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SECTION A: COMPULSORY

QUESTION ONE

Explain the following terms:
a) Records (5 Marks)
b) Records management (5 Marks)
c) Current Records (5 Marks)
d) Semi- Current Records ( 5 Marks)
e) Non- Current Records (5 Marks)
f) Continuum Model (5 Marks)

SECTION B: ANSWER ANY TWO (2) QUESTIONS FROM THIS SECTION
QUESTION TWO

Discuss the differences between the following concepts:

a) Records Management (8 Marks)
b) Information Management (4 Marks)
c) Knowledge Management (8 Marks)
QUESTION THREE
a) Discuss the value of records in an organization (8 Marks)

b) Explain how security of paper and electronic records can be ensured in an
organization (12 Marks)

QUESTION FOUR
Discuss principles of good records management in an organization

(20 Marks)
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