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-Answer ALL questions in section A
-Answer ANY TWO questions in section B
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SECTION A:  (COMPULSORY)

QUESTION 1 (COMPULSORY)

© 2014 – Technical University of Mombasa  Page 1



(a) Define a records center. (2 marks)

(b) Enumerate any FOUR types of records centers. (4 marks)

(c) Outline FIVE functions of a records center. (5 marks)

(d) Explain FIVE requirements for setting up a records center. (10 marks)

(e) Describe THREE methods a records center can use in the disposition of its records. (9 marks)

SECTION B:  Answer any TWO questions from this section

QUESTION 2

Explain the EIGHT steps that are involved in planning and developing a records center for the care of 
semi-current records. (20 marks)

QUESTION 3

(a) Explain FIVE duties of records center staff. (10 marks)

(b) Explain FIVE functions of communications and technology systems in a records center.
(10 marks)

QUESTION 4

Describe FIVE procedures to be followed in relation to records center management. (20 marks)

QUESTION  5

(a) Explain the following terms:

(i) Emergency plan (3 marks)
(ii) Vital records (3 marks)

(b) Explain the qualities records must possess to ensure security. (14 marks)
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