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OFFICE EQUIPMENT 

Office equipment means all items of machines and furniture which are used to 

facilitate work in the office. 

TYPES OF OFFICE EQUIPMENT 

The following are some of the office equipment found in an ideal office: 

1. Stapler 

2. Perforator 

3. Typewriter 

4. Computer 

5. Calculator 

6. Add listing machine 

7. Dictating machine 

8. Filing cabinet 

9. Photocopier 

10. Duplicating machine 

11. Franking machine etc. 

IMPORTANCE OF OFFICE EQUIPMENT 

1. An operation that will take five men a day to complete can be done in less 

than one hour to complete. It therefore saves time. 

2. Errors are minimized and time is saved. A good example is the photocopier 

which can give you several copies of a document in a second without any 

mistake. 

3. Office equipment like the filing cabinet helps to ensure security and safety of 

documents in them. 

4. The use of machines make for quality work 
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5. Use of office machine helps to prevent fraud. 

6. Fatigue is also reduced with the use of machines. 

FACTORS TO BE CONSIDERED IN CHOOSING A MACHINE 

1. Need for the machine: There must be an established fact that the office needs 

the machine and that there are advantages to be derived from the purchase of 

the machine. 

2. Ease of operation: The ease with which a machine can be operated should be 

a factor to be considered in choosing one. 

3. Durability: Any equipment that has a long life span is a very good asset to the 

office. 

4. Flexibility: Whether the machine can be readapted to do another work is 

another good factor in choosing it. 

5. Cost: In considering the cost of a machine, the following should be taken into 

account. 

- Is the purchase price of the machine high but cheaper on the long run? 

- Is the purchase price of the machine low with a very high maintenance 

cost, as such costly at long run? 

- Availability of spare parts: The machine to be chosen should be one that 

has its spare parts readily available in the market. 

SOME OFFICE EQUIPMENT AND THEIR USES 

1. Stapler or stapling machine: This is a simple office machine that is used to 

pin two or more pages of documents together. 

2. Perforator or punching machine: the perforator is an office machine used 

to make or punch fine hole on papers, letters, documents and file jackets. 

These holes facilitates filing of documents. 

3. Typewriter: Typewriter is an office machine which is used to produce 

typed documents. The person who uses a typewriter to produce typed 

documents is called the typist while the room where typewriters are kept 

is called typing pool. 

TYPES OF TYPEWRITERS 

Electric typewriter: is one that uses electricity to operate. 

Manual typewriter: does not need electricity for its operation rather it is 

operated by the typist power and energy. 

SIZES OF TYPEWRITER 

There are two sizes of typewriter namely standard and portable typewriter 
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4. Computer: Computer is an electronic machine which collects data fed into 

it, processes and sorts such data with the aid of guided instructions to get 

deserved information. Computer can be used in almost all fields of human 

efforts; medicine, engineering, accounting, drawing, designing etc.  

5. Add listing machine: As the name implies, it is a book-keeping machine 

used to add figures or group of figures and at the same time provides 

printed records of all the items added on a paper row indicating by the side 

of it what it does with the figures. 

6. Calculator: This is an improvement on add-listing machine because it 

perform very extensive mathematical functions. It can be powered by 

electricity or battery or solar energy. 

7. Dictating machine: This is a data communicating machine designed for 

reproducing speeches already recorded. 

8. Filing cabinet: The filing cabinet is an office furniture used to store files 

containing various documents of the office. 

9. Photocopier/Photocopying machine: It is an office equipment which is 

used to produce the exact copy of the original documents. 

10. Duplicating machine: It is an office equipment used in producing several 

copies of a document from one master called “stencil wax” 

CARE OF OFFICE EQUIPMENT 

1. Remove dirt from the working parts of the machine with long brush, 

especially areas where your hands cannot reach. 

2. Clean the dirt on the surface of the machine with a clean rage. 

3. Apply machine oil to those parts of machine that need oiling. 

4. Clean the delicate parts of the machine with methylated spirit to prevent it 

from rusting 

5. Cover the machine when not in use to avoid dirt or virus 

6. Dust the machine or equipment with a duster every morning. 

 

 

CONSUMER PROTECTION AGENCIES 

A consumer is a person or group of persons who buys goods and services for 

the satisfaction of his or their needs. The consumer is the last link in the 

channel of distribution. Production is not complete until the goods get to the 
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consumer. Therefore, production is useless without consumer. Protection is 

the act of keeping something or somebody safe from harm or injury. 

Consumer protection: It is a form of government regulation which protects the 

consumer in the hands of the producers and sellers in order to ensure that they 

get the best out of the goods and services they purchase. 

THE NEED FOR CONSUMER PROTECTION 

1. To ensure that consumers have maximum satisfaction for the goods 

bought. That the goods are high quality and value. 

2. To protect the consumers from buying dangerous drugs, food items and 

other consumable that may be detrimental to human health. 

3. To avoid exploitation of the consumer by producers and distribution of 

such products. 

4. To protect consumer from the hand of fake manufacturers who may 

package a fake commodity in the name of a good and fast selling products. 

For instance, there are cases where chalk are packaged for paracetamol or 

aspirin and so many other cases. 

5. To ensure that price of goods and services are fair and reasonable. 

6. The check advertisement making sure advertisements are not false and 

misleading. 

7. Consumer protection is necessary to ensure that the content of goods 

correspond with the specifications written on the pack. 

8. There is need to check scarcity of goods by making sure the producers or 

middlemen do not hoard goods. 

THE RIGHT OF THE CONSUMER 

1. Right to make a choice during purchase. 

2. Right to be offered safe and quality goods. 

3. Right to complain about any undesired goods or services and right to be 

listened to. 

4. Right to be informed about the present situation. 

5. Right to sue whenever his right is infringed 

6. Right not to be discriminated against. 

7. Right to bargain. 

AGENCIES AND ORGANS OF CONSUMER PROTECTION 
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1. Standard Organization of Nigeria (SON): This organization was set up in 

1970 to ensure that producers and manufacturers meet the standard or 

specifications set by the organization. Industries whose product meet the 

standard are permitted by the organization to stamp “NIS” (Nigeria 

Industries Standards) on their products. 

2. Environmental Protection Agencies (EPA): An agency set up by the 

government to make sure that consumers enjoy a healthy environment and 

that production is done in a healthy environment. 

3. Price Control Board: This is established by the government implemented. 

Price Control Act is an act or law which determines the prices of essential 

commodities. The price control board monitors the producers and sellers 

to make sure that they comply with this act.  

4. National Drug Law Enforcement Agency (NDLEA): NDLEA was 

established by Decree 48 of 1989. It was to check drug trafficking, 

production and consumption in our society. 

5. National Agency For Food, Drug Administration and Control (NAFDAC): 

This is the federal government established agency that looks into the 

production and distribution of food and drugs, the environment under 

which they were produced, their content and determine whether they are 

safe for human consumption. 

6. Consumer Education and Protection Council (CEPC): This was 

established by the federal government in 1970 to protect and educate 

consumers on their rights and on certain products they consume. 

7. Consumer Protection Agency (CPA): An agency set up to protect and 

educate consumers so that they are not exploited or intimidated in the 

course of buying goods and services. 

8. Resale Price Maintenance (RPM): This is a situation where the 

manufacturer wants to protect the consumers by insisting that retail prices 

of his products are the same throughout the country. For example, some 

UAC product such as gala is sold at the same price throughout the country. 

Most companies that adopt this method tag the prices on the products 

before selling to retailers. 

9. Rent Tribunal: A tribunal set up by the government in the 1970’s to check 

the excesses of the landlords (house owners) in terms of arbitrary rent 

increase and intimidations of their tenants. In the tribunal, cases between 

landlords and their tenants can also be settled. However, rent tribunal has 

gradually become non-functional in this dispensation. 
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