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1. This paper consists of TWO sections, SECTION A & B
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SECTION A- (This section is compulsory) 
QUESTION ONE
a) Differentiate between archives and archival administration 				(05 Marks)
b) Give five (5) examples of printed archival materials 			 		(05 Marks)
c) List three finding tools used in an archive 						(06 marks)	
d) State four (4) equipments found in an archival institution	 			(04 Marks)
e) Outline (4) guidelines of preserving archival materials              		 	(04 Marks)
f) List five main values of Archives 						 	(05 Marks)
g) State any three importance of encapsulation as a way of conserving archival materials (06 marks)	
h) Outline five challenges faced by the national archives			 		(05 marks) 

SECTION B- (answer only three questions in section B)
QUESTION TWO 
During a management meeting at UBC, you led a discussion on archival centers. As an Archivist;
a) Explain five types of arrangements that are used in the above center 			(10 Marks)
b) Discuss five roles of the personnel in the above center					(10 Marks)

QUESTION THREE
You have been invited to speak about the principles of Archives Management to staff of your district. In your speech;
a) Describe to them what are the five principles of Archives Management			(10 Marks) 
b) Discuss for them the five relevance of the principles described in 3 (a) above. 		(10 Marks)

QUESTION FOUR 
The National Archives of Uganda were shifted to Kampala due to the threats to the materials in their previous location in Entebbe. The National Archives of Uganda has recruited you as an archivist to manage the Archival materials. In relation to this; 
a) As a professional Records officer, explain to the Archivist five threats to be handled in his work 													(10 Marks) 
b) Discuss five ways by which the threats in 4(a) can be controlled		 	(10 Marks)

QUESTION FIVE
World wide Ministries Church has challenges in managing its archives. They have advertised to recruit staff so that they improve service delivery in the church archives and fortunately you are engaged as a consultant who prepared the job descriptions and interviews. In this task;  
a) What did you outline as five qualities of staff to be recruited?				(05 Marks)
b) Explain what you considered as the five roles of the staff to be recruited in the above center 		 
(10 marks) 
c) Describe five tools and equipment needed by the staff recruited to perform their duties effectively 													(05 Marks)



QUESTION SIX 
Stanbic Bank has challenges in disposal of their records leading to loss of vital records. As the Bank Records officer, you are requested to prepare a record retention schedules of the Bank 
a) Define the term records Retention schedules 						(02 Marks)
b) Explain five importance of carrying out the above activity 				(10 Marks)
c) Discuss four elements of considered in the preparation of the schedules.	 	(08 Marks)

QUESTION SEVEN 
Your immediate supervisor has requested you to prepare a presentation on preservation of Archives Records 
a) Explain five methods used in the topic that you will include in your presentation	(10 marks) 
b) Discuss five challenges that you will include in your presentation about the above topics 
(10 Marks)
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