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CAUTION: All exam rooms are under CCTV surveillance during the examination period. 
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 SECTION A: COMPULSORY        

QUESTION ONE 

a) Discuss five requirements of a good file classification system.                            [10 Marks] 

b) Discuss any five challenges that you will likely come across in the process of appraising records                                             

           [10 Marks] 

c) Describe any five types of agents of destructions that affects record keeping      [10 Marks] 

d) Explain any five benefits associated with digitizing records                                [10 Marks] 

 

SECTION B: ANSWER ANY THREE QUESTIONS 

QUESTION TWO 

a) When working as a records officer in a public office, one encounters numerous challenges in 

management of records. Discuss six ways of overcoming such challenges.   [12 Marks] 

b) Discuss any four storage spaces for electronic records                                      [8 Marks] 

 

QUESTION THREE 

a) Explain any four classification levels applied in registries to protect records from unauthorized 

access                         [8 Marks] 

b) Explain any six possible challengers that affects smooth management of records [12 Marks] 

 

QUESTION FOUR  

a) Discuss any five benefits of file indexing           [10 Marks] 

b) Your office has piled records that needs to be disposed. Explain five reasons why you will need 

to conduct a record survey exercise before disposal                                [10 Marks] 

 

QUESTION FIVE 

a) Top secret records should be handled carefully in an organization. Surpassingly you have been 

given the responsibility of disposing such records,  discuss five ideal ways you will accomplish 

that task                                                                                               [10 Marks] 

b) Describe any five qualities of a good file                                                             [10 Marks] 
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