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Text Book Recommendeds Anyone of the following

E OFFICE MANAGEMENT ~RCl 5"

Modern Office - Office Management - Prlnclgles '
and scope - Administrative arrangements and 1

facilities.

Rec0rds Management -.Maiﬂ service and Conmunic-.

Forms Management & Control,

Offlce'Statloner_y and Supplies - Equipment and ,
Machines - Collection and Recording of data. |

Personnel Management - Office cost Reduction ‘—i
standards - Work simplification - Office eerso'
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1. P.KeGhosh - Office Management - Sultan Chand & sons
2. S.P.krara =~ Office Organisation & Management - Vikas

3. leffingwell & Robinson - A Text Book of Office

4. Shukla & Gu&.shan - Office Orgamsatlon & Management - 4
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