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WEEK:1

Topic:OfficeProcedures

meaningofofficeprocedures

Officeproceduresconsistsoflaiddownstepswhichmustbetakentoperform day-to-day

activitiesinanoffice,inordertoachievethegoalsoftheorganisation.Theday-to-dayactuvities

arealsocalledroutine.

Importanceofofficeprocedures

1.Officeproceduremakesforuniformityintheactivitiesofanoffice

2.officeprocedurescausesanorganisationtobeorderlyinitsoperations.

3.Officeprocedureshelpsanorganisationtodetecterrorsorfraudeasily.

4.Itmakesitpossibletomakesreferencetotransactionsinfutures

5.Officeprocedureshelpsabusinesstorunsmoothly.

WEEK:2AND3

TOPIC:Proceduresformakingpayments.

Organisationmakepaymentsforvariousreasons.

1.Somegoodsandservicehastobepaidforimmediately

2.Debtshavetoberepaid,e.gloanandoverdraft.

3.Billsforgoodsandserviceboughtoncredithavetobesettle.

4.Wagesandsalarieshavetobepaid.

Methodsofpayment

1.Cash

2.cheque

3.Bankdraft

4.Banktransfer



5.E-payment

THESTORE

Astoreisaplaceorroom wheregoodsarekeptuntiltheyareneeded.sometimesastorecanbe

calledwarehouse.

StoreRecord

Thesearedocumentwhichareusedtodeterminethehandlingandcurrentstateof

stocks.someimpoetantstorerecordarelistedbelow.

1.Stockcard

2.Stockrequisitionform

3.Deliverynote

4.Gatepass

WEEK:4

TOPIC:OfficeEuipment.

MeaningofOfficeequipment

Officeeuipmentaremachines,toolsordevicesthatfacilatesorsimplifytheactivitiesinan

office.

TypesofOfficeEquipment

1.Typerwriter

2.Computers

3.Printers

4.Photocopiers

5.FilingCabinet

6.Staplers

7.Perforaters

8.Faxmachines



9.Addingandcalculatingmachines

10.Duplicatingmachines

Caresforofficeequipment.

1.Thosewhooperateofficeeuipmentmuststudythemanualcarefullyandfollowthe

instructionstotheletter

2.Donooverloadtheequipmentbecauseyouhaveneedforproductivity

3.Haveaneffectivemaintenancecultures

4.Onlytrainedpersonnelshouldbeallowedtorepairofficeequipment.

WEEK:5AND6

TOPIC:ADERTISINGANDADVERTISINGMEDIA

Meaningofadvertising

Advertisingistheprocessofcreatingawarenessaboutgoodsandserviceinordertopromote

sales.Itisoneofthemostimportantaidstotrade.

Typesofadvertising

1.Informativeadvertising:Thisisthetypeofadvertisingwhicheducatepeopleaboutaproduct

orservice.Itprovidesinformationonthaexistenceofaproductorservice,orchangeinthe

featureofaproduct.

2.Competitiveadvertising:thistypeofadvertisingismeanttoconvinceconsumersthata

particularproductisbetterthanotherproduct.

3.Persuasiveadvertising:Thisisthetypeofadvertisingthatencorageorenticespeoplestobuy

aproduct.

4.Jointadvertising:Thisisthetypeofadvertisingwhichpromotetwoormoreproductsofthe

sameorganisation.

Methodsofadvertising

1:Directadvertising:thisiswhenanadvertisementismeantforaparticularsegmentofthe

market.

2:Indirectadvertising:Thisoccurswhenadvertisementismeantforeverybody.

Advertisingmedia



Electronicmedia

i.Neonsigns

ii.Radio

iii.Television

iv.Internet

v.Electronicbillboard

vi.Publicaddresssystem

vii.cinemas

PRINTEDMEDIA

i.Newspapers

ii.Magazines

iii.Billboards

iv.Journal

v.Posters

vi.Catalogue

Ethicsofadvertising

ThesearestandardswhichmustbefollowedbyadvertisersAnyundividualororganisationthat

goesagainstthemoralcodesorstandardsissaidtobeunethical.

someunethicalissuesinadvertisingarestatedbelowed

1.Usingadvertisingmediatoinsultcompetitors

2.Usingadvertisingmediatodiscreditanddemagetheimageofothercompetitors

3.Mentioningthebrandnameofacompetitor.

4.Makingfalseorexaggeratedabscenepicturesandissues


