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1 INSTRUCTIONS TO CANDIDATES: :
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3. Coeock that this question booklet is headed “letermediess Level - 5090 OFFICE PRACTIGE, Phper 17,
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b :Img:;f(;rm“‘ §eeling 1o 2 business letter
B Goulmoming
C Heilg!
D Deardl

1 A mabile phone is s means of.
A Audic Communication
B Written Communication
C  Face-to-Face Communication
D  Oral Communication *

3. The body of a business letter is divided Into how

many parts?
4

Ctrm

l
]
L.

4. Which of these oftice equipment can be manually
and electrically operated?
A Franking machine
B Letier opening machine
C  Date and stamp machine
D  shredder

. The process of multiplying documents by coping
direcdy from the original is called:
A Duplication
B Reproduction
C  Reprography
D copying

i

10 Which of these slenienty 1 rui 4!};1:;1;(12;}0;’11;3
0Mow up of docuniiny ueeded for setion?
A Pending files
U Diwy
C  Archives
D Tigkler method
1. The ordet In which files or documents are
prranged In the filling cabinet Is called:
A Piling proceduiés

B Flling system
C  Filing method

I

2. A maln method of fj
Alphz- punderi ng

A
B ldeological
C  Chmpas filieg
D T it filing
czn only be peid through the:
* of the bank

14.. MNIeo{&ofﬁ’ammgakw:

A  Control workers

B Control workflow
C  Control work place
D Control work stztion

6. A copying process where @e
enlarged or reduced in sizeis
A Diazo copying
B  Electrical copying

C Thermal
D Duplicatin

7. A code which describes the information it
represents i§ knowar as:
A Hierarchical code

Juxtapose code
nificant code

name given to the code attributed to eivil *

service workers in Cameroon Is:
A Numerical code
B  Alpha-numerical code
C Mnemonic code

.D  Alphabetical code

9. A method of determining the control key by
attributing the remainder to letters of the alphabef

2a ¥ o

o valiear .
A Module 97

. B Modulo23 "
C Modulo 11
D Modulo 10

OTRU/RPLTST/SWESACTA/5090/0F/P1/MOCK 2025

BN Sequential code
; _ .

15

. What should be done when  paper jam occurs «
during a photocopying process?
A Open the feed tray end remove the paper .
B Switch off the machine
C Call for a repairer
D Open the receiving tray and remove the

paper

16. A guillotine machine is capable of performing

similar functions like the:
A Franking machine
B shredder 8,
C  Staple remover

D Jogger

v

170

b §
Collating is the process oft
A Storing Ingmatiom in a chronolegical

a
|
!
|
i
rder ’
B Collecting and storing information for :
fUture use |
C  Copying and organising data based on 1
thelr nature : }
D Coliecting and combining information in
i
|

proper order
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3. What is used to control the aitendance

N of
in their various halls or centers? i 21, Adocument sent b i
‘. A Application for marking < & Summary of ther, 1 “PPUST 10 & Customer showin
. their financia) 13
B Order form ~__period of oe transaction within g give
: - month is known as: given
C Attendance register . ' 3 ment of account
D cheque » - 2 Iéahv;:e \
R e —— - - 7 7 D Bankrecj
19. Facsimile transmission of documcuim‘ pt
using: : 28. Aninstry
A~ Telecopier fart mm:mbgﬁg\ post offie on behalfof a
B "‘1"“1@?‘“ . money 10 the named m:‘ s‘:’ pay a certain sum of
C Telephone Letter money orde
D Tape recorder B Cad moneyyogaf
CD Money order
20. Ina photocopying mechine plain sheets for - Telegraphic money order '
co:ym%::r%aa;ed in the: . :’ﬁ‘}l‘::\s i: the (rlnaos; commonly inforration 8id used in
owadays
B Receiving tray - A Computer, .
C Receivingplate B Mobile telephon NS
D Feeding fray ' C  Paper 3

21. A mail room equipment that allows the user to put a N
stamped impression on an envelope: .
A Computer
B Franking machine
C  Fax machine
D photocopying

Fixed signalisation

c
D. Signalling indicators
.~ 22. Theprocess of using a telecopier signifies: » 31.] A document on which names of persons or,
: g l;:‘?oé-mdmlg. ;l document departments is registered before distribution of mail:
' nting multiples copies A Circulation slip
F C  Trensmitting or receiving documents by fax B Incoming mail register
~ machine C  Outgoing mall register
D  Photocopying a document D  Outgoing mail tray .
2 3 i 5. D .
23, A device connected to a computerito o 32, A sheet of microform with rows of images containing
copies of documents: a large number of related document is known as:
P
A Printer A Microfilm jacket
B Scanner B Micro fiche
C  Laptop C  Microfilm aperture card
D  photocepier D Negative
24. An office maghin facilitates the destruction of 33. An example of a position printed matter:
unwanteddocuments into pieces is: : A Application
" B Attendance list
A Pinremover C  Marriage invitation
Guillotine D__ Register
hredder
Jogger 34. Which document is sent by a supplier to a customer
v . s requesting of payment of goods before they are
] frequently used in an office to multiply delivered: . '
! . A machln; is: ¢ <y A Status enquiry’
13 dopumens ¢ B Pro-forma invoice
3 A Printer . : ; 3
£ Photocopier ) C D_ehvery note
% Ié Teleprinter : D Billof exchange
‘ » o .
i D  Telecopier lier (0.8 transporter, inviting
| : 35. A document sent by a supplier :
E X receiver answering 8 telephone call should: him to accept and dliv ‘:‘ goods to & named customer:
26. A receiver identi A Consignment notes
A gqu pfo‘:rs\pﬂy and announce your identity 3 Doliver) bits
e courteo dvice note
fz: Adk for who iscalling C  Advice
D Askforcaller’s address :

D Consignment letter

i o g,
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36. Thenext d step when a suppin Teeives an order

for guods from a cusiomer:
A He supplies the gnod
B He draws up an invoice
C  Heaamowixiges receipt of the order
D He verifies the delivery date

37. Aletter duphy whueby every line begins at the

left hand
A Fully blocked
B Semi-blocked .
C Indentsd ~ .
D  Semi-indented -
o Documanshowingmewmmarvofm ;
zpplicent’s educaiional 2nd scademic background
" A Resume

B Curriculum vitas
C  Academic experience
D Professional cxpen’mcc

39. Detailed information ab:»ut a particular product
can be found in:
A Order
B Quotation
C  Eaquiry

D Dealivery note

40. Itis = set of instection giver to the computer:

A Hardware
B Ibpm

C Softwzre
D Oumput

31 A basic maragement tool used in decision making:
A  Beosiness letter

B  Report

C Document

D  Specific repont

22 An izstuticn whereby losses suffered y

2re shared by many subseri

A Bank

B Iaosurence brokes

C  Risk bearer

D [asuance

‘ /

N

43. It usually indicates tha; something is attach=d 10 a
business letter;
A Appendix
B Enclosures
C  Annexes
D e

44. A mobile commumication network is also known as:
A 3Gmtwork - s
B VOIP network
C  Cellular network
D intermet

45, Thcmnlnpm-poseoflnofﬁ»e:sm,
A provide workplace and working environment
for workers

Provide workpﬁce for the manager
Provide workplace for admini
Provide workplace for board >

46. Answering telephone calls is of: - {
Commmﬂcatmg information } |
Creating informatién

Dow

A
B
C  Managing informatien | - b |
D  Processing i a:'on
The

in a sequence according to

48.°. A unit that takes care of employers affairs in an
organization:
A Administration

49, Inatender, wbnlsanothanamefonbiddu‘?
A Aprices -
B Apersonwhobuddshouses
C A person who bid prices
D  acompetitor

50. The most suitsble storage system for a lerge Ne
organization is the:
A  Image based
B  Microfilm
C  Paperbased
D  Electronic

..ﬂ

END,
GO BACK AND CHECK YOUR WORK,
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