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ABSTRACT

The main purpose of a Sacial Welfare State is to look after the needs of the
citizens and to promote their welfare, It is of paramount importance that in the pursuit
of this objective there should be no avoidable delay. At the same time those who are
responsible for the canduct of this business have to ensure that just and impartial
‘reatment is meted out to one and all and that public property and public money are
managed with efficiency, care, and prudence. Obviously it is necessary Lo maintain
systematic records of not only what is done but also why it is done. An office system
must attempt to balance these conflicting considerations of speed and safety.

Every rule and step in the procedure must serve a definite worthwhile purpose
and seek to achieve objectives in the shortest possible way, in the quickest possible
time and with the least possible cost, consistent with efficiency.

Apart from the traditional task of maintenance of law and order and collection
of taxes, the government today has to play a major part in national development and
in the operation of various projects for rapid cconomic growth, No government in
power can achieve its goals unless the various offices of government are Tufl
efficiently, The pre-requisite for this efficiency is a properly organized office
procedure based on a proper office system.  In recent years there has been growing
inefficiency in office procedures resulting in considerable delays in dealing with
correspondence and consequent adverse criticism from the public,

In this research study, a methodology, which is appropriate for government
organizations to determine their office management systems, is recommended. [ hope
this study should be helpful in developing an office management Sysiei efficiently
and effectively to those interested parties who want 10 provide an efficient service to
the public as well as to the nation.



