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and scope .; Administrative l\rrangementsand

facilities.

UNIT II .RecoJ;?S M.anagement - .Maii Service

Forms. M~nagement & Control •

..UNIT III: Office' Stationery and Supplies - Equipment and

Machines· - collection and Recording of data.

UNIT IV : 'personnel Management - Office cost Redoct;ion

standards - Work simplifica~ion - Of~ice ?erson

Rel-ations •

. Text Book Recorrnnended:. Anyone of the following-

1. l?K.Ghosh - office Management - sultan Chand & Sons

2.' S.P.hrara - Office organisation & Management - vikas
Publi.shing House. ,.

3. Leffingwell & Robinson - A Text Book of Office
. . Management -:-TMH

4'. ShuJdla & GJJ.shan - Office organisation & Management -..:..--: s. Chand & co...,. . . .
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