
LAGOS CITY POLYTECHNIC, IKEJA
SCHOOL OF MANAGEMENT & BUSINESS STUDIES

DEPARTMENT OF  OFFICE TECHNOLOGY MANAGEMENT

2013/2014    FIRST SEMESTER  EXAMINATION 

COURSE TITLE: KEYBOARDING NO OF QUESTIONS :
 COURSE CODE: OTM 115 TIME  ALLOWED: 2 HRS
 FOR WHOM:    EXAMINER:
 NO OF STUDENT: INSTRUCTIONS: ANSWER 
ALL
     
QUESTIONS

    

1. Type the following on A4 plain paper in double-line spacing.

good;  column;  tabular;  practice;  employer; (40mks)

2. Type the following in double-line spacing on A5 plan paper. Keep your eyes on the 
copy.

Friendship is probably the most  wonderful thing in life.
Those without friends are to be pitied.
We may envy those who make friends easily.
We can usually make friends if we are cheerful and optimistic. We must be really 

interested
in people. They must be are then more likely to be friends with us.

(20mks)

3. Type the following letter on A5 paper.
Use blocked style. Insert todays date.

The Branch Manager,
First Bank Plc
Awolowo Road
Ikeja

Dear Sir,

OPENING OF BANK ACCT FOR STUDENTS

We request your bank to open account for our numerous students who have just gain 
admission into our institution.

The range of deposit could be from N5,000.00(Five Thousand) Naira and above.

Your usual cooperation is solicited.

Yours faithfully,
LAWAG COMPUTER 

COLLEGE

Mrs. B. O. DAVIES
Registrar

(20mks)
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4. Type the following letter on A5 paper. Use todays date.

M E M O

From: The Supervisor To: Junior Staff

Ref:  TTD/01/14 Date:  Todays date

LATENESS TO WORK

It is observed that some of you come late to work. Remember that all of you promise to be 
punctual at work during your interview.

Henceforth, any-one caught late to work would be suspended for two weeks without pay.

All of you to comply.

I. O.
(20mks)
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