LAGOS CITY POLYTECHNIC, IKEJA
SCHOOL OF MANAGEMENT AND BUSINESS STUDIES

DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

2013/2014 FIRST SEMESTER EXAMINATION

COURSE TITLE: KEYBOARDING NO OF QUESTIONS : 4
COURSE CODE: OTM 115 TIME ALLOWED: 2 HRS
FOR WHOM: ND YR 1 OoT™M PT EXAMINER:
NO OF STUDENT: INSTRUCTIONS: ANSWER
ALL
QUESTIONS

1. Mention and explain 5 parts of the typewriter (20 mks)
2. What are the Home Keys? (10 mks)

3. Type on A4 plan paper ASDF HJKL (20mks)




LAGOS CITY POLYTECHNIC, IKEJA
SCHOOL OF MANAGEMENT AND BUSINESS STUDIES
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COURSE TITLE: KEYBOARDING NO OF QUESTIONS : 4
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QUESTIONS
1. Type the following on A4 plain paper in double-line spacing.
Kind, Lever, Employs; Write; Results; (40mks)
2. Type the following in double-line spacing on A5 plain paper. Keep your eyes
on the copy.
Computers are becoming more and more important.
Keyboarding skills are useful for everyone these days. Many students learn
computer
operation. It is useful in the modern offices. Work hard on keyboarding skills. It
can make you a good secretary in the future. (20mks)
3. Type the following letter on A5 paper.
Use indented style. Insert todays date.
Mrs. T. A. Balogun
22, Akinola Street
Kaduna.
Dear Madam,
Thank you for your last visit to Lagos.

I enjoyed your few advice and would make use of it. In fact, you are the type of
person to meet in terms of good advise and tutoring of students.

Please extend my sincere greetings to your family.

Yours sincerely,
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COURSE CODE: OTM 115 TIME ALLOWED: 2 HRS
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1. Type the following on A4 plain paper in double-line spacing.

Kind, Lever, Employs; Write; Results; (40mks)

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

Computers are becoming more and more important.

Keyboarding skills are useful for everyone these days. Many students learn
computer

operation. It is useful in the modern offices. Work hard on keyboarding skills. It

can make you a good secretary in the future. (20mks)

3. Type the following letter on A5 paper.
Use indented style. Insert todays date.
Mrs. T. A. Balogun
22, Akinola Street
Kaduna.
Dear Madam,
Thank you for your last visit to Lagos.

I enjoyed your few advice and would make use of it. In fact, you are the type of



Type the following on A5 paper. Use double-line spacing for the FOUR columns.

quite column tabular practice

join margin release practise
lever spacer employs employer
write insert results expected

zeal quiet kind stop

(20 mks)
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