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-Section A is COMPULSORY and carries 30 marks.
-Answer ANY TWO questions ONLY from section B
This paper consists of 2 printed pages

SECTION A: (COMPULSORY) 30 MARKS
QUESTION ONE

(a) Define the following:-
(i) Registry
(ii) Record

(iii) Registry management

(iv) Automation (10 marks)
(b) State FOUR records security classification levels (5 marks)
(c) Briefly outline THREE Registry Acts on registry/Records management (5 marks)
(d) State THREE types of registry systems (5 marks)
(e) State THREE records filing methods (5 marks)

SECTION B : ( Answer any TWO questions from this section) 40 marks

QUESTION TWO

(a) Discuss the advantages and disadvantages of a centralized registry system (10 marks)

(b) Outline the purpose and functions of a registry. (10 marks)
QUESTION THREE

(a) Explain the challenges failing registry systems in Kenya (10 marks)

(b) Explain the duties and functions of Registry filing clerk. (10 marks)
QUESTION FOUR

(a) Outline and explain points to be considered when selecting records storage equipment.

(10
marks)

(b) Enumerate and explain types of records storage equipment. (10 marks)
QUESTION FIVE

(a) Explain factors to be considered when deciding on the registry system (10 marks)

(b) Enumerate indicators of a poor registry system. (10 marks)
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