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1. (a) Rolls Documentation Centre is planning to carry outa records survey. Describe the
procedure that may be used. . dentity qec‘a:{d‘a SR:S ‘5‘1“‘1‘:’-3 (10 marks)
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(b)  Explain the purpose of retention 28d cflsposal of records. (10 marks)
2. (a)  Highlight four types of registries that may be found in a manufacturing company.
A cLounks  Regiotte es - (reneral Teqis LTRas (8 marks)
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b Explain the importance of e-records management in a university. 12 marks
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3. (a)  Desert Lake ScESSTiS fhcing challenges in filing Tts records. Explain five filing sl op ¢

methods that they may use to deal with the ¢ lenge. (10 marks)
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(b) Describe five stor:age facAhtles that may be found in a records centre. (10 marks)
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4. (a) Explain six advantages of usmg computers in records management. (12 marks)
Angy are accuca ~"Gtore \age amout of olata-

Tl er compared £ manual work — With this one goy g acous Hhos seury

(b)  Explain the procedure you may follow in receiving incoming mails. 3 '('lS marks)
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s (a) Highlight five activities that records m gihéht professional associations may engage
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(b)  Stoit Municipal Council has seta udgtt to start a records centre. Describe Hve types
of recordesrthat they may receive. . Pafer 1? Y—grr ;w o3 5 - publc 10OT () mag(s)
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6. (a)  Highlight five security measures that may be taken to protect documents in an arf:tltlé)ves.
W o - Inserting of - alaeeiig - Carrying out pect management 47T marks)
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Q
W (b)“m Explain the procedure you may use to establish a vital recofds profection programme.

(10 marks)
s (a) Highlight five principles of electronic records file naming system.>4- (10 marks)
(b) - Describe five duties of a records officer in a public institution in Kenya. (10 marks)
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