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SECTION A 

1) Define Records Management. (2 marks) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

2) Define each of the following:  

Active records 

________________________________________________________________________

________________________________________________________________________ 

Semi-active 

________________________________________________________________________

________________________________________________________________________  

Permanent records 

________________________________________________________________________

________________________________________________________________________ 

(3 marks) 

 

3) What is the purpose of a records inventory?  

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 Briefly explain and offer THREE (3) reasons for conducting an inventory.  

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________(5 marks) 
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4) Typically, the Records Manager manages the corporate information and the Librarian 

manages the published materials. With reference to this statement, briefly discuss THREE 

(3) differences in the management of information resources in a records management unit 

and a library. (6 marks) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

  

5. (a)  Based on the records lifecycle concept, what are the THREE (3) evolutionary  

  stages of a record? (3 marks) 

 ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

(b) Discuss the records management activities that are undertaken at each stage in the 

records lifecycle. (5 marks) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
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________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________ 

 

6. (a) What is a records classification? (2 marks) 

 ________________________________________________________________________

 ________________________________________________________________________

 ________________________________________________________________________ 

 

(b) List FOUR (4) prerequisites that one should consider prior to building a records 

classification scheme. (4 marks) 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

(c) Using a diagram, classify the following records: 

i. Purchase Orders 

ii. Contracts 

iii. Human Resource Policy Manual 

iv. Individual Student Files (8 marks) 
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SECTION B: CASE STUDY 

 

You have been hired as a Records Management Consultant at a Government Ministry that 

has historically been heavily dependent on paper records.  The onset of the Covid-19 

pandemic made it necessary for records and information to be accessible remotely. You 

have been asked to implement an electronic records management system because the 

current records management programme will need to be amended to guarantee business 

continuity. 

 

7. Discuss TWO (2) pieces of legislation that you must consider when developing your 

records management programme. (6 marks) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

 

8. Discuss TWO (2) steps in the methodology to be used throughout the life of the 

project (8 marks) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
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________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

9. Recommend TWO (2) changes that can be implemented in managing the lifecycle 

of the Organisation’s records. (8 marks) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

 

END OF PAPER 

 

 


