K.SRANGASAMY COLLEGE OF ARTSAND SCIENCE KSR %
(AUTONOMOUS) COLLEGE i
TIRUCHENGODE - 637 215

OF ARTS AND SCIENC

[ DEPARTMENT OF COMMERCE (UG) J

Certificate Course: Office Management (2019-2020) - Index

S. No Content Page No

1 | CourseCircular 01

2 | Course Broucher 02-03
3 | Course Syllabus 04

4 | NameList of Students 05-06
5 | CoursePlan 07-11
6 | Work Plan 12

7 | Attendance Sheet 13-14
8 | Mark statement 15-16
9 | Certificates 17-61




K.S.RANGASAMY COLLILGE OF ARTS AND SCIENCE (AUTONOMOUS),

TIRUCHENGODE- 637 215

Department of Commerce

CIRUCULAR
From To
The Heads, AllHOD’S
Department of commerce, Students of all Departments,

. Date: 12.12.2019
Dear Sir/ Madam,

The department of Commerce has planned to conduct Value Added Course on Office
Management (Certificate Course) to all Second year UG students. Here with we have

attached Brochure and other details. Kindly inform and motivate the students to enroll their

Name with Mr. G. Rajasekar, on or before 16. 12.2019.

Thanking you
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CHIEF PATRON
Lion.DrK.S.Rangasamy.

Chairman,
K.S.R , Educational Insitutions.

PATRONS

Thiru. K.S.R. SRINIVASAN.

Vice Chairman N
Smt. KAVITHAA SRINIVASAN
Trustee

PRINCIPAL

Dr. V. RADHAKRISHNAN,
K.S.Rangasamy College of Arts and
Science (Autonomous) ,
Tiruchengode ,

CERTIFICATE COURSE
ON
OFFICE MANAGEMENT
2019-2020

Organized by

Department of Commerce

K.S.RANGASAMY COLLEGE OF ARTS &
SCIENCE (AUTONOMOUS)

(NAAC Accredited and an ISO Certified
institution affiliated to Periyar University, Salem.
Included under 2(f) & 12B of UGC act. 1956)

Tiruchengode - 637 215.
Tamil Nadu
Y India.
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About the Department

The Department of Commerce was
instituted in the year 1995 with an intension of
enriching and enlightens the knowledge of
students in the field of commerce and industry.
“Education is not a preparation of life, but life
itself” as said, the faculty members motivate the
students to enhance the professional excellence
in accountancy. The department is presiding
over by well qualified and experienced faculty
members. To fortify our students, the department
instills a global standard in all the perspectives
on business with inculcating skills, knowledge
and experience by providing guest lectures and
seminars periodically. It offers foundation for
many professional like
Planning, Practitioners,
Banking and Broking, etc., besides academics,
research and many more.

careers Finance,

Accountancy, Tax

Need of the course

Office Management is thus a part of the
overall administration of business and since the
elements of management are forecasting and
planning, organizing, command, control and
coordination, the office is a part of the total
management function. N
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Course Nature

Office Management is a profession
involving the design, implementation, evaluation,
and maintenance of the process of work within
office or other organization, in order to sustain

and improve efficiency and productivity.
Eligibility

All the second year students are Eligible
to join this course.

Program Outline:

The program highlights the importance of
the following topics:

o Office Manager

e Office Manager

e Location of Office

e Office Layout

e Office System

e Office Form

e Record Management
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18COCCO01 OFFICE MANAGEMENT SEMESTER - III

Course Objectives
The course aims
e To understand the various intricacies relating to nianaging an office.
e To facilitate for better record management and application of office appliances
and equipment’s

Total Hours:30

UNIT CONTENTS Hrs | CO

Office - Meaning - Objectives - Importance - Types - Office
I Manager - Role - Responsibilities - Qualities - Basic Functions | 6 | CO1
of Office -Office automation-importance of office management

Location of Office - Urban or Suburban - Merits - Demerits - | 6
- A check list for choosing a location- Factors Influencing
II | Location - Office Layout - Meaning - Principles - Importance- CO2
Procedure for Effective Layout - Recent Trends in Office
Layout

Office Systems - Objectives - Classifications of a Well | 6

. Designed System - advantages of Designing Systems - Steps of CO3

office operation - System Requirements - Office Manual -
Objectives - Kinds - Guidelines - Advantages - Disadvantages

Office Forms - Meaning - Purpose - Types of Forms - features | 6

of a well Designed Form - Principles - Factors Affecting
v CO4

Designing Forms - Method of Form Designing - Forms Control
- Steps in Designing Forms - Factors in Selection of Form Sets

Records Management - Meaning - Objectives of the office | 6
records management - Features - Principles - Essentials -
Benefits - Filing - Objectives - Departmental Filing System -
maintenance of Records

CO5

Text Book

1 Balachandran, V and Chandrasekaran, V. 2013. Office Management.[First
Edition]. Tata McGraw Hill Publishing Company Ltd., New Delhi

Reference Books

1 | Ghosh, P.K. 2009. Office Management [Twelfth Edition]. Sultan Chand &
Sons, New Delhi.
2 Gupta, C.B. 2010. Office Organisation and Management [Second Edition].

Sultan Chand & Sons, New Delhi.
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K.S.Rangasamy College of Arts and Science (Autonomous), Tiruchengode — 637 215

Department of Commerce

Certificate Course: Office Management

Students Name List

Course Code: 18COCCO01

e e
1 |18UBCO18 MADHAN Y
2 | 18UBCO38 SIVASAKTHI MANIKANDAM T.S
3 | 18UCA013 BHARATH RAJA R
4 | 18UCA029 ESWAR .V
5 | 18UCA037 HARIHARAN R
6 | 18UCA041 JAGADESH .T
7 | 18UCA045 JITHENDHIRA RAJAN K
8 | 18UCA049 KARAN .G
9 | 18UCA057 KISHORE KUMAR B
10 | 18UCA080 MUHAMEDAADHIL
11 | 18UCA0SS5 NANDHA KUMAR R
12 | 18UCA090 NIRANCHAN .V.M
13 | 18UCA113 RAMKUMAR R
14 - | 18UCA123 REVATHI .S
15 | 18UCA139 SIVAPRAKASH .S
16 | 18UCA140 SIVASANKAR R
17 | 18UCA144 SRINIVASAN .S
18 | 18UCA145 SUDHARSAN .D
19 | 18UCA162 VUEETH .S
20 | 18UELO14 GOWTHAM A
21 | 18UELO38 SONA .P
22 | 18UEL039 SOWMIYA SRI .S
23 | 18UEL043 VISHAL S
24 | 18UENOO7 DEVSREE R.S
25 | 18UENO11 DHIVYADHARSHINI .S
26 | 18UEN024 KAVIYA S
27 | 18UENOA1 PREETHI S
28 | 18UEN049 SNEKA P
29 | 18UMAQ03 ABIRAMI .M

P
T\RU(T'W A ‘
i |




30 18UMAO005 AJITHKUMAR .M

31 18UMA042 LOGESHWARAN .S
32 18UMAO043 MADHUMITHA S

33 18UMAO047 MOHANAPRASANTH .M
34 18UMAO053 NAVEEN .KM

35 18UMAO054 NITHEESWARAN .M
36 18UMAO068 RUBIHA .M

37 18UMA073 SALONI .N

38 18UMAO086 SIVAPRIYA .D

39 18UMA100 TAMILSELVAN .M
40 18UMA103 VENKATESH .S

41 18UPHO13 GOKULAKRISHNA .M
42 18UPHO021 HARISUTHAN .P

43 18UPHO027 JAYAPRAKASH .R

44 18UPHO073 VENKAYESH .S
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K.S.R COLLEGE OF ARTS AND SCIENCE (AUTONOMOUS)
Tiruchengode-637215
Department of Commerce-UG
Lesson/Course Plan

Prepared by : Mr.G. Rajasekar

Subject : Office Administration
Class : LI YEARS

Batch ¢ 2019-2020

Period : Sep —Oct

Semester : III Semester

1. OVERVIEW

* Objective of the subject
¢ Genesis of the subject
% Topics covered

¢ Relevant subjects

% Trends

*¢ Job opportunities

2. KEY TERMS

3. ASSIGNMENTS
4. REFERENCES
5. WEBSITE

A.OVERVIEW OF THE SUBJECT:

The administrative arrangement and facilities required for efficient performance of office
functions. Record management includes realistic accounts of filing and indexing operations,
regulations of office stationary and supplies, their selection, procurement, storage and
consumption. Important sections like methods of collection, recording and presentation of
factual information by the office for top management and functional departments. It enriches

the knowledge of proper administration office.
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OBJECTIVE OF THE SUBJECT

1. To understand the various interactions relating to managing an office.

2. To facilitate for better record management and application of office appliances and

equipments.

Student can understand about

)

¢ Fundamental terminologies of office administration

¢+ Traditional and modern office

¢ Practical implications relating to placement, training and recruitment

% Preparation of budget

Office Managementincludes the following:

Modern office, office management

Qualities of office manager

Office principles, office manuals

Office system, system design, office stationary and control
Office appliances and equipments, record management, filling

Handling inward and outward mailing

B.GENISIS OF THE SUBJECT

In the modern however the word office is used in broader sense to represents the

functions performed by the clerical staff rather than the place where such work is performed.

In this sense, office working implies clerical work whether it is performed in the particular

place called office or in the factory or elsewhere. Rapid scientific and technological progress

in the post war decades have led to corresponding expansion in the scales of production and

business activities, greater government control and consequent enlargement and the volume

of the office work. With the investment of the electronic computers and data processing

machines, it seems we are in the threshold of the age of ‘office automation’

C.TOPICS COVERED

UNIT-I

< Modern office” functions and importance
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Cd

¢ Office manager, qualities and functions

UNIT-II
¢ Location of office and factors
¢ Office layout — importance, principles, recent trends
¢ Guidelines for planning of office layout

UNIT-III

% Office system — objectives , design
% Office manual, qualities, kinds

% Advantages and disadvantages

UNIT -1V

Office forms — Meaning, importance

o,
0‘0

«¢»  Forms control in an Office

L)

% Types of forms, steps in designing forms

UNIT -V

% Record management — objectives, features
% Principles of record management

% Filing — system , methods , classifications

D.RELEVANT SUBJECTS

+» Office Management

++ Business Management

E.TRENDS IN OFFICE MANAGEMENT:

%+ Evolving role of Finance and expanding scope Office Management.
%+ Business performance and quality assessments in Office Management.

% Upgrading the quality infrastructure and technological advancement

PRINCIPAL _
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F.JOB OPPORTUNITIES

¢+ office administrator
% office manager
% project manager
< sales executives

< marketing executives

2. KEY TERMS

Unit KEY TERMS

I Modern office, office system, office procedures

I Location of office and factors, Office layout — importance, principles,
recent trends, Guidelines for planning of office layout

I Office system — objectives , design , Office manual, qualities, kinds
,Advantages and disadvantages

v Office forms — Meaning, importance, Forms control in an Office, Types of
forms, steps in designing forms

\% Record management — objectives, features, Principles of record
management, Filing — system , methods , classifications

3. ASSIGNMENTS/ SEMINARS

> ASSIGNMENT-1
1. Modern office Importance and Functions
2. Office manager Role and qualities
Date of submission - 16.09.2019Date of Return -21.09.2019
> ASSIGNMENT-2
1. Office layout essentials of good layout
2. Office forms importance, qualities

Date of submission -2.10.2019Date of Return -5.10.2019

> Objective

> Index

> Introduction

» Topics

»  Conclusion

> References

4. REFERENCES
PRINCIPAL
K. S. Rangasamy Coliege of Arts & Sc'
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Text Books:
1. Balachandran, V and Chandrasekaran, V. 2009. Office Management.[First Edition].

Tata McGraw Hill Publishing Company Ltd., New Delhi.

Reference Books:

1. Ghosh, P.K2007. Office Management [Twelfth Edition]. Sultan Chand & Sons, New
Delhi.

2. Gupta, C.B.2006. Office Organisation and Management [Second Edition].Sultan
Chand & Sons, New Delhi.

3. Chopra, R.K and Ankita Bhatia. 2008. Office Management [First Edition]. Himalaya
Publishing House, Mumbai

5.WEBSITE
1l.www.google.co.in

2. www.wikepedia.com
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Staff Name: Mr.G.Rajasekar
Paper Code: 18COCCO1

Work Plan Schedule

Department.: BCOM
Paper: Office Management

Period: Sep 2019 — Oct 2020

S.NO UNIT TOPIC ﬁgt?lfs
1 I Office — Meaning 1
2 I Objectives - Importance 1
3 I Types - Office Manager 1
4 I Role — Responsibilities - Qualities 1
5 I Basic Functions of Office 1
6 I Office automation-importance of office management 1
7 II Location of Office — Urban or Suburban 1
8 II Merits , Demerits, A check list for choosing a location 1
9 II Factors Influencing Location - Office Layout 1
10 II Meaning — Principles 1
11 II Importance- Procedure for Effective Layout 1
12 I Recent Trends in Office Layout 1
13 I Office Systems - Objectives 1
14 I Classifications of a Well Designed System 1
15 I advantages of Designing Systems 1
16 I Steps of office operation — System Requirements 1
17 III Office Manual — Objectives — Kinds — Guidelines 1
18 I Advantages — Disadvantages 1
19 v Office Forms — Meaning — Purpose 1

20 v Types of Forms — features of a well Designed Form 1
21 v Principles — Factors Affecting Designing Forms 1
22 v Method of Form Designing ‘ 1
23 v Forms Control — Steps in Designing Forms 1
24 v Factors in Selection of Form Sets 1
25 \Y% Records Management — Meaning 1
26 A% Objectives of the office records management 1
27 Vv Features - Principles 1
28 A% Essentials - Benefits - Filing 1
29 v Objectives — Departmental Filing System 1
30 \Y maintenance of Records 1
Total No of Hours: 30
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K.S RANGASAMY COLLEGE OF ARTS AND SCIENCE (AUTONOMCUS)

TIRUCHENGODE - 637215
DEPARTMENT OF COMMERCE

SUBJECT CODE:18COCC01

SUBJECT NAME : OFFICE ORGANISATION

ACADEMIC YEAR 2019-2020

ODD SEMESTER
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K K.S. Rangasamy College of Arts and Science (Autonomous), Tiruchengode — 637 215

Certificate Course: Office Management

Department of Commerce

Mark List for Certificate Course

Course Code: 18COCCO1

Max.Marks: 100

K. S. Rangasamy Collegs of Arts & Srin=~

(Autonen

vovege

TIRLICH

15

amn e e B g e (1 % | (5) | (100)
1 |18UBCOI8 | MADHANY 7~ 8 7 w5 | 95 | 4 | 64
2 18UBC038 | SIVASAKTHI MANIKANDAM .T.S / 8 8 48 96 5 69
3 18UCA013 | BHARATH RAJA .R 7 7 48 | 94 | 4 | 66
4 18UCA029 | ESWAR .V 8 9 49 | 95 | 4 | 70
5 18UCA037 | HARIHARAN .R 9 8 45 | 93 | 4 | 66
6 18UCAO041 | JAGADESH.T 8 9 s1 | 95 | 4 | 70
7 18UCA045 | JITHENDHIRA RAJAN .K 7 8 52 | 9% | 5 | 72
8 18UCA049 | KARAN .G 8 9 ca | 94 | 4 | 75
9 18UCA057 | KISHORE KUMAR B 9 8 49 | 96 | 5 | 71
10 | 18UCA080 | MUHAMEDAADHIL 9 7 48 | 93 | 4 | 63
11 | 18UCA085 | NANDHA KUMAR .R 8 3 27 | 95 | a4 | 67
12 | 18UCA090 | NIRANCHAN .V.M 7 7 46 | 96 | 5 | 65
13 [ 18UCA113 | RAMKUMAR .R 8 8 45 | 94 | 4 | 65
14 | 18UCA123 | REVATHI S 9 9 47 | 95 | 4 | &9
15 | 18UCA139 | SIVAPRAKASH .S 8 8 48 | 96 | 5 | 69
16 | 18UCA140 | SIVASANKAR .R 7 s s1 | 93 | 4 | 69
17 | 18UCA144 | SRINIVASAN .S 7 8 50 | 95 | 4 | 69
18 | 18UCA145 | SUDHARSAN .D 8 9 49 | 96 | 5 | 71
19 | 18UCA162 | VUEETH.S 9 8 1 | 94 | 4 | 72
20 |18UELO14 | GOWTHAM .A 8 7 8 | 96 | 5 | 63
21 | 18UEL038 | SONA.P 8 7 52 | 95 | 4 | 71
22 | 18UEL039 | SOWMIYASRI.S 7 8 29 | 93 | 4 | 63
23 | 18UEL043 | VISHAL.S 8 9 51 | 9 | 4 | 72
24 | 18UENOO7 | DEVSREE .R.S 8 8 57 | 96 | 5 | 78
25 | 18UENO11 | DHIVYADHARSHINI .S 9 7 53 | 95 | 4 | 73
26 | 18UEN024 | KAVIYA .S 8 8 29 | 95 | 4 | 69
27 | 18UENO41 | PREETHIS 7 9 48 | 96 | 5 | 69
28 | 18UENO49 SNEKA P 7 8 49 | 94 | 4 | 63
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29 | 18UMAO003 | ABIRAMI .M 8 7 so | 93 | 4 | 69
30 | 18UMAO0O5 | AJITHKUMAR .M 8 3 s1 | o5 | 4 | 71
31 18UMAO042 | LOGESHWARAN .S 8 9 48 94 4 69
32 18UMA043 | MADHUMITHA S 7 8 49 96 5 69
33 18UMAO047 | MOHANAPRASANTH .M 8 7 54 95 4 73
34 18UMAO053 | NAVEEN .KM 7 8 48 | 94 4 67
35 | 18UMAO54 | NITHEESWARAN .M 7 9 29 | 93 | 4 | 69
36 | 18UMA068 | RUBIHA .M 9 8 51 | 95 | 4 | 72
37 | 18UMA073 | SALONI.N 8 7 52 | 96 | 5 | 72
38 | 18UMAO86 | SIVAPRIYA .D 7 8 48 | 94 | 4 | 67
39 | 18UMA100 | TAMILSELVAN .M 8 8 29 | 95 | 4 | 69
40 | 18UMA103 | VENKATESH .S 9 7 a7 | 96 | 5 | 68
41 18UPH013 | GOKULAKRISHNA .M 8 8 48 94 4 68
42 | 18UPH021 | HARISUTHAN .P 7 7 29 | 93 | a4 | 67
43 | 18UPH027 | JAYAPRAKASH .R 8 8 50 | 95 | 4 | 70
44 | 18UPHO73 | VENKAYESH .S 9 7 sa | 94 | 4 74
COUI:S;‘, ‘Coordinator W Q?{W Principal
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K.S.Rangasamy College of Arts and Science (Autonomous) e

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE : -
Included Under 2(f) & 12(B) of UGC Act, 1956 e
KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

LN D 1A

Kronledge s Poter

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that MADHAN.Y ( 18UBCO018 ) of 1I BSC BIO CHEMISTRY has completed
a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

\“m
o N o \ | M,-v‘” -
K. W Nt g V- 31;;///\‘/
Dr.K.VISVANATHAN Mpr. V.L.SURESHBABU PRINCIPAL : ]‘\)é:.V RADHAKRISHNAN
Head of the Department Course Coordinator .. Rangasany College ot Arta & SCiels - o ipal

(Autoncmous) -
TIRUCHENGODE S‘,
Namakkal-Dt. Tamnl Nadii.
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem 3

Included Under 2(f) & 12(B) of UGC Act, 1956 COLLEGE %&

KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Rnowledge is Fower

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that SIVASAKTHI MANIKANDAM .T.S ( 18UBCO038 ) of 1I BSC. BIO
CHEMISTRY has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

N
o P 5 ,cj" »“A;‘. ”
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU ) PAL Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator . ngasa“‘:\:z gg\%\ge of Arts & SciencPrincipal
.5.Ra

(Autonomousz5 245

TIRUCHENGODE C ( iND1
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K.S.Rangasamy College of Arts and Science (Autonomous) e

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge is Power

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that BHARATH RAJA .R ( 18UCAO013 ) of 1I BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

< W Neec \‘5{-;, — = &/1,///)/

/ .
Dr.K.VISVANATHAN My. V.L.SURESHBABU PRINCIPAL Dr.V.RADHAKRISHNAN
pradertie Deperment Course Coordinator K. S. Rangasamy College of Arts & Schnpeipal
(Autonomous)
TIRUCHENGODE - 637215
Namakkal-Dt, Tamil Nadu. INDi?
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

COLLEGE
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India

OF ARTS AND SCIENCE
1l N D | A
Rnorledge 1s Forver

DEPARTMENT OFf COMMERBCE

Certificate Course

This is to certify that ESWAR .V (18UCA029 ) of 1l BSC. COMPUTER APLLICATION has
completed a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-

2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science
(Autonomous), Tiruchengode, 637 215.

N W&k

e
~ \X,»— p\
Dr.K.VISVANATHAN M. V.L.SURESHBABU RO Db FRADHAKRISHNAN
Head of the Department Course Coordinator L5 Ra(\gas'aﬂ‘l C'g:\\?mou‘-i‘\ Bﬁ’%lpal
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India

DEPARTMENT Of COMMERCE

Certificate Course

KSR
COLLEGE

OF ARTS AND SCIENCE
I _N_D | A

Krowledge is Power

This is to certify that HARIHARAN R ( 18UCAO037 ) of 1I BSC. COMPUTER

APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the

academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

% 5 -
o) W
K . M\/ \} .\:s A%\}/ \{\éﬂ,-;, , o Al ?\ %Q\’L_/_,//)/
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Dr.K.VISVANATHAN Myr. V.L.SURESHBABU v SR AT pp
. , LLOWSD ot . B
Head of the Department Course Coordinator ez T wovS L 24 Principal
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N LYY | 5 NS
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RADHAKRISHNAN
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Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India

DEPARTMENT OFf COMMERCE

Certificate Course

~ Science (Autonomous), Tiruchengode, 637 215.

o VA

Dr.K.VISVANATHAN
Head of the Department

K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem

KSR 4
COLLEGE S '

OF ARTS AND SCIENC
I _N_D 1 A

A /IOTL’[{":/((}L’ s Fower

This is to certify that JAGADESH .T ( 18UCAO041 ) of 1I BSC. COMPUTER APLLICATION
has completed a Certificate Course in OFFICE MANAGEMENT during the academic year

2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and

Nt %/ \ (_‘;ji - k/,,///_)/
My. V.L.SURESHBABU “G\?P\— (\S&SQF.\%ADHAKRISHNAN
Course Coordinator PR \ROR Gk é’rincipal
@ “ga“a'?\““ %2“0*“ é 5\6'37 %39\#‘
SR (W GOOT qade
ot e
AN wa\ 8
ak
Na
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K.S.Rangasamy College of Arts and Science (Autonomous) e
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE
Included Under 2(f) & 12(B) of UGC Act, 1956 ™
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Rnowledge is Power

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that ITHENDHIRA RAJAN .K ( 18UCAO045 ) of II BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

\\\
\{W -~ 2 ,.‘ e
Y. N R == o /
Dr.K. VIS VANA THAN Mr. V.L.S URESHBAB U " R\\\\G\? P\\Q/\ N\%%Dr. V.gAl?HAKRISHNAN
Head of the Department Course Coordinator / \\xgo\\eg 0\‘5\5’31 4 é(g\apal
g@“%as%Spo‘o Go()‘a Wt :
. O\’\e\q\ @
"\?;2)\(&3\’0
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DEPARTMENT OFf COMMERCE

Certificate Course

(Autonomous), T iruchengbde, 637 215.

e =

Dr.K.VISVANATHAN Myr. V.L.SURESHBABU
Head of the Department Course Coordinator
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India

24

KSR
COLLEGE

OF ARTS AND SCIENCE
N D | A

Knowledge s Fower

This is to certify that KARAN .G ( 18UCAO049 ) of 1I BSC. COMPUTER APLLICATION has
completed a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-

2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

{ﬁ/.f"“( )

M‘?&DHAKRISHNAN




K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India

DEPARTMENT OFf COMMERCE

Certificate Course

of Arts and Science (Autonomous), Tiruchengode, 637 215.

PRINCIPAL

TIRUCHENGODE - 637215
Namakkal-Dt. Tamil Nadu. INDIA

This is to certify that KISHORE KUMAR.B ( 18UCAO057 ) of II BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the

academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

BN
DrK VISVANATHAN Mr. V.LSURESHBABU | s Rangasaniy College of Arts & Sin.V. RADHAKRISHNAN
Head of the Department Course Coordinator (Autonomous) Principal

25

KSR
COLLEGE

OF ARTS AND SCIENCE
I N D | A

Rnowledge is Porver




K.S.Rangasamy College of Arts and Science (Autonomous) KeR

£

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem -% ™ :E' per
Included Under 2(f) & 12(B) of UGC Act, 1956 COLLEGE

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India

OF ARTS AND SCIENCE
1N _D | A

Rnowledge 1s Powwer

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that MUHAMEDAADHIL ( 18UCAO080 ) of 1I BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

Dr.K.VISVANATHAN My. V.L.SURESHBABU ‘a ‘{J(IKRISHNAN
Head of the Department Course Coordinator e B Rangas’amy Co\\ege ou , ncipal
: (Autonomo 7215
ENGODE - 63
TIRUCH Tamil Nadu. INDIA

namakkal-Ot
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Rrowledge s Poer

COLLEGE “=eem=

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that NANDHA KUMAR .R ( 18UCAO08S ) of 1I BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

\*»
. ﬁ ?‘Q p (ﬁ‘l. , ~
\C.W W W scﬁya\(’/’)/
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU Pi'eg\(ége of Nf‘ i V.RADHAKRISHNAN
Head of the Department Course Coordinator . ?\,(“\ggqs,’a\(\;\\lut o“%\goﬁ“s_’ 637 \'ﬁ\cﬁ;mcrpal
aat
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE -%;',%W
Included Under 2(f) & 12(B) of UGC Act, 1956 .
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge is Power

DEPARTMENT OF COMMERBCE

Certificate Course

This is to certify that NIRANCHAN .V.M ( 18UCA090 ) of I BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

K. W \‘;.&8@}/ N %

Dr.K.VISVANATHAN Myr. V.L.SURESHBABU Dr.V.RADHAKRISHNAN
: PRINCIPAL oR Vet

Head of the Department Course qurdmator 4. S. Rangasamy College of Arts & Sciv Principal

(Autonomous)
TIRUCHENGODE - 637 21%
Namakkal-Dt. Tamil Nadu. INDH:
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Krowledge is Power

KSR
COLLEGE “Szn>

DEPARTMENT OF COMMERCE

Certificate Course

This is to certify that RAMKUMAR .R ( 18UCA113 ) of 1I BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

\C- W G S \ il = L///)/

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PRINCIPAL Dr, V.BADHAKRISHNAN
Head of the Department Course Coordinator «.S. Rangasamy College of Ar)ts & SCScipal
RN S
(Autonomou 47215

CHENGOD_ - .
J;::;Jkkal-m. Tamil Nadu. INDIA
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENC

Knowledge is Power

COLLEGE “Sirm =

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that REVATHI .S ( 18UCA123 ) of 1I BSC. COMPUTER APLLICATION
has completed a Certificate Course in OFFICE MANAGEMENT during the academic year
2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and

Science (Autonomous), Tiruchengode, 637 215.

() _
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU A.S. Rangasf‘,‘fyfo‘fgfg, RADHAKRISHNAN
v ; utonor o
Head of the Department Course Coordinator TIRUCHENGODE - gfﬁ%ﬁ’%l

Namakkal-Dt. Tamil Nadu, INDIA
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Rnawledge is Powwer

DEPARTMENT OFf COMMERBRCE

Certificate Course

This is to certify that SIVAPRAKASH .S ( 18UCA139 ) of I1I BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

b,
~ pue o =:‘
£\ ,_;-f*’” o
o W\,
K. VW e w k,/-//)/
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU . Ptv-. _:2a Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator n. 5. Rangasamy College of Arts & ScReincipal

(Autonomous)
TIRUCHENGODE - 637215
Namakkal-Dt, Tamil Nadu.. INDI£
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nady, India OF ARTS AND SCIENCE

Knawledge is Power

KSR : ~
COLLEGE o™

DEPARTMENT OF COMMERCE

Certificate Course

This is to certify that SIVASANKAR .R ( 18UCA140 ) of 1 BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the

academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PRINCIPAL  Dr-V.RADHAKRISHNAN

Head of the Department Course Coordinator K. S. Rangasamy College of Arts & Sdtewecipal
(Autonomous)
TIRUCHENGODE - 637215
*  akkal-Dt. Tamil Nadu. liv.
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem ggELEGE ::;%; 7
Included Under 2(f) & 12(B) of UGC Act, 1956 >
KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Kronledge is Power

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that SRINIVASAN .S ( 18UCA144 ) of II BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the

academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 215.

S W N N W

——
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PRINCIPAL Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator , Arts & SciePrincipal
. S. Rangasamy College of Arts '
(Autonomous)

- 215
TIRUCHENGOE_)E 637 $
Namakkal-Dt. Tamil Nadus INDE
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K.S.Rangasamy College of Arts and Science (Autonomous) KSR

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem |
Included Under 2(f) & 12(B) of UGC Act, 1956 COLLEGE ‘e
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

ﬁf/zan.’f(’(@e? 75 Fower

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that SUDHARSAN .D ( 18UCA145 ) of 1I BSC. COMPUTER
APLLICATION has completed a Certificate Course in OFFICE MANAGEMENT during the
academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College

of Arts and Science (Autonomous), Tiruchengode, 637 2135.

X VW N b k,_,//)/
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator PRINCIPAL _ Principal
4. S. Rangasamy College of Arts & Science:
(Autonomous)

TIRUCHENGODE - 637215
Namakkal-Dt. Tamil Nadu, )iy, 4
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem ]
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar, Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knorledge s Powwer

KSR S S
COLLEGE ‘<<#o

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that VIJEETH .S ( 18UCA162 ) of II BSC. COMPUTER APLLICATION
has completed a Certificate Course in OFFICE MANAGEMENT during the academic year
2019-2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and

Science (Autonomous), Tiruchengode, 637 215.

~
N,

o~
,, -~

VR W W L/

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PRINCIPALDr. V.RADHAKRISHNAN
Head of the Department Course Coordinator A. S. Rangasamy College of ArtsiHeigpat
(Autonomous)
| TIRUCHENGODE - 637215
Namakkal-Dt. Tamil Nadu. INDIA
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem }égELEGE %
Included Under 2(f) & 12(B) of UGC Act, 1956 >
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

?tf/mw&’dg}t? 75 Power

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that GOWTHAM A ( 18UELO014 ) of 1I BSC. ELECTRONICS AND

COMMUNICATION has completed a Certificate Course in OFFICE MANAGEMENT during
the academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy

College of Arts and Science (Autonomous), Tiruchengode, 637 215.

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU Dr.V.RADHAKRISHNAN

Head of the Department Course Coordinator PRINCIPAL Principal
/ 3 A. S. Rangasamy College of Arts & Scieiic- »

(Autornicmous)

TIRUCHENGODE - 637219
Namabkke!-Dt: Tanih N s p
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956 -
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge 7s Power

COLLEGE “=%%

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that SONA .P ( 18UELO038 ) of II BSC. ELECTRONICS AND
COMMUNICATION has completed a Certificate Course in OFFICE MANAGEMENT during
the academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy

College of Arts and Science (Autonomous), T iruchengode,‘ 637 215.

K. W NEY @& 2 ~ k7/)/

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU Dr.V.RADHAKRISHNAN

Head of the Department Course Coordinator PRINCIPAL Principal
.S. Rangasany College of Arts & Science
(Autonomous)

TIRUCHENGODE - 637215
nakkal-Dt. Tamil Nadu. 1.

’
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K.S.Rangasamy College of Arts and Science (Autonomous) KeR

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem co
Included Under 2(f) & 12(B) of UGC Act, 1956 v LLEGE
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge is Porwver

DEPARTMENT OFf COMMERBCE

Certificate Course

This is to certify that SOWMIYA SRI .S ( 18UELO039 ) of I BSC. ELECTRONICS AND
COMMUNICATION has completed a Certificate Course in OFFICE MANAGEMENT during
the academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy

College of Arts and Science (Autonomous), Tiruchengode, 637 215.

Dr.K.VISVANATHAN Myr. V.L.SURESHBABU Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator PRINCIPAL Principal
4. S. Rangasamy College of Arts & Scic

(Autonomous)
TIRUCHENGODE - 637215
Namakkal-Dt. Tamil Nadu, INDiA
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K.S.Rangasamy College of Arts and Science (Autonomous) KeR

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE :
Included Under 2(f) & 12(B) of UGC Act, 1956 L
KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Krowledge is Power

DEPARTMENT OF COMMERBCE

Certificate Course

This is to certify that VISHAL .S ( 18UEL043 ) of 1I BSC. ELECTRONICS AND
COMMUNICATION has completed a Certificate Course in OFFICE MANAGEMENT during
the academic year 2019-2020 conducted by the Department of Commerce, K.S.Rangasamy

College of Arts and Science (Autonomous), Tiruchengode, 637 215.

v VW = D = g k//

"
Dr. K. VISVANATHAN Mr. V.L.SURESHBABU Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator PRINCIPAL Principal
£. S. Rangasamy College of Arts & Scient:
(Autonomous)

TIRUCHFNGCDE - 637215
s nal-Bt, Tan! Mot 1A
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

KSR
COLLEGE

Knowledge is Power

DEPARTMENT OFf COMMERCE

Certificate Course

(Autonomous), Tiruchengode, 637 215.

\CW N

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU
Head of the Department Course Coordinator

This is to certify that DEVSREE .R.S ( 18UENO007 ) of I BA ENGLISH has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

\:":3' A" ' &_’/—;)/

"
Dr.V.RADHAKRISHNAN
PRINCIPAL Principal
4. S. Rangasamy College of Arts & Scie-
(Autonomous)
TIRUCHENGGDE - 637 2'! 5
Namakkal-Dt. Tamil Nadu. IND:*
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem

COLLEGE “S=eery =

Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge is Powwer

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that DHIVYADHARSHINI .S ( 18UENO011 ) of II BA ENGLISH has
completed a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-
2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

\C. VW e 8&/‘ \‘;j-f' f;{i . L._’//-/)/

P

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PRINCIPAL Dr. V.RADHAKRISHNAN
Head of the Department Course Coordinator 6 of Ats & S Principal
«.5. Rangasamy Colege o1 1
T\RUCHENGODE du. N

\lamakkal—DL Tamil Na
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India

DEPARTMENT Of COMMERCE

Certificate Course

(Autonomous), Tiruchengode, 637 215.

(Autonomous)
TIRUCHENGODE -637 215
Namakkal-Dt. Tamil Nadu. INDiR

42

KSR
COLLEGE

OF ARTS AND SCIENCE
I _N_D | A

Knowledge 7s Power

This is to certify that KAVIYA .S ( 18UENO024 ) of II BA ENGLISH has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

X \Jw A o \g; i B L,/-ﬁ)/

"
Dr.K.VISVANATHAN My. V.L.SURESHBABU PRINCIPAL Dr V.RADHAKRISHNAN
Head of the Department Course Coordinator «. S. Rangasamy College of Arts &Bdncipal




K.S.Rangasamy College of Arts and Science (Autonomous) VeR

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem T JEr
Included Under 2(f) & 12(B) of UGC Act, 1956 COLLEGE “zmx=
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Il N D | A

Knonledge 1s Power

DEPARTMENT OF COMMERCE

Certificate Course

This is to certify that PREETHI S ( 18UENO041 ) of II BA ENGLISH has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

“\
A a / {\l\\ / ;/h "1 : k/_/-)
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator PRINCIPAL Principal
K. 8. Rangasamy College of Arts & Sci
(Autonomous)
TIRUCHENGQDE - 537215
5 Lka"D'. Th-‘,;.z Nadd, ‘I,\'L)’;\
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE _
Included Under 2(f) & 12(B) of UGC Act, 1956 R
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knotvledge is Porver

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that SNEKA .P ( 18UENO049 ) of II BA ENGLISH has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

\\,
o . " o
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU RINCIPAL Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator (s, Rangas’an?y College of Arts 8 Sciv Principal
(Autonomous)

TlRUCHENGOQE -637 2.1 t’:
namakkal-Dt. Tamil Nadu. INDV
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956 bl
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge is Poteer

KSR
COLLEGE ‘==

DEPARTMENT OF COMMERBCE

Certificate Course

This is to certify that ABIRAMI .M ( 18UMAO003 ) of II BSC. MATHS has completed a

Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

\A"».;
.‘r’rﬂr‘{:’! &.-/_/)
[a) f._h‘ . ~’ ~
K.W R % -
Dr.K.VISVANATHAN Myr. V.L.SURESHBABU PRINCIPAL  Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator . S.Rangasamy College of Arts & Saveincipal

(Autonomous)
TIRUCHENGODE - 637215
~kkal-Dt. Tamii Nadu. IND&
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K.S.Rangasamy College of Arts and Science (Autonomous) o
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge s Power

DEPARTMENT OF COMMERBCE

Certificate Course

This is to certify that AJITHKUMAR .M ( 18UMAO00S ) of Il BSC. MATHS has compfeted a

Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

\(W NN

Dr.K. VISVANATHAN Mr. V.L.SURESHBABU
Head of the Department Course Coordinator

S
& e

"
Dr.V.RADHAKRISHNAN
PRINCIPAL Principal
A. S. Rangasamy College of Arts & Sc’
{Autonomous)
TIRUCHENGODE - 637215
Namakkal-Dt. Tamil Nadu. INDIA
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K.S.Rangasamy College of Arts and Science (Autonomous) VR

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem v -
Included Under 2(f) & 12(B) of UGC Act, 1956 COLLEGE ™
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Rnorwledge s Powwer

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that LOGESHWARAN .S (18UMAO042 ) of 1l BSC. MATHS has completed
a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

" W - k:;;;«'; = k«%/

Dr. K. VISVANATHAN My. V.L.SURESHBABU PRINC'PAL  Dr. I{:RADHAKRISHNAN
Head of the Department Course Coordinator 4. S. Rangasamy College of Arts & S@rincipal
(Autonomous)

TIRUCHENGODE - 637 215
niamakkal-Dt. Tamil Nadu. INDI2
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K.S.Rangasamy College of Arts and Science (Autonomous) e
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE W
Included Under 2(f) & 12(B) of UGC Act, 1956 T
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge 1i's Power

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that MADHUMITHA S (18UMAO043 ) of 1I BSC. MATHS has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020
conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

S
\< . W \\‘S \k A%/ ,& ps? /
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator PRINCIPAL Principal

A.S.Rangasamy College of Arts & SCi
(Autonomous)
TIRUCHENGODE - €37 215
st-makkal-Dt, Tamil Nadu. INDI2A
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

KSR o
COLLEGE < >

Knowledge s Poner

DEPARTMENT OFf COMMERCE

Certificate Course

T his is to certify that MOHANAPRASANTH M ( 18UMAO047 ) of II BSC. MATHS has
completed a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-

2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

e
K . W \\} ,\~ ‘%}/ ' //
Dr.K.VISVANATHAN Mpr. V.L.SURESHBABU PRINCIPAL  Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator «.S.Rangasamy College of Arts & ﬁﬁ'm.,jpa ]

(Autonomous)
TIRUCHENGODE -637215
namakkal-Dt Tamil Nadu. INDIA
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K.S.Rangasamy College of Arts and Science (Autonomous)

KSR 6

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem v B -
Included Under 2(f) & 12(B) of UGC Act, 1956 COLLEGE ">
KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge is Power

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that NAVEEN KM ( 18UMAUO053 ) of II BSC. MATHS has completed a

Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

Y. W W N\ k////)//

"
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PRINCIPAL Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator 1S Fangasamy, . sPrincipal

y Vviieylow lf‘\”b s
(Autonomous)

TIRUCHENGODE - 637215

Namakkal-Dt, Tamil Nadu, IND:2

4. -
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knowledge s Porer

S —
COLLEGE “Seen>

R

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that NITHEESWARAN .M ( 18UMAO054 ) of II BSC. MATHS has
completed a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-

2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

W
X W N = k_j;/
Dr.K.VISVANATHAN Myr. V.L.SURESHBABU PRINCIPAL Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator . 5. Rangasamy College of Arts & Bubndipal

(Autonomous) r
TlRUCHENGODE -637215
Namakkal-Dt. Tamil Nadu. 1i:
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956 ’
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE
I N D |1 A

Rrowledge 1s Toner

COLLEGE

DEPARTMENT OF COMMERCE

Certificate Course

This is to certify that RUBIHA .M ( 18UMAO068 ) of II BSC. MATHS has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PRINCIPAL Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator .. . Rangasamy College cf Arts & SCiePrincipal
(Autonomous)
TIRUCHENGODE - 637 215
Namakkal-Dt, Tamil Nadu. INDI#
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

KSR e
COLLEGE o=

Rnowledge 7s Power

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that SALONI .N ( 18UMAO073 ) of II BSC. MATHS has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

S ¢ n ,,‘ i
\< . W NAY %/ ‘%;“ k:,:—‘/)/
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PR\NC\PM— Qgé‘“_VJEADHAKRISHNAN
Head of the Department Course Coordinator y College of Arts &S Principal
&.8.Rangasa™ »* ey .
(Auto 637725

oD
i ‘C\TED:‘C;HH\]\ Nadu. v
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53



K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE :
Included Under 2(f) & 12(B) of UGC Act, 1956 ™

KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

I N D I A

Knauledge 1is Power

DEPARTMENT Of COMMERBCE

Certificate Course

This is to certify that SIVAPRIYA .D ( 18UMAO086 ) of 1I BSC. MATHS has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

: N =
KW N 7y~ k//
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PR‘NC‘PALAd: &%&\E A DI AKRISEINAN
E Principal

Head of the Department Course Coordinator «.8.Rangasamy College cf

nomoUS)
(Al“(l ~OE - 637 21 5

¢ Padal, e
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India

DEPARTMENT Of COMMERCE

Certificate Course

(Autonomous), Tiruchengode, 637 2135.
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Dr.K.VISVANATHAN Myr. V.L.SURESHBABU ?RE \eue e ol hets Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator « 5.33“935 \F\\J\ “O‘T“)(z:‘ 63T \'i?’ “incipal
\RUC\’\E‘t Tam\\ Nadt
5
.s\'\\*a

KSR
COLLEGE

OF ARTS AND SCIENCE
T i

Knowwledge is Porwer

This is to certify that TAMILSELVAN .M ( 18UMA100 ) of II BSC. MATHS has completed
a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science




K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Rrowledge 15 Poiver

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that VENKATESH .S ( 18UMA103 ) of II BSC. MATHS has completed a
Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020
conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 2135.

K. W NI s il k%/

Dr.K.VISVANATHAN My. V.L.SURESHBABU e .LIPAL Dr.V.RADHAKRISHNAN
Head of the Department Course Coordinator ... Rangasamy College of Arts & Sciv Principal

(Autonomous)
TIRUCHENGODE - 637215
namakkal-Dt. Tamil Nadu. INDIA
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem
Included Under 2(f) & 12(B) of UGC Act, 1956 ™
KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Knorvledge s Porver

KSR
COLLEGE

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that GOKULAKRISHNA .M ( 18UPHO013 ) of 1l BSC . PHYSICS has
completed a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-
2020 conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

. N
Y. W N A ;L///>/
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PR!NC|PA\f—AnS 8 SC"PK V.RADHAKRISHNAN
Head of the Department Course Coordinator a. S. Rangasamy Cone?sgus) Principal
(Autono 7215
HENGODE - 63
J;":;Jk%al-m. Tamil Nadu. INDV?
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K.S.Rangasamy College of Arts and Science (Autonomous)

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem ;
Included Under 2(f) & 12(B) of UGC Act, 1956 -

KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India OF ARTS AND SCIENCE

Rnorwledge s Power

COLLEGE “ern

DEPARTMENT Of COMMERBCE

Certificate Course

This is to certify that HARISUTHAN .P ( 18UPHO021 ) of 1I BSC . PHYSICS has completed
a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020
conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PRINCIPAL Q{.RVRADHAKRISHNAN
Head of the Department Course Coordinator «.S. Rangasamy College of Arts & Scien Principal

(Autonomous)

T|RUCHENGODE -6377"° 'i
..r.r\df-Dt. Tam'ﬂ Nadu. iis
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K.S.Rangasamy College of Arts and Science (Autonomous) KSR

NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE
Included Under 2(f) & 12(B) of UGC Act, 1956
KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India

OF ARTS AND SCIENCE
N D | Al

Krowledge is Power

DEPARTMENT OFf COMMERCE

Certificate Course

This is to certify that JAYAPRAKASH .R (18UPHO027 ) of 1 BSC . PHYSICS has completed
a Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020
conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

VA w e 7 Lf/

Dr.K.VISVANATHAN Mr. V.L.SURESHBABU 'OM{' Arts 8 B RADHAKRISHNAN
Head of the Department Course Coordinator .. . Rangasamy College © Principal
(Autonomous)

T!RUCHENGODE -63721 5

njamakkal-Dt. Tamil Nadu. IN
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K.S.Rangasamy College of Arts and Science (Autonomous) s
. NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem COLLEGE a0
Included Under 2(f) & 12(B) of UGC Act, 1956 e
. KSR Kalvi Nagar; Tiruchengode - 637 215; Namalkal Dist, Tamil Nadu, India

OF ARTS AND SCIENCE
l_N_D | A

Knorwledge 1s Porver

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that VENKAYESH .S (18UPHO073 ) of II BSC . PHYSICS has completed a

Certificate Course in OFFICE MANAGEMENT during the academic year 2019-2020

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

(Autonomous), Tiruchengode, 637 215.

\‘C W AR %:9/ \n — = k//2/

—_—
Dr.K.VISVANATHAN Mr. V.L.SURESHBABU PR\N(\:‘ZAO‘{ Arts & QursV.RADHAKRISHNAN
Head of the Department Course Coordinator 5. Rangasamy Colleg & Principal
= (AutonomOtS 0 915
ODE - :
T‘RUCH\E)T.('BYam‘\\ Nadu. N

Namakka
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K.S.Rangasamy College of Arts and Science (Autonomous)
NAAC Reaccredited and an ISO Certified Institution affiliated to Periyar University, Salem

Included Under 2(f) & 12(B) of UGC Act, 1956 =

KSR Kalvi Nagar; Tiruchengode - 637 215; Namakkal Dist, Tamil Nadu, India OF ARTS AND SCIENC

KSR —
COLLEGE . Se&mm™>

Knowledge 7s Power

DEPARTMENT Of COMMERCE

Certificate Course

This is to certify that HARISH.V (19UBCO007) of I BSC BIO CHEMISTRY has completed

a Certificate Course in OFFICE MANAGEMENT during the academic year 2020-2021

conducted by the Department of Commerce, K.S.Rangasamy College of Arts and Science

- (Autonomous),

Tiruchengoie, 637 215.

: - <y - %\;‘, ' .-w’f":’{f &/
Iy N~ i
\< ) W N 5 CW %'«/4,- —

Dr.K.VISVANATHAN
Head of the Department

Mr. V.L.SURESHBABU

_/
PRINCIPAL Dr.V.RADHAKRISHNAN
Course Coordinator

4.S.Rangasamy Coliege of Arts & SciePrincipal
e (Afxtonomous) -
TIRUCHENGOQE - 6 :
Namakkal-Dt. Tamil Nadh
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