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QUESTION 1

Describe any ten (10) characteristics of suspicious manual and electronic mauil
packages. (20 marks)
QUESTION 2

Explain any five modes used to distribute mail. (20 marks)

QUESTION 3
a) Examine any five (5) functions of the security department in relation to mail
handling. (10 marks)
b) Outline any five (5) tactors to consider when creating an email address.
(10 marks)
QUESTION 4
a) Described remittance advice book. (2 marks)
| b) Explain any four (4) components of a remittance advice book. (8 marks)
C) Describe five (5) functions of the accounts department. (10 marks)
QUESTION S
(20 marks)

Explain the duties of a mail room clerk.

OQUESTION 6

factors to consider when updating electronic mail in the

a) Describe any five (95)
(15 marks)

mail movement register.

an organisation of your choice.

b) Draw an incoming mail movement register of
(5 marks)
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QUESTION 7

Outline the pro
a) Incoming mail

b)  Outgoing mail

cedure to be followed 1n handling:

(10 marks)

(10 marks]
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