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1. State the role of metadata in the development of a classification
scheme? (3 marks)
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2. List and briefly explain the FIVE (5) stages and THREE (3) phases of the
records life cycle. (8 marks)
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3. Briefly discuss the storage and migration issues surrounding manual and
electronic documents. (3 marks)
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4. Identify THREE (3) records management tools and briefly comment on
the purpose of each. (6 marks)

5. Give TWO (2) strategies used for managing manual records. (2 marks)

6. List FIVE (5) of the steps required to carry out a records management
needs analysis and state briefly what each step entails. (5 marks)
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7. Give FOUR (4) purposes of the International Standards Organization
(ISO) Records Management Standard 15489. (4 marks)

Semester 2 2009/2010

The University of the West Indies Course Code 20..../..../...

DO NOT WRITE OR TYPE ON THE BACK OF THIS SHEET: USE ONE SIDE ONLY INSTRUCTIONS: Each page must be
signed by the First and Second Examiners, and where applicable the University and External Examiners. Completed forms
should be handed to the Senior/Assistant Registrar (Examinations). Where applicable, the EXTERNAL EXAMINER is
required to sign the question paper and return it with comments, if any, (on a separate sheet), to the Senior/Assistant
Registrar (Examinations).



I.D. #

8. Briefly explain what is meant by these statements and state ONE(1) way
that the organization can ensure that these record characteristics are
upheld:

- arecord must have authenticity

- arecord must have integrity

- arecord must be Reliable

- arecord must be Usable. (8 marks)
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9. Why is contextual information important to the comprehension of a
record? (2 marks)

10. List FIVE (5) of the most common problems that a Needs Analysis may
uncover. (5 marks)

11. What are vital records? Briefly discuss the three methods used to
protect and manage these records. (5 marks)
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12. Give a definition for the records management programme. ldentify and
write briefly on FIVE (5) functions of a records management programme.
(7 marks)
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13. What are the benefits to an organization of adopting a records
management programme? List FOUR (4) such benefits. (2 marks)

END OF QUESTION PAPER
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