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i C.L Littlefield, Frank M. Rache!, and Donald L. Caruth, Office and Administrative Management (new
Delhi : Prentice-Hall of India, 1974} p.281
2 bid., p.283
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I H. Wesbster Johnson and Willam G. Savage, Administrative Cffice Management {California : Addison
Wesley Pub. Co., 1968).p.300
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* ittlefield, op.. cit., p 287
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3) W, Neuner and B. Lewis Kelling Modern Office Management {Bombay : Taraporebala Son & Co.. Private

Ltd., 1979). p.667
Sibid., .70
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