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

 SECTION A: COMPULSORY        

QUESTION ONE 

a) Assuming you are an in-charge records officer of your institution, clarify how you would 

conduct the computerization process of your records                                         [15 Marks]      

b) Digitization of records should blend well with the organization’s business processes, goals, 

objectives and priorities. Highlight the main issues that should be considered before the 

digitization process                [15 Marks] 

c) Describe the key features that characterize a good digitization tool                         [10 Marks] 

 

SECTION B: ANSWER ANY THREE QUESTIONS 

QUESTION TWO 

a) Explain any five general policies to put in mind when carrying out digitization activities 

               [10 Marks] 

b) As a manager in a record center, explain whether you would outsource or do in-house 

digitization activities. Support your answers                        [10 Marks] 

 

QUESTION THREE 

a) As much as going paperless may come with its many advantages, some critics have argued that 

paperless organization have their own challenges. Explain any five challenges that paperless 

organizations face              [10 Marks] 

b) Discus any five key functions of an electronic records keeping system                  [10 Marks] 

 

QUESTION FOUR  

a) Explain the different categories of costs and benefits to be taken into consideration during cost-

benefit analysis of a digitization tool                        [10 Marks] 

b) What are the retention necessities for electronic records?           [10 Marks] 

 

QUESTION FIVE 

a) Discus any five ethical considerations for an electronic records manager       [10 Marks] 

b) Enumerate five digitization trends in the 21
st
 century                      [10 Marks] 

 

QUESTION SIX  

a) Describe five requirements for a digital information service                   [10 Marks] 

b) In some cases, records are identified to be transferred to the Archives for permanent 

preservation. Highlight potential risks likely to occur in the process of digitizing these archival 

materials                             [10 Marks] 

 


	INSTRUCTIONS TO CANDIDATES

