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Sub: Residential Traihing Programme on “ Modern Office Management and Modern Project
Management Techniques” at LEH (J & K) during AUGUST 20-24, 2018

Dear Sir/Madam,

We are glad to inform you that National Productivity Council, Chandigarh is organizing the above-
mentioned residential training course during AUGUST 20-24,2018 at LEH (J & K). N

We are aware that an Office Management is the administrative handling, controlling & maintaining a :
balanced process of work inside the office of an organization- The office managér is responsible for planning,
organizing and controlling the office work, processes and evaluating the outcome. The role of office manager and
office administrator has changed drastically over years as it is very important for an office manager/office
administrator to get maximum ofﬁcé/employee productivity by effective utilization of space, manpower, equipment
& other resources and also creating good work environment so that every employee contributes maximum
according to his/her potential.

Modern Office Management has become a prime concern of each and every employee who not only does
the work but also gets the work done by his/her subordinates. This training programme has been designed to
equip the participants with modern office management tools so that Oﬁlce is managed efficiently and office
productivity is maximum.

Project Management is a dlsmphne for planning, leading, organizing and controlling a well-defined
collection of work activities applied against a specific scope that yields a well-defined final product or process. The
environment in which a project is executed is becoming complex day by day. Modern project management
techniques are required to achieve the project goals and objectives within the specified time frame and budget
constraints. This programme has been designed keeping in view to enhance competence of project managers
by imparting. knowledge and skills about latest project management tools and techniques so that quality,
timeliness and efficiency of projectis ensured.

Abrochure containing detailed information about the programme (course coverage and programme fee) is
enclosed. You are requested to nominate personnel from your organization to participate in this programme. The
programme is residential and fee is inclusive of board and lodge. The number of seats is limited and nominations
willbe accepted on first-cum-first-served basis.

Thanking you,
Yours truly,

FonorEA-

(G.Saravanan)
Regional Director
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