
SL. No-43: One Day Workshop for NTS on Paperless Office 

Management 
A. Name of Activity: One day Workshop for NTS on Paperless Office Management 

B. Date of the Activity: 18.10.2022 

C. Organizers: Chakdaha College in collaboration with Srikrishna College  

D. Number of Participants: 24  

E. Speakers:  Dr. Swagata DasMohanta, Principal, Chakdaha College, 

Dr. Arun Kumar Nandi, IQAC Coordinator and Associate Professor of Chakdaha College 

 

 

 

 

 

 

 

 

 

 

 

F. Flyer: 

 

 
 

 

G. Outcome: The seminar on "Paperless Office Management" held at Chakdaha College yielded 

significant insights into the transition toward a digitalized work environment. Key outcomes 

of the seminar include: 

1. Understanding the Concept: Participants gained a comprehensive understanding of the concept of 

paperless office management, exploring the benefits and challenges associated with the shift from 

traditional paper-based processes to digital alternatives. 

2. Technological Solutions: Experts introduced various technological solutions and software 

applications designed to facilitate paperless office management. Participants were informed about 

document management systems, electronic signatures, and other tools aimed at reducing reliance on 

physical paperwork. 

3. Cost Savings: The discussion emphasized the potential cost savings associated with going paperless. 

By reducing the need for paper, ink, storage space, and manual processing, institutions can achieve 

financial efficiencies while contributing to environmental sustainability. 

Objective: 1 : Introduce Participants 

to Paperless Office Concepts and 

Benefits 

2: Explore Digital Tools and 

Technologies for Office Management 

3: Promote Collaboration and 

Workflow Automation 

4.Evaluate and Measure Success 

 



4. Training and Adoption: Practical insights were provided on training staff and stakeholders in 

adapting to paperless practices. The importance of fostering a digital culture within the institution and 

overcoming resistance to change were key aspects explored. 

5. Environmental Impact: Participants gained an understanding of the positive environmental impact of 

transitioning to a paperless office. The reduction in paper usage contributes to conservation efforts and 

aligns with sustainability goals. 

In conclusion, the seminar on "Paperless Office Management" at Chakdaha College not only informed 

participants about the advantages of transitioning to a digitalized work environment but also equipped them 

with the knowledge and tools necessary for successful implementation within the college's administrative 

processes. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



H. Attendance: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 


