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INSTRUCTIONS:  

ANSWER ALL THE QUESTIONS 

QUESTION ONE (20 MARKS) 

a) Define the following terms:        (8 marks) 

i. Office organization 

ii. Delegation 

iii. Structure 

iv. Span of control 

b) State and explain six functions of an office.                            (12 marks) 

 

QUESTION TWO (20 MARKS) 

a) Principles are guidelines on effective management of an office. State and explain any six 

principles of organization.                   (12 marks) 

b) Differentiate between formal and informal organizations.    (8 marks) 
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QUESTION THREE (20 MARKS) 

a) State and define the four types of organizational structures.    (8 marks) 

b) Explain six benefits that an organization may get from the use of a functional organizational 

structure.                                                    (12 marks) 

 

QUESTION FOUR  (20 MARKS) 

a) State and explain the four forms of business entities.    (8 marks) 

b) Highlight six factors that should be considered when designing the layout of an office. 

                                  (12 marks) 

QUESTION FIVE  (20 MARKS) 

a) Explain six characteristics that a good filing system should possess.  (12 marks) 

b) Highlight four factors that may influence the span of control in an organization. (8 marks) 

   

 

 

 

 

 

 


