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QUESTION ONE (COMPULSORY)

(a) Define the following terms
i.  Office
ii.  Office administration
iii.  Organizational chart
iv.  Delegation [7 marks]
(b) Organizational chart is a good tool to chart the organization structure
(c) Briefly explain the benefit of using organization chart in an organization [10 marks]

(d) Explain the four steps in the delegation process [8 marks]

QUESTION TWO

Outline the factors to consider when locating office for an organization [15 marks]

QUESTION THREE

Describe the factors to consider when planning your office layout for your organization  [15 marks]

QUESTION FOUR

Briefly describe the advantages and disadvantages of centralization of office duties in an organization

[15 marks]
QUESTION FIVE
Using an organization of your choice explains the management functions of an office [15 marks]
QUESTION SIX
(a) Define the terms centralization and decentralization of office services [5 marks]

(b) Organizational structure is the framework of a company through which individual work can be
effectively coordinated and managed,

i.  Inthe above statement briefly describe the principles of good organization [10 marks]
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