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PAPER NO: 358/22/M04-CLASSIFICATION OF RECORDS

OUESTION 1

Cite any four (4) characteristics of a record. (20 marks)
QUESTION 2
Highlight any five (5) importance of a records inventory. (20 marks)
QUESTION 3

Differentiate between manual and electronic classification systems.
(20 marks)

QUESTION 4
Explain any five (5) filing equipment that are used in Information Centres.
(20 marks)
QUESTION 5
Describe any five (5) tools used to locate files in registries. (20 marks)
QUESTION 6
Numerate any five (5) filing systems that can be used in organisations.
(20 marks)
QUESTION 7
Summarise any five (5) functions of an index. (20 marks)
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