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INSTRUCTIONS: 1. Attempt four (4) questions in All, Question one (1) and any other three

(3).

2. Question number 1 is compulsory and carries 25 marks, while the other
questions carry 15 marks each.

3. Present all your points in coherent and orderly manner.

Qla. Define the Concept of an Office (10 Marks)

Q1b. Office is Beyond a Building. Discuss (15 Marks)

Q2a. Describe the Techniques of Clear Writing in Public Administration (7 Marks)

Q2b. Outline Four (4) Basic Techniques of Clear Writing (8 Marks

Q3a. List and Explain Seven (7) Forms of Official Communication (14 Marks)
Q3Db. Define the term Minute/Minuting (3 Marks)

Q3c. Outline three (3) Features of a good Minute (3 Marks)

Q4a. Explain the concept of Handing over Notes (6 Marks)

Q4b. Describe the Nine (9) Features of Handing over Notes (9 Marks)

Q5a Define the Expressions (2 Marks)

Q5b. Provide 13 Examples of the frequently used Expressions in government business. (13 Marks)



