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TECHNICAL UNIVERSITY OF MOMBASA
School of Business

Department of Business Administration

UNIVERSITY EXAMINATION FOR:

BACHELOR OF BUSINESS AND OFFICE MANAGEMENT

BSC 4102: KEYBOARDING AND DOCUMENT PRODUCTION

SERIES JULY 2025

TIME: 2 HOURS

DATE:  Jul2025

Instructions to Candidates
You should have the following for this examination
-Answer Booklet, examination pass, and student ID
This paper consists of FOUR questions. AttemptALL questions.
Do not write on the question paper.

Instructions to the Candidates

1. Answer ALL the questions

2. Type on one side of the paper only and use a fresh sheet of paper for each 

question.

3. Type your Student Number, Exercise Number on top of each sheet of paper 

used.

4. Read carefully the instructions for each question.  You should aim at 

producing mailable work.

5. Type exercise 1, once only during the timed five minutes.  This will be 

collected immediately.  Exercise 2, 3 and 4 will be typed in 1 Hour 55 minutes.

6. Any defect in the machine should be reported to the invigilator immediately.



Page | 2 

Warm-up Exercise

This is a warm-up passage.  It does NOT constitute part of the examination.  
Type in double-line spacing.  Time allowed: 3 minutes.
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Exercise 1 (10 marks)

Speed test at 30 w.p.m.  

Instructions

1. Type the following passage in double-line spacing.
2. Erasing is NOT allowed.
3. Time allowed: 5 minutes
4. Save it as SPEED in (STUDENT FOLDER) to print out later.
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Exercise 2 (20 marks)

Instructions

a)  Type each of the following sentences ONCE.
b) Proofread and edit making the necessary corrections on each line.
c) Number each line
d) Save it as DRILLS in (STUDENT FOLDER) to print out later.
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Exercise 3 (20 marks)

Instructions

a) Key the letter below
b) Proofread and format the letter as per the instructions 
c) Save the letter as LETTER in (STUDENT FOLDER) to print out later. 

Bizna limited
P.O. Box 6730 -215

Longonot/ font style: algerian, size 14, caps & centre 
Ref  BL/9/2025

(Today’s Date)

Ms Torome Kaka P O Box 302 – 520
west pokot/CAPS

Dear Sir

relocation to new premises/caps & bold

The growing demand for our goods and services has made it necessary for our company 
to move to larger premises.  In your earlier visits to our office, you may have noted the 
lack of space for storage of our products.  This made service provision slow as the 
employees’ movements were hampered by the limited space.

Amenities/Initial caps & underscore

We are fortunate to have acquired a good site at the Industrial Trading Centre  in Nakuru 
City.  The new site boasts of the following amenities:

a) Excellent transport facilities by road and rail.
b) Provision of clean running water.
c) Proximity to banks and government agencies./use roman (i) – (iii) to number

Relocation/Initial caps & underscore

We intend to relocate in the first week of next month. The move will enable prompt 
product delivery and provide an opportunity for faster and more efficient service 
delivery.   Our clients and employees will also be able to access the premises   
conveniently  ./  STET

We take this opportunity to thank you for your patronage.  We look forward to offering 
you better services in our new location. NP /In case of any query, please call or visit us.
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Yours faithfully,BIZNA LIMITED Caleb Wekesa Public Relations Officer/display 
appropriately
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Exercise 4 (20 marks)
Instructions

a) Key in the following memo.
b) Proofread and edit, use today’s date.
c) Format the paragraphs using Times New Roman, Font size 14, and justify.
d) Save the exercise as TASK 4 in (STUDENT FOLDER) to print out later.
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