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Instruction: Answer question one (1) and any other two (2) questions

|.a  Enumerate and explain four (4) objectives of office building space (20Marks)

b.  Discuss functions of a good secretary, (10Marks)
2. In five points differentiate between open and closed office. (20Marks)
3 a. Mention and explain any five (5) delivery services you know. (20Marks)

4 a. Explain basic principles guiding designing forms in an office (15Marks)
b. What are the five (5) major importance of motivation in an office? (SMarks)

5 a. Justify the nature of data and Information (4Marks)
b. Differentiate between data and information in five parts. (16Marks)



