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THE UNIVERSITY OF THE WEST INDIES 

   Semester l □    Semester II  □  Supplemental/Summer School □ 

Examinations of December  □  /April/May   □  /July   □  2010 

Originating Campus:  Cave Hill        □ Mona          □ St. Augustine   □          

Mode:                              On Campus    □             By Distance    □ 
       

Course Code and Title: LIBS3801 – RECORDS MANAGEMENT: PRINCIPLES &               

PRACTICE 

 

 
Date:      Time:   
 
Duration: 2 Hours    Paper No: 

 
Materials required: 

                             Answer booklet:     Normal                □   Special                        □   Not required    □                     

                                      Calculator:     Programmable   □   Non Programmable   □ 
                         (where applicable)          

  Multiple Choice answer sheets:      numerical            □   alphabetical               □  1-20   □ 1-100  □ 
 
Auxiliary/Other material(s) – Please specify: 

 

 
Candidates are permitted to bring the following items to their desks:  Pencil or pen, Ruler, ID card, 
Exam card 

 

Instructions to Candidates: This paper has   9     pages &    13     questions. 

 

Candidates are reminded that the examiners shall take into account the proper use of the English 

Language in determining the mark for each response.  

 

ANSWER ALL QUESTIONS IN THE SPACES PROVIDED. 

 

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

   -   a record must have authenticity  
   -   a record must have  integrity 
   -   a record must be Reliable 
   -   a record must be  Usable. (8 marks) 
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9.  Why is contextual information important to the comprehension of a 
record? (2 marks)  
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10. List FIVE (5) of the most common problems that a Needs Analysis may 

uncover.   (5 marks) 
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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. Identify 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)  
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