
SUMMARYNOTEYR8B/S

WEEK1

TOPIC:DOCUMENTHANDLEDBYRECEOTIONIST

Therearenumberofdocumenthandledbyareceptionist;someofthemare

1.VISITOR'SBIIOOK

Receptionistinmanyfirmskeepregisterofcallersoravisitor'sbook,hasacolumnfoethe

callersnames,address,thedateandtimeofvisit,thepersonvisitorhascalledtoseetimein

andtimeoutandsignatures.

2.TELEPPONEMEASAGEPAD

Thetelphonemessagepadismadeupofprintedsheetsforrecordingtelephonemessages.The

printeddatailsonthepadhelptopreventtheomissionofessentialinformation.

3REQUESTFORM

Someoffice,especiallygovernmentoffice,requiresallvisitorstofilloutarequestformon

theirarrivalatthereceptionarea.

4BUSINESSCARD

Sometimesvisitorsfromanothercompanymayintroducethenselvesbygivingthereceptiona

businesscard

WEEK2

OFFICECORRESPONDENCERECORD

TypesofcorrespondenceRecord

Themailroominmostorganizationkeepsanumberofbooksforthesmoothrunningofthe

office

Thesebooksinclude:

1.Mailinwardbook/register

2.Mailoutwardbook/register

3.Postagebook

4.Despatchbook



1.Mailinwardsbook/register

Themailinwardbook/registerisusedtorecordallmailwhicharereceivedinanorganised

2.Mailoutwardbook/register

Themailoutwardbook/registerisusedforrecordinglettersthatarepreparedforpostagein

anorganisation

3.postagebook

Businessorganisationkeeppostagebooksfortworeasons:torecordthenumberofstamps

usedandtokeeparecordofletterposted.

4.DepatchBook

Adespatchbookiskeptbyanorganisationandgovernmentofficetorecordlettersthatare

deliveredbyhandfromoneofficetoanothersothattheyreceieversignforit

WEEK3

TOPIC:OFFICEDOCUMENT

Meaningofofficedocument

Officedocumentaredocumentusedinanofficetofacilitatetheworkoftheorganisation.

TypesofOfficeDocument

1.Purchasesdocument

2.Salesdocument

Salesdocumentaredocumentusedtokeeprecordsofallsalestransactions.

RecordaarekeptofwhatissoldThesesalesdocumentareinvoice,debitnoteandcreditenote

PurchasesDocumentaredocumentusedtokeeprecordofpurchasesinanorganisation.These

purchasedocumentaretheorderformandreceipt.

WEEK4AND5

TOPIC:BANKINGSERVICES

Bankareplaceswheremoneyandvaluableitemsiskeptuntiltheownerrequiresit.

Commercialbanksisafinancialinstitutionwerebusinessmenandwomenkeeptheirmoney



andothervaluablessuchasjewelries,certificate,will,agreementetc

Centralbanks

ServiceProvidedbytheCommercialbank

1.Acceptanceofdeposite:Commercialbankacceptdepositfromcustomerswhowishtosave

partoftheirexcesseswiththem

2.Provisionofcreditfacilitieslikeoverdraftandloans

3.Assistanceinforeignexchange

4.Foreigntransfer-Ithelpstotransferofmoneyfromonecountrytoanotherandsoon

FUNCTIONOFCOMMERCIALBANK

E-BANKING

OVERDRAFT

ATMSERVICE

CHEQUE


