








 

 

 

GOVERNMENT DEGREE COLLEGE, BELLAMPALLY,  

DIST: MANCHERIAL,TELANGANA 

E-OFFICE TRAINING PROGRAMME REPORT (2019-2020) 

 

E-office is an office automation system designed for the government 

departments and autonomous bodies to enable a paperless office by scanning, 

registering and routing the inward correspondences along with creation of file, 

noting, referencing, correspondence attachment, and draft for approvals and 

finally movement of files as well as receipts.  

 

Objectives of e-office: 

 e- Office has been designed with an objective to help reduce the 

movement of hard copy papers within an organisation and integrate 

various seemingly unrelated activities within an organisation. 

 To improve productivity, quality, research management, turnaround time 

and increase transparency by replacing manual processing. 

 

As per the circular of the Commissionerate of Collegiate Education, Telangana, 

dated 06-11-2018, all the government degree colleges were instructed to 

implement e-office from 01-12-2018, for quick and transparent disposal of files 

at all levels. 



E-OFFICE TRAINING REPORTS (2019-2020) 

 

Training Programme-1 
 

 A one day Regional workshop on “IMPLEMENTATION OF E-Office at 

Government Degree Colleges” was conducted by IQAC, Giriraj Government 

College (A), Nizamabad at Nizamabad, on 17/04/2019. Some of our 

Bellampalli College teaching and non teaching staff members participated in 

this work shop. 

 

Staff attended: 

1. Smt. P. SREE LATHA, Asst. Prof. of Zoology 

2. M. Venkanna, Senior Assistant 

 

 

 Training Programme-2 

   

      E-OFFICE training program was conducted on 22/04/2019 under the 

chairmanship of Principal in our college to create awareness on e-office 

implementation to non teaching. 

 

Key points trained: 

  

Creation of receipt of Do letter. 

Sending receipt to concerned officer. 

Forwarding of receipt by concerned officer along with comments to the next 

level as required. 

Closing the receipt after taking decision by concerned authority/ officer. 

Taking reports of receipt movements and receipt status 

Staff attended: 

1. M. Venkanna, Senior Assistant 

2. S. Kistaiah, Junior Assistant 

3. Md. Zakiulla Khan, Store Keeper 

  

 

 



 
 

 

 



 
 

 



 
 

 



 

 

 



 

 



E-OFFICE IMPLEMENTATION





 


