Table of Contents

Chapter 1
OFFICE 1-6
Meaning and Definition 2
Features of Office 2
Functions of Office 3
Importance of Office 4
Key Terms 5
Theoretical Questions 5
Chapter 2
OFFICE PERSONNEL 7-14
Meaning and Definition 8
Types of Office Personnel 8
Office Chief 9
Sectional Chief 9
Office Assistant 9
Key Terms 14
Theoretical Questions 14
Chapter 3
OFFICE RESOURCES 15-28
Meaning and Definition 16
Necessity and Importance 16
Types of Office Resources 17
Manpower 18
Materials 18
Sources of Income 18
Means of Transportation 19
Communication 21
Key Terms 28
Theoretical Questions 28
Chapter 4
CORRESPONDENCE 29-38
Meaning and Definition 30
Need and Importance of Correspondence 30
Objectives of Correspondence 31

Qualities of Good Letter 31
Parts or Structure of a Letter 32
Handling Mails 35
Handing Incoming Mail 35
Handling Outgoing Mail 36
Key Terms 37
Theoretical Questions 38
Chapter 5
FILING 39-48
Filing 40
Meaning and Definition 40
Objectives 40
Methods of Classification of Filing 41
Alphabetical Classification 41
Numerical Classification 42
Subject Classification 44
Geographical Classification 45
Indexing 46
Meaning and Definitions 46
Need and Importance 47
Key Terms 47
Theoretical Questions 47
Chapter 6
POSTAL SERVICE 49-56
Meaning 50
Utility and Importance of Postal Service 50
Methods of Sending Letters 51
Ordinary Letter 52
Registered Letter 52
Differences between Ordinary and
Registered Letter 53
Aerogram 53
Post Card 54
Express Mail Service (EMS) 54
Key Terms 55
Theoretical Questions 55



Chapter 7

BUSINESS 57-66
Meaning and Definition 58
Characteristics of Business 58
Importance of Business 59
Forms of Business Organisation 60
Sole Trading Concern 60
Partnership Organisation 61
Joint Stock Company 62
Public Enterprises 62
Co-operative Organisations 63
Multinational Company 64
World Trade Organization and Nepal 65
Key Terms 66
Theoretical Questions 66
Chapter 8
INSURANCE AND TAXATION 67-76
Insurance 68
Meaning and Definition 68
Insurer and Insured 69
Insurance Premium 69
Types of Insurance 69
Life Insurance 69
General / Non-life Insurance 70
Importance and Advantages of Insurance 71
Taxation 72
Meaning and Definition 72
Objectives 73
Types of Taxes 73
Key Terms 75
Theoretical Questions 75
Chapter 9
BOOK KEEPING 77-86
Meaning and Definition 78
Objectives 78
Accounting 79
Meaning and Definition 78
Accounting System 79

Single Entry System 80
Double Entry System 81
Differences between Single and Double
Entry System 82
Accounting Terms 82
Key Terms 85
Theoretical Questions 85
Chapter 10
JOURNAL 87-102
Meaning and Definition 88
Objectives of Journal 88
Journalising 88
Rules of Journalising 89
Rules of Journalising based on
the Types of Account 89
Rules of Journalising based on the
Accounting Equation 91
Specimen or Ruling of Journal 91
Journal Entries 92
Journalising Different Types of Transactions 92
Investment of Capital and Drawing 92
Purchases and Sales 94
Purchase Return and Sales Return 95
Purchase and Sale of Assets 96
Incomes and Expenses 9
Key Terms 97
Theoretical Questions 98
Class Work Problems 99
Home Work Problems 100
Chapter 11
SUBSIDIARY BOOKS 103-114
Meaning and Definition 104
Types of Subsidiary Books 104
Preparation of Subsidiary Books 105
Purchase Book 105
Sales Book 106
Purchase Return Book 107
Sales Return Book 108
Cash Book 108



Importance and Advantages of

Subsidiary Books 110
Key Terms 111
Theoretical Questions 111
Class Work Problems 112
Home Work Problems 113
Chapter 12
LEDGER 115-126
Meaning and Definition 116
Ledger Account 116
Objectives of Ledger 116
Ruling or Specimen of Ledger Account 117

Procedures of Preparing Ledger Account 117

Preparation of Different Ledger Account 118

Balancing and Closing of Ledger Accounts 120

Differences Between Journal and Ledger 123

Key Terms

123

Theoretical Questions 124
Class Work Problems 124
Home Work Problems 125
Chapter 13
TRIAL BALANCE 127-138
Meaning and Definition 128
Objectives 128
Procedures of Preparing 129
Adjustment and Closing of Trial Balance 134
Suspense Account 135
Key Terms 135
Theoretical Questions 135
Class Work Problems 136
Home Work Problems 137
Bibliography 139



