CERTIFICATE COURSE

(N
‘RTIAND OFFICE MANAGMENT?

ACADEMIC YEAR 20.240=28.. 5

BY

DEPARTMENT OF POLITICAL SCIENCE
SRNK GDC-BANSWADA
DIST, KAMAREDDY
i



To Daie: (3
o ate: (] |9&

The Principal, 3 ll l

GDC Banswada,

Dt Kamareddy.

Respected Sir,

Sub: Request to provide permission to start certificate course in “RTI AND Office
Management® -Reg.

With reference to the subject cited above, I am herewith would like to inform you that
the department of political science is going to conduct certificate course in ‘RTI AND Office

Management’ for the period of 30 days days between to. Kindly, grant the permission to
conduct certificate course.

Thanking vou,

NG

Lec. InPolitical Science,

. SRNK GDC Banswada.



CIRCULAR

Date: 1!{11.'.1111“‘—"'

Allthe students are here by inforned that we, the Department of Palitical science ., SRNK

GDC Banswada is intending to start CERTIFIATE COURSE on "RTI and Management’
for the period of filteen days for this scadenic yearie2 (L% - 20.8uk.. The classes will be
conducted between 4.30 PM 1o 6.30 PM (2 hours) on all waorking days. The detailed
scheduled will be intimated soon, inleresled students may enrol their names with the
department of Political Science, (limited seats are available).

[

Lee. In Political § cience,

SENK GDC Banswada,

PRINCIP&L

PRINCIPAL,
SRNK GOVT. DEGREE COL: EgE
BANSWADA-503187



SENK GOVT, DEGREE COLLEGE-BANSWADA
DEFARTMENT O POLITICAL SCIENCE
Syllabus: RTT AN OFEICE MANAGEMENT

mit [: Imtroduction
u} Office Administration: Meaning, Scope & Impoctance oLO e
by Changing Nature of Pubilic Office
¢} Busic Principles of Office Organization

Unit I1: Office Organization and Management
a) Cfice Planning

b) Office Accommodation and Lay-opt

c)] OfMce Environmeni

Unit 111 Office Filing System

a) Forms: Monagement and Contral

b) Filing System and Classification

e} Muanagenient of Office Records ‘

Uit I¥: Olfice Communication

o) Periodical Repors

b} Office Communication; Carrespondence
¢ Inventary Control; Office Statj DReTy

Refercnces:

1, Pillai RSN, (2010) (MTice Management, 8.Chand, New Delhi.

2. Sudbir Andrews {2008} Front Oifiee Manapement and Operations, Tats MeGraw Hill
Publishing Co, Ltd, India.

3. Balachandran V. (2009) Office Management, Tata MeGraw 11l Publishing Co. Ltd,

*

India.
‘4. Bhatia R.C. (2005} Principles of Office Management, Lotus Press, Delhi.
8. Gopala Krshnan and Sundaresan, M. (20007 Materials Managemeni: An Inteprated
"+ Approach, Prentice Hall, India
6. Sharma, R.K. and Others (19913 Office Managernen|, Kalvani Publishers, New Delhi
7. Niraj Kumar {2013) Modern Office Management, New Royal Beok Company., Lucknow.

B. Chopra, R.K. (2008} Modem (Mfice and lis Management, Himalayu Publishing House,
Hvderabad

Expected Ouicomes:
- After study of the course, the learner is oxpected:

* Understand the meaning and relaied concepts of Office and office monagement:
* Explain the filing and record management
* Identify the issues ond challenges in the functioning of public affice
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