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Question 1 

Briefly explain each of the following terms. 

a) Archives        (5) 

b) Record        (5) 

c) Records management       (5) 

d) Vital Records       (5) 

 

[20] 

Question 2  

In detail discuss one theory of records management of your choice.  

           [20] 

Question 3 

a) Give a clear description of any three principles of indexing in archives and records 

management.        (12) 

b) Mention any four functions of a records management policy?    

        (4) 

c) With examples, mention the values of records.   (4) 

 [20] 

Question 4 

Briefly differentiate the centralized registry system and the decentralized registry system. 

           [15] 

Question 5 

Discuss the steps taken when developing a vital records management programme. 

 [25] 


