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) TRA
¢ . Date 21/ ff? 3‘1‘

NG ON ERV
t0 22/08/2462

e Attendance List

Training Module: Aca<amic Module

S.No Name of the Full-tirae teacher taune Of ey Signature
. Department
1 |Dr. Ashok Kumar A Agriculture Science (\f&/
2 |Dr. Nayeem Ali . Agriculture Science A
3. 1Dr. K.S. Barmap Agriculture Science W
4 [Mr. Abid Ahmad - Agriculture Science ‘74&5@%—.
5  |Dr. Vikrant Xumar | | Agrizultire Science Pl \Q%\LW
6 |Mr. Raj Kumar -_ Agriculture Science NO '
7 |Mr. Suraj Singh o Agriculture Science g{;};yw
8 |Dr. Anjali Jakhar 13 Agriculture Science A\W
9 IDr. Sanjeev Afrey ' Agricuituss Science - » e
10, {Mr. Amit Kumar ' ~ Agriculture Science Dovrys—
11 |Mr. Mukesh Kumar Yadm h Agriculture Science -~ Mo —
12 |Mr. S Pratheep Agriculfure Science SZ.,A /
13 |Mr. Mahendra Yadav Agriculture Scierice ntt— |
14 |Mr. Ajay Kemar Agriculture Science ’ A’[ pn —
I5  |Mr. Sachin Kumer Agriculture Science ‘0% ﬁ', _
i6 Dr. }Rcwd? Gautam Agrizulture Science _ /_gmv
17" |Dr. Suhal Qx&l’(}/’}' Agriculture Science &@-@@-{W -
18 {Dr. Parveen Malik Agriculture Science DMy
19 |Dr. Pradeen Kumar ’ Agriculture Science ,{Zg@,,_
ZG Drr. Manoj Kumar Agricuiture Science L A
21 iDr. Mahesh Jagoria Agriculture Science N : -
22 {Mr. Satyanarayan Regar © " Agricultare Science W
23 |Mr. Suresh I‘l{}ll.uarwig_iiﬁiaj‘vv-ﬂi ‘ Agricult.; Science (g;,( '
24 |Dr. Pooja Tomar o ' Basi¢ Science )( a
25 |Dr. Manoj Mittal _ " Basic Science A
26 |Dr. Reetu PLﬁleﬁ' | ) ~ Easic Science - pro=t?
27 {Dr. Vinit Kumar Sh’um?L Rasic Scienice - \/fw?h ___.S//"”""
28 |Mir. Ra‘dpep ch‘“a war " n Basic Science @b)‘ et
129 !Mr, Vivek 4 Basic Science anXYQ\J\S o
3¢ |Dr. Rish rath !J,Laf(i‘/sfaj _____ ] Rasic Science /’, -
3t iDr. Rahul Aryz - _ | ' Basic Sme-n.cé V@_’
32 |Mz Sachin Sharma A ' Basic Science el
33 - {Dr. Kamal Krishan Basic Sciénce : ﬁkﬁs&f*’“
34 |Dr. Jitendra ﬂingll Basic Science _ =
35 {Ms. Anjali Joyai ' ‘Basic Science Prdw .
36 |Dr. Suchitra Tyagl Basic Science = W ‘
37 |Dr. Sweety Ag garwal 1 . - Basic Sgience M »
38 |Ms. R“’nd A - ‘ T’?asi;::‘:chi,enc; %,-—— G
39 Mr. : f:iasic‘Scicnce '\J\‘\V\ﬁﬁ/ ' 5
40 \/_:r, X _ Basic Science
Co-ot g !
IQAC, Ram Coilege.

{QAC, Shri Ram Coliege
Muzaffarnagar
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Muzaffarnagar



Ms. Anjali Saini

* Basic Science

4| Ms. Anjali ' Basic Science
43 [Ms. Harshita Sharma & Basic Science
44 |Dr. Nishant Kumar Rathj o Computer Application -
45 |Dr. Pramod Kirmar Computer Application
46 |Dr. Amit Tyagi b Computer Application
47  |Mr. Vikas ijgar ' _L Comute: | *polication
48 |Mr. Praveen I";l;m,nar_m_r_‘ - Comput: 1 Application
49  |Mr. Sanjay Kar*f L Comphgr Application
50 |Dr. Himanshlfﬂora Computer Application
51 |Dr. Akansha Singh R Computer Application
52 |Mrs. Neetu Siagh o Comnuter Application
53 |Mr. Mohd. Yusuf - L Comy ster Apphcatlon' .@’7 .
54 [Mr. Ankur Rohilla Cornpuler Application F K&,\ I'] l o
55 |Mr. Vishwas Kumar Sharra Computer Applicatica U
.56 |Mr. Rahul Gautam Computer Application -
57 |Mr. Siddhant Garg Computer Application |
58 |Mr. Navneet Chauhan Computer Application NW/ / '
59 _|Mr. Ashish Chauhan Computer Application ~
60 [Mrs. Ruchi Rai Computer Application S Kan
61 |Ms. Nidhi At ) .. Comyuter .Anf)lication /ﬁé..hd,q x
62 IMr. Vyom Skrama : 3 Cémputer,Af)plica’cion C‘ @*’v
63 Mr. Mayur Shirtha - ~ Computer Application WL""‘” N
64 My, Kapil K.mi"i;a;‘ Computer Application WMW
&5 i Shubhsm Tovad 3 4 Compz%ter Application ‘ &%‘]’m@i
B Suew Kumar Saisd Comp-ter Application J 3 e
B s Vil T ) '{:m}pr;?ér Application ’\:QA}LJ&.
il , Comprter Application |—— =0 |
5% A5 Shaily Tvasl v ‘Computer Application :__Sz_——r
70 {Mr. Vaibhav Sharma ¢ Computer Application CW":" B
7t 1My, Tushar Pal Computer Application r“”tﬁ M
72 My Shubham Kumar Computer Application ’
73 My Apuj Kumar o ; - Computer Application . P
74 (M. Surya Pratap Computer Application &‘b—ﬁ\k
75 |Mr. Vipin Kumar B P Compuiter Application ANTY =
76 |Mr. Varun Kllli’ml i “_"‘-Computer App_lication oy M/ _
77 |Ms. Radhika Mitial - - Computer ‘Application — : ,
78 |Mr. Amit Rathi Computer Application . %‘ /'
79 |Mr. Rahul Main:val Computer Application : : o'
80 |Mr. Rohit Pal , Computr*r Application w(y [,\/q\q"“
81 |Dr. Mohkam Singh Physiczl Education “‘%& SingIA
82 |Dr. Rita Grover " Physical Education GL‘S:“‘W
83 |Dr. V.K. Sharma 'f:' Physical Education V"V é’lfw‘(/vv\'«'
84 |Dr. Abdul Azeej Khan Physical Education M
85 |Dr. Amandeep Singh Physical Education { YT\DWW
86 |Dr. Gurtaj Singh, Physical Education §§)'\fﬂ/\, A
87 |Dr. Bhupinder SmCh Bhandari Physical Education . %&\{ S*Y/u/v\,\,\,,, P
88 |Dr. D1lsh\(1 alj/ Physical Education
Co- or;);wamr : i IQAC, Sh‘ri Ram Cohege, :
IQAC, Shri Ram: Col!ege' & Muzaffarnagar

Muzaffamagar




Dr. Abul Barakai 1. anint

‘P h\ yca "¢ acation

Mr. Sandeep Kumar

Phys 1c b I:ducatmn

Dr. Parmod Kimar . Physmgl Education /w-—;‘%kwhﬁé—
Mr. Bhupendre Kumar Physical Education e/ 72

Mr. Hitendra Pahiwal Physical Education Ao~

Ms. Sarita Rani - Physical Education. - ,,q@m,\&}/,_,
M. Ama.rdeep Shalma Physical Education E @: g,/d%

Mr. Mohd. Kamil )  Physical Education Mj

Mr. Gajendra Singh Physical Education /)/)Cb/ _éM[/)ﬂ S,l'ﬂ/ﬂ‘

Dr. Prashant Kumar

Physical Education

/i@mﬁﬁf;\v/

Mr. Vishwadeep Kaushik - Physical Education | \YW¥~ .
Tarun Kumat - Physical Education LZMLJ-_-
Ms. Sakshi Sharma Physical Education @a\[}/‘ﬁr
Dr. Arvind V edwan Physical Education %—U\ .

Mr. Ajeet S}v

Plisical Education

Mr. Yogesh Kumar“ Bisecience Ao o0 Yo
Dr. Vipin Kurgar Salm i Bioscience AP
Dr. Girendra Gautam _ Bioscience _ [ vl
Mr. Vikas Kumar Bioscience %&H/
Mr. Ankit Kumar Bioscience uAe /J(
M. Sachin Kumar ' Bioscience Ll
Ms. Shyama Saifi Bioscience ' M
Ms. Vandana Sharma Bioscience \ /&Q\ ; O/QQQDQ_'
Ms, Drashika sharma’ Bioscience ) Y74)
£ Shatwewsl Khan  Bioscience 3
3 FelesPusaint  Bioscidnce
== E | ' Emsmaﬁca
5% Mahd Satman Bioscience
Ms. Disha Sharma | Bioscience +
Mr. Ashu 3 ' -}:?:umence
Ms. Saba &B@ o - i _ Bioscience
Dr. Vivek Kuioar Tyagi Business Administration
Mr. Himanshu Vaerma '__' Business Administration
Dr. Pankaj Kumar Business Administration
Mr. Rajeev Rawal . Business Administration wrd
Ms. Shruti Mittal Business Administration Sk
Mr. Kapil DeV Dhmlan ' Business Administration N A/ . o\
Mr. Amit Bhatnagé;’r ’ ~ Business Administration m '
Ms. Shivani Sharma Business Administration I

Mr. Anshuman Kaler

Business Administration

Ms. Nishi Thakur

Busir+ss Administration

Ms. Hansika Jain

Business- Administration

& ol

Mr. Ankush Rawal _,

;ua:_v:“ss Administration

Mr., Vikas Kemiar

"SlT”’SS xd" sinistration

Aj‘/

Ms. Mudra Iiiteal

Ms. Nivedita Chaturvedi -

Busmws Admmlsn'atlon

el

Busmess Administration

O NIWA M;

Mr. Sagde Shui/a

Business .!-&dmlmstratlon

)}

Mr. latm\ hghak

Busingss Administration

A. 2 3 = L

Co-ordinator
13AC, Shri Ram Couege
:x,'h.nzaﬂarnagar
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SV, ;

[Ms. Mamta Mital | Business Administration | ~peras—

Ms Anshul Business Admihistration '75:\"‘5,_\

Sharad Kaushik Business Administration )2

IMr. Atul Raghuvanshi " | Business Administration %/:/’ '
|Mr. AnasRana - ¢ ) | Business Administration | o2,

Mr. Deepak Kumar . - - 4 Busiess Administration |, -
Mr. Deepak Ghdudhary . - e t Business Administration ™ e
Ms. Nutan Sizghwal =~ . * Business Admm15trat10n N~ '
Dr. Saurabh Nfittal S - ‘ . Commerce _/@,«/\L.

Dr. Ashfaq A% = - =8 Commerce X B

Dr. M.S. Khan s ' _ Commerce R (FSL 2
Dr. Mohd. Danish Commieice’ Mol g .

Dr. Nitin Kumar Jain E'f ' Commerce : '\“\\(\N' o
Dr. N K Sharma -___ A ' Commerce M,\W
Dr. Ankit Kumar -7 - Commerce v / M\‘/\‘

Mr. Anuj Verma "~ Commerce \ad )

Mr. Mukesh Kumar 5 - nr Commerce _ ' T /, V

M. Vishal - ' 4 ' Commérce - (ﬁi_ ‘

Mirs. Shikha Dhiman C | Commerce @W

Ms. Garima A T e  Commerce G o

Ms. Khushbce o L4,”, "_ i E;Eu‘vlcei |74 [\ngﬁa_}\ﬁ_z
Ms. Madhavi Kaushik ~ | Commerce Lodt >

Ms. Naina Bassal _ ' -, Comimerce Nors.-
Ms. Pooja Ch@;:"‘bary s C‘Gfﬁineme P P @C%*fou

Mz Poonwes Shamma ' - - Commerce ' w\{fﬂ" =

s Sowetn fia e ‘ ' _ Commeres g\"";‘é‘k;gé’

Bs Feba Ty _Commes | (Hhr ,
e Ay Hemer Jan = Cosnmerce v B
Wi Abhishek Xumar - Commerce J AN = %
Ms. Sophia Rana e __ Commerce

Dr. Sandéep Garg ™ CaT ~ Comimerce

Dr. Prerna Mittal o * ‘Teacher Education - "}\/V P
Dr. Munendra Kumar : ' ‘Teacher Education = plre—z
Dr.IndiaSingh 1 Tescher Bducation nolsa —
Mr. Vijay Kuzar ~ . | Teacter Sducation | W o
Dr. Bhanu Prafay Verma L Teacher Bducation < A
Mr. Jugmaheer Gautam . - .‘-_. : Teacher Education Al o //

Mr. Manoj Kumar Smgh . | 7 Teacher Education = ‘

Dr. Monika Tyagl ' ” . \ | Teacher E__ducaﬁon = &)

Mr. Dharmender Kumar - - ' Teacher Education e

Mr. Anand Singh ' ' Teacher Education | @A/o”}fé’ 4

Dr. Ankur Sharma -~ . || TeacherEdication | RV

Mr. Chandresh Kumar - o - | Teacher Education _ (qg Qpr

Mr. Sanjay Kumar ¢ : Téacher Education ~ | - AOM

Mr. Rakesh Kumar RF ~ Teacher Education - | 2K

Mr. J itendra Kumar v‘-: . Téacher Education

Mr. Arvind Kumar - : Teacher Education

Mr. Rajeélﬁ&um;(r o : i Teacher Education )

W
Co- &ﬁnhtor :
ICAC, Shri R Co”ege :
Muzaffarnagar .-

IQAC, Shrl am Colfege
Muzaffarnagar



Mr. Amit Karnwal

. Teacher Education

<86 |Ms. Bandana ¥ sumarg. ¥ .ty W9 Teagherd 1ucat10n W
187 |Mr. Shashi K am Ve erma _ ——_ P T Teacker Educatlon M &5-’1/
188 |Mr. Udai Bhan® - e Teacher Education W‘
189 [Ms. Usha Vemu/r Hhart j: Teacher Education . W
190 |Mr. Ajay Kumar : Teacher Education ~ - W
191 |Mrs. Shalini Sharma ; Teacher Education ' W
192 |Mr, Ashok Kumar : Teacher Education W—-
193 _|Dr. Ram Prakash Gupta | : Teacher Education Kmﬁ%‘f
194 |Dr. Anju Walia, - !'_ Teacher Education /m\gg,,.
195 |Dr. Juhi Gautam S Teacher Education '//fl N
196 |Mr Pramod Kumar Pande¥ Teacher Education e -
197 |Mr Uday Pratap ¢ Teacher Education Uelay [
198 |Mr. Ajeet Kumar Teacher Edycation /ﬂ%’ R
199 |Mr. Pramod Kumar Té-cher Education &fjﬂ%
200 |Mrs. Karuna Tyagi Teacher Education /\'\@W
201 |Ms. Sapna Singhai - ;. Teacher Education W
202 |Mr. Mohd. Skakir * Teacher Education S\rubly”
203 |Mr. Naveen ~; . Teacher Education N awege- ‘
204 |Mr. Sunil Kumar, i Teacher Education - e
205 |Sandhya Devi. Teacher Education Savlhys
206 (Kamlesh Yadav Teacher Educatlon ' CD/FH&Q‘TW
207 |Dr. Manoj Dhiman Fine Arts
208 |Mrs Minakshi Kakran =~ - Fine Arts -
209 |{Dr. Rajni Kant' Fine Arts
218 1D Anu Devi Fine Arts
25f 153y Bivew Pundiy ~ Fine Arts
I B Anim Chauhen Fine Arts
213 T Buby Narwsl Fine Aris
214 iMs. Reena Tyagi : Fine Arts
215 |Dr. Ravindra Dhi man Fine Arts
216 |Mr Mayank Szi “)_t ' Fine Arts
217 |MsIsha Garg . _ Fine Arts
218 |Mr Saurabh Rc.:ela Fine Arts
219 |Mr Ajit kumar manna “Fine Arts
220 |Ms Sharmistha priyadarshini Samal Fine Arts .
221 |Dr. Shweta Rathi : Home Science 2
222 |Sofia Ansari : Home Science A
223 |Anju Singh Homé Science B
224 |Ms. Shivani ; Home Science M {
225 |Mrs. Isha Arora : Enme Science - ﬁﬂéf
226 |Mrs. Ruby Poswal Home Science X
227 |Dr. Ravi Gautam IMC A Dpdo-r—
228 |Ms. Vaishali Garg __McC " W
229 |Ms. Shivani Rarman _:_,. e L w
230 |Mr. Shiv Kumar SMC T ol
231 |Mr. Yogjraj il MC oy q@& |
232 |Mr. Maygnk Vama IMC Y
- : Charia _
C(A(‘E%amr YQAC, SHri Ram College,
12:AC, Shri Ram College * Muzaffarnagar

Muzaffarnagar




Mr. Ranjeet THoria -

C dinatéﬁf

1GAC, Shri Ram College

Muzaffarnagar

i

43 |Ms. Pretika Sharma IMC , i '
. 434 |Ms. Kehkasha Mirza .. IMC (Wb —
235 |Mr. Vibhor Kumar | MC T\ Ol
/236 IMC
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SHRI'RAM \GIEI:EGE',MUZAFFARNAGAR

TRAINING ON ERP
Date 11/07/2023
‘Attendance List

& .

-
s
1 |Mr. Gajendra Chauhan Finéntﬁ:é}(‘;ontfoller:" - YA
2 |Mr. Nand Kishore Adminigtfgtién :
2 Mr. Nitin Sangal A&rﬁirn;'strratién‘ \"%ﬁ;
4 %i%rj_géiéiz kamar Administration eﬁf E
Z 3% Proveen Sauism Administration . ‘
5 e tesmtupl Admi“lstxalon M o
7 Ajay Kumar Administration | AW’ |
R ‘Adminlstration i |
% 3% BsmSweh et VA |
T o Suni Trag
%% ?é{ B Tysgt
= SEs Y Toans Administration
I3 S ems Taen ) Adminisisstion
' ?é §§§:§?§§3§ Pathak Administration
§§ %%5?32&33 Shamms Administration
?817 ﬁﬁr.i{ami’&akéf T, 'Administration
17 {MrRavi Kuma;' Administration
. 18 |Mr.Ankit Kumar Administration
19 |Mr. Pankaj Kumar A&minigtfatibn §
20 |Mr. Yash Kumar Admir;ist;ation ” j: |
6-0r i - ,
IQAC, Shri ;f::%)(’;llege" %\g\;\(g:‘(;q\?ege‘
‘Muzaffarnagar \QP{C‘ “l“amn'\aqa*-
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SHRI RAM (;OLLEG@; MUZAFFARNAGAR
TRAINING ON ERP

S <

- Attendance List 12/04/2024

% Modulé; Plecment

/ I Mohd. /Yusuf(C“ol.n"ener) Computer Application ﬁ

) M1 Rajeev Rayval_ | i Business Administration Cﬂ—"
3 Dr. Rabul Af)f"xz. | | Basm Science ' _ | _E______,, - =
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Notice

24-_0}2023

Shri Ram Collegelis organizing two days training on “File Maintenance a‘nd »
Office Management” for the office staff from 28-07-2023 to 29'-07-2023 at
2:00 PM cnwards in Lecture Theatre, Block A. |
CA br. Sau‘f'r{{;abh Miﬁ;al, Dean, Management Block will be the resou_rCe
persen 'fcr» this t;;a_ining program. All office staff required to attend_z-th‘is- |

training session. Attendance of the office staff is compulsory.

Iyrerna. Mitt,é )
Principal,
Shri Ram College, Muzaffarnagar
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Session 1
FILE MANAGEMENT (STUDY MATERIAL)
The purpose of good file management is to keep the paper flowing to its final
destination. Piles of paper, are lost papers looking fdr a home! Creating a filing system
'is like finding the pot of gold at the end of a rainbow. A good filing system will organize
your operations, enhance your professional image and increase productivity. When it

comes to files and piles, people have three fears. Do any of these haunt you?

Afraid to make a decision - If you don't know what to call a piece of paper, you'll end up
calling it nothing. If it doesn't have a name, it doesn't get a home. Such orphans collect

in unnamed stacks, piles, drawers and in boxes.

Afraid to discard anything - You might need it soméday. Better to keep it, even if you

can't lay your hands on it when you need it.

Afraid you'll never see it again - Filing an item in some systems is like flinging it into a
black hole. If that describes your system, stacks and piles are indeed a lot safer. The

point of filing is, easy'placement and access to information.
Four Easy Steps to Improve File Management

Step 1. Separate Working from Archival Material — There are two basic types of files,
temporary (working) and permanent (archival). Determining when and how often a file

will be used should tell you which type it is. Temporary files include the following:
1. Action items - frequently used items requiring regular decisions and action.

2. Project items - plans, notes and documents related to current projects.
=
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3. Reading items - must-read materials from any source.
4. Tickler files - organizing material for future use on a specific day.
5. Chronological file - tracking correspondénce sequentially.

Step 2: Label Working Files — Label action, project and reading files by purpose or
function. Use broad, generic headings that are meaningful to you. If the files are shared,

the categories and headings must make sense to everyone involved.
Tips 1.

Don't create thin file headings that are hard to keep track of. Use headings that cover a
substantial amount c,>f material (up to .2 inches of paper. Box containers are great for

thicker files.).

2. Design your system, complete with headings and sub-headings, befdre actually

creating the files.
3. Use nouns for headings. Adjectives tend to get lost in memory.
4. Create a master index by primary headings so that anyone can locate a file.

5. Make it as easy as possible to add new files to your system. Keep a stock of labels,
feiders (manila and hanging), tabs and other filing materials close at hand. Be ready to

quickly create a home for any lost piece of paper.

7

Step 3: Choose Locations and Fixtures - Decide who will be using the files, when they
will be used and how much room is available for storage. Should the files be in, or close

to your desk for frequent retrieval? Should they be centrally located, accessible to

~
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several people? Is security a factor? Are some files confidential, such as personnel files
that should have limited accessibility? Choose appropriate fixtures for holding files. ‘Hot
Files' are receptacles that attach to the wall next to you and hold about 100 sheets of
paper. File cabinets can be vertical, lateral or open shelf. Choose wall storage units or
rolling file racks. The type of fixture depends on your space and needs. Don't forget that
binders work well for storing articles, newspaper cllippings, reports, job descriptions,

policies and procedures and other reference materials.

4

Step 4: Arrange the Files - Once you have appropriate fixtures in place, decide how you

want to arrange your files. Choices include_:

1. Alphabetically - great for client or customer name files.

2. Subject - a good choice if you're usihg subfolders.

3. Numerically - excellent for dated material, such as purchase orders and bills.

'4. Geographical - appropriate if you have satellite operations.

5. Chronological - a good solution for back-up files that need to be set up by month.

6. Tickler files - great'for very detailed tasks, such as tracking bills, correspondence and

reading material. Set up tickler files by the day, month, and/or year.

Special Filing Categories - Product samplés, photos and catalogues are examples of
items that don't readily fit into file folders. Organizing fixtures for filing or storing such

items include:

1. Boxes that held both samples and hanging file folders.

<
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2. Cardboard, metal or plastic hoiders (great for magazines and catalogues) that sit

nicely on your bookshelf.

3. Tubes that accommodate large, rolled-up prints or maps.

4

4. Large envelopes that hold oversized papers in the bottom of a file drawer.
Permanent Files —

After the project is finished or. the action complete, temporary files move into the
'permanent file category. Moving a file from temporary to permanent status requires
analysis and purging. Decide if items contain quality information worth keeping and
storing. Are they timely? Can they be obtained elsewhere? Are they accurate and
reliable and will they continue to be so? How will you use them in the future? Must you

keep them by law?

Once you decide to store a file, it is absolutely necessary to set up a retention schedule
specifying how long the material will be kept before purging. Without .a retention
schedule, your office files will eventually flow into any space available, including public
storage units. Maintain the retention schedule separately from the files themselves. The
dates for consideration/purging should show up on your calendar (or a shared calendar)
and should be the same every year so that consideration/purging become a habit for

those involved.
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Session-ll
Office Management
1. Proper work Distribution
2. Proper filing of files
3. Accountability
4. Cash management
5. Documents safety and security
6. Accounting of relevant records

7. Keeping of records

8. Efficient and responsive work system

9. Managing stationery and equipments

10. Coordinating the activities
11, Working environment
12. Layout of office
13. Correspondence
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BHRI -‘RAM COLLEGE, MUZAFFARNAGAR
TRAINING ON ERP
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