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OFFICE PROCEDURE & PRACTICE

Explain Business letters in detail. Wrire a purchase order to purchase of 100 Air conditioners for your office.
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Explain the office procedure of any bank. Fill the deposit and withdrawal form of bank and attach sample here
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Explain the importance of time management in context to an office. As an office Manager what action will you
take it the workers tocome late in the office?
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Write introduction of office machines like Photocopy, Fax, Computer.
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What is communication? Explain the effective Communication required in office procedure.
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