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INSTRUCTIONS 

Answer any THREE questions 

 

1. Discuss advantages and disadvantages of using an outside consultant to carry out a 

 feasibility study aimed at establishing a Records Management Program in your 

 organization. 

 

2. What factors should be considered in selecting an appropriate filing classification 

 system for your organization. 

 

3. Discuss challenges facing records management in organizations today and for each 

 challenge provide possible solutions. 

 

4. Why should records be appraised? 

 

5. Effective records management is key to good business and good governance.  

 Discuss. 


