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Explain five measures that should be taken to prevent misfiling of documents in the
registry. (10 marks)

Explain five benefits that an organization may derive from proper planning of office
functions. (10 marks)

Explain the circumstances under which the decentralized system of filin g may be
appropriate for an orgamzatlon (10 marks)

Explain the guidelines that should be followed to ensure effective use of organization
charts in an enterprise. (10 marks)

The Office Manager at Wema Limited is in the process of designing the office layout.
Explain the factors that may dctermme the amount of space he allocates to each

e

employee in the office. e 1{ E T (10 marks)
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Explain five benefits that a firm may derive from adopting territorial departmentation.
(10 marks)

Explain five precautions that should be taken to safeguard valuable information in the
office. (10 marks)

Explain five beneﬁts of the offset hthography method of reproducing documents.
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Outline the circumstances under which the management of an organization may be
responsible for clerical errors in the office. (12 marks)

The application of work measurement techniques in the office is restricted by certain
challenges. Explain four such challenges. (8 marks)

There has been an increase in the use of electronic office forms in recent years. Explain
five reasons that may account for this trend. (10 marks)

Descnbe the ways in wluch a receptlom st may contribute to the negative image of an
organization. =70 ' (10 marks)

Outline five factors that may determine the data collection technique adopted during an
O & M survey. (10 marks)

Outline five functions performed by the Production Manager in a manufacturing firm.
(10 marks)
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