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Answer all Questions in this Section. Each question carries 1 mark. 
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1. Choose one dDeapt ea: r2t5m. 0e7 .n2t0 2a5m1 1o: 0n4gA tMhe following that is responsible for collecting outgoing 

correspondence. 

A. Purchasinsg Department 

B. S
P
a

r
l
i n
e

t
s
ed

D
B
e
y
p
:  Technical And Vocational College Date: 25.07.2025 

11:04 AM
 

C. Personnel Department 

D. Mail Department 
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2. Office correspondence is in various classifications, select one that is NOT. 

A. Business Documents 

B. Finance Documents 

C. Book Documents 

D. Bulky Documents 

3. Choose one of the equipment that is NOT used in handling office correspondence. 
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A. Trolley 
Date: 25.07.2025 11:04 AM 

B. Calculator 

C. Desk sorter 

D. Table 
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4. When handling office correspondence the correcDtastet:e2p5s.0a7.r2e02f5o1ll1o:0w4 eAdM.  Identify the order that 

is correct. 

PArin.tedRBeyc: Adndd iVsotcraibtiountael Cinol-lecgoeming correspondence 
Date: 25.07.2025 11:04 AM 

B.  Receive, sort, record and distribute in-comPinr i ngt ecdoBryr: And Vocational College 

C. Collect, dispatch, sort and record out-goingDacteo:r2r5e.s07p.o20n2d5e1n1c:0e4 AM 

D. Receive, sort, print and distribute in-coming e- correspondence 

5. Choose among the folPlorinwteidnBgy:ptthhTaetcihsnicraelcAonrddVeodcaitniontahleCoinllewgeard mail register. 

A. Cheque number 

B. Addressee name 

C. Telephone number 

Date: 25.07.2025 11:04 AM 
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Date:D25..07N.2a0m25e11o:0f4cAhMeque 

6. Identify an equipment that is used in handling incoming office correspondence. 

A. Desk sorter 

B. Addressing machine 
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C. Date stamp 

D. Pigeon holes 
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7.   is an office correspondence that can only be opened by a mail 
Date: 25.07.2025 11:04 AM 

clerk. 

A. Personal 

B. PPririvntaetdeBy: Technical And Vocational College 

C. C
D
o
a
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te
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2
d
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e
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7
t
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2
a
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25 11:04 AM

 

D. Non-personal 
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8. Identify one reason why an organization can bDeater:e2l5u.c07ta.2n0t25to11u:0s4eAeMmail. 

A. Message cannot be sent without the internet 

B. Availability of internet connectivity 

C. Message cannot be sent to the recipient at any time 

D. It’s the slowest method of sending mails 

9. Select a sentence that best explains the meaning of misdirected correspondence. 

PrinteAd B. y:CBounthenTcecehntihcaaltAinsd Vdoicraetciotneadl Ctoolletghee appropriate department or individual who can 
Date: 25.07.2025 11:04 AM 

then handle it and then advise the sender. 

B. Correspondence that goes to the right address but addressed to someone who does not 

work in that specific organization. 
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C. Correspondence addressed to the right persDoasten: 2a5n.0d7.2k0n25o1w1n:04iAnMdividual of the specific 

organization. 

PDrin.tedCBoy:rrBTeacdhdnirceasl AsenddVtoocaationnailnCdoillveigdeual who wants to leave that organization for 

Date: 2a5n.0o7t.2h0e2r5. 11:04 AM 
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10. Select the benefit of using technology in handlDinatge: c2o5 .r0r7e. 2s0p2o5n1d1 :e0n4  cAeM. 

A. It saves time 

B. Labour expenses 

C. It is inaccurate 

D. It is expensive 
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SECTION B: (40 MARKS) 

Answer all Questions in this Section 
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11.  Umoja TradinDgatCe:o2m5.0p7a.2n0y25’s11M:04aiAlMroom supervisor has been receiving complaints from 

clients that their personal information is being found in the domain of the Umoja 

Company staff members. List FOUR ways to ensure security of outgoing correspondence. 
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(4 Marks) 

12. State FOUR methods of distributing outgoing correspondence (4 Marks) 

13. Give ONE use for each of the following mailPhr inatenddBliyn:.echnical And Vo(c3atiMonaalrCkosll)ege 
Date: 25.07.2025 11:04 AM 

a) Pigeon hole 

b) Paper clips 

c) Addressing machine 

14. State FOUR advantages of using email in office communication. (4 Marks) 

15. List TWO ways of handling misdirected correspondence. (2 Marks) 

16. Give FOUR benefits of using courier services over other means of correspondence 
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(4 Marks) 

17. Mention TWO factors to consider when determining the method of distribution of 

outgoing mail. (2 Marks) 

18. Give THREE rules that should be observed.ical And Vocational College 

Date: 25.07.2025 11:04 AM (3 Marks) 

19. State FOUR rules that should be observed when removing content from envelopes for 

PriinntecdoBmy: rArnrdesVpocoantidoneael nCcolele.ge Date: 25.07.2025 11:04 

AM 
(4 Marks) 

20. Nancy is a newly employed Mail Clerk in an PorringteadnBizya:  Bt  orrethceTievchensicoalfAfincdeVocational College 

correspondence twice daily. Identify THREE Dpart eo:b2l5e. 0m7 .s20s2h5e11m: 0i4gAhMt  face if she failed to 

date-stamp incoming correspondence. (3 Marks) 

21. After the incoming coPrrrientsepdoBny:dnechancictealdAnudpVoonc,atiitonsahl oCoullledgebe filed. State THREE 
Date: 25.07.2025 11:04 AM 

reasons for filing correspondence. (3 Marks) 

22. When distributing office correspondence the mail clerk may notice that a certain mail 

requires attention of more than one officer. Give TWO ways of distributing such mail. 
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23. Mention TWO equipment that are used in handling only outgoing mail. (2 Marks) 


