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INSTRUCTIONS 

Answer any THREE questions. 

 

1. Discuss five advantages and five disadvantages of digitizing  records and Archives 

 centre and state any five Electronic Document Management System (EDMS) on the 

 market today. 

 

2. Discuss five important components that an efficient Electronic Document 

 Management system should have. 

 

3. Discuss the following steps in the preservation plan for electronic records: 

 i) Needs Analysis 

 ii) File format Options 

iii) Digital preservation techniques 

 

4. Discuss the skills you would look for before recruiting a perspective information 

 records manager for an electronic record center. 

 

5. “With the current use of electronic information resources, there is need to do away 

 with paper records and have a paperless environment”.  Discuss. 


