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	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	1
	I
	Nature and scope of office work
	R.S.N.PALLAI & BAGAVATHI


	03.12.09
	V

	2
	I
	Objectives and purpose of office
	            “
	04.12.09
	VI

	3
	I
	Growth and modern concept of office
	            “
	21.12.09
	I

	4
	I
	Significance of office
	            “
	22.12.09
	II

	5
	I
	Scientific office
	            “
	24.12.09
	V

	6
	I
	Factors affecting size of office
	            “
	29.12.09
	VI

	7
	I
	Functions of office(basic)
	            “
	30.12.09
	I

	8
	I
	Managerial functions
	            “
	31.12.09
	II

	9
	I
	Qualities of office manager
	            “
	05.01.10
	V

	10
	II
	Office Accommodation – meaning
	R.S.N.PALLAI & BAKAVATHI


	06.01.10
	VI

	11
	II
	Location of office
	
	07.01.10
	I

	12
	II
	Size and shape of office
	
	08.01.10
	II

	13
	II
	Open office merits and demerits
	
	12.01.10
	V

	14
	II
	Private office merits and demerits
	
	13.01.10
	VI

	15
	II
	Office building
	
	18.01.10
	I

	16
	II
	Layout of office
	
	19.01.10
	II

	17
	II
	Merits of good layout
	
	21.01.10
	V

	18
	II
	Classification  of layout
	
	22.01.10
	VI


	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	10
	II
	Office Accommodation – meaning
	R.S.N.PALLAI & BAKAVATHI


	06.01.10
	VI

	11
	II
	Location of office
	
	07.01.10
	I

	12
	II
	Size and shape of office
	
	08.01.10
	II

	13
	II
	Open office merits and demerits
	
	12.01.10
	V

	14
	II
	Private office merits and demerits
	
	13.01.10
	VI

	15
	II
	Office building
	
	18.01.10
	I

	16
	II
	Layout of office
	
	19.01.10
	II

	17
	II
	Merits of good layout
	
	21.01.10
	V

	18
	II
	Classification  of layout
	
	22.01.10
	VI

	19
	III
	Significance of stationery
	R.S.N.PALLAI & BAKAVATHI


	25.01.10
	I

	20
	III
	Management of stationeries
	
	04.02.10
	II

	21
	III
	Purchase of stationery
	
	05.02.10
	V

	22
	III
	Storage of stationery
	
	08.02.10
	VI

	23
	III
	Forms : importance , merits
	
	09.02.10
	I

	24
	III
	Types of forms 
	
	11.02.10
	II

	25
	III
	Designing of forms
	
	12.02.10
	V

	26
	III
	Form control : meaning
	
	15.02.10
	VI

	27
	III
	Steps involved in form control
	
	16.02.10
	I

	28
	IV
	Objectives of records management
	R.S.N.PALLAI & BAKAVATHI


	18.02.10
	II

	29
	IV
	Principles of records management
	
	19.02.10
	V

	30
	IV
	Importance and functions of filing
	
	20.02.10
	VI

	31
	IV
	Filing organization : Types
	
	22.02.10
	I

	32
	IV
	Methods of filing
	
	23.02.10
	II

	33
	IV
	Classification of filing
	
	24.02.10
	V

	34
	IV
	Essentials of good filing
	
	03.03.10
	VI

	35
	IV
	Indexing : meaning
	
	04.03.10
	I

	36
	IV
	Methods of indexing
	
	05.03.10
	II

	37
	V
	Office automation – Need ,merits and demerits
	R.S.N.PALLAI & BAKAVATHI


	09.03.10
	V

	38
	V
	Office furniture –Advantages
	
	10.03.10
	VI

	39
	V
	Selection of good furniture
	
	11.03.10
	I

	40
	V
	Types of office furniture
	
	12.03.10
	II

	41
	V
	Office machines : for correspondence
	
	15.03.10
	V

	42
	V
	Duplicating machine
	
	16.03.10
	VI

	43
	V
	Accounting machine & others
	
	17.03.10
	I

	44
	V
	Data – processing machines
	
	18.03.10
	II


