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’ John J W Neunet  and. B. Lewis Keeling, Modern Office Management (Bombay & Taraporebala  Sons

&co.. 1970). p 288
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“Zane K. Quible.  Admuustratwe  OffIce  Management on Introdustion,  rd.ed.  (Mass : Winthrop pub.,

1984). p 433-436
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