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;pSECTION A
Short answer items

Instruction: Write your response on the line provided below

1. Provide FOUR (4) types of resources in an organization. (2 marks)
2. How should records of physical resources be maintained? (2 Marks)
3. When allocating resources, what are THREE (3) things to be considered? (3 marks)
4. State TWO (2) methods of monitoring resources. (2 marks)
5. Why is it important that faults on equipment be reported, and to whom? (2 marks)
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6. State TWO (2) methods of record keeping? (2 marks)

7. State TWO (2) reasons why budgeting for resources is essential in an organization. (2 Marks)

8. Explain to Jacky Brown a new office employee how the proper uses of the office’s resources are
important to the development of the organization. (3 marks)

9. Describe THREE (3) factors that should be considered when selecting any form of resources for your
organization. (3 marks)

10. John Black is the equipment manager of B&C Institute, he is asked by his manager to conduct and audit
of the plant, and he thinks is a waste of his time. Explain to John the importance of knowing what
equipment are available to an organization? (2 marks)
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