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INSTRUCTIONS TO CANDIDATE

Thisipaperconsists of TWO sdions: A ad B.

Answer ALL questions in section A.

Answer question TWELVE (12) and any other TWO (2) questions in section B.
Marks for each question are indicated in the brackets.

Candlicktes are provided witha, separate answer booklet
Do not write on the question paper.
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This paper consists of THREE (3) printed pages
Candidates should check the question paper to ascertain that all pages

are printed as indicated and that no questions are missing.
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SECTION A (40 MARKS)

Answer ALL questions in this section

1. Firstclass malil.is, e ne.ef th,e,c lasses of mails that an organization may receive or dispatch
to other organizations. Give THREE features of these mails (3 Marks)

2. Outgoing mail requires dispatch from an organization to various destinations. Air
transport isremreans ofidispateh.cdlist FOUR advantages of using air transpart to
dispatch mail. (4 Marks)
3. Matching of incoming mail with relevan-tfikelendoneiaccurately. State THREE reasons of
matching incoming‘ma’il” with relle van't files attachment.
(3 Marks)
4. Joanna is a newly employed mail clerk. You have been asked to induct her on the duties

that she is supposed to discharge. List FOUR duties that she is likely to perform.

(4 Marks)
5. Files are used for holding loose documents in the office. Identify THREE categories of
(3 Marks)
6. Qualifications of an Office Administrator enables him to perform mail handling duties.
State THREE qualities of an Office Administrator. (3 Marks)
7. As an Office Administrator, mention FOUR, t yp es 0 fn that should be recorded
in an outgoing mail register. (3 Marks)

8. Wambugu, a mail clerk has decided to use hand delivery as a method of dispatching
ma: merits:of-handedelivery of mail to the organization. (4 Marks)

9% “I'd"e/'ni“f'yi’n'g““re"c"ipients’ addresses is a step in preparation of outgoing mails. List FOUR
consequences of missing this step. (4 Marks)

10. Recording of outgoing mail is an essential activity in the mail room of an organization.

ldnify THREE accruecfrom thiactividy (3 Marks)
11. List THREE factois® to‘be”observed when distributing incoming mail in an office
(3 Marks)
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12.

13.

14.

15.
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SECTION B (60 MARKS)
Answer question TWELVE (12) and any other TWO questions in this section
Shko & Co.pLtd; =h mail.clerk s to.belp in mal handing acivities. Recently, the
Office’Mamayger; Mr. Odero realized that there has been lack of efficiency in mail
handling and particularly outgoing mail. He organized a team to investigate on the
same and give out a clear report. The report revealed that there had been delays in

delivering of mail to the intended recipients’ and the root cause being lack of accuracy in

addressing outgoing mail envelopes.

(@) Explain FIVE benefits of addressingen v elop es (10 Marks)
(b)  Postage stamps affixed to envelopes indicates the postage amount of mail. ~ Outline
FIVE disadvantages of using postage stamps (10 Marks)

Nyakio, the Office Administrator of Mwembe Tayari Ltd. received a suspicious package

while recording incoming mail.

(@  Advise her on FIVE ways of handling such a package (10 Marks)

(b)  When sorting incoming mails, you should look out for any suspicious mail which
md g .h 1t contain harmful chemicals. Explain FIVE ways on how you can identify such
mail. (10 Marks)

Mail routing is the process of directing and delivering electronic/physical mail to its

intended recipient based on specific rules.

(@  Outline FIVE advantages of mail routing in an organization. (10 Marks)

(b)  Discuss FIVE advantages of converting physical mail into electronic mail.(10 Marks)

Mail iom every departm ent Tor futher processing before dispetching them.

(@)  Desoribe FIVE steps followed in handling-outg (X061 M:a rckes)

(b)  Mail sorting is very important when ha“n"d“lini g “b ot ~in c 6‘m'i'ng and outgoing mails in an
organization. Outline FIVE factors to be considered when sorting mails. (10 Marks)
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