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E= To Date: Og‘\‘ﬂln'h_o :

The Principal,
SRNK GDC Banswada,
Dt. Kamareddy.

Respected Sir,

: Sub: Request to provide permission to start certificate course in ‘OFFI CE

MANAGEMENT" -Reg.

d
With reference to the subject cited above, I am herewith would like to inform
, is going to conduct certificate course in ‘OFFICE

you that the department o * ===
to . Kindly, grant the

MANAGEMENT® for tae period of 30 days, between

permission to conduct czriilicate course.

Thanking you,
g Yours sincerely,
it Lecturer in Pub. Admn,

N
7 SRNK GDC Banswada.




CIRCULAR

Date: oglq 3030 .

All the students ure here by informed that we, the Department of Public

Admn., SRNK GDC Banswada is intending to start CERTIFIATE COURSE on

‘OFFICE MANAGEMENT’ for the period of thirty days for this academic yeat
20 20 . The classes will be conducted between 3.30 PM to 4.30 PM (I
hour) on all working days. The detailed sa:hcdulcd'will be intimated soon,

interested students may enrol their names with the departmen: of Public

Administration. (Limited seats are available).

L Pl

-

Lec, In Pub. Admn,

SRNK GDC Banswada, '5@/—
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SRNK GUNT. DEGREE COLLEGE-BANSWADA
DEPARTMENT OF PUBLIC ADMINISTRATION
 yllsbus: OFFICE MANAGEMENT

Unit §! Introduction

11 Office Administration; Measing, Scope & Importance of Officz
b) Changing Nature of Public Oiifice

c) Basic Principles of Office O panization

Uit [ Office Organization #=d Management
) Office Planning

- b) Office Accommodation anc Lay-out
¢) Office Environment L

Unit [1l: Office Filing Systec

1) Forms: Management ané (- atral
b) Filing System and Class: Jeution
¢) Management of Office Records

Unit IV: Office Communiczt 1

a) Peniodical Reports

- b)Office Communication; ¢ respondence
¢} Inventory Control; Offic: { Ltionery

References:

1 Pillsi RSN, (2010) O:fize Management, 5.Chand, New Delhi.
3. Sudhir Andrews (2004 Front Office Management and Operations,

Publishing Co, Ltd, 5t
3 Balachandran V. (209) Office Management, Tata McGraw Hill Publishing Co. Lid,

Tata MeGraw Hill

[ndia.
4 Bhatia R.C. (2005) Principles of Office Management, Lotus Press, Delhi.
Gopala Krishnan and Sundaresan, M. (2000) Materials Management: An Integrated
Approach, Prentice 1\ India
Sharma. R.K. and Oth. ++ (1991) Office Maragement, Kalyani Publishers, New Delhi
7, Niraj Kumar (2013) Viodemn Office Management, New Royal Book Company  Lucknow
8. Chopra, RK. (2008) \iodem Office and Its Management, Himalaya Publishing House,

Hyderabad

Expected Outcomes:
After study of the course, the lcamér is expected:

vy

e bndemaud the meaning ar rzluted coneepts of Office and office management,
(. Explﬁm the filing and recor: manigement
| Identify the issues and chzll nges in the functioning of public office
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To

Ihe Principal,
SRNK GDC Banswada,
Dt Kamareddy.

Date: \%\\\1\

Respected Sir, A
i
Sub: Request to provide permission to start certificate course in “|:-
GOVERNANCE " -Reg.

-

With reference 1o the subject cited above, | am herewith would like to

inform you that the department of 4 1s going 1o conducl certificate «.our-;c in

g
|

=

‘E-GOVERNANCE’ for the period of 30 days, between g lo ,-1,% Kindly, *§—
grant the permission to conduct certificate course. =
=~
Thanking you, il
Yours sincerely, ™
\ fove=d b
Lecturer in Pub. Admn,

w\&ﬁa SRNK GDC Banswada_|
B0
\.\"ul. —_—

Eg)\n DF-) 'E'EE ?4 (i

SRH ch\ L
i ¥

5 Date: aelgisy j

All the students are bere by informed tha we, the Department of Public '7|

Admn., SRNK GDC Basswada is intending 1o start CERTIFIATE COURSE 4

on ‘E-Governance” for e period of thirty days for this academic year €20 -

20 . The classes will be conducted between 330 PM 1o 430 PM 0 hm)—‘{

on all working days. The detailed scheduled will be intimated soon. macrested *

students may enrol their names with the department of Public Administration.
(Limited seats are available).

Lec. In Pub. Admn, 0
SRNK GDC Banswada.
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— - 5 <. B Sa a, 1, (2004)
SRNK GOVT. DEGREE COLLEGE-BANSWADA . vanarayand. . (2304). £ Government. The ScHA%% of the possible, PHI Leaning b
DEPARTMENT OF PUBLIC ADMINISTRATION : ol
X SYLLABUS: E.GOVERNANCE 1
| = < Outcome of the Covriv arg.
L [ 1. To explain the meaning an |rnpclial'\te of egovernance,
E-GOVERNANCE ~ 2 To provide the students wi
u — * students with the analytical skills 10 Omprehend the e-govermance
. Module-J: Introduction a. Concept of Goyernance and Good Governance b Meaning. " Initiatives in India;
- Evolution and Imporance of | -Governance '( 3
~d . To k N
i : = make the learner undorstand P-gOvEernance initiatives at national and interaational
Module-IT: Acts and Initiatives & Information Society and Community Empowerment b. 11 o level; i
“~  Acts and National E-Governance Plan ¢, E-Governance Initiatives in India }’_ 4. Vo lnf hel
ol ntorm the learner abou! the e-Governance me
§ ” e casures initiy e
Module-TTT: Methods of E-Go cmange a. GIS Based Management Systems b, Citizen ;# TR
. Datsbase and Human Development ¢ National Informatics Centre (NIC) —
.
- Module-IV E-Govemance in Public Office a. Back Offfice Operations and Front Office ot
Delivers b. Business Process Reengineering ( BPR "--—
- i =
- References: 7

1. Bellamy, Christine, ard John, A.Taylor, (1998), Governing in the Information Age, w‘ﬂ_ k?' : S)
!
Buckingham, Open Ur versity Press.
] Lok Ty Rub-84m
L —

Bhatnagar, S.C. (2004) £-Government — from Vision to implementation: A practical
guide with case studies, Sage Publications, New Delhi.

X Qoo Gpe Bevtoady ™
, =3 -
' 3, Bhatnagar, S.C. (2003) Unlocking E-Government Potential: Concepts, cases and ~
practical insights, Sage Publications, New Delhi. ’ ~
4. Bouwman, Harry, aad etal, (2005}, information and Communication Technology in -
Organisations, Sage Ptebiicatiéns. London. g —_
5. Heeks, R. (2006) Imp'ementing and Managing eGovernment: An international text, =
Sage Marchionini, G., (1895}, Information Seeking in' Electronic Environments, New 5
York, The Press Synziczte of the University of Cambridge, USA. LY
6. Michael E. Milakovich, (2012), digital governance - New Technologies for improving ,_:P
Public Service an Pziti ipation, Routlidge, Taylor and Francis group, New York. __:-
7. Pardhasaradhi Y. (et.s) (2009), E-Governance and Indian Society: An Impact of Study, 3 \
Kanishka, New Delhi. T
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