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INSTRUCTIONS:
Question ONE is compulsory. Attempt any other TWO (2) questions

1. a) Using appropriate examples, discuss the THREE (3) types of records (15 marks)
b) Explain TWO (2) reasons why a file may leave the registry (2 marks)
¢) Explain any EIGHT (8) factors to be considered when selecting a records classification
system (8 marks)
d) Highlight FIVE (5) disadvantages of a centralized registry system (5 marks)
2. a) Explain the value of records in an organization (6 marks)
b) Explain any FIVE (5) justifications of having a records management programme in an
office (5 marks)
c¢) Highlight FOUR (4) types of tracking tools used in a records office (20 marks)
3. Explain any FIVE (5) types of tracking tools used in a records office (20 marks)

4. a) What is a Decentralized Registry system (2 marks)
b) Explain any FOUR (4) advantages and FOUR (4) disadvantages of a decentralized
registry system (8 marks)
¢) Discuss any FIVE (5) factors necessitation application of ICTs in a records office
(5 marks)
5. a) Highlight FIVE (5) factors necessitating application of ICTs in a records office
(5 marks)
b) Explain THREE (3) Phases or a records life-cycle concept (15 marks)
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