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QUESTION ONE (COMPULSORY)

(a) Define the following terms and phases
i)  Record taxonomy
ii)  Records inventory
iii)  File index
iv)  Coding system
v)  File numeration
(b) Discuss the benefits of a record classification scheme.

QUESTION TWO

(a) Describe the features of a good file indexing system.
(b) Discuss the THREE record classification levels.

QUESTION THREE

(3 marks)
(3 marks)
(3 marks)
(3 marks)
(3 marks)
(15 marks)

(10 marks)
(10 marks)

(a) Explain the numeric file classification system highlighting the advantages and disadvantages

of the system. (10 marks)
(b) Discuss the challenges in automating records classification. (10 marks)
QUESTION FOUR
(a) Highlight the attributes of a good filling system. (10 marks)
(b) Discuss the requirement of a good file classification system. (10 marks)
QUESTION FIVE
(a) Describe steps of conducting a records inventory. (10 marks)
(b) Discuss the impact of ICT in records taxonomy. (10 marks)
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