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

3H.  Webster Johnson and William G. Savage, Administrative Office Management (Californta  Wesley Pub

Co. 1968). ~325

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

1977). p.431

GM 315 191



1%
utilization

._-

lh

Storage

192 CM 315



(9) rlxtDuwnttm.ma

‘Johnson &  Savage, op. cit. p.327

GM 315 193







‘ib,d  p.322

196 GM 315



GM 315 197



gJohnson,  op. cit., p.332
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“Johnson,  op. cit.. p.338.340
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