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				Features of a modern office
								
					March 4, 2024 PDF Education Editorial				

							

							A modern office typically incorporates various features and design elements aimed at enhancing productivity, collaboration, and employee well-being. Here are some key features of modern offices: Flexible Workspaces: Modern offices often include versatile workspaces that can be easily adapted to Read more
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				Types of office layout
								
					March 4, 2024 PDF Education Editorial				

							

							Office layouts can vary widely depending on the needs and culture of the organization. Here are some common types: Open Office Layout: This layout promotes collaboration and communication by removing physical barriers between employees. Desks are often arranged in rows Read more
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				Functions of an office
								
					March 4, 2024 PDF Education Editorial				

							

							Basic functions Receiving information Recording information Preparing and arranging information Giving information Administrative functions Form design and control Selection and purchase of office appliances Personnel functions Safeguarding the assets Planning schemes and policies Maintenance of records Controlling of office costs Read more
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				Meaning of an Office
								
					March 4, 2024 PDF Education Editorial				

							

							The office may be defined as any place set aside for work of a clerical nature. The office may consist of a room or a building which is used for the performing functions of a clerical, administrative or communicative nature. Read more
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				Meaning of Office Organization
								
					February 27, 2024 PDF Education Editorial				

							

							Office organization refers to the grouping of similar activities in an organization together, which results in the establishment of various departments and sections and assigning responsibilities, duties, and authority among its personnel. This ensures an organization’s objectives are attained. Office Read more
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				Preparation of a Master Budget
								
					February 23, 2024 PDF Education Editorial				

							

							A master budget consists of a projected income statement (planned operating budget) and a projected balance sheet (financial budget) showing the organization’s objectives and proposed ways of attaining them. In diagram below, we depict a flowchart of the financial planning process that Read more
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				Preparation of functional budgets
								
					February 23, 2024 PDF Education Editorial				

							

							What are Functional Budgets? Functional budgets are detailed financial plans that forecast revenues and expenses for specific functions or departments within an organization. These budgets help in effectively managing resources, setting targets, and evaluating performance. Types of Functional Budgets Some Read more
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				Discounting cash flow methods
								
					February 16, 2024 PDF Education Editorial				

							

							1) Net Present Value (NPV) The net present value (NPV) is a classic economic method of evaluating investment projects. It is defined as the measure of the difference between the present value of future cash inflows and the present value Read more
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				Time value of money concept
								
					February 16, 2024 PDF Education Editorial				

							

							Definition of time value of money Money certainly has value; but the value of money today is not the same as the value for tomorrow. This year you may have KES10,000, but next year the same money will have less Read more
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				Non-discounting cash flow techniques
								
					February 16, 2024 PDF Education Editorial				

							

							Payback Period The payback period (PBP) is one of the most popular and widely recognized traditional methods of evaluating investment proposals. It is based on the assumption that the degree of risk associated with the fixed asset is the length Read more
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