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ABOUT THE PROGRAM
The office is described as a nerve center of the entire Organization. The present-day office
activities have expanded to an extent to keep pace with rapid globalization. The office provides

invaluable assistance to the management which involves decision-making at different stages.

Hence the function of the office is to receive, process, tabulate and record the information and
communicate.

OBJECTIVES

e Receiving and collecting information

e Maintaining record of the information

e Systematic arrangement & analysis of information
e DisseminatinginformationCoordinating

CONCLUSION

As a part of the training, public relation managers have to create public relations conscious in every
employee of the institute.
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