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1. (a) State the definition of an office .

(b) List out 4 functions of an office 

2. Draw an organisational chart and indicate different staff positions

3. (a) What is a Mail Room?

(b) List 4 equipment in the Mail Room

4. (a) What is filing system?

(b) Mention 5 classification of filing system with examples.

5. List out 5 services provided by the post office and 2 sources of funding for the post 
office.

6. Mention 5 factors that you must consider when buying office equipment 

7. List 5 different departments in any business establishment with their functions.
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