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INSTRUCTIONS

Answer Question ONE and any other Two Questions

1 a) Explain the Four (4) qualities of records ( 20 marks)
b) Records can be classified by their types. Discuss. (6 marks)
c) Explain the Four (4) important concepts that govern management of
records and archives (4 marks)
2 Discuss the Four (4) phases of life cycle of records (20 marks)
3 a) Explain Five (5) advantages and Five (5) disadvantages of Centralized Registry
(10 marks)
by Explain the principle of Respect des Fonds (10 marks)
4. a) Records can be classified according to the creators. Discuss this statement and
give examples where applicable (15 marks)
b) Highlight Five (5) characteristics of a good filing system (5 marks)
5. Records undergo five (5) processing activities. Discuss. (20 marks)
(20 marks)
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INVOLVEMENT IN ANY EXAMINATION IRREGULARITY SHALL LEAD TO DISCONTINUATION



