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INSTRUCTIONS:    1. Attempt four (4) questions in All, Question one (1) and any other 

three (3) 

2. Question number 1 is compulsory and carries 25 marks,         

while the other questions carry 15 marks each 

   3. Present all your points in coherent and orderly manner 

1. a) What do you understand by the principles of office layout? (5mks) 

b) Outline the types of office layout. (10mks) 

c) List the importance of office. (10mks) 

2. a) Write a short note on a “small office”. (5mks) 

b) Enumerate and explain the different classification systems of official files in public 

service. (10mks) 

3. What are the functions of the head of Finance and Acct in the MDAs? (15mks)  

4. a) What are the objectives of Annual Performance Report? (5mks) 

b) What is the Period of Annual Performance Reports on Senior Officers? (10mks) 

5. a) Define the term Public Finance. (5mks) 

b) What should be the attitude of public servants to public funds? (10mks) 
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