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QUESTION ONE (COMPULSORY)

(a) Explain the following terms as used in records management. [10 marks]
i.  Current records
ii.  Semi-current records
iii.  Non-current records
iv.  Appraisal
v.  Action date
(b) Discuss the benefits of using a records centre over other systems of records management
[15 marks]

QUESTION TWO

Assuming that you have been contracted to oversee the construction of a large records centre for your
organization, please discuss using relevant examples the major characteristics that the centre must

have in order to provide effective service [15 marks]
QUESTION THREE

Discuss the five principles of preservation in records management stating why it is necessary to

observe each principle [15 marks]
QUESTION FOUR

Using appropriate examples, discuss the stages you would go through in managing human resources

in your records centre and what they entail [15 marks]
QUESTION FIVE
Briefly describe the steps in developing a budget [15 marks]
QUESTION SIX

Records centers like many other organizational systems are responding to rapid changes that are
affecting the society. Discuss the emerging Issues that records centre managers are likely to deal
with [15 marks]
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