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2Mina M. Johnson F. Kallaus, Records Management (Ohio : South-Western Publishing Co.. 1974). p. 14

3H. Webster Johnson and Wiliam G. Savage, Administrative Office Management (California wesley Put

Co. 1968). p.325

4Zane K. Quibk, Introduction to Administrative Office Management (Mass Winthrop Publishers. Inc.

1977). p.431
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