation. We also promise to love
and respect our country, our parents, elders,
teachers and all others in India.

SOME ADVANTAGES OF HIGH SELF-
ESTEEM:

There is a direct relationship between
people’s feelings and their productivity.
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High self-esteem is evident in respect for
one’s self, others, property, law, parents and
one’s country. The reverse is also true.

LOW SELF ESTEEM:

How do we recognize poor self-
esteem? What are the behavior patterns of a
person with poor self-esteem? The following
is a brief list, which is not all inclusive but is
indicative.

Typing Practice : Lesson X

T .|

(C). Scripts to be practiced by typing the
following:

1. A leads letters ancient Lord Leads and
Lords the entire world.

2. Lore worth learning learn flawlessly
Live by that learning throughly.

3.  That lore is vain which does not - fall
At his good feet who known all.

4. In grace and gain the house exceeds
where love with virtue sweetly always

5. Industry adds prosperity Indolence
brings but poverty.

6. A father’s duty to his son is to seat him
in the front of the wise.

7. A mother hearing her son’s merit
delight more than when she begot.

8. A help rendered in hour of need
though small is greater then the world.

9. Doing good turns put them to shame
thus clude the evils who do harm.
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10. What is truth the question be It is to speak out evil free.

11. My dear brothers and sisters, take Note at this: Every one should be quick become angry;,
for man’s anger does not bring about the right our life that God desire. Therefore, get rid
of all moral fifth and the evil that is so prevalent and hey by accept the word planted in
your, which can save you.

Respectable Words:
The following respectable terms are used before the names:
The name or the end of the name of the addressee:
Male (unmarried) : Master or Selvan,Mr. or Thiru,or
Sri (Master N.Richard Paul, P.Nesan.
Female (unmarried) : Miss or Selvi or Rita Rajakumari
(Miss.Sheela ,Selvi. Mary.
Male (married) :  Mr. or Sri or Thiru.or at the end
Esq,or Avl. (Thiru.K.Anandan, Amos Esq.)
Female (married) : Mrs. Or Smt.or Tmt
(Tmt.Savithiri Balaji)
Company (with personal name)  : M/s.or Messrs. (M/s Kalaiyarasan
& Company)
Company (with impersonal name) : The (The B.Sughanthar Industry Ltd.,)
Before the designation of officials : The (The Manager)
Governor or President of India :  H.E .(His Excellence)
His Excellency

The Government of Tamil Nadu
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Madathipathis Head of Mutts Pope : H.H. (His Holiness)
His Holiness Kanchi Kamakodi

Jaganatha Swamigal

Chiristian Priest/ Monks : Rev.Father Ignachi Muthu
-do- Nuns : Rev.Sister. Daisy Rani
Judges : Mr.Justice N.C.Venugopal

Chief Justice Mr.m (Name)

Respectable authorities or persons : Hon’ble Thiru. Or Hon’ble Sir.

-do- ladies : Hon’ble Tmt. Or Hon’ble Smt.
Physician Male : Dr. Lionel Royston
Physician - Female : Dr.(Mrs.)or Dr.(Kumari) or
® Dr.(Tmt.)or Dr.(Smt) or Dr.)Selvi) ®
Muslim Male : Janab C.Riyaz Ahmed
Muslim Ladies : Janaba C.M.Gulshath Begum
232
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CHAPTER 6

Part- B
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Abbreviations
r
A/C : | Account B.P. Bills Payable
Authd. : | Authorised B.R. Bills Receivable
Addns. : | Additions Bal. fr.d Balance from
Accd. : | Accrued Br. Govt. British Government
Acctt. : | Accountant B/f. Brought forward
Amt. : | Amount B/d. Brought down
Addl. : | Additional Bk. of Eng. Bank of England
Annl : | Annual Bindg. Binding
Accrdg. : | According Bus. Business
AtED. : | At Fixed Deposit C.A. Chief Accountant
Advt. : | Advertisement Chartered Accountant
App. A/C |: | Appropriation Cap. Capital
Account Curr. Current
Accdg. : | According Commn. Commission
® Addl : | Additional Chartd. Chartered
Adjt. : | Adjustment Constn Construction
A.G. : | Accountant General Cum. Cummulative
Allce : | Allowance C/t. Carried forward
Agst. : | Against C/d. Carried down
A.O. : | Accounts Officer Cash at C.A. Cash at Current
Appln : | Application Account
Assn. : | Association Cash at B. A/c. Cash at Savings Bank
Asst. : | Assistant Account
Attn. : | Attention C.S. Chief Superintendent
Bd. : | Board Chief Secretary
Bk. : | Book, Bank, Block Clo. Carried Over
B/s. : | Balance Sheet C.C. Bk. Co-operative
Bal. or Bee. |: [ Balance Central Bank
Bldgs. : | Buildings Contgcy. Contingency
Depn. : | Depreciation Ind. Bk. Indian Bank
Dis. : | Discount Ins. Insurance
Dev. : | Development Instn. Institution
Dedn. : | Deduction Ind. India or Indian
Deb. : | Debenture Int. Div. Interim Dividend
233
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Div. : | Divident Infrn Information
Dr. : | Debtor or Director Liby. Library
Dn. : | Division of Down Lia. or Liaby. Liability
Disconcn  |: | Disconnection Mg. of Mang. Managing
Decen. : | Decision Misc. Miscellaneous
Dept. : | Department Maintce. Maintenance
Dy. : | Deputy MD. Managing Director
D/s. : | Dear Sir (s) N.P. Net Profit
Expr. : | Expenditure N.L. Net Loss
Endts. : | Endorsements Natl. Sav. National Savings
Engr. : | Engineer Nom. Cap. Nominal Capital
Edl. : | Educational Notfn. Notification
E.g. : | Example O.D. Overdraft
Estd. : | Established Obtng. Obtaining
Expln. : | Explanation Obsvn. Observation
Exps. : | Expenses Orgn. Organisation
Excdg. : | Exceeding Objn. Objection
Eqty. : | Equity P &L. Profit and Loss
Ed. Dep. : | Fixed Deposit Prtng. Pringint

@ F/fly : | Faithfully Premm. Premium @
Follg. : | Following Provdnt. Fd. Provident Fund
G.P. : | Gross Profit PE Provident Fund
G.L. : | Gross Loss Provns Provisions
GL : | General Pendg. Pending
Govt. : | Government Prely. Preliminary
Governor |: [ Governor Possn. Possession
H.O. : | Head Office P.O. Postal Order
H.M. : | Head Master PT.O. Please Turn Over
H.Q : | Head Quarters Publn. Publication
H.R.A. : | House Rent Allowances Ptn. Printing
Qln. : [ Qualification Subscrbd. Subscribed
Qtn. : | Quotation Socy. Society
Qty. : | Quantity Sectt. Secretariat
Qn. : | Question Suggn. Suggestion
Regr. : | Registrar, Register Supt./ Supdt. Superintendent
Res. : | Reserve Subsdry. Subsidiary
Regd. : | Registered Transfd. Transferred
Reqd. Required Tradg. Trading
Red. X Red Cross T/w. Typewriter
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Remn. Remuneration Tech. Technical
Regn. Registration Tempy. Temporary
Rly. Railway U.C. Upper Case
Stt. Statement Unexpd Unexpected
S. Crs. Sundry Creditors Underwrtg. Underwriting
S. Drs. Sundry Debtors w.e.f. with effect from
Sty. Stationery w.r.t. with reference to
Subscripn. Subscription Wk. Week / Work
Spl/ spe Special W.h. Which
Secy. Secretary
UC Upper Case Run on /’ Proceed without break
Lc Lower Case «— Leave space
Cap. Capital # Joint together
Caps. Capitals Z Interest
All Caps. All Capitals Roman Figure (ii)
N.P. Next Para New Paras K In Figures (2)
EP. Fresh Para In Words (Five)
P// Parts Use capital as the
® 0 Circle case may be
Oces. Circumstances All Capitals with underline
Ote. Circulate Foot (5°)
Trs. (Trans) Transpose apostrophe (Ram’s)
(Change) Omission of a letter (I’ll)
Stet ..... Let it stand Inch (5’ 67)
Delete Ditto (7)
(Omit it)
Madurai Initial capital
: Therefore
Because
/ The

PUNCTURATION FOR FIGURES:
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9,34,53,050.90 Ordinary
93,453,050.90 Millions (Population, Tonnes)
9,345,30,50.90 Hundreds
9,345,30,50.90 Thousands
9,34,530,50.90 Lakhs
235
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Method of directing correction | Explanation /| Solution
(Symbols and / or abbreviations) | Expansion
Rama’s Apostrophe Rama’s
XII Arab Arabic numerals | 12
india cap Capital Letter India
india caps Capital Letters | INDIA
Indian Economy | All caps All Cap. Letters |I N D I A N
ECONOMY
in the leaf Book Caret Mark in the book leaf
in most _Z Close up in most
tulfil 9 Delete tulfil
StA Fullstop St. (Saint)
As I go / Comma As I go,
Isaw A /; Semicolon I saw;
co operative K Hyphen Co-operative
Purchase < |:'
(LESS Returns) Indent Purchase
twenty five In figs. In figures 25
23 In wds. In words twenty three
My Alma matter | Ital Italic Letters my Alma Matter
in as much as # Leave Space inasmuchas
one man — Less Space One man
in market stet Let it stand in the market
Book l.c Lower Case book
The book was|P. N.P. Paragraph The book was
sent by post. It
was fine to read. | EP. Next Paragraph | sent by post.
Fresh Paragraph It was fine to
read.
The book was|Run on No Paragraph | The book was
sent by post. sent by post. It
Itwas fine to was fine to read.
read.
Navy A Quotation “Navy”
22 Rom Roman numerals | XXII or xxii
236
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separate Sp. Spelling separate

5 Trs. Transpose 2

2 5

52 Trs. Transpose 25

book the in Trs. Transpose  in | in the book
order

3 21

india u.c., u.c Upper Case India

I wish * go to @ Search, find &|I wish to go to

city insert * Asterisk | Mumbai City
@ Symbol for ‘at’

*to @ Mumbai

237
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CHAPTER | /

Speed Practice

SPEED PRACTICE - 1:

T 1
SPEED PRACTICE - 1 Time - 15 Minutes
( Lower -10 Minutes, Higher -156 Minutes)
(Lower - Junior — 1500 Strokes — 30 words,
Senior - 2250 Strokes — 45 Words)

Type the following in double line spacing
with a margin of 10 degrees:-

Seeing is not always Believing! While
diamond is a precious gemstone, graphite is
a blackish grey substance. But, then both are
nothing but pure carbon. Both diamond and
graphite can be synthesized from carbon
and when heated, both get converted into
carbon dioxide. Carbon is a non-metalic
chemical element. On a weight basis, it is
19th in order of chemical abundance in the
Earth’s crust. Carbon is an allotrope i.e. it
exists in more than one crystalline from.
Its familiar crystalline forms are diamond
and graphite. In its amorphous form, it is
familiar as coal, charcoal and soot. It also
occurs as compound in carbonaceous rocks
such as chalk and limestone, as carbon
dioxide in the atmosphere, as hydrocarbons
in petroleum, coal and natural gas and as a
constituent of all organic substances.

Diamond which is nothing but pure
carbon is regarded as precious gemstone. It
is the hardest substance known. It is at the
top of the scale of hardness or Moh’s scale. It
is 10 on this scale and talc, the softest known
mineral is 1. The
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mineral will scratch any other mineral
lower on the scale than itself and similarly
any other mineral higher on the scale will
scratch it. Diamonds were known before
3000 B.C. and until their discovery in
Brazil in 1725, India was the main source of
diamonds. Present sources of diamonds are
South Africa, Australia, Ziare, Botswana,
Russia, Namibia and Angola.

In South Africa, diamonds were first
discovered in 1866. The largest diamond
every found was Cullian diamond. It
weighed 3106 carats and was found in the
Premier Mine, South Africa in 1095. It was
cut into 9 major and 96 small stones. The
two largest diamonds, star of Africa and
Cullian II are set in the British royal regalia.
The two other big rough diamonds are
Excelsior (995.2 carats), which was found
in South Africa in 1905 and Star of Sierra
Leone (968.9 carats), found in Yengema in
1972. The primary source of diamonds is
kimberlitea soft, bluish- coloured periodic
rock. It was named after famous deposit at
Kimberly, South Africa. Kimberlites occur
in volcanic structures called kimberlite
pipes. Diamonds may also be found in
alluvial deposits resulting from weathering
of primary sources.
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SPEED PRACTICE - 2:

0 |

SPEED PRACTICE-2 Time- 15 Minutes

Type the following in double line spacing
with a margin of 10 degrees:-

Our national priorities revolve
around employment for the millions. All
political parties agree that energies should
be devoted to the benefit of the poor,
employment opportunities should increase
and child labour totally eliminated. At least
six per cent of the Gross Domestic Product
should be spent on education of children
and youth and for initiating rural structural
transformation to reduce the rural urban
gap. It is high time that we made not only
the provision for the following but also
implemented them.

Employmentforallablebodiedhuman
beings in India and the total elimination of
child labour. Vocational education from the
lower level in schools. Social and economic
conditions including vital land reforms that
enable all children under 14 years of age to
go to school and all adults to learn new skills
required for farm and factory jobs. Steady
means of sustenance, self- protection and
self- preservation. Basic health services to
all, especially, preventive medicine geared
particularly for the rural areas. Drinking
water inabundanceinall parts of the country.
High- yielding varieties of seeds, irrigation
schemes and other essential requirements
of basic needs- orientedfarming of housing
and healthy living. Clean environment
including sanitation, garbage disposal and
drainage, and conversion of waste material
into manure and sources of energy. Clothing
affordable to the poor million. Nutritious
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food through green, leafy vegetables and
other items of clean, safe and healthy
proteinous food.

Access to media of communication
and other sources of information, education
and entertainment, equal opportunities for
individual the right to information, freedom
of speech and expression. We shall now
look at some of Mahatma Gandhi’s ideas
on these issues and see how far India has
fulfilled them. The priorities listed above
can be boiled down further to the following
keywords; education,
socioeconomic reforms, health care, basic
needs fulfillment, environmental concerns,

employment,

information and communication and
freedom to express dissending views. Before
we take up these keywords and phrases, let
us take a quick look at the world scene as far
as some of the vital needs are concerned.

SPEED PRACTICE - 3:

O |

SPEED PRACTICE - 3 Time - 15 Minutes

Type the following in double line spacing
with a margin of 10 degrees:-

There are about six million red blood
cells in every milliliter of an adult’s blood.
The body produces red blood cells at an
average rate of 9,000 million per hour. Every
day 200 billion red blood cells die. The
above facts though look incredible but they
are proven facts about our blood. Blood may
be defined as the fluid circulating in the
arteries, veins and capillaries of vertebrate
animals. Blood, the red fluid, is pumped
around the body by the heart. Blood is made
up of cells and a liquid. The liquid portion of
the blood is known as plasma in which the
cells are suspended.
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There are three types of cells in the
blood. Erythrocytes (red blood cells), which
contains hemoglobin, the oxygen carrying
red pigments. Leukocytes (white blood cells),
which are responsible for the body’s defence
mechanism, platelets, the small particles
involved in blood clotting. Erythrocytes, the
oxygen carrying cells of the blood have the
dominating presence. In fact, 99 per cent of
the cells are erythrocytes. These cells have
high surface- to — volume ratio. This enables
them to rapidly diffuse oxygen and carbon
dioxide to and from the interior of the
cells. The erythrocytes are produced in the
soft interior of bones called bone marrow.
Erythrocytes are immature cells. These cells
lack nucleus and organelles. They cannot
reproduce themselves and their life-span
is also short. The average life-span of any
erythrocyte is approximately 120days. The
total volume of circulating erythrocytes in
human body remains fairly constant.

The  chief
erythrocytes is the presence of protein,
hemoglobin, which binds oxygen taken in by
the lungs. In a hemoglobin molecule, there
are four sub-units. Each of the four sub-

characteristic of

units consists of an organic molecule known
as heme attached to a polypeptide. The
four identical polypeptides join together to
form an entity known as globin. Each heme
portion contains an iron atom. It is the iron
atom which binds oxygen. The cytoplasmic
granules of the neutrophils are packets of
potent enzymes capable of digesting many
types of cellular materials. Like neutrophils,
eosinophils are also highly mobile and
capable of engulfing and destroying micro-
organism. Monocytes are the largest cells
of the blood. They have a relatively large
nucleus.
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SPEED PRACTICE - 4:

0 |

SPEED PRACTICE -4 Time - 15 Minutes

Type the following in double line spacing
with a margin of 10 degrees:-

Gibbs was born on February 11, 1839
in New Haven, U.S. of a distinguished and
learned family. His father was a professor in
the school of Divinity at Yale and a linguist.
The young Gibbs excelled in classics and
graduated in 1858, winning prizes in
mathematics and Latin, from the Yale
College. He displayed an uncommon talent
for geometry which is professor Hubert
Newton encouraged. Since the physics
curriculum at Yale was so elementary at that
time, he worked for and earned his doctorate
in; engineering (1863). Thereafter, he was
tutor in the college teaching Latin for two
years and natural philosophy for a year.

From 1866 to 1869 he studied at the
Universities of Berlin, Heidelberg and
Paris, where his teachers were some of
the world’s eminent mathematicians and
physicists. In 1871, Yale offered him the
new chair of mathematical physics, the
post provided no salary. Yet Gibbs, who
had independent means and an umbilical
attachment to New Haven, accepted the
post. The college complimented him with a
salary of 2000 dollars only after ten years of
service. Except for the period1866 to 1869
he spent in Europe, he served as Professor
of mathematical physics in Yale College for
the rest of his life till April 28, 1903. With
his training as an engineer, Gibbs took up
the development of a governor for steam
engines, which launched him into the field
of thermodynamics. To express the basic
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characteristic of thermo dynamic change,
Rudolf Clausius (1822-88) introduced the
concept of entropy.

In a broad sense, this expressed the degree
to which the energy in a thermodynamic
system was unavailable for use. Gibbs
recognized the full significance of Clausius
theory and used it to treat the way the
physics states of homogeneous substances
volume, energy and entropy varied with
thermodynamic conditions. He employed
geometrical methods of representing by
diagram the thermodynamic states. Gibbs
noted that his approach would work also for
chemically mixed materials. That insight
provided the seed for his masterpiece.
On the Equilibrium, of Heterogeneous
Substances (1878). This contained a simple
mathematical formula which predicted the
number of different physical combinations
in which the component of the mixture
could co-exist

SPEED PRACTICE - 5:

r |

SPEED PRACTICE-5 Time- 15 Minutes

Type the following in double line spacing
with a margin of 10 degrees:-

As a wake up cup in the morning, as a pep
up drink during the day and as an item
of hospitality, coffee has worked its way
into the marrow of civil8ised life. From a
humble beginning as a food and drink for
the African and Arabian tribesmen, coffee
has evolved into a global phenomenon of
unimaginable proportions. The colourful
and interesting stories behind its discovery,
propagation and use and its importance
today are amazing. The legends and lores
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are spread across centuries and across the
world. Coffee Arabica, popularly known as
the Coffee plant, grew wild in Ethiopia, in
Africa, millions of years ago.

Around the 6th century traders and
pilgrims discovered that a grinding and
mixing of coffee beans with animal fat made
a sustainable snack during their arduous
journey across the deserts from Ethiopia to
Saudi Arabia. This concoction was made
in the size of billiard balls and was carried
in their saddle bags. These trave4llers were
responsible for popularizing coffee in East
Africa and Arabia. A few centuries later, a
priest in an |Arabian monastery observed
that those goats which consumed a lot
of red coffee beans were more agile and
friskier than others who did not. The priest
thought that he could keep himself from
falling asleep. During his evening prayers,
if he could try consuming these berries. He
conducted the first bewing experiment in his
monastery by parching the beans, steeping
them in water and drinking the liquid. The
result was immediate and rewarding.

The priest and other monks
religiously took this concoction with great
enthusiasm. The ingenious Arab who first
stirred up the bean broth from coffee cherry
seds never thought that his concoction will
later stir the world. Launched from Arabia,
through night long rituals to keep the
worshippers awake, for teetotal muslims, it
became an integral part of their religious
and secular life. Coffee then became the
national drink of Arabia. Thousands of Haj
pilgrims making their annual trip to Mecca,
goy converted to this new irresistible faith
of coffee. The pilgrims often carried back
coffee baens to their homes in India and
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some African countries. They prized their
coffee plants and tended them with care.

SPEED PRACTICE - 6:

O |

SPEED PRACTICE-6 Time - 15 Minutes

Type the following in double line spacing
with a margin of 10 degrees:-

The  concept of  sustainable
development has taken a centre state in
economics today. It lays emphasis on
provision of an equal standard of living
to our future generation. Sustainability is
thus defined as to insure that development
meets the needs of the present without
compromising the ability of the future
generation to meet their own needs. This
has emerged from a consideration of
production in determining the prices of
gods and services. A supplier has so far been
interested only in exploiting the natural
resources in production of his goods without
any consideration of depletion of natural
resources or ecological or environmental

cost.

In fact, any economic activity that
continues without a healthy balance between
the natural resources, its ecology and
environment shall result in unsustainable
development. Hence, the earth, ecology and
environment are the three central concerns
of sustainable development. In 1995, a
change became noticeable. It was not just
population growth alone that concerned
these early writers; they were deeply
disturbed by the associated problems of
pollution,” waste and the living conditions
of humans, plants and animals. Later, it was
probably”The Limits to Growth published in
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1972. Under the auspices of a group called
The Club of Rome that, for the first time,
the issue of sustainable development came
to the centre stage. It was a report on The
Project on the Predicament of Mankind.

It was to examine a whole complex
of interconnected problems of poverty,
environmental degradation, uncontrolled
urbanization, inflation, economic
disruptions and other symptoms of a
society in trouble. The message was simple;
if we continue on this disastrous road of
overconsumption and overpopulation, the
human race may not survive. Essential
argument of the limits to growth runs as
follows. Given that population and human
capital are self-reproducing, their rates of
growth are exponential. There are resources
which are not renewable and asa whole, there
are limits to their substitutability by renew
able resources. There is limit to availability
of cultivable land and productivity per unit
of land. Amount of pollution nature can

absorb or recycle has a limit.

SPEED PRACTICE - 7:

0 |

SPEED PRACTICE -7 Time - 15 Minutes

Type the following in double line spacing
with a margin of 10 degrees:-

Mr. Watson, come here, I want you.
This was the first complete sentence ever
spoken over the telephone by its Scottish
born American Inventor, Alexander
Graham Bell on March 10, 1876. The
first long distance telephone line came up
between Boston and New York, U.S.A. in
1884. The word telephone is derived from
the Greek words tele meaning far and phone
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meaning sound. Telephonic transmission
involves the conversion of sound signals
into audio frequency electrical signals
which can then be transmitted over an
electric transmission system and then
reconverted to sound pressure signals by
wire or by radio. A sy7stem can as well
use both the means to establish any given
telephonic circuit the complete circuit over
which radio and signaling currents travel in
a telephone system between two subscribers
in communication with each other.

A telephone set or telephone includes a
telephone transmitter, a telephone receiver
and associated switching and signaling
devices. The standard telephone instrument
hasahandset, which contains the transmitter
(mouthpiece) and receiver (Earpiece),
resting on a base, which has a dial or push
button mechanism for dialing a telephone
number. The telephone that converts speech
into audio frequency electrical signals. The
transmitter has as its basic features a metal
and a carbon contact block, between the
block and vibrating disc.

When a sound made into the mouthpiece
of the microphone transmitter, the sound
was so formed strike on the face of the
vibrating disc and this vibrates in sympathy
with them. The disc vibrations compress
grains of carbon to a varied extent, altering
their resistance to an electric current passing
through them. This results in variable
electrical signals which travel along the
telephone line to the other end of the circuit
where the telephone receiver converts the
audio frequency current variations into
sound waves again. This is achieved by the
motion of a vibrating disc activated by a
magnet whose field is varied by the electrical
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signals that come over the telephone wire.
Dialing signals are either simple electrical
pulses

SPEED PRACTICE - 8:

r |

SPEED PRACTICE - 8 Time - 15 Minutes

Type the following in double line spacing
with a margin of 10 degrees:-

For sheer size, the church of St.
Peter’s is also one of the worlds most
renowned woks of architecture and boasts
painting and sculpture by the greatest of
the Renaissance. The crowing glory of an
age, St. Peter’s remains today the center of
the Roman Catholic Church. Even the site
upon which St. Peter’s rests is historically
signifi98cant. It was here, on the left bank
of the Tiber, that the Roman Emperor Nero
built a large amphitheater to house his glory
spectacles, in which thousands of Christians
died for the viewing pleasure of the roman
masses. Among these victims was St. Peter,
the Church’s first pope, who was crucified
and buried in a mass grave outside the
amphitheater.

In the 4th century, the Roman Emperor
Constantine the Great, the first Christian
emperor built a small church in place of the
old amphitheater. The altar of this church
we placed directly over the supposed site
of Peter’s grave. Here many popes and
emperors among them Charlemagne were
crowned. By the 15th century, Constantine’s
church was crumbling and portions were
rebuilt in the world. Julian’s plan called for a
church large enough to hold eighty by Pope
Nicholas V. Then, in 1506, at the height
of the Renaissance. Pope Julian II decided
to construct a new church on the site, a
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grand church worthy of the most powerful
institution thousand people at that time, the
entire population of Rome.

A monumental design by the architect
Bramante was accepted and the greatest
construction project in the Church’s history
was underway. Bramante’s church was so
large and elaborate that 12 architects spent
most of their lives working on the project.
Raphael was in charge of construction for a
tie. Michelangelo supervised the building
of the immense dome, but he-like most of
the artists who worked on the project-never
lived to see the church completed. It was
not until 1626, 12 years after construction
began, that St. Peter’s was dedicated. And
it was another 40 years before the vast pizza
and colonnades in front of the church were
furnished. Today, St. Peter’s is only a part
of the Vatican complex, with its numerous
chapels, palaces and gardens.
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It has been said that all the man-
made structures on the face of the earth, the
only one that could conceivably be visible
from the moon is the Great Wall of China.
Wending its way over more than one-
twentieth of the earth’s circumference, the
Wall is an unparalleled feat of engineering
and human determination. In size,
materials, and human labour, it is the largest
construction project ever undertaken by
man. Enough stone was used in the entire
project to build an eight-foot wall girdling
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the globe at the equator. From its eastern
end at Shanhaikuan on the Yellow Sea to
its western end at Chaiyukuan in the Gobi
Desert, the Wall stretches over mountains,
desert and plains a distance of 1,500 miles.

But with its numerous twists and
turns, the Great Wall is actually 1,700
miles long and including all its peripheral
extensions and offshoots, the length is
2,500miles. More than 24,000 gates and
towers dot the wall over its serpentine
course. In the eastern regions of China, the
wall is built of stone faced with brick, to
an average height of 25 feet. Here the wall
is generally 20 to 30 feet wide at the base,
tapering to 15 feet at the top.

Most portions of the eastern Wall are wide
enough to permit six horsemen to ride
abreast along the top. In the west, however,
the Wall is constructed largely of earth faced
with stone or simply of earth piled into
mounds. Today this section of the Wall
has fallen into ruin, and at points is almost
obscured by drifting sand.

As the Wall stands today, it is an
amalgamation of many walls built over a
period of 1,700 years-making the Wall the
longest continuous construction project in
human history. The first emperor of China,
Chin Shih Hwang-ti, from whose name, the
word China is derived, began building the
Wall in the 3rd century B.C. large portions
of the eastern Wall were constructed during
his 11-year reign. From all over the newly
unified China, labourers were conscripted
for the project; many died during the
construction.
augmented and improved over the centuries,
with the major work being done during

The wall was continually
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the Ming Dynasty (1386-1644). The Wall
stands as one of the most incredible, and
certainly the largest, construction feats over
accomplished by man.
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It recent years, banks have built up a
good infrastructure of branch network. They
have also succeeded in bringing into their
fold the small man in a big way. They have
gained worthwhile experience in financing
small industries, business and agriculture.
All these will stand them in good stead in
the future and geared their organizations
for them to be able to cater to the changing
needs. They have taken to performance
budgeting. There are some weaknesses too.

A major weakness stems from the
terrific pace at which branch expansion has
been resorted to without planning personnel
requirements in advance. This has inevitably
resulted in a dilution in the quality of
leadership which the banks can provide at
their branches. This is apart from the lack
of adequate technical skill and experience.
This has led to deterioration in the quality of
customer service. No doubt, this aspect of
the matter is receiving the serious attention
of all managements. Steps that may be
taken in this regard can be expected to yield
fruitful results. As regards collection and
clearance of cheques, the customers have
been expressing their genuine grievances
from time to time. Several measures are
being considered by the bankers to speed
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up clearance. And the position will greatly
improve in the years to come. It is very
necessary that the customers should have
perfect satisfaction with the service at the
counter. The real solution should be to give
immediate credit, subject to realization of
all cheques.

It makes a formal written offer to
carry out work for collection. Of course, it
should be clearly understood that cheques
dishonoured will have to be recovered from
the customer’s account. This should be
possible if the relevant Act is so amended as
to makeitan offence to draw cheques without
adequate funds in the relative accounts. For
the last two years or so, there has been talk
about sensing warning signals of units being
sick and of rehabilitation of sick units. It is
not easy to read and interpret the signals as
a warning for sickness. This needs, apart
from technical skill, a lot of experience and
maturity. In the present state, it may not be
easy for all officers to read and interpret the
signals correctly.
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Advancements in scientific
research have given rise to sophisticated
new technologies in information and
communication fields that are now
drastically changing the concept of a large
sized diversified world to a global village.
As we move closer to the millennium, the
information revolution in communication

sector is proliferating towards digitized
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communication channels in cyberspace.
We are now well informed, entertained
and educated with the help of advanced
technologies  through television and
personal computer at home. A qualitative
transformation is being witnessed in our
social, economic and political sectors as a
result of free flow of information and sharing

of knowledge.

The  networking of  people
through innovative communication and
computer technologies is creating limitless
opportunities for accessing all available
forms of social learning and intelligence.
One of the most significant achievements
in the information and communication
sector was the introduction of an advanced
communication network, ie., Internet,
the technology connecting a computer
of computers in the network. This is a
process of linking end to end digital source
and receiver. The internet can be broadly
defined as worldwide network of computers.
It communicating via an agreed upon rules
for exchange of information. It provides
access to the most diversified sources of
information hosted by individuals and
various organizations worldwide on a vast
network of servers.

Presently, the internet gives on
to World Wide Web or just Web which
interconnects thousands of servers created
by various organizations, commercial
establishments, industrial units, academic
establishments, common or particular
interest groups or even private individuals.
The web pages loaded on the servers provide
various types of information like, plaintext,
picture, and animation, multimedia either
free of cost or for a modest fee. Besides,
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the web pages offer services like e-mail,
conferencing, electronic publications and
other commercial facilities. It is a new
mode to trade text or information from one
point on the globe to another fairly quickly,
cheaply and easily. Though it is not control
the users have is due to the computers
themselves.
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The Preamble to the Plan Document
on the Ninth Five-Year Plan states that
the objective of the Plan is the focus on
Growth with Social Justice and Equity. The
participation of public and private sectors
and all tiers of Government in this process
is, therefore, vital. The specific objectives of
the Ninth Plan arising from greater reliance
on market forces and the imperatives for
public policy and action are, priority to
agriculture and rural development with
a view to generating adequate productive
employment and eradication of poverty,
accelerating the growth rate of the economy
with stable prices, ensuring food and
nutritional security for all, particularly the
vulnerable sections of society, providing
basic minimum services of safe drinking
water, primary health care facilities,
universal primary education, shelter and
connectivity to all in a time-bound manner.

Containing the growth rate of

population,  ensuring  environmental
sustainability = of  the  development
process through social mobilization
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and participation of people at all levels.
Empowerment of women and socially
disadvantaged groups e.g. Scheduled Castes,
Scheduled Tribes and Other Backward
Classes and Minorities as agents of socio-
change and development.
Promoting and developing people’s
participatory institutions like Panchayati
Raj institutions, co-operatives and self-help

economic

groups, strengthening efforts to build self-
reliance. The strategy based on creation
of an environment, which encourages a
vigorous private sector operating under the
discipline of competition.

It must increase its involvement in the
areas of social development and economic
infrastructure. The re-orientation of the
role of the State involves its withdrawal from
the role of being a controller and licensor
of private enterprise I areas where market
competition and an efficient financial
sector will ensure appropriate decisions on
investment and technology. The State must
increase its involvement in the area of social
development especially in rural areas. We
should manage things in such a way that,
in this era of globalization, we derive the
maximum advantage from be critical to the
attainment of high growth rates and self-
reliance.
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Medicine is a popular choice of a
large number of our school leavers. With the
inclusion of rehabilitation as an important
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phase of medical care, hospitals and
other health care centers not only require
trained doctors and surgeons in various
specializations, they also need different
paramedical experts. After the first phase of
medical care as in preventive medicine and
the second phase of curative medicine or
surgery, we also have the third phase which
is rehabilitation medicine.

Today, rehabilitation has come to be
accepted as an integral aspect of medical
care. We have Physiotherapists, Respiratory
therapists, Occupational therapists,
Audiology and Speech Therapists, in the
sphere of rehabilitation. Para-Medical
courses would not give you a doctor’s
degree but all the other aspects of a doctor’s
job-good emoluments, social standing,
prestige, commitment to life and the living
are fulfilled. Para-Medical occupations are
fast catching up in importance and in many
ways are competing with the respect to job
openings, remunerations, etc. The added
advantage is that these courses are of shorter
duration and placements are as good as
cent percent especially in medicine. Today,
in the era of specialization, doctors are
depending more and more on a full-fledged
rehabilitation program. It is in these areas
that Para-medical personnel can contribute
significantly toward the well-being of
the community by joining these healing
professions.

If the therapist’s role attracts you,
then you must have the capacity and
willingness to work hard, possess the zeal
to serve and abundance of patience. A cool
and calm temperament, and boundless
energy and empathy with the patient are
important qualities to have or to cultivate
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if you plan to join these fields or medicine.
Also, you must be observant, resourceful,
and tolerant, be able to communicate with
people, combine firmness with kindness and
above all, have a genuine interest in people.
If a technologist’s job appeals to you, then
consider whether you have manual dexterity
and good eyesight, accuracy and the ability
to work against pressure. A keen scientific
mind with the ability to work on one’s own is
useful attributes. The rehabilitation medical
experts are the therapists.
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The ratio between the alarming rise in
population growth and food production is
getting more and more disproportionate.
Though there are various factors responsible
for the declining productivity in food
production, one of the major factors is soil
erosion. According to a recent report, the
total geographical area in the country is 328
million hectares and out of this, about 150
million hectares are subject to serious water
and wind erosion. While 34 million hectares
of land is affected by wind erosion, the area
by gullies and ravines is 4 million hectares.
Shifting cultivation affects an area of 3
million hectares while 69 million hectares
of land are at a critical stage of deterioration
due to erosion. Soil conservation, through
eco-friendly
practices is therefore the need of the hour.

sustainable agricultural

Soil erosion is the removal of soil by
water, wind, ice or other geological agents.
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There is slight erosion from soil covered by
dense grasses or forests but it is enormous
from steep poorly covered soil exposed
to heavy rainfall or strong winds. Well-
aggregated soils resist erosion, pulverized
silts and very fine
most easily eroded. People bare the soil
when they remove protective plant. It covers

sands are the

by ploughing, cultivating, burning crop
residues, overgrazing ranges and pastures
and overcutting forests. They cause drastic
soil disturbance by using heavy machinery
in road and building construction and
surface mining or by using off road vehicles
in easily erodible areas.

Water erosion on agricultural land
takes place through the agency of rainwater.
Raindrops make an impact on the soil
surface. Water erosion of soil starts when
raindrops strike bare soil pods and clods,
causing finer particles to move with flowing
water as suspended sediments. This soupy,
muddy water moves downhill, scouring
channels along the way. Each subsequent
rain erodes additional amount of soil until
erosion has transformed the area into
barren soil. Sheet erosion is the removal
through rain of a very thin layer of soil from
the entire surface of somewhat large area. It
is particularly observed on gently sloping
land. Sheet erosion goes on unnoticed and
uncared for, because of the very thin layer
being removed till much of the top soil.
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Kynology-the Science of Dogs- is
one of the oldest sciences about domestic
animals. The word kynology is derived
from two Greek words, Kynos meaning dog
and logos meaning science. Every nation
has its own kynological literature. Some of
the wild relatives of the domestic dog are
wolves, foxes and jackals. They all belong
to the common family canidae-the dog
family. The domestic dog is related to wolf,
jackal and somewhat to the fox. These are
the carnivorous mammals that make up the
canine family. Wild dogs, wolves and jackals
are known to interbreed. They live and hunt
in pack. Foxes which do not interbreed with
other members of the canine family and
hunt singly are now classified in the genus.

Dog is man’s best friend. Stories about
dogs figure in poems, stories and novels.
It is the most popular pet in the world.
The dog is the first animal that man tames
and domesticated. Traces of pre-historic
domesticated dogs have been discovered in
middle and late Stone Age. However, we do
not have a clear picture about the early family
tree of the dog’s family. The emergence of
dogs cannot be related, with certainty, to any
wild counterpart in existence. It is believed
that the modern dog has developed from
wolves and jackals. Dogs are more closely
related to wolves and jackals. Dogs are
more closely related to wolves than jackals.
Scientists are not completely in agreement
that the dog is derived from the wolf. This
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is because though dogs and wolf. This is
because thought dogs and wolves are closely
related, there are some striking differences.

Some of the existing species of
wild dogs are, the Dingo of Australia, the
Dhole of India, the Racoon dog of China,
the Hunting dog of South Africa and Bush
dog of South America. Depending on the
breed, an adult dog may weigh 2 to 99 kg
and range in height from 12.5 to 90 ¢ m at
the shoulders. Dogs are also widely varied
in terms of length of leg, length of muzzle,
size and attitude of ears, length and shape
of tails, density, colour and character of hair.
An adult dog has 42 or 44 teeth including
molars. It takes 7 to 18 months for a female
dog called bitch or dam to reach reproductive
maturity. The gestation period averages 62
to 83 days. An average litter consists of 3to
6 puppies, which are sightless at birth.
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Land and Labour in modern economic
parlance- are the basic factors of creation
on this planet. Between the two, labour is
supreme, for it is he who makes conscious
and deliberate efforts to unravel the laws
and mysteries of land and makes use of
them for his own development. Indeed, his
own development is the be-all and end-all
of his entire conscious effort. Looked at
in this light, human development has been
the objective of human endeavour ever
since Adam and Eve appeared on this earth.
Yes, in the beginning, the thrust of human
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endeavour was in the direction of spiritual
development, but now it is in the direction
of material development.

In the earlier years, it was primarily
the responsibility of an individual to
develop himself, but now it has become the
responsibility of the State to arrange for all-
round development of human beings. This
has put human beings in new light. The
shift in emphasis from individual effort
and spiritual development to State planning
and material development has turned
human beings into a factor of production-
an economic resource- to be brought
up, developed and wused for material
development of the country as a developed
and used for material development of
the country as a whole. Population growth
comes in the way of these social objectives
in a big way. Rapid growth of population,
therefore, has rightly been a cause of
concern in our country since the early fifty’s.
However, popular perception in this regard
has undergone a sea change over the last
couple of years.

In early fifty’s socio-economic
implications of population growth were
a matter of concern largely in the context
of the argument that rapid population
growth is an obstacle to development. But
now it is increasingly recognized that the
relationship between population growth
and development is not that simple; it is
rather much more complex. In 1994, it has
been forcefully argued and accepted that
rapid population growth itself is in many
ways the result of a lack of development. In
course of time, many other dimensions have
been added to this relationship which was
once viewed to be unidirectional. After the
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ICPD Conference population issue is placed
in a much larger context of sustainable
development. Over the years, the concept of
development itself has undergone a change.
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The movement of the sun across the sky
provided man’s earliest means of time, by
the lengthening of the shadow on a sundial.
The Egyptian shadow clock, dating from
around 1450 BC, was an advanced form of
sundial inscribed with graduated scales to
compensate for the varying angle of the sun
in relation to the earth in different seasons.
To measure time indoors or at night, the
Egyptians, Greeks and Romans all had
devices that worked on the principle of an
hour-glass, in which fine sand or water ran
from one vessel to another at a constant rate.
Candle clocks indicated the hours by the
amount of wax burned away against a scale
marked on the candle.

Sand, water and candle clocks were
inaccurate by as much as a quarter of an
hour in every hour. The earliest known
mechanical clock, described by the Chinese
Imperial tutor Su Sung in AD 1088, was a
huge machine about 9 meter high, powered
by falling water. In Europe, the mechanical
clock appeared independently about 200
years later, in response to the demanded
by monasteries for a timekeeper capable
of marking the, passing hours of night

accurately, so that the monks could perform
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their devotions at the prescribed time. The
first European mechanical clocks were
powered by slowly falling weight. They had
no face or hand; instead, they rang a bell
to indicate the time-an early form of alarm
clock. The word clock itself derives from the
French word cloche, meaning bell. Water
and weights could not be relied on to drive
clocks at an even rate.

Both the Chinese and European types
incorporated an escapement, a ratchet device
allowing regular, intermittent motion in one
direction only. A new source of power, a
wound-up metal spring whose tension was
gradually released to drive the mechanism,
was introduced in Germany in the early 16th
century. Later known as the main spring, it
enable the portable clock lay in the fact that
it was the first modern machine. It was the
first to be independent of the outside natural
forces of wind, water or muscle; and because
it depended on accurately cut gears, it was
the first to demand precision tools and
measuring instruments in its manufacture.
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Nurses care for the sick and the
injured and help people to stay well. It is
a demanding career and involves shift
duty. The profession requires intelligence,
compassion and stamina and rewards one
with the privilege of making a difference
to the people’s lives. Nurses observe and
record symptoms, reactions and progress
of the patients, in the process, establishing
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communication lines with them. They
assist physicians and surgeons during
treatment and examination besides assisting
in rehabilitation and convalescence. They
work under the direct supervision of
nursing departments and in co-ordination
with physicians. Their work area may be
general, operating room, maternity room
duty, emergency rooms, intensive care units
or outpatient clinics. Nurses also work
in physicians’ consulting rooms, private
homes, school infirmaries, industries home
nursing services etc.

The nursing profession demands being
cheerful with a desire to help others and
the mental strength to work with even the
seriously ill. It requires common sense,
practical bent of mind, unflappability,
sympathy for the old, young and sick without
sentimentality, an interest in medicine
without morbid curiosity about illness,
sensitivity. Certain amount of toughness
so as not to get too emotionally involved
and organising ability. Patience, sense of
humours to put up with inevitable short
tempers and difficult people, the ability to
judge when to be firm and how to be firm.

But not rude, powers of observation,
ability to take up responsibility one moment
and t do exactly as instructed the next are
some characteristics required by a nurse.
General duty nurses work together with
other members of the healthcare team to
assess the patient’s condition and to develop
and implement a plan for healthcare. The
range of duties include taking patient’s
temperature, pulse and blood pressure,
changing dressings, assisting patients with
personal care, conferring with members of
the medical staff, helping prepare a patient
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for surgery and completing any number of
duties that require skill and understanding
of patient’s needs surgical nurses oversee
preparation of the operating room and the
sterilizing of instruments, assisting surgeons
during operations.
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ClassicaldanceinIndiaadherestoarigorous
code, though some minor improvisations
have been attempted and accepted in recent
times. According to the Hindu mythology,
when Lord Siva shook a hand drum, the
world beat its first rhythm. And as he moved
his body in tune with its beat, the universe
came into being. The dancing Siva is known
as Nataraja and all classical dancers invoke
Nataraja as the symbol of cosmic energy.
In India, the aesthetic theory is that dance,
music and drama are inseparable. This
principle was first enunciated in Bharata’s
treatise. Natya Sastra, written in the 3rd
century B.C. Indian dance essentially tells
a story poetically, with movements of hand
mudras and foot and gesture of eye and
row abhinaya, all this is supplemented and
complemented by a set pattern of music.

A characteristic feature of the classical
dance is the intricate footwork, tala, which is
emphasised by the jingling of ankle-bells by
the dancer as well as the rhythm maintained
by the drummer. There are four main schools
of Indian traditional dance. By far the oldest
of the classical styles is Bharata Natyam,
hich follows the ancient treatises more
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closely than any other style. With its roots
in Tamilnadu, this dance which has retained
its purest form. It is usually performed solo
and comprises movements of pure rhythm;
dramatic rendering of a story or depiction
of a mood Bharata Natyam was once part
of the rites of worship in temples and was
performed by dancing girls attached to
temple.

Kathakali from Kerala is a spectacular
and powerful dance-drama, in which the
artists don an elaborate make-up and enact
tales from the epics. Kathak began as a
religious performance and under Mughal
patronage in the 16th and 17th centuries
evolved as a court-dance. The Manipuri
style of Manipur in eastern India revolves
round the pranks of Krishna when he
was young. Some of the other schools of
Indian dance are the Kuchipudi of Andhra
Pradesh, Odissi of Orissa, Mohini Attam of
Kerala and the Yakshagana of Karnataka.
For variety, colour and richness of emotion,
the Indian dance forms have practically no
parallel in any other part of the world. In
fact, Indian classical dances have travelled
out of the country to influence the art forms.
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Science affects the average man and
woman in two ways already. He or she
benefits by its applications, driving a motor
car or omnibus instead of a horse-drawn
vehicle, being treated for disease by a doctor
or surgeon rather than a priest or a witch,
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and being killed with an automatic pistol
or shell in place of a dagger or a battle-axe.
It also affects his or her opinion. Almost
everyone believes that the earth is round and
the heavens nearly empty instead of solid.
And we are beginning to believe in our
animal ancestry and the possibility of vast
improvements in human nature by biological
methods. But science can do something
far bigger for the human mind than the
substitution of one set of beliefs for another,
of inculcation of skepticism regarding
accepted opinions. It was gradually spread
among humanity as a whole the point of
view that prevails among research workers
and has enabled a few thousand men and a
few dozen women to create the science on
which modern civilization rests.

For if we are to control our own and
one another’s actions as we are learning
to control nature, the scientific point of
view must come out of the laboratory and
be applied to the events of daily life. It is
revolutionized industry, agriculture, war and
medicine. It will prove useless when applied
to the family, the nation or the human race.
Unfortunately, the growing realization of
this fact is opening the door to innumerable
false prophets who are advertising their own
pet theories in sociology as scientific.

Science is continually telling us through
their mouths that we are doomed unless
we give up smoking, adopt or abolish birth
control and so forth. Now it is not my
object to support any scientific theory, but
merely the scientific standpoint. What are
the characteristics of that standpoint? In
the first place, it attempts to the truthful
and therefore impartial. And it carries
impartiality a great deal further than does
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the legal point of view. A good scientist will
be impartial between Mr. Smith a tapeworm
and the solar system. He will leave behind
him his natural revulsion of the tapeworm,
which would lead him to throw it away
instead of studying it as carefully as a statue
or a symphony and his awe for the solar
system, which led his predecessors either to
worship its constituents.
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The interdependence  between
education and economics is evident from
the fact that the two stand in a symbiotic
relationship with each other. ~ While
education is defined as the acquisition of
the art of utilizing knowledge for moral
and material development, the discipline
of economics deals with the study of how
men choose to deploy resources for various
activities towards maximization of social and
economic returns. The economy of a society
provides resources to fulfil the educational
aspirations of its members and the education
system in turn helps in equipping the society
and the economy with the required types
and levels of manpower, which are needed
for exploiting the process of socio-cultural
transformation and economic development.

The study of the economic aspects
of education acquired a great deal of
significance in the early Sixties. At that time,
a number of economists expressed the view
that human resources, the development of
which is largely contingent upon adequate

05-03-2019 12:08:49‘ ‘



provisions for education and training of
people, make significant contributions to
economic growth and the quality of life. As
education and training ensure social and
economic vertical mobility, every person
seeks to acquire better education and strives.
It has greater access to the store of knowledge
possessed by mankind.  The pressure
of demand for education everywhere,
therefore, is bound to be as high as that of
the strong desire to satisfy such common
human wants as food, clothing, shelter, etc.

This relationship is in itself an indicator of
the social and economic value of education.
As the level of economic activity rises, the
national income from various sectors of the
economy also increases, the relative fiscal
capacity of the country improves and it
becomes feasible to finance the expansion
and diversification of national systems of
education. On the other hand, without
advancements in education, training and
research, economic development is not
possible. This is so because workers require
a high standard of diversified general,
technical and management education as
well as vocational training for increasing
the quality and quantity of production. In
modern times, almost all production lines
require highly qualified manpower.

SPEED PRACTICE - 22:

0 |
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Type the following in double line spacing
with a margin of 10 degrees:-

The history of ham radio or amateur
radio is as old as the history of radio

communication. To be more precise,
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technical developments in the field of
radio communication took place due to the
result of experimentations carried on by
non-professional (amateurs). Ham radio
operators belong to a group of people having
great interest in wireless communication
technology. Even the great radio scientist
Marconi was a school dropout, inspired by
whom; hundreds of energetic people around
the world came on-the-air with their own
home made radio stations. The air space
thus became a precious commodity with
the realization that radio frequency can
be suitably employed to carry information
over distant places and as a result, different
types of professional radio communication
services came into existence throughout the
world due to the utility of the two-way radio.

The broadcast radio stations to which we
tune our radio sets belong to the Broadcast
Service? This is a one-way communication
where we cannot interact on-the-air. But
what is this Amateur Radio Service? This
service belongs to the people interested
in experimenting with their own radio
transmitting and receiving equipment.
They put their voice on-the-air to be listened
into. At the same time they replied back by
their fellow experiments around the world.
Many of the foremost radio and electronics
engineers and technicians operate as
amateurs during times when they are not
occupied professionally. They never accept
money for their on-the-air communication.

The reason why an amateur radio
operator is called a ham is but a controversy.
Some relate these three letters (HAM) to the
names of three great radio experimenters;
Hertz (who practically demonstrated the
existence of electromagnetic waves in 1888),
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Armstrong (who developed a resonant
oscillator circuit for radio frequency work)
and Marconi (the 1909 Nobel laureate in
Physics, who in the year 1901 established
the first transatlantic radio contact). A ham
radio operator is a radio enthusiast who by
virtue of his fascination towards wireless
communication technology enables himself
to establish his own two way radio station
and communicates around the world for
the sheer joy, thrill and excitement involved
in successfully establishing radio contacts
around the world.

SPEED PRACTICE - 23:
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Type the following in double line spacing
with a margin of 10 degrees:-

Living on the earth is rather like being at
the bottom of a sea hundreds of miles deep
on the floor of a great ocean of air that
surrounds our planet and without which
nothing could live. Without the atmosphere
there would be no people or animals, birds
or fishes, trees or plants. There would be no
weather, winds or rain. And there would be
no blue sky, no rosy sunsets or dawns. Fire
would be impossible without air, for burning
is the union of oxygen with whatever is
burned. Nor would there be any noise,
which is the vibration of air waves against
our ear-drums.

By day the atmosphere serves as a great
sunshade. It protects the earth from the full
force of the sun by absorbing most of its
harmful radiation. But for the atmosphere
the day-time temperature would rise to 230
degrees F hotter than boiling water. By
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night, the air acts like a giant green house. It
imprisons the heat collected during the day
and prevents it from spreading into space.
Otherwise the temperature at night would
plunge to 300 degrees F. far colder than we
could stand. Finally the atmosphere catches
and burns up by friction, practically all the
million meteors that fall each day from
outer space into the earth’s field of gravity.
If all these meteors actually landed here, the
earth’s surface would be pitted and dented
like the face of the moon which has no
atmosphere to stop them. It is not true that
the air gets gradually colder the higher up
you go. It does this up to a height of about
seven miles.

It is the lower layers of the atmosphere are
warmed by heat radiated from the ground.
In the stratosphere the next layer up the
temperature remains almost the same, but
it drops to a chilly 40 degrees F. at about
eighteen miles. There the temperature
begins to rise because of certain gases that
absorb heat directly from the sun. When
these gases disappear at about fifty miles, the
temperature drops right down to 117 degrees
E After that it rises steadily, reaching 4,118
degrees E at 250 miles. Even if we could live
in these amazing temperatures, we could
not feel them. When we feel warmth on a
summer’s day, it is because our skin is being
bombarded by countless air particles. Our
sensations of heat or cold depend on how
fast these particles travel.
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Visual images are playing an increasingly
important role today.
photography enables you to become
visually articulate with comparative case.
Photography is a wonderful means of self-
expression. Though we live in a coloured

Understanding

world, the impact and graphic expression of
blackand white photographyis considered by
many to be superior to colour. Professional
photography took birth at the Academic
des Beaux Arts et Science, Paris, France on
August 19, 1839. Louis Dagueme, for the
first time, publicly announced the procedure
for his Daguerreo type process.

The first portrait studios to go into
business in Britain were opened by Richard
Beard who also gave lecture demonstrations,
making the teaching of photography as old
as the profession itself. First official war
artists-illustrators and press photographers
— were introduced in World War I, who
were attached to the Forces. The immediate
pre-Second World War days provided a
slow increase in the volume of photographic
illustrations ~ used  in  advertising.
Photography and photographs were used
on an unprecedented scale in the Second
World War. In the post war era, commercial
photography was the most promising field
with promotional and record illustrations
for industry. It is re-establishing itself in a
peacetime environment. Photography today
is the most preferred form of illustration
for magazines, books, newspapers, record
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covers, posters and advertising of every
kind.

A career in photography is, therefore,
considered to be a trendy, glamourous, well
paid and exciting career. It increasingly
involves the use of computer technology.
Oncethefilmisprocessedandprintsaremade,
they use a scanner to transfer the images into
digital form. Some photographers prefer the
use of digital cameras, which use electronic
memory rather than a film negative to
record an image. The electronic image can
be transmitted instantly via a computer
modem and telephone line or otherwise
downloaded onto a personal computer.
Then, using the computer and specialized
software, the photographer can manipulate
and enhance the scanned or digital image
to create a desired effect. The images can
be stored on a compact disc (CD) the same
way as music. Some photographers use this
technique to create electronic portfolios.
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Men have lived in Europe for more than
40,000 years. There are cave paintings
in France and Spain that are known to be
more than 20,000 years old-the oldest
examples of Man’s culture. But European
history really starts with the civilizations
of the Mediterranean region which began
in Crete about 5000 years ago. The greatest
of the ancient civilizations was that which
developed in Greece and flourished from
about 1500 to 1446 BC. It was followed by
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the republic and empire of Rome, which
reached the height of its power in AD 100s.
The Roman Empire included all the lands
bordering the Mediterranean sea, and what
are now France, England and Wales. Rome
was eventually conquered by barbarians
from Germany in 476, but the eastern
part of the empire called the byzantine
empire, lasted until 1453. It was ruled from
Constantinople, formerly Byzantium and
now called Istanbul.

The 600 years following the overthrow
of the western Roman Empire are often
called the dark ages, because learning and
culture declined in this time. But from
the 1000s onwards strong, independent
countries began to emerge. Among them
was England, which was conquered by the
Normansin 1066. During this time powerful
princes and nobles ruled and many of the
poorer people lived in slavery. In the 1300
Europe was ravaged by the Black Death, an
outbreak of bubonic plague that killed one
person in four. Labour became scarce, and
as a result the workers were able to demand
better treatment.
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In the 1400 a revival of scholarship and
the arts knows as the renaissance, began
in Italy. At the end that century and in
the early 1500 European explorers began
opening up new trading routes to Asia and
the Americas were discovered and partly
explored. At the same time the invention
and rapid spread of printing caused a
great upsurge in education. The teachings
and practices of the Roman Church were
challenged and the reformation began.
New protestant religious sects sprang up
and religious unity in Europe ended forever.
Some wars of religion broke out. The
1700 saw dramatic changes. In Britain the
Industrial Revolution was brought about by
the invention of machines which took over
much of the work formerly done by human
muscles.
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CHAPTER 8 Short Notes on Subject Topics

D l
1.Statistical Matter:

A Tabular Statement is giving particulars of certain things or achievement, the
particulars of certain things or achievement, the particulars are generally occupying the first
column and the figures occurring in the other columns.

2. (a) Invoice:

A document is giving full details of the price, quality, size and quantity of goods sold
within a country.

(b) Credit Note:

A Credit note is a statement sent by the buyer when a portion of the goods are returned
by the buyers as damaged, etc., or when an over change is corrected.

3.(a) Application:

A requisition by a person seeking a job or asking for a benefit such as scholarship,
permit, etc.

(b) Resume / Bio - Data:
A person gives her/his personal details for his job.
4. Business Letter:

A letter from a firm or a company to its customer or to another business house.

258
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1. Statement

ii

1ii

A e

1. Title of the Statement (headlines)
2. Head of the Details

3. Head of the particulars

4. Rupees in......... (If any)

5. The word “Total”

259
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(B) Model Statement
State - Wide Distribution Of Financial
Assistance Sanctioned And Disbursed By The Industrial
Development Bank Of India
S.N 1968 - 69 1969 - 70
Amount Amount Amount Amount
State Sanctioned | disbursed | Sanctioned | disbursed
/1
(Rupees in crores)
/1
1. Andra Pradesh 154. 40 159.90 1,773.70 1,637.20
2. | Assam* 12.40 24.40
3. Bihar 159.90 266.60 965.20 441.70
4. Gujarat 328.80 301.80 3,724.60 3,148.90
® 5 Haryana 58.10 53.60 262.10 249.80 ®
6. Kerala 133.00 68.30 440.00 342.30
7. | Madhya pradesh 171.30 143.70 543.00 517.90
8. | Maharahstra 2,217.70 1,100.10 9,621.20 8,812.90
9. Mysore 489.70 263.60 1,052.70 859.70
10. |Orissa 348.60 46.20 504.10 223.40
11. | Tamil Nadu and
Pondicherry 118.50 114.50 1,111.70 1,134.90
Total 4,180.00 2,518.30 20,001.70 17,393.10
* particulars in respect of 1968 - 68 are not available.
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INVOICE - LAY OUT

2.INVOICE
a(LAY-OUT)
INVOICE

L eeeeeeeeeeeeeeeeeeeeeeas

2 s
< JVUUUUUUUUOURR B ettt e e eee e raaaaen
Ao,
6 e

@ .......................... @
7 e ——
8 e
D e,
10 11 12 13
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Name of the Company in Capitals
Nature of the Company
Telephone Number

Telegrams

Post Box Number

Address of the Company

Invoice Number

Date of Invoice

To address

271

10.

11.

12.

13.

14.

15.

16.

17.

18.

Quality ®
Particulars

Rate

Amount

The word ‘Total

Total amount in words

E. & O.E. (Errors and
Omissions Exempted)

For ‘Name of Company’ in
Capitals

Designation of the Authority.
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INVOICE - (B) MODEL

Invoice

/1

Modern Electricals Limited

/1

(Dealers in Electrical goods)

Telephone : 53146
Telegram : ‘Modern’

No. 384/74
/1

Messrs. Pari Anand and Sons,

Building Contractors,

Post Box No.61,

4 West Mahsi Street,
/1

234 May 1975,

Thiruppathur
/1
Quantity Particulars Rate Amount
® Rs. P Rs. P
10 dozens Switches 25 00 250 00
6 Ceiling Fans 300 00 1,800 00
LESS Discount at 10% 2,050 00
ADD packing charges 205 00
1,845 00
35 00
Total 1,880 00
(Rupees one thousand eight hundred
And eighty only)
E.& O.E. for Modern Electrical Limited,
1111
Sales Manage
272
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2. CREDIT NOTE

a(LAY-OUT)
CREDIT NOTE

) 1 J S
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) 1/
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12 13 14
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I6 cucieciucincincincincnnenses | e e emeceemeccaas

17 eeiiiiiiiiiiiiiiiinnnen,

I8 wervvriiiiiiiiiiiininees \
1. Telephone Number 10.Place of the Receiving Company
2. Telegrams 11.Name of the Company

® 3. Post Box Number 12. Details of Invoice ®
4. Address of the Company 13.Particulars
5. Place of the Company 14.Amount
6. Credit Note Number 15.Total
7. Date of Credit Note 16.Total amount in words
8. Receiving Company 17.For ‘Name of Company’ in Capitals
9. Address of the Company 18.Designation of the Authority.
283
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2. (II) CREDIT NOTE - MODEL

Credit Note
/11
Telephone : 45016 Post Box. No. 184
Telegrams : ‘Saroja’ 35,Purasai High Road,
Madras 600 007.
No.29/71 /l
/1 22 nd January 1971.
Messrs. Soori & Company,
21 Car Street,
Kancheepuram 631 501
/1
Cr. by SAROJINI TEXTILES
/1
Details of Invoice Particulars Amount
/1
Invoice No.110 18 By 50 Petty Coats at Rs. 16/. Rs. P.
th January 1971 each returned not being the
@ size ordered 800 00 ®
Invoice  No. 102 By 5 pairs of silk dhotis at Rs. 400/. 2,000 00
19th January 1971. each pair returned being E—
damaged. 2.800 00
(Rupees two thousand and eight
hundred only)
/1
for SAROJINI TEXTILES,
/111
Accountant.
284
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3. LETTERS (A) APPLICATION - LAY OUT
APPLICATION
L.
2
3.
4o
5.
@ 6 .............................................. @
T

PP
O
10,
I,
12,
1. The word ‘From’
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2. The ‘form address’

3. The word ‘To’

4, The ‘To address’

5. Salutation
6. Subject :
7. Reference

8. Body of the Application
9. Complementary Close
10.  Enclosures if any

11.  Place and

12. Date

(B) APPLICATION - MODEL

From
/1
Regena Rani, B.Sc., (I.T) M.C.A
201. N.G.O.A. COLONY,
Sankarankoil,
Tirunelveli District. 627756.
!/
To
/1
The Managing Director,
R.P. Software Pvt. Ltd.,
Bangalore.
/1
Sir,
/1

Sub: Application for the Post of Manager - for your esteemed Concern.

/l

Ref: Your Advertisement in Daily Journal dated 25th January 20009.
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/]
/1
I came to know from the advertisement in the daily journal dated 20th March 2009
that there is ka vacancy for the post of Manager in your esteemed concern. I beg to submit
myself as a candidate for the same.
/]

[ am twenty two years old with a good physique. As for my qualification i like to state
that i have passed the B.Sc., Information Technology and M.C.A., With 70% of marks. I have
also passed the typewriting English and Tamil Senior Grade with first class. If i have a chance
to work under your esteemed concern I assure that I will discharge my duties to the entire
satisfaction of the superiors.

I am also enclosing herewith my Dio - Data for your kind perusal and favourable
orders.

/1]
Thanking you,
Your's faithfully,
Sankarankoil, /111
30 th January 2009
(REGENA RANI)
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(B) BUSINESS LETTER - LAY OUT

BUSINESS LETTER
N
2 e

N 5 i
diviviivviiiiiiiiiiiiiiiis N
7. evrvesnesnessnesssesssesnens . J
1 J N
| N

U
12 i

® 131 creesessssssnsns ®

14. covevereniiiiiinnnnnne
150 coiiiiiriiiiirrnneee

1. Name of the Company in Capitals

2. Nature of the Company within brackets.

3. Telephone Number on the left side.

4. Telegrams

5. Post Box Number on the left side.

6. Address of the Company.

7. Reference Number

8. Data

9. To address

10. Salutation

11. Body of the Business Letter.

12. Complimentary Close

13. for NAME OF THE COMPANY in Capitals.

14. Name of the Authority in capitals within brackets.
15. Designation of the Authority.
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3 (B) BUSINESS LETTER - MODEL

BUSINESS LETTER

DEVANATHAN AND COMPANY

/1
(Fruit Merchants)
Telephone : 34511 Post Box No.20,
Telegrams : ‘Devan’ 29 Bazaar Road,
Cuddalore 607 001.
/l
Ref. No.5/409 15th June 1983.

/1

Messrs. Abdul Samad and Company,
Fruit Mart,
Madras 600 001.

/1
Dear Sirs,

/1
We are in receipt of your order No.30, dated 10th June 1983 for the supply of 100 jack fruits
on or before the 10th of next month.

//
While we thank you for your kind order, we very much regret our inability to comply with
your orders as we are already committed to the supply of a similar bulk order about the
same time to another party.

However we can pass on your order, if you so desire us to do, to our sister concern here who
will be able to supply you jack fruits of the quality.

We assure you of our prompt action at all times.
/l

Yours faithfully,

for DEVANATHAN AND COMPANY,
/111

(T. DEVANATHAN)
Partner.
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CHAPTER 9 Mechanism
1.MECHANISM
1.Typewriter and Its Parts:
|
11 12 13 14
0 15
3 ’ 16
7 17
18
6 19
> 20
4
’ 21
2 2
1 23
24

1. Handle / Line Space Lever
2. Plunger knob

3. Thumb Wheel

4. Cylinder Release Lever

5. Line Space Lever

6. Carriage Release Lever Right
7. Left Hand Margin

8. Margin Scale

9. Type bar guide

10. Ribbon Carrier

11. Segment

12. Paper bail Roller
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13.
14.
15.
16.

17.

19.
20.
21.
22.
23.

24.

Right hand Margin
Cylinder (Platen Roller)
Carriage Release Roller Left
End of the Paper Indicator

Cowl Cover

. Carriage

Margin Release Key
Shift Lock

Shift Key

Tabulator Bar
Space Bar

Ribbon Colour Indicator
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1.1 History of The Typewriter:

r |

The first typewriter was invented by
Mr. HERRY MILL and was later developed
by Sholes, Glidden, Soule and Yost. The
first practical typewriter was however,
introduced in 1873 and it was brought to
India only in 1876.

Letters are type-written on the paper;
hence this machine is called as typewriter is
a device for writing with neater letters, for
doing quicker and better work, for taking
more copies and for reading the typed
matter easily.

There are noiseless, electric and
electronic typewriters also.

Kinds of Typewriter:

r T

There are two kinds of Typewriters:
1.  Standard Typewriter

2. Portable Typewriter

Standard Typewriters are most
commonly used for office Purpose.

Portable Typewriters are used for
camp purpose and it can be easily taken
during travel.

Advantages of Typewriter:

1.  Neatness and accuracy.

‘ ‘ Typography_unit09.indd 319

2. Less strain

3. Greater speed [Less time or time is
saved].

4. Economy in stationery.
5.  More number of copies can be taken.

Identification of type typewriter:

r |

A Type writer can be identified by its
make and serial number.

Question:

1.  Who invented the typewriter? And
When?

2.  How many kinds of typewriter are
there?

3. What are the advantages of typewriter?
4. How can a typewriter be identified?

5.  What is the use of standard model and
portable model?

We can divide the typewriter into 3 main
parts;

1) KEY BOARD
2) CARRIAGE

3) MACHINE

The front portion of the machine where
all keys are placed is called the ‘key board.
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There are two kinds of key board :(1)
Universal standard Key Board and (2)
Ideal Key Board.

All the modern typewriters have only the
Universal Standard Key Board. Ideal

Key Board is not in use now.

The Universal Standard Key Board is not
arranged in the alphabetical order or

‘abcd’ order.

Frequently occurring letters like “e,r,I”,
are fixed in the middle of the key board to

be operated by strong fingers.

According to the strength of the fingers,
the other letters are arranged in the Key

Board. So the Keys are not arranged in
the alphabetical order.

There are 44 character keys in the Key
Board, in all Typewriters. Each Key

represents two letters (upper case and
lower case characters)

There are 9 non- character Keys are also
found in the Key Board. They are as

follows :

1.Shift Keys 2.Shiftlock 3.Margin Releaser
4Back spacer 5.Tablulater 6.Ribbon
position Indicator 7.Key releaser 8.Space
Bar 9. Personal touch Indicator

When we operate the character
Key, the carriage moves 1 degree towards
left with making an impression.

When we operate non-character
Key, the carriage moves 1 degree towards
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left but not making any impression.

Dead Key is a Key which gives an
impression but not making the carriage to

move. It is available only in Tamil type
writer .

N’ and ‘H’ are called master Keys. These
are used to check up the alignment.

‘@ and 5 are called Guide Keys and the
two little fingers are called Guide fingers.

‘asdf’ and %lkj’ are called Home Key:.

NON- CHARACTER KEYS AND
THEIR USES :

1. SHIFT KEYS: There are two shift keys
and one shift lock on the Key Board.

Two shift Keys are placed on the both side
of the Key Board. Shift Key is used to type

the upper case character occasionally but
Improper uses of shift key causes Bad

Alignment. The two shift keys are for the
use of easy manipulation.

2. SHIFT LOCK: The shift lock is used to
type the upper case character

continuously and also to type headings,
Boarders and under score in the display
work.

The shift lock Key can be released by
using the shift Key.

3. MARGINAL RELEASER: This is used
for typing beyond the set margins It is

used to complete a word on the right side
margin. It is also used on the left side for
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typing marginal notes paragraph

numbers and etc.

4. BACK SPACER : when we operate the
back spacer ,the carriage moves

towards right by one degree by leaving
blank space . this is used to fill up

omissions

and to make correction. To type
combination letters etc.

5. TABULATOR: It consist of
(1) Tabulator Bar

(2) Tabulator Set Key

(3) Tabulator Clear Key

There are as many number of tabulator
stops in the tabulator rack as there are
degrees in the carriage scale.

The tabulator bar is used to bring
the carriage to any particular position
quickly towards left.

The tabulator bar is used to type
tabular column statements, specifications
and indent paragraphs. (giving five spaces
for paragraphs)

6. Ribbon position indicator:
T .|

Otherwise called ribbon colour
indicator or ribbon switch or bi-chrome
device lever, is fixed at the right side of the
key board.

The up and down movement of the
ribbon is controlled by the ribbon position
indicator.
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7. Key Releaser

r |

It is used for releasing the type bars
when ‘jam’ occurs due to mishandling.

8. Space Bar:
m, |
It is located at the bottom of the key
board and operated by the right thumb. If
we use the space bar the carriage moves
1 degree towards right without making
impressions (1 degree blank space). Also

it is used for leaving blank space between
words.

Shift Systems:

There are two kinds of questions shift
system:

(i) Segmest shift system
(ii) Carriage shift system

1. How many Non-character keys in
their Typewriter?

2.  How many character keys in the
standard key board?

3. What is meant by a Dead key?

4. What are the Guider keys and Home
keys?

5.  What are the Guide fingers?

6.  What is the use of shift keys and
shift Lock?

7. What is the use of Space Bar?
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8.  What is the use of Back Spacer?
9.  How many kinds of shift system?
10. What is the use of margin Releaser?

4. Carriage

r |

Carriage is an important part in a
typewriter. The carriage can move in both
the direction. Carriage moves towards left
whenever the space Bar, Tabulator bar or
carriage Releaser Lever is used.

Different sizes of carriage can be
fitted to the Standard Typewriter.

Carriage and its parts
1. Line Space and Carriage Return Lever
2. Line Space pawl
3. Line Space Knob
4. Line Space Gauge(1,2,3)
5. Left Thumb Wheel
6. Variable Line Spacer
7. Cylinder Ratchet Wheel

8. Cylinder Ratchet Wheel
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9. Cylinder otherwise called Planten
10. Paper Deflector

11. Frolnt Carriage Scale

12. Cylinder Lock

Sizes of Carriage:

1.  Foolscap Size 80 degree to 100
degree.

2. Draft Size 110 degree to 125 degree.
3. Brief Size 130 degree to 140 degree.
4. Police Size 180 degree.

5.  Manifest Size 240 degree.

Cylinder:

It is also known as Platen. Cylinder is ®
made of Rubber. The shape of the cylinder is
round so as to get one impression at a time.
It helps to feed the paper.

There are three Kinds of Cylinders.
1. Soft Cylinder
2. Hard Cylinder

3. Medium Cylinder

The following points will prolong the life of
the Cylinder :

1. By giving light touch.

322
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2. By using backing sheet while typing

3. No oil should be used for rubber parts.
Use petrol or spirit and

4. Damaged or slippery cylinder is one of
the causes for irregular line Spacing.

5.  Punctuation marks should be typed
gently in order to avoid injury to the
Cylinder.

Thumb Wheels:

Otherwise called as Cylinder knobs.
There are two thumb wheels/Cylinder

Left Thumb, Wheel

/

\Variable Line Space Lever

knobs, each one on both the sides. It is used
to insert and remove the paper from the
cylinder. It is also used to rotate the Cylinder.

Variable line Spacer:
1.  To type on the ruled sheets.

2. To type Chemicals formula and
Algebra sings.

3.  To type component letter.
4.  To Give fractional line space.

Line Space Lever:

‘ ‘ Typography_unit09.indd 323

323

It is fitted on the left side of the
carriage. it helps to return the carriage to the
next writing line. So it is also called carriage
return level

Paper Bail:

It is fixed above the Cylinder and has
two rollers. It holds the paper firmly at the
top. It prevents the paper from flying in the
air. It helps to type up to the very bottom of
the paper.

Card Holders:

It helps to hold the paper. To type on
cards, envelops and we can type at the top
of the paper and also to the bottom edges
of the paper. It is also used to draw vertical
ruling.

Cylinder Ratchet Wheel:

It is also known as line space ratchet
wheel. It is a toothed wheel fixed at the left
end of the Cylinder. It helps to regulate the
line spaces (viz. single line space, one and
half, two, two and half & 3.Etc) Worn-out
teeth of the Cylinder ratchet wheel is one of
the causes for irregular line spacing

Detent Roller:

It is a small steel roller pressing the
tooth of the Cylinder. Cylinder rotates tooth
to make space between lines. Worn-out
detent roller is one of the causes for irregular
line spacing.
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3 While in use

N

Normal 3

position 2

\S} Sy

1. Cylinder Ratchet wheel
2. Detent Roller

3. Detent Release Lever
Detent Release Lever:

By using this lever we can type
mathematical symbols and chemical
formulae while the current page is being
typed.

Line Space Pawl:

It is acting on the Cylinder ratchet
wheel. It is attached to the line space lever.

Line Space Gauge:

It indicates single, double and treble
line spacing. So, It is also called Line space
indicator.

Line Space Knob

and also called LINE SPACE
ADJUSTING LEVER or LINE SPACE
REGULATOR. It acts on the line space
gauge and controls the line spacing.
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Feed Rollers:

There are 2 sets of feed Rollers under
the Cylinder. These are made of Rubber or
Cork. When these feed rollers are in close
contact with the Cylinder, the help to hold
the paper firmly.

Marginal Stops:

There are two marginal stops. The
are on the Marginal rack and moved to the
desired degree in the marginal scale.

left Marginal Stop:
1. Control the left margin

2. Control the movement of the carriage
towards Right.

3. Defective left marginal stop causes
irregular left margin.

Right Marginal Stop:
1.  Control the right margin.

2. Control the movement of the carriage
towards Right.

3. It causes the ringing of the bell and
warns that the line of typing is coming
to an end.

4. TItlocks the key levers.
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Typewriters Scales:

There are four scales in the typewriter.

1.  Marginal scale or Paper Table Scale.
2. Carriage Scale or Paper Bail Scale.

3. Line finder Scale or Alignment Scale.

4.  Front Scale or Line Space Adjusting
Scale.

Paper Table: It protects the paper from the
oil parts.

Rubber Feet: There are four rubber feet
under the Typewriter for the protection of
the machine.

Method of Typing: Two types of typing
methods :

1. Sight Method: More strain, more
mistakes -- Not advisable

2. Blind Method: Without seeing the key-
board typing the matter. It increases the
speed - Advisable.

Typing with uniform touch and
with equal interval between operation of
character keys is called ‘Rhythmic Touch’

Eraser: The carriage should be brought to
either end of the typewriter and correct the
mistakes with an eraser, to avoid dust falling
into the typewriter.

Questions:
1. Mention the various size of the carriage?
2. How many kinds of Cylinder?

3. How many scales are there in the
typewriter?
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4. How would you preserve the life of
Cylinder?

5. Give the other name of the Thumb
knobs and mention its uses?

6. What is the use of Line Space Adjusting
Leaver?

7.  What is the use of Card Holder?

8. How many marginal stops and what are
the uses?

9.  What is the use of Variable Line Spacer?
10. What is the use of Feed Roller?

11. How many Method of typing?

12. How to erase the mistake while typing?

13. How many rubber feetin the typewriter?
Mention its uses?

14. What is the use of Cylinder Ratchet
Wheel?

15. What is the use of Detent Roller?
5. Machine
Main Sprind Drum:

It is located at the left back side of the
Typewriter. In this drum there is main spring
with tension. This mainspring tension is
other wise called Carriage Tension which is
the most important of the Typewriter. The
carriage moves from right to left due to this
mainspring tension which is situated on the
left side. In Urdu (language) Typewriters
the mainspring is fixed in right side and so
the carriage moves from left to right when
we type. There is no mainspring in Electric
Typewriters.
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1. Too much main spring tension cause
the jerky movement of the Carriage

2. Too low main spring tension cause the
sluggish movement of the carriage.

There are other two main tensions in the
Typewriter:

1. Key tension.
2. Touch Regulator tension.

Draw Cord: It is also called as Draw Band
or Draw Strap. One edge of the

Draw Cord is hooked with the mainspring
drum and the other edge is hooked with

carriage end. Due to mainspring tension the
connected draw cord pulls the

carriage towards left. If the draw cord is cut
off, the carriage will not move.

Type Guide or Center Guide: It is also
known as Common Centre Printing Point.
It allows only one type bar to enter through
and strike against the Cylinder while typing.
It is cleaned with the Chamois Leather.

Type Heads:

The following are the kinds of Type Heads/
Type faces:

1. Pica ... 10 Letters per inch

2. Elite ... 12 Letters per inch

3. Roman ... 09 Letters per inch
4. Gothic

5. Italics.

6. These typefaces should be cleaned with
Petrol.
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Ribbon Movements: There are three Ribbon
Movements of the carriage.

1.Up and down Movement
2.Lengthwise Movement
3.Automatic Reverse Movement

Up and down Movement is used to utilize
the full Width of the Ribbon.

Lengthwise Movement is used to utilize the
tull length of the Ribbon.

Automatic Reverse Movement is used to
utilize the Ribbon for many times.

Ribbon:

Ribbon take is made of cotton or silk, dipped
in ink. It makes the impression visible on
the paper.

There are two kinds of Ribbon:

1. Record Ribbon: It is used for ordinary
purpose

2. Copying Ribbon: It is used for copying
purpose

Double colour Ribbon is called ‘Bi-chrome
Ribbon’

To preserve the Ribbon from moisture or
from dryness the typewriter should be

covered soon after the work is over. Normal
length of the ribbon is 8 yards and %

inch. Width.
Questions:
1. Whereisthe Mainspring drum Located?

2. What is the use of Mainspring?
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8.

9.

What is meant by Draw Cord? Mention
it’s uses?

What is the use of Type guide?

Mention the kinds of Type faces/Type
heads?

How many kinds of Ribbon?

Name the three movements of the
Ribbon?

How may colour types of Ribbon?

Which is called Bi-colour Ribbon?

10. What is the other name of Type Guide?

6. Cleaning and Oiling

Cleaning Materials

1. Long handled Brush

2. Type Cleaning Brush

3. Wire Brush

4. Oil Can

5. Touch Oiler

6. Petrol or spirit
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7. Hat Pin or Sharp pin

8. Duster Cloth

9. Chamois Leather or Polishing Cloth

1.

Long Handled Brush is used to clean
the outer parts (External Parts) of the
Typewriter. (e.g. Carriage, Type bars,
type segment and etc.)

Type Cleaning Brush is also known as
Hard Brush. It is used to clean the type
faces by dipping with petrol.

Wire Brush is used to clean the inner
parts (Interior parts) such as key
leavers.

Oil canis used for oiling the outer parts.
Only Typewriter Oil or three-in-one
oil is used for oiling the Typewriter.

Touch Oiler is used for oiling the
interior parts(the frictional parts)-
(like Ribbon gears, pinion wheel,
escapement wheel, dogs and etc.)

Petrol or Spirit is used for cleaning the
rubber parts (Cylinder, feed rolls,type
faces, type segment and etc.)

Hat Pin or Sharp Pin is used to clean
the dirt and dust which is filled in the
slots (letters like a,e,o0,u,d,r,q, and etc.)

Duster Cloth is used for cleaning
the base board, metal cover and for
wiping-out the excess of oil in the
carriage way rods.

Chamois Leather or Polishing cloth is
used to clean the nickel parts.
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Care taking of Typewriter:
1. Should clean the typewriter daily.

2. Should clean the typeface/type head
fortnightly.

3. Should oil the typewriter monthly.

4. Overhauling Should be done once in a
year.

5. Rubber parts, type faces should be
cleaned with petrol.

Upkeep and Maintenance:

1.  Typewriter must be closed or covered
when it is not in use.

2. It should be handled very carefully.

3. Hard touch must be avoided and light
touch should be given.

Care should be given while packing:
1.  Bring the carriage to the centre.

2. Twomarginals stops should be brought
to the centre (Close together)

3. Space bar must be tied with frame.

4. Shift Lock should be pressed.

5. Cover the machine with metal cover
or by good cloth.

7.Envelope Addressing

0

.|
There are two methods of Envelope
Addressing:

1. Block Method

2. Indent Method or Indentation
Method.

In Block Method of envelope
addressing, all the lines of the receiver’s
address should be commenced from one and
the same degree near the middle - centre of
the envelope.

In Indent Method,the first line of the
addressee’s address is to be commenced near
the middle centre of the envelope but the
other lines should be commenced indenting
or leaving five spaces after every one of the
lines.

There are two types of envelopes:
1.  Ordinary Envelopes or as Post Covers.

2. Window envelope or Panel Envelope
or Outlook Envelope.

TOP LEFT CORNER
BOOK POST
Urgent etc. QMS

TOP CENTRE

LEFT CENTRE
Despatch Clerk’s

BOTTOM LEFT CORNER
Sender’s address in

Block Method in single
line spacing

On. I.G.S. Only,

Signature MIDDLE CENTRE
Receiver’s Address

TOP RIGHT CORNER
(For affixing stamps),
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Advantages:

1.  Window envelopes generally by Insurance Companies.

2. It saves labour and time.

3. Address need not be typed twice.

4.  Risk of wrongly addressing in the Enveloping can be avoided.

5. It can be visibly seen through glass paper of the window envelope.

PIN CODE NUMBER must be typed immediately following the name of the Town leaving a
space after the first three digits. (e.g. Vellore 632 006)

Questions:

1.  What are the materials required for
cleaning and oiling?

2. What is meant by Window Envelope?

3. What are the advantages of Window
Envelope?

4. How do you take care of your
Typewriter?

5.  Howdo you pack your machine during
travel?

6. How many methods of Envelope
addressing? What are they?

7.  Where to type the “To’ address and
‘From’ address on the Envelope?

Mechanism Question & Answers
1. What is a typewriter?

Typewriter is a machine which
produces impression like a print.

2. Who invented the various kinds of
Typewriter?

Sir. John Henry Mill invented the
Typewriter in 1714. First Typewriter brought
to India in 1876. Electronic Typewriter were
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introduced invented in 1936 by Muthiah of
Ceylon. In 1958 Tamil Nadu Government
approved a Standardized Tamil Key Board.

3. What are the various kinds of Typewriter?

There are two kinds of Typewriters.
They are:

1. Standard Typewriter
2. Portable Typewriter

Standard Typewriters are used in
Officers, institutes and Schools.

Portable Typewriters are used for
Camp purposes.

4. How can a typewriter be identified?

A Typewriter can be identified by its
make (Model) and its serial number.

5. How many keys are there in the keyboard?

There are 44 character keys and 11
Non-character keys in keyboard.

6. What is meant by a “Dead key”?

The Dead key cause impression but
does not causes the carriage to move. It
shows in the language Typewriters.
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7. What is character key? What is non
character key?

The key which gives impression
while typing are called character keys. Keys
which do not give impression are called
non-character keys.

8. Mention the Non-Character keys?

(A) Space Bar, [Shift key],[c] Shift
Lock, [d] Back spacer key, [e] Tabulator Bar,
[f] Tabulator set key, [g] Tabulator clear key,
[h] Margin Releaser, [i] Key Release key.

9. What is the use of Space Bar?

Space Bar is used to give one space
between one word to another. The carriage
moves to left when it is pressed. It is also
used to type vertical borders in display
work. Space Bar is fixed at the bottom of the
key Board. This should be operated by right
thumb.

10. What is the use of BackSpace key?

Backspace key is used to type (to fill
up) the omitted characters. The Carriage
moves one space to right side when it is
press.

11. what is the use of shift key and shift lock?

Shift key is used to Type upper case
characters (Capital letters) occasionally and
to release the Shift Lock. Shift lock is used to

type upper case characters continuously.
12. What are the Guide Keys?
Guide keys are ‘A’ and ”

13. What are Home keys? What is the use of
Master Key?

‘asdf” and S5lkj’ are called Home
keys. Because the respective finger’s should
remain on these keys when not striking the
other keys.

‘ ‘ Typography_unit09.indd 330

330

14. Which is the Master key? What is the use
of Master Key?

Keys with capital letters ‘N” and ‘H’
are called Master keys. It is used to check the
alignment of other types.

15. What are the various sizes of Typewriter?

[A] Foolscape 80-100 degree [b]
Brief size 140 degree [c] Policy 180 degree
[d] Mainfest 240.

16. State the different kinds of Type faces?
Pica (10 letters for one inch)
Elite (12 letters for one inch)
Roman/Large pica (8 letters for one inch

Madrid pica, Cubic pica, Cheque Writer,
Italic, Script etc.

The kind types that is most commonly
used in pica and Elite.

17. What are the two kinds of shift systems?

a) Carriage shift system b) Segment
shift system. Segment shift system is
advantageous.

18. What are the uses of Type bar cushion or
Rubber Feet?

Type bar cushion is arranged under
the type faces. It reduces the sound while
typing. It prevents damage to the type bars.

19. What are the uses of variable Line spacer?

The variable Line spacer is used
to type on ruled papers, to type chemical
formula and fractions, to type algebra sings
and to type double total lines

20. What is the link between pinion wheel
and the carriage?
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The carriage Rack is the link between
pinion wheel and the carriage.

21. When the Typewriter is to be taken to
distant places, how should the marginal
stops be placed?

The two marginal stops should be
brought together to the centre place of the
carriage. The carriage does not move either
left or right side.

22. Why is the carriage always moving from
right to left?

The mainspring which givers the
tension to draw the carriage is fixed in;
the left back side of the typewriter. So the
carriage is moving always from right to left.

23. How many movements of ribbon are
there?

There are three movements:

a. Step by step movement of Lengthwise
movement.

b. Up and down movement or Breath wise
movement.

c. Automatic reversal movement.

24. What is meant by alignment?

Alignment is the forming of letters
in a regular line with even space between
them.

25. What happens if the Draw Cord snaps?

The Carriage suddenly dashes to the
left side.

26. What is Mainspring? Describe the
function?

Mainspring is a coiled spring. It is
screwed tightly and fixed in the Mainspring
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Drum. Mainspring Drum is fixed in the
left backside of the machine. It supplies the
motive power to draw the carriage towards
left through the draw cord.

27. How many rubber feet are in the
Typewriter? What are the uses of it?

There are four rubber feet in the
typewriter.

Uses: 1. To reduce the sound and
prevent the machine from moving while

typing.

2. To prevent damage to the key
levers.

28. How many methods followed in typing?
What are they?

There are two methods of
manipulation of the keyboard

They are
1) Touch method or Blind method.

2) Sight method.
29. What is meant by touch system?

Touch system means mentally
locating the position of the keys by sense of
touch without looking at the keyboard.

30. What is the use of paper Table?

It notects the paper from the oil parts

32. How will erase the mistakes happen in
the typed master?

The carriage should be brought to
the eigther end of the typewriter and errect
the mistakes by using Typewriter eraser.
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CA1l - FORMATTING INVOICE

=,

o Type the following Invoice in OpenOffice Writer and apply the formattingg
" | features as given below:

Mobile No  :9002416000
Mail Address : sairam@gmail.com

No: 70/162

Invoice
SAIRAM MEDICAL STORES

P.B.No: 617
70, New Avadi Road,

Chennai 600 010.

M/s.  Eswari Medical Stores,
No: 72, N.S.C. Bose Road,
Puduchery - 6210110

23rd Nov 2017

Quantity (Nos) Particulars Rate Amount
20 Johnson Baby Powder 25 500
10 Nestle Milk Powder 100 1000
5 Wood Wards Gripe Water 70 350
Total
Add: GST @ 3%
Net Payable

For Sriram Medical Stores

. Use formula to calculate Total and Net Payable

Procedure

Sales Manager

Step-1. OpenOffice Writer and choose Text document or File - New — Text Docu-

ment.

Step-2. Type the text and apply the format as per the given format.

Note: Select the required text before formatting.

Text

Format Method

INVOICE

Center and apply red Ctrl + E and choose Red color from
font color pallete or any method.

STORES

SAIRAM MEDICAL | Center and apply blue | Ctrl + E and Blue color from font
color pallete or any method.
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Eswari Medical Bold Ctrl + B or any method.
Stores

Step-3  Create a table using any one of the method Ctrl + F12 or Insert — Table or
Table — Insert — Table or Insert Table icon from toolbar. with 4 columns and 7 rows

Step-4. Enter the data as per the given format.

Step-5. Select first three columns in 5th Row and Right Click — Cell > Merge and
type as "Total"

Step-6. Repeat Step-5 for 7th Row, and type as "Net payable"

Step-7. To find the Total, Enter the following formula at Total - Amount Column as
=<D2>+<D3>+<D4> OR = Sum (<D2:D4>)

Step-8. To find the GST @ 3% Enter the formula as = <B> *0.03

Step-9. To calculate Netpayable amount, Enter the formula as =<B5>+<D6>

Output
Invoice
SAIRAM MEDICAL STORES
Mobile No  :9002416000 P.B.No: 617
@ Mail Address : sairam@gmail.com 70, New Avadi Road, @
Chennai 600 010.
No: 70/162
M/s.  Eswari Medical Stores, 23rd Nov 2017
No: 72, N.S.C. Bose Road,
Puduchery - 6210110
Quantity (Nos) Particulars Rate Amount
20 Johnson Baby Powder 25 500
10 Nestle Milk Powder 100 1000
5 Wood Wards Gripe Water 70 350
Total 1850
Add: GST @ 3% 55.5
Net Payable 1905.5

For Sriram Medical Stores

Sales Manager

334
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CA2 - INTEREST CALCULATION

m,

Create statement of interest using OpenOffice Calc with the following partic-
1 ulars:

Sara Ltd., sells goods. Their policy is to charge interest @ 2% p.a., for the number of
days. From the following data, find out the amount to be collected from each customer.
Assume 365 days in the year.

Customer Sales Date of Sale NO. of days selt)t?:n(;il .
Tharani 25000 10/04/2017 60
Mahalakshmi 14000 28/05/2017 30
Kumar 28000 14/07/2017 45
Arulmozhi 54000 03/08/2017 90
Procedure

Step -1. Open OpenOftice Calc and choose Spreadsheet or File - New — Spreadsheet.

Step -2. Type the Headings in cell Al to E1 (Customer, Sales, Date of Sale, Number of days
and Date of settlement) as per the given data.

Step -3. In cell F1 and G1 type (Interest Amt and Amount to be paid) respectively.

Step -4. In cell E2 enter the formula = C2 + D2 to arrive the date of settlement and to the
remaining cells (E3 to E5). Use Edit — Fill > Down command

Step -5. In cell F2 enter the formula =ROUND((B2*2/100)*D2/365) to arrive the Interest
amount to the remaining cells (F3 to F5). Use Edit — Fill > Down command

Step -6. In cell G2 enter the formula = B2 + F2 to arrive the Amount to be paid to the remaining
cells (G3 to G5). Use Edit — Fill - Down command

Output

335
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CA3 - FORM DESIGN

=1 Write an HTML code to design a form like the one shown below.

Registration Form

User Name: | |

Password: | |

Re-type Password: ‘ ‘

Gender: O Male O Female

Additional Information

Optional Subject: | Computer Technology /|

[] Put me on mail list

| Reset || Submit |

Coding

<html>

<head>

<title> User Registration </title>
</head>

<body>

<h1 align = center> Registration Form </h1>

"noun

<form id=reg_form method = post action="">

User Name: <input type = text name=uname /> <br><br>

Password: <input type = password name=pword1 /> <br><br>
Re-type Password: <input type = password name=pword2 /> <br><br>
Gender:

<input type = radio name=male value="M" /> Male
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<input type = radio name=female value="F" /> Female
<h2 align=center> Additional Information </h2>
Optional Subject:
<select name=subj>
<option value = CT> Computer Technology
<option value = Paint> Painting
<option value = SG> Sports and Games
</select>
<br><br/>
<input type = checkbox name=mail /> Put me on mail list <br> <br>
<input type = reset value=Reset />
<input type = submit value=Submit />
</form>
</body>

</html>
® Output
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CA4 - HEIGHT AND WEIGHT TABLE

=,

= Write an HTML code to display the following.

Height and Weight
Name Class Height Weight
Mani XII-G 5'0" 45
Vasu XI-H 5'4" 49
Murali XI-B 51" 51
Pallavai XII-D 4'5" 50

Coding

<html>

<head>

<title> Height and Weight Table </title>
<head>

<body>

<table border=10>

<caption> Height and Weight </caption>
<tr>

<th width=40%> Name </th>

<th width=20%> Class </th>

<th width=20%> Height </th>

<th width=20%> Weight </th>

</tr>

<tr>

<td>Mani </td>

<td> XII - G </td>

<td> 5’0" </td>

<td> 45 </td>

338

‘ ‘ Computer Applications-Unit 1-5.indd 338 @

06-03-2019 12:01:35‘ ‘



B [ ® H .  EEEm

</tr>

<tr>

<td> Vasu </td>

<td> XI - H </td>

<td> 5'4” </td>

<td> 49 </td>

</tr>

<tr>

<td> Murali </td>

<td> XI - B </td>

<td> 5’1" </td>

<td> 51 </td>

</tr>

<tr>

<td> Pallavai </td>

<td> XII - D </td>
® <td> 4’57 </td> ®

<td> 50 </td>

</tr>

</table>

</body>

</html>

Output

Height and Weight
Name Class Height | Weight
Mani XII -G 50" 45
Vasu XI-H 5'4" 49
Murali XI-B 51" 51
Pallavai XII - D 4'5" 50
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CA5 - NESTED LIST

=,

Write an HTML code to create a webpage to display the following sets of

Ll lists:

oL
1. Tamilnadu angtiages

Tamil

a. Chennai © Nz[inln 1
ayalam

b. Madurai o vialaya

o Telugu

« Sci

2. Andhra Pradesh clence .

o Physics

a. Amaravathi )
. o Chemistry
b. Vijayawada

0 Zoology

« Humanities

3. Kerala
a. Thiruvananthapuram
b. Cochin

o History
o Commerce

o Economics

Coding

<html>
<head>
<title> Sets of Lists </title>
® </head> ®
<body>
<OL>
<LI> Tamilnadu
<OL type=a>
<LI> Chennai
<LI> Madurai
</OL>
<LI> Andhra Pradesh
<OL type=a>
<LI> Amaravathi
<LI> Vijayawada
</OL>
<LI> Kerala
<OL type=a>
<LI> Thiruvanandhapuram
<LI> Cochin
</OL>
</OL>
<UL>
<LI> Languages
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<UL type=circle>
<LI> Tamil
<LI> Malayalam
<LI> Telugu
</UL>
<LI> Science
<UL type=circle>
<LI> Physics
<LI> Chemistry
<LI> Zoology
</UL>
<LI> Humanities
<UL type=circle>
<LI> History
<LI> Commerce
<LI> Economics
</UL>
</UL>
</body>
</html>

Output

1. Tamilnadu

a. Chennai
b. Madurai

2. Andhra Pradesh
a. Amaravathi
b. Vijayawada

3. Kerala

a. Thiruvananthapuram

b. Cochin
» Languages
o Tamil

o Malayalam

o Telugu
« Science
o  Physics

o Chemistry
o Zoology

o Humanities

o History
o Commerce
o Economics
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