SUMMARY NOTE YR8 B/S

WEEK 1

TOPI C: DOCUMENT HANDLED BY RECEOQTI ONI ST

There are number of document handled by a receptionist ; some of themare
1. VISITOR'S Bl | OOK

Receptionist in many firms keep register of callers or a visitor's book, has a colunn foe the
callers names, address, the date and time of visit, the person visitor has calledto see time in
andtime out andsignatures.

2. TELEPPONE MEASAGE PAD

The telphone message padis made up of printed sheets for recording telephone messages . The
printed datails on the pad help to prevent the omission of essential information.

3 REQUEST FORM

Some of fice, especially government office, requires all visitorsto fill out a request formon
their arrival at the reception area .

4 BUSI NESS CARD

Some times visitors fromanot her company may introduce thenselves by giving the reception a
business card

WEEK 2
OFFI CE CORRESPONDENCE RECORD
Types of correspondence Record

The mail roomin most organization keeps a nummber of books for the smooth running of the
office

These books include :

1.Mail inwar d book/r egist er
2. Mail outward book/regist er
3.Post age book

4.Despat ch book



1.Mail inwards book /register
The mail inwar d book/register is usedto record all mail which are received in an organised
2.Mail out ward book/register

The mail outward book/register is used for recording lettersthat are preparedfor postagein
an organisation

3.post age book

Business organisation keep postage books for two reasons :torecordthe number of stamps
used andto keep a record of letter posted.

4. Depatch Book

A despat ch book is kept by an organisation and government officetorecordlettersthat are
delivered by hand fromone of fice to another so that they receiever sign for it

WEEK3

TOPI C: OFFI CE DOCUMENT

Meaning of of fice document

Of fice document are document usedin an of fice to facilitate the work of the organisation.
Types of Of fice Document

1. Pur chases document

2. Sales document

Sales document are document usedto keep records of all salestransactions.

Recorda are kept of what is sold These sales document are invoice, debit note and credite note

Pur chases Document are document usedto keep record of purchases in an organisation .These
pur chase document are the order formandreceipt.

WEEK 4 AND 5
TOPI C: BANKI NG SERVI CES
Bank are places where noney and valuable items is kept until the owner requiresit.

Commercial banks is a financial instit ution wer e business men and women keep t heir money



and ot her valuables such asjewelries, certificate,will, agreement etc

Central banks

Service Provided by the Commercial bank

1. Acceptance of deposite : Commercial bank accept deposit fromcustomers who wish to save
part of their excesses with them

2. Provision of credit facilities like over draft andloans

3. Assistance in foreign exchange

4. Foreigntransfer - It helpstotransfer of money fromone country to another and so on
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