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INSTRUCTION: ANSWER QUESTION ONE AND ANY OTHER TWO

QUESTION 1
(1a)Define the term Records (Smarks)

(1b) Discuss the Five (5) Types of Records. (25 Marks)

QUESTION 2
Discuss the Four (4) Physical Attribution of a Good Record. (20 Marks)

QUESTION 3
Explain any Five (5) Functions of Management. (20 Marks)

QUESTION 4

You have been appointed as the new Records Manager in your organization with the aid
of a diagram, explain in detail the Records Lifecycle. (20 Marks)

QUESTION 5
Discuss Four (4) reasons why universities are motivated to keep their records. (20
Marks)
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