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After studying this chapter, you will be able to understand:
Introduction of office procedure: Tippani, Report and Resolution Objectives of Tippani
Considiradions for drafting Tippani
Objectives of Report
Considirations for drafting Report
Types of Report
Objectives of Resoultion
Different types of Resolution
INTRODUCTION
Each and every organization should perform a number of activities to run it smoothly and finally to achieve its goal. Such activities in a planned that they can be completed on time qualitatively. To perform the activities in a planned way, the office prepare a schedule that which work should be done by whom at what time, by which way etc. as all the works cannot be done at once. The schedule is prepared as per the prevalent rules, regulation and practice. For this different offices have different manuals like ‘Civil Service Code and Rules" is enacted to civil servants in Nepal. Thus, the system followed for doing official works as per objective is called office procedure.
Office procedures are followed to get the decisions by the authorized level through the information, opinions, ideas etc. supplied by the lowers. Such information is forwarded in various forms viz. Memo or tippani, resolutions, reports etc. It is a way of internal communication. It enables the involvement of the lower level staff in planning, policy making and decision making process of an organization. An office needs to develop effective office procedures to operate the official activities smoothly. Under it, a set of rules and regulations are formulated. Office procedures help an office to take timely and correct decisions.
According to Neuner and Keeling "A procedure is a planned sequence of oerations for handling recurring business transaction uniformly and consistently.

According to Carl Heyel," A procedure is a series of logical steps by which all repetitive business action is initiated, performed, controlled and finished."
In conclusion office procedure is the specific technique and way of collecting views ideas, opinions, knowledges, experiences etc. from internal as well as external sources for making effective decisions. It helps for the accomplishment of all works systematically and qualitatively. Actually, it is the guideline for making decision of overall problems so that office operates smoothly and finally achieve its goal. Tippani, report, resolution, etc. are some of the important written documents prepared for effective office procedure.

Office Procedure
· Office procedure is the specific way of performing official tasks.
· It is an internal communication for systemic work to take decision from the authorized body.
[bookmark: bookmark2][bookmark: bookmark3]Tippani/Memo
A tippani or memo is a written statement of facts, information, related rules and regulations, opinion and suggestions. It is prepared by lower level staffs and submitted to authorized level staffs even the council of ministers. It enables lower level staffs to make right and effective decisions. It is prepared when the top level is not in a position of making decisions due to lack of information or the existing rules and regulations are not clear. Considering the matter, the authorized officer takes the decisions. It is much popular in the government offices of Nepal as well as in the private organizations. It contains related documents in right hand side and tippani paper in left hand side.
According to oxford Dictionary, "Memo is an official note from one person to another in the same organization."
· To make aware about present problems and situations to concerned authority.
· To run the office smoothly by solving problems and unclear matters.
· To make decisions involving the lower level staffs as their views, suggestions and opinions are also considered.
· To make final decision from authorized level.
· To provide guideline for making decision in future on similar case.
· To provide a proof whenever required as it is a written document.
· To help for preparing new plans and policies.
· To make the records of decision.
[bookmark: bookmark4][bookmark: bookmark5]Objectives and Importance of Tippani
· To forward the problems and situation along with suggestions, views and opinions of lower level staffs to authorized level.
· To perform the official jobs in a simple and uniform way.
· To perform the organizational activities in a flexible and effective manner.
· To involve the lower staff in decision making process. It increases the commitment of lower level staff.
· To solve the organizational problems in a participatory approach by considering the opinion, ideas and information provided by the lower level staff.
· To follow the legal procedures in carrying out various organizational activities.
[bookmark: bookmark6][bookmark: bookmark7]Considerations for Drafting a Tippani
A tippani is an important tool for making decisions; a number of points are to be considered while drafting it. Some of the important points are to be considered while drafting a tippani are given below.
· The subject or the topic of a tippani should be clearly mentioned on the top.
· Since it is a means of communication, it must be simple and clear.
· It should clearly state the related facts, information, rules and regulations regarding the subject in an orderly manner.
· It should be supported by the necessary documents for evidences.
· It should clearly state the past decisions and actions on the cases having similar nature and subject.
· All the supportive documents to a tippani should be enclosed orderly.
· A tippani paper should be kept on the left side and all supportive documents on the right side of a file.
· An authorized officer should check a drafted tippani carefully whether any important information and documents are missing or not.
· Every level of officers receiving tippani must prevent their suggestion related the care.
· Finally each page of tippani should be signed by authorized officer before;
forwarding it so upper level.	

[bookmark: bookmark8][bookmark: bookmark9]Government of Nepal
Ministry of Home Affairs
Sub: Request for the aid to flood victims.
Dear Sir,
The landslide in Jure, VDC Sindhupalchowk, on 17th Shrawan 2071, killed more than 150 people and thousand others are compelled to leave their houses. The situation is too worse, that local authority has demanded an immediate help.
For similar cases in the past, the ministry used to provide financial and physical help immediately. In this case too, you are requested to provide immediate support in kind or cash to flood victims.
As your wish,
Under Secretaiy
In the above mentioned case, it is reasonable to provide immediate help. Two blankets to each afflicted family recommended.Joint Secretary

Approved or Sadar
Secretary
(Note: In government offices in Nepal, 'Sadar' word is used for a positive decision and 'Badar'for a negative decision.)
Tippani
· Tippani is a kind of written statement for the process of making correct decision prepared by the - lower level staffs to higher level authority.
· It is very important tool to solve the problems in government offices and private offices of Nepal.
[bookmark: bookmark10][bookmark: bookmark11]Report
The word ‘report’ is derived from the latin word ‘repotare’ which means carry back. A report it is a written statement of jobs done by an organization, committee, commission etc. in a certain period of time. Hence it is a historical statement. It consists of the f problems, progress, achievement, facts, information etc. regarding the problems under j study or job it reflects the real condition of an organization. It is the final outcome of any investigation, research and inspection.	






Report can be defined as the analytical statement. The report drafting person or group collects all the necessary data. Facts and information regarding issue or subject through different concerned sources. The data, facts and information collected on the spot are studied, inspected, investigated and analyzed by the report drafting team. Finally, they prepare the statement mentioning their findings called report. Thus, report can be concluded as an analytical and descriptive written statement prepared by the person, group committee or commission after their long and deep study, research, inspection and investigation. It contains all the data, facts and other information related to the issue along with findings, opinion and suggestions of report drafting person or team. It is an important tool for receiving and sending the information in private business organization and in government offices as well.
[bookmark: bookmark12][bookmark: bookmark13]Objectives of Report
A repot is prepared for the achievement of the following objectives.
· To bring into the light about the performance, activities progress and problems of an organization.
· To disclose the condition of public programmes run by government and their impact on the people.
· To disclose the findings of study, research, investigation and inspection carried out during a particular period of time.
· To observe whether there is delay in office procedure or not if it is so then to find out its cause and remedy for improvement.
· To help for the formulation of plans, policies and programmes.
· To stand as basis for making decision.
· To guide the way of carrying out official activities to staff as it contains suggestions too.
[bookmark: bookmark14][bookmark: bookmark15]Types of Report
There are different types of reports depending on the subject matter and objectives. Some of the widely used reports are mentioned below.
1. [bookmark: bookmark16][bookmark: bookmark17]Annual Report
A Report that is prepared at the end of particular year is called an annual report This is called annual report because it covers the activities, progress and achievements made during the one year period of time. It is prepared by government bodies, constitutional bodies, nongovernmental organizations and business organizations to disclose their activities, progress, achievement and future plan for the knowledge of general people. In case of companies, the annual report should be presented to the general meeting of the shareholders for its final approval. The annual report of a company includes income statement that shows the profit earned or loss suffered during a year balance sheet showing the financial conditions at the end of the year and statement of cash flows that shows the inflow and outflow of cash under different headings during the year.
2. [bookmark: bookmark18][bookmark: bookmark19]Government Report
The government of any country is largely responsible for the development of a country. It provides public welfare services by launching big projects and programmes. If fixes the target of collecting revenue and its proper utilization on different developmental works. It needs to inform public its all plans, policies, activities, progress and achievements. For this, government prepares a report called government report. Thus government report is an analytical written statement, which informs about all government activities related to incomes and expenditures along with progress and achievement. Such report is published time to time by government for public knowledge. For example, the budget submitted by finance minister in praliament is a government report.
3. [bookmark: bookmark20][bookmark: bookmark21]Audit Report
A report prepared by an auditor is called audit report. It is prepared after the completion of the examination of the books of accounts maintained by an organization during a particular period of time. It reports whether the financial transactions have been performed under the existing rules and regulations or not. Moreover, it is also mentions whether the financial statements presents the true and fair view of the state of affairs of the organization or not. With government offices, such report is prepared by the office of the auditor general. The case of a company, an independent auditor appointed by the general meeting audits the books of accounts and prepares an audit report.
4. [bookmark: bookmark22][bookmark: bookmark23]Educational Report
The report prepared by students during or after the completion of their study is called educational report. The education report also can be said as academic report because it is prepared by the students to pass the certain academic level after the academic session. Thesis, excursion report and other reports related to education are the examples of educational or academic report.
5. [bookmark: bookmark24][bookmark: bookmark25]Committee/Commission Report
A committee is a group of people formed to achieve a particular objective by carrying out certain activities. A committee performs a number of activities to get the stated objectives. In this way, a report prepared by a committee after completing the assigned jobs is called committee report. A committee report includes the findings and suggestions based on the job performed like study, investigation and research. It is submitted to the concerned authority for approval and implementation.
[bookmark: bookmark26][bookmark: bookmark27]Considerations for Drafting Report
A report serves as a base for formulating plans and policies and taking important decisions. It should be prepared by skilled and experienced persons who have a perfect knowledge about the existing rules and regulations.
S/he must follow the following considerations for drafting an effective report:
· The subject on which the report has been prepared, the name of a report drafting person or group and the name of a person to whom the report is submitted should be mentioned on the cover page.
· Since a report is drafted and submitted to other authority, it must be simple, clear and to the point so that authority understands it easily.
· The time duration taken for the completion of preparing report must be mentioned in terms of week, month and year, etc.
4 Date on which the report has been submitted should be mentioned.
· The finding should be mentioned logically if the report is totally based on investigation.
· All the facts, information, experience related to problems and their remedial measures which are found during investigation should be mentioned orderly.
· Figures, tables, pictures, should be used wherever possible as visuals can communicate much better and faster than words.
· Symbols and codes should be avoided as far as possible. If necessary, their explanation should be done.
· Finally the report writer should make signature along with date for its validity.

Report
· Report is a descriptive statement which is prepared by the person, group, committee or commission.
· It is a brief historical statement.
· It is prepared after long study, research and investigation.
[bookmark: bookmark28][bookmark: bookmark29]Resolution/Prastav
The meeting or conference takes place in the organization to make decisions over a particular subject matter. The meeting members discuss on the subject and finally make decision on their joint acceptance than it becomes law or rules should be followed by all the concerned people. A resolution is a written document prepared by the member of meeting, seminar, conference for its open discussion and pass decision with majority. It is said 'Prastav” in Nepali. It keeps similar meaning with the word 'proposal'. Resolution and proposal both refer to the subject matter or agenda of meeting. But Proposal donates the subject matter of meeting in verbal form where as resolution is the same but in written form.
However, it may be approved by the meeting with certain amendment or even postponed for the next meeting.

[bookmark: bookmark30][bookmark: bookmark31]Objective and Importance of Resolution
Resolution is considered as a ladder to overcome from difficulties, so it importance to office. Besides this, it has a number of other objectives and import?' which are mentioned under the following points.
For the collection and presentation of organizational problems in a system and orderly manner.

For solving the problems of any organization in a democratic way. and solves the problems in the involvement of concerned staffs and body.
For the formulation of plans and policies in favour of the organization.
To act as the documentary evidences for setting misunderstanding  and disputes.
To help formulate new rules and regulations or amend the existing.
To act as evidence to provide validity to the decisions.
[bookmark: bookmark32][bookmark: bookmark33]Types of Resolution
According to Nepal Company Act 2063, a resolution is two types they are ordinary and special resolution.
1. [bookmark: bookmark34][bookmark: bookmark35]Ordinary Resolution
The subject matter of a general regular meeting is called ordinary resolution. As it can be decided even from general meeting, it is also said as general resolution. Simple majority is enough to approve the decision of ordinary resolution. Ordinary resolution may be related to presentation of audited financial report, declaration of dividend and bonus, appointment of directors and auditor and fixation of remuneration of directors, auditors etc.
2. [bookmark: bookmark36][bookmark: bookmark37]Special Resolution
A resolution that is presented in the special meeting of the shareholders is called a special resolution. A special or urgent meeting is conducted to discuss and decide on some special or abnormal cases.
The resolutions which are to be passed by a specific majority i.e 2/3 or 75% of the members even in the general meeting are also called special resolutions. In such a case, the effect and importance of the resolution are very high and long term. Hence, a special resolution may be presented in general or special meeting. The following are some of the matters which are presented through special resolutions in a meeting, changing the name, objectives and capital of a company, alternative of memorandum or article of association, issuance of bonus shares, winding up of a company, changing the company from private to public or vice versa, etc.

[bookmark: bookmark38][bookmark: bookmark39]Difference between Ordinary and Special Resolution
	Bases of Difference
	Ordinary Resolution
	Special Resolution

	Objective
	Its main object is to propose general issues as profit and loss, financial condition, appointment and remuneration of director etc.
	Its main objective is to propose special issues as changing the name of the company, issue of bonus shares etc.

	Presentation
	It is presented in the general assembly of the shareholders
	It is presented in the special assembly of the shareholders.

	Approval
	It is approved or passed by the simple majority of the shareholders.
	It is approved or passed by the two- third majority of the shareholders.

	Effect
	The effect of ordinary resolution is low and short-term.
	The effect of special resolution is comparatively high and long term



MEMORY TlPS
A. [bookmark: bookmark40][bookmark: bookmark41]Very short answer questions (Answer the following questions in one sentence/ in very short)
1. What is office procedure?
2. Give an example of audit report.
3. Mention the types of resolution.
B. Short answer questions (Answer the following questions in short)
1. Mention any five considerations while drafting a tippani.
2. Mention any five points that should be considered while drafting a report. Higher ability
3. Show two similarities and three dissimilarities between an ordinary resolution and a special resolution.
S.L.C question 2069
4. [bookmark: _GoBack]What is resolution? Show the difference between ordinary resolution and special resolution. (1+4=5)
C. Long answer questions (Write long answer to this question)
1. What is a report ? Explain its types.
