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SECTION A — (10 x 3= 30 marks)
 Answer any. TEN questlons
All questlons carry equal marks

Lach answer should not exceed 50 words

erte the meamng of ofﬁce
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o What do you mean by layaut of the ofﬁce"
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_ _What do you understand the term f111ng'7 :
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iWhat is T1me Analys1s Method"
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W'hat do you mean by ofﬁce work s1mphﬁcat1on'7 '
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What is layout and De31gn of Busmess letter"
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What do yeu mean by Work Sampling Method?
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Write '-ar'ly two methods of business’
communication. ' '
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What is office forms?
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Wr1te any two features of ofﬁce commun1cat1on
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Wr1te any two ob3ect1ves of a c1rcu1ar letter
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«” SECTIONB —(5x6 =30 marks)
. Answer any FIVE-questions.

All questions carry equal marks.
Each answer should not exceed 300 words°

@ What are the functions of an oﬁ'lce"

gueueua;gﬁsm umﬂa;m wTenen? -

ﬁ/Explaln the quahtles of ofﬁce manager
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15, - erte short notes on Health Safety
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16« -Explaln the pr1nc1ples of an office system '
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- 17, Explaln the dlﬁ'erence between centrahatlon and ."\ -

decentrahsatxon _ o
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.18, .'Explam the advantages of tlme study :
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- 19 What are the functlons of ﬁhng?
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EXplam the advantages of decentrahsed ﬁhng
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SECTION c (2 x 20 40 marks)‘ e
Answer any TW O questlons '

All questlons carry equal marks
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