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QUESTION ONE 

a) Define the term Record Management(2marks) 

b)  Discuss any four Principles of Record Management   (8 marks) 

c) Discuss any five reasons why record management is essential for any 

business organization                   (10 marks) 

d) Highlight any five essentials of a filling system                 (5 marks) 

e)  Imagine you are the Human Resource officer in an organization. What 

would happen ifyou lost all the records on the employees in the 

organization?                                                                                       (5 marks) 

QUESTION TWO 

a) Highlight any five causes of in efficient filling     (5 marks) 

b) Discuss any two theories of Record Management                            (10 marks) 

QUESTION THREE 

a) Highlight any five Features of an effective records management system 

 (5mars) 

b) Define the term ethics, and critically Discuss any four emerging issues in 

Records management.                                                                                      (10Marks) 

QUESTION FOUR 

a) Which five indexing methods can be used in a filing system?(5 marks) 

b) Filing is an important element of any business set up. Explain any five 

essentials of a good filing system.     (10 marks) 
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