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1. (a) Mention 5 modern equipment in the office

(b) Mention 5 uses of computer.

2. (a) Mention 5 function of a computer

(b) What is difference between open and closed office

(c) Mention 3 challenges facing the secretary in an automated office.

3. (a) As a student in departmental Office Technology and Management, how would 
you 

define Technology to the students in other department.

(b) Mention 5 contributions of technology to the business in our present day in 
Nigeria.

4. (a) What is the definition of office machine

(b) Mention 5 office machines

5. (a) Mention 5 different departments in a business office and explain.
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