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OFFICE & OFFICE SYSTEM

e Office is a work place where teams of people work
together, mostly in a hierarchy.

e People are paid for their efforts by the organization.

* An office is a kind of control tower where information is
processed to facilitate a competent authority to take
decisions to achieve organizational goals.




STORY OF FOUR PEOPLE

There were four People in an Office named EVERYBODY,
SOMEBODY, ANYBODY & NOBODY. There was an important work
to be done and EVERYBODY was sure that SOMEBODY would do it.
ANYBODY could have done it, but NOBODY did it.

SOMEBODY got angry about that because it was EVERYBODY’s job.

EVERYBODY thought that ANYBODY could do it, but NOBODY realized
that EVERYBODY would not do it.

It ended up that EVERYBODY blamed SOMEBODY, when actually NOBODY
accused ANYBODY.




SYSTEM

In government offices the procedure to be followed is
prescribed by rules.

From all the above, simply, we can define a “System”
as “doing the things methodically by following
certain procedures laid down with a clearly defined
roles and responsibilities for smooth and effective
functioning of the office”.




COMMON OFFICE FUNCTIONS

COLLECTING
/ H*J’EDRN[ATIOKA
STORING CLASSIFYING
INFORMATION INFORMATION
MONITORING PROCESSING
INFORMATION INFORMATION
COMMUNICATING < TAKING

DECISION DECISION
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OFFICIAL SECRETS ACT, 1923
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MAINTENANCE OF FILES

e A file must contain both CURRENT FILE and NOTE FILE duly
assigning page numbers for both and Para numbers in Note File

e CURRENT FILE: Must contain both outgoing and incoming
currents, other intermediary correspondence etc.

e NOTE FILE: Summarizing the facts notes are written in the Note
File indicating the Rule position, position of Law, Govt. Orders
wherever required duly pointing out the matters seeking
orders/clarifications




CURRENT FILE ARRANGEMENT

 The papers in a Current File should be arranged in a chronological order
duly numbered

* References in every current should be indicated in a side margin with
pencil showing the current no. where that particular reference is available
in that file

* In case if no information of a particular reference in the current is
available in that File the letters ‘N.A." should be put

e Statements, Maps, Plans etc. should be placed below the current file, for
ready reference

It is advisable even to preserve the drafts already made but were not
epted by higher authorities below the current file and note file, s



NOTING

» Noting should be as brief as possible to the exact point and should be in
simple language

e Noting should be intelligible, condensed and convenient form possible
* Points at issue requiring orders/clarifications etc. are to be examined with

reference to any useful precedent, Rule or Law which enables the Officers to
arrive at a quick and correct decision

DONTSs
—Reproduction of facts already available in the Note File

—Leaving long space in a particular page or leaving pages blank




DRAFTING

e The title/subject in the draft should be the same as shown in the Note File

 The title/subject should indicate the exact nature of the reference made
or orders passed. There should be no ambiguity

e Below the title, the references received from outside and the references
sent, other than routine reminders, should be cited in a chronological order

e The draft should be on the same lines as approved note, taking into
account the observations/comments made by the officers and orders

passed

The draft should be in easy and natural style and concise




DONTSs

— Words/Phrases which lead to ambiguity, confusion and necessitate
looking back for date, person, thing etc. referred

e Long words, foreign or classical words or expressions
— Vague and clumsy phrases

— Discourtesy Words

— Short Abbreviations

n u

— Colloquial phrases like “so impertinent”, “so many times, “not too
bad” etc




REFERENCING

e It is one of the important elements for quick and proper disposal
e Details of a case previously noted or reported
e Details of previous cases, precedents should be referred in the Note File

» Referencing should be made by noting the page no. of current file/note file,
disposal no., G.O. No., Name of Act, Code or Manual etc.

e Referencing should be done with pencil in the margin of the note file or draft
put up

e Disposals should be flagged

e Any other statements relating to other files should also be flagged when the
ut in the file
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Communication

ORAL FORMS

eFace-to-face communication
eTelephonic Talk

eMeetings

eSeminars

eConferences

eDictation

eInstructions

ePresentations

eGroup discussions
eInterviews (employment/press)
eVideo conferences
eVoice conferences




Communication
WRITTEN FORMS

e Letter

e Office Memorandum

e U.O. Note

e Circular

e Notification

e Demi Official letter

* Proceedings

e Endorsement

e Press Communication/Note
e Office Order

e G.0Os.

e S.M.S,,

e E.MAILS

* Newsletters

e Reports, Proposals

e Research papers

¢ Bulletins, Brochures, Manuals
* In-house journals
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