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UNIT I – OFFICE FILING 

1.1 Meaning, Essentials and Importance of Filing 
●​ Office filing is the systematic process of arranging, storing, and preserving 

documents so that they can be easily located whenever required. These documents 
include letters, reports, bills, invoices, agreements, and other official records. Filing 
acts as the memory of an organization and helps in smooth office administration. 

●​ The essentials of good filing include simplicity, safety, accessibility, flexibility, and 
economy. A filing system should be simple to understand so that any employee can 
use it easily. Safety is important to protect documents from loss, fire, or damage. 
Accessibility ensures that files can be located quickly. Flexibility allows new files to be 
added easily, and economy ensures the system is cost-effective. 

●​ The importance of filing lies in saving time and effort. It helps in quick 
decision-making by providing accurate information at the right time. Filing also serves 
as legal evidence and helps in audits and inspections. Proper filing avoids duplication 
of work and ensures continuity in office operations, even when staff changes. Thus, 
an efficient filing system increases productivity, discipline, and professionalism in an 
office. 

1.2 Classification of Files 
●​ Classification of files refers to the process of arranging documents into groups based 

on common features. It helps in organizing records systematically and makes filing 
more efficient. Without proper classification, files become disorganized, leading to 
delays and confusion. 

●​ The most common methods of classification are alphabetical, numerical, 
subject-wise, and chronological. In alphabetical classification, files are arranged 
according to names of persons, firms, or places. Numerical classification assigns 
numbers to files and is useful in large organizations. Subject-wise classification 
groups documents according to topics or departments, while chronological 
classification arranges files according to dates. 

●​ Each method has its own advantages and is selected according to the nature and 
size of the organization. Proper classification saves time, reduces errors, and 
ensures quick retrieval of documents. It also improves control and efficiency in office 
work. A well-classified filing system helps employees perform their duties smoothly 
and accurately. 

1.3 Traditional and Modern Filing Methods and Equipment 
●​ Traditional filing methods are manual systems used before the introduction of 

computers. These include flat files, box files, folders, lever arch files, and filing 
cabinets. In these methods, documents are stored physically and arranged manually. 
They require more space and time for handling records. 

●​ Modern filing methods use digital technology to store and manage records 
electronically. Documents are scanned and stored in computers, servers, or cloud 
storage systems. Equipment such as computers, scanners, databases, and 
document management software are used in modern filing systems. 

●​ Modern methods save space, reduce paperwork, and allow quick searching of 
documents. They also provide better security through passwords and backups. 
However, they require technical knowledge and initial investment. Today, many 

 



 

offices use a combination of traditional and modern filing methods to ensure 
efficiency and safety of records. 

 
UNIT II – OFFICE RECORDS 

2.1 Meaning and Significance of Records 
●​ Office records are documents that contain information about the activities, decisions, 

and transactions of an organization. These records may be written, printed, or stored 
electronically. Examples include letters, accounts, reports, employee files, and 
contracts. 

●​ The significance of records lies in their role as evidence of past actions and 
decisions. They help management in planning, organizing, and controlling office 
activities. Records also provide information for audits, legal matters, and future 
reference. 

●​ Proper maintenance of records ensures accuracy, transparency, and accountability. 
Records act as a permanent source of information and support continuity in office 
operations. Even when employees change, records help in maintaining consistency. 
Thus, office records are essential for effective administration and decision-making. 

2.2 Types of Records and Their Importance 
●​ Office records are classified into various types based on their use. Financial records 

include accounts, bills, and budgets. Personnel records contain employee details 
such as attendance, salary, and performance. Administrative records relate to 
policies, procedures, and office orders. Legal records include contracts, agreements, 
and licenses. 

●​ Each type of record plays an important role in office management. Financial records 
help in controlling expenses and preparing budgets. Personnel records assist in 
managing human resources. Administrative records guide office operations, while 
legal records protect the organization’s rights. 

●​ Proper maintenance of records improves efficiency, avoids disputes, and ensures 
compliance with laws. It also supports planning and decision-making. Thus, 
maintaining different types of records is essential for smooth office functioning. 

2.3 Need for Effective Record Management 
●​ Effective record management refers to the systematic creation, storage, 

maintenance, and disposal of records. It ensures that records are available when 
needed and protected from damage or loss. 

●​ Good record management reduces unnecessary paperwork and avoids duplication of 
records. It saves time, space, and cost. Proper indexing and classification make 
records easy to locate. Record management also ensures confidentiality and security 
of sensitive information. 

●​ An efficient record management system improves productivity and supports legal and 
administrative requirements. It helps organizations function smoothly and maintain 
control over information. Therefore, effective record management is essential for 
modern offices. 

2.4 Computer-Based Indexing and Recording 
●​ Computer-based indexing and recording involve storing and managing records using 

computers and software. Each record is assigned a code, keyword, or number to 
make retrieval fast and accurate. 

 



 

●​ This system saves physical space and allows easy backup of data. It also improves 
security through passwords and restricted access. Computer-based systems reduce 
errors and improve efficiency. 

●​ Digital records can be easily shared and updated. Hence, computer-based indexing 
and recording are widely used in modern offices for effective record management 

 
UNIT III – OFFICE FORMS 

3.1 Meaning of Office Forms 
●​ Office forms are standardized documents used to collect, record, and transmit 

information in an organized and uniform manner. They are an essential part of office 
administration and are used for routine and repetitive work. Forms may be printed on 
paper or created digitally using computers. Examples of office forms include 
application forms, leave forms, order forms, admission forms, and attendance 
registers. 

●​ The main purpose of office forms is to simplify office work by providing a fixed 
structure for recording information. Since the same type of information is recorded 
repeatedly, forms help avoid rewriting and confusion. They ensure that all necessary 
details are filled in a systematic way. Office forms also help in maintaining uniformity 
and consistency in office records. 

●​ In modern offices, electronic forms are widely used as they save paper, time, and 
storage space. Overall, office forms play a vital role in smooth office functioning by 
making information collection easier, faster, and more accurate. 

3.2 Significance of Office Forms 
●​ Office forms are significant because they help in improving efficiency and accuracy in 

office work. When a form is used, employees do not need to create documents 
repeatedly, which saves time and effort. Forms provide a ready format, ensuring that 
all required information is collected without omission. 

●​ Forms help maintain uniformity and standardization in office records. When the same 
format is used throughout the organization, it becomes easier to understand, 
process, and compare information. This reduces confusion and mistakes. Office 
forms also improve control and supervision, as work can be easily checked and 
verified. 

●​ Another important benefit of office forms is proper record-keeping. Completed forms 
can be filed and used for future reference, audits, or legal purposes. Forms also 
simplify training of new employees because they provide clear instructions and 
structure. Thus, office forms contribute to systematic working, better communication, 
and overall office efficiency. 

3.3 Types of Office Forms 
●​ Office forms are classified based on their purpose and use. One common 

classification is internal forms and external forms. Internal forms are used within the 
organization, such as leave forms, requisition forms, and attendance forms. External 
forms are used for communication with outsiders, such as application forms, order 
forms, and complaint forms. 

●​ Forms can also be classified as printed forms and electronic forms. Printed forms are 
used in traditional offices, while electronic forms are used in modern, 
computer-based offices. Another type is single-copy and multiple-copy forms, where 
copies are used by different departments. 

 



 

●​ Each type of form serves a specific purpose and helps in smooth office functioning. 
Proper selection of forms reduces paperwork, saves time, and improves efficiency. 
Using the right type of form ensures accuracy and easy handling of information. 

3.4 Form Designing 
●​ Form designing is the process of creating forms that are simple, clear, and easy to 

use. A well-designed form helps in collecting correct and complete information 
without confusion. While designing a form, factors such as size, layout, spacing, 
clarity of instructions, and sequence of information should be considered. 

●​ A good form should have a proper title, clear headings, and enough space for writing 
answers. Instructions should be brief and easy to understand. The arrangement of 
questions should follow a logical order to avoid mistakes. Overcrowding of 
information should be avoided. 

●​ Well-designed forms save time, reduce errors, and improve efficiency. They also 
enhance the professional image of the organization. Poorly designed forms may lead 
to confusion, incomplete information, and wastage of time. Therefore, form designing 
plays an important role in effective office management. 

 
UNIT IV – HANDLING OFFICE CORRESPONDENCE 

4.1 Meaning and Importance of Correspondence 
●​ Office correspondence refers to the exchange of written communication within an 

organization or between the organization and outsiders. It includes letters, emails, 
notices, circulars, and memos. Correspondence is an important tool for conveying 
information, instructions, decisions, and messages in a formal manner. 

●​ The importance of correspondence lies in maintaining proper communication and 
records. Written communication serves as legal evidence and can be referred to in 
the future. It ensures clarity and avoids misunderstandings. Correspondence also 
helps in building professional relationships with customers, suppliers, and other 
organizations. 

●​ Effective correspondence reflects the image and efficiency of an organization. Proper 
drafting, clear language, and correct format are essential. Thus, correspondence 
plays a key role in smooth office administration and decision-making. 

4.2 Incoming Correspondence Procedures 
●​ Incoming correspondence refers to all letters, emails, and documents received by an 

office from external or internal sources. Proper handling of incoming correspondence 
is essential to ensure timely action. The procedure includes receiving, opening, 
recording, sorting, and distributing the mail. 

●​ On receiving mail, it is opened carefully, except confidential letters. Important details 
such as date, sender’s name, and subject are recorded in the inward register. The 
mail is then sorted department-wise and sent to the concerned authority. 

●​ Urgent letters are marked and delivered immediately. Proper handling prevents loss 
of documents and delays. It ensures smooth communication and effective office 
functioning. 

4.3 Outgoing Correspondence Procedures 
●​ Outgoing correspondence refers to letters and emails sent by an office to others. The 

procedure includes drafting, typing, checking, approval, dispatch, and recording. 
Each step must be followed carefully to maintain accuracy and professionalism. 

 



 

●​ Drafting involves writing the message clearly and correctly. After typing, the letter is 
checked for errors and approved by the authority. It is then dispatched through 
suitable means such as post, courier, or email. 

●​ Details of outgoing mail are recorded in the outward register. Proper handling of 
outgoing correspondence enhances the organization’s image and ensures effective 
communication. 

 
 
4.4 Postal and Communication Services 

●​ Postal and communication services are used to send correspondence. These include 
ordinary post, registered post, parcel, speed post, courier, airmail, and email. Each 
service differs in speed, cost, and security. 

●​ Ordinary post is economical but slow. Registered post provides proof of delivery. 
Speed post and courier services are faster. Email is the fastest and most commonly 
used service in modern offices. 

●​ Selection of service depends on urgency, importance, and confidentiality of the 
communication. 

 
UNIT V – OFFICE INDEXING 

5.1 Meaning and Importance of Indexing 
●​ Indexing is a system used to arrange and locate records easily and quickly. It acts as 

a guide or reference to files and documents. Indexing helps in saving time and effort 
while searching for records. 

●​ The importance of indexing lies in quick retrieval, accuracy, and efficiency. It avoids 
misplacement of files and improves office productivity. Indexing also supports 
effective filing and record management. 

●​ Without proper indexing, files become difficult to locate, causing delays and 
confusion. 

5.2 Types of Indexing 
●​ Indexing is classified into various types such as alphabetical, numerical, 

subject-wise, and geographical indexing. Alphabetical indexing is based on names, 
while numerical indexing uses numbers. Subject-wise indexing arranges files by 
topic. 

●​ Each type has its advantages and is selected according to office needs. Proper 
selection improves efficiency and accuracy. 

5.3 Methods of Indexing 
●​ Indexing methods may be manual or computerized. Manual indexing uses cards or 

registers, while computerized indexing uses software and databases. 
●​ Computerized indexing is faster, accurate, and widely used in modern offices. It 

saves space and improves security. 

 


