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INSTRUCTIONS TO CANDIDATES
e Answer Question ONE and any other TWO QUESTIONS



QUESTION ONE (COMPULSORY 30 MARKS)

a) Explain the following concept:

i. Business (2 marks)
ii. Multi-national (2 marks)
iii. Corporate bodies (2 marks)
iv.  Business information (2 marks)
v. Public organization (2 marks)

b) Discuss the uses of records in business management. (10 marks)

c) Discuss security of business records as applied in organizations.

(10 marks)
QUESTION TWO
a) Giving appropriate examples, state THREE types of business
organizations. (10 marks)
b) Discuss the life cycle of business records. (10 marks)
QUESTION THREE

a) You have been appointed as a Record Manager in Maasai Mara

University. Discuss TEN types of business records you could preserve to

enhance University transactions (15 marks)
b) Discuss the advantages of corporation (8 marks)
QUESTION FOUR
a) Discuss the role of record keeping professionals. (10 marks)

b) “Your friend had been appointed as an Archivist at Maasai Mara
University and he would like to investigate sources of business
information within the University”. Discuss sources of business

information he is likely to find. (10 marks)
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