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We Make it Easy for You

References & Recommended Reading List

Burton, Sharon and Nelda J. Shelton (2011) Office Procedures for the 21st Century
Clark, James L. and Lyn R. Clark (2009) How 12: A Handbook for Office Professionals
Cooperman, Susan H. (2011) Professional Office Procedures

Fulton-Calkins, Patsy (2003) Technology and Procedures for Administrative Procedures

Fulton-Calkins, Patsy and Karin M. Stulz (2013) Procedures & Theory for Administrative
Professionals

Guffey, Mary Ellen (2009) Essentials of Business Communication

Read, Judith and Mary Lea Ginn (2010) Records Management

E mail: ssowidan@upbeatconsult.com | Web: www.upbeatconsult.com| www.youlearnme.com



mailto:ssowidan@upbeatconsult.com
http://www.upbeatconsult.com|/
http://www.youlearnme.com/

