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INSTRUCTIONS:
Answer any THREE questions.
Q.1  Question ONE is compulsory (see attached case study).

Q.2  Discuss five reasons that may justify the implementation of a records

management programme in an organization.

Q.3 Explain the importance of a records retention programme focusing on the

economic and legal benefits of the programme.

Q.4 Using appropriate examples, discuss five values inherent in records in the course

of their life time.

Q5 a) With appropriate examples, discuss four characteristics of records.

b) What benefits do records provide for organizations.
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