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INSTRUCTIONS TO CANDIDATES

Answer Question ONE and any other TWO questions



SECTION A:

Qn1. a) Discuss the following concepts :

i) Archives ( 3 Marks)
ii) Records ( 3 Marks)
ii) Archives Management ( 5 Marks)
iv) Kinds of Archives ( 6 Marks)
b) Explain the importance of Archives ( 5 Marks)
c) Explain why archives should be properly managed in any given
organization ( 8 Marks)
SECTION B
Qn.2a) Discuss the five management functions of Archives system
( 15 Marks)
b) Explain why planning is an important aspect in management of archives
system (5 Marks)
3) a) Discuss the role of archives in society ( 15 Marks)

b) Describe the different values of archives when appraising non-current
records ( 5 Marks)

Qn.4 Archives programmes in an institution are important activities that an
archivist would like to carry out.

a) Discuss any four archival programmes in an institution. ( 16 Marks)

b) Explain why survey of records is an important activity in the management
of records ( 4 Marks)
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