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1. Explain the concept of a virtual office.   (10 Marks)  

b) define the following terms: 

    i) office technology     (5 Marks) 

    ii) office automation                                               (5 Marks) 

c) list at least five tasks performed with the use of office automation. (10 Marks) 

 

2. Describe any two of the types of traditional organisation patterns. (10 Marks) 

b) state five advantages of a functional organisation.    (10 Marks) 
 
 

3. Explain the following: 

1
st
 class mail 

2
nd

 class mail 

3
rd

 class mail 

4
th

 class mail                               (5 Marks each x 4 = 20 Marks)  

 

4. Enumerate and explain two advantages of a workstation        (4 Marks) 

b)  With the aid of a diagram, show the types of business ownership. (16 Marks) 
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