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SECTION A: (THIS SECTION IS COMPULSORY)

Question One
Explain with relevant examples the following terms used in Records and Archives Management.
a) Records Management                 						 		(02 Marks)
b) Active Stage of records							 		(03 Marks)
c) Archival Principles   								
i. Respect des fonds									(03 Marks)
ii. Provenance and 										(03 Marks)
iii. Original Order 										(03 Marks)
d) Describe with relevant examples three types of Registries commonly found in an organization 														(06 Marks)
e) State five (5) Characteristics of a record 							(05 Marks)
f) State any five principles of Records Management                                	 		(05 Marks) 
g) Mention any five types files commonly used in organizations            			(05 Marks)  
h) Mention any five forms of records                                                          			(05 Marks)

SECTION B: (ATTEMPT ANY THREE (3) FROM THIS SECTION)
Question Two:  
A hospital creates patient treatment records at the reception. These records are used on a daily basis by doctors and nurses. They are kept for years after treatment of patients, archived for research or incinerated when retention periods expire. With reference to this statement:
a) Explain any five (5) functional activities you would perform as a records officer in keeping patient files in the hospital.        	 				 					(10 Marks)
b) [bookmark: _Hlk215071606]Discuss five (5) reasons why disposing off patients records in the hospital is particularly sensitive                                                                                			   										(10 Marks)
Question Three
A hospital has recently upgraded to an electronic health records system. During treatment, nurses enter patient information while doctors update diagnosis notes, and administrative personnel store the records centrally. Inactive patient files are moved to long-term storage after seven years. After 20 years, some records are destroyed while others are preserved permanently. As an expert in records management;
a) Identify the stage(s) of the records management life cycle represented by the above scenario	(10 Marks) 
b) Discuss any five reasons why some patient records are required to be retained permanently.	(10 Marks)									 
Question Four 
A company receives letters, emails, and packages from suppliers and customers each day. The office assigns the incoming correspondence to the relevant department for action. The company's responses are sent out through letters and emails after processing. A record clerk logs all incoming and outgoing documents in a register. In view of this; 
a) State any five (5) procedures for handling incoming mails 					(05 Marks)
b) Identify two types of correspondence registers, illustrate with a diagram the contents of the above registers.    											(15 Marks)                                        
Question Five 
File movement constitutes an important aspect of Registry management that ensures stakeholders have access to data and information. However, there has to be monitoring of the movement of files at all times. In view of this, as a Records Officer;
a) Explain five (5) reasons why Registries need to monitor file movement.  			(10 Marks)
b) When you visited the Registry recently, what did you identify as the five (5) key causes of file tracking?                                     								(10 Marks)  

Question Six
a) Describe the historical developments of the Records Management from the ancient times to date.    			               									(10 marks)
b) Discuss the latest trends you would advise institutions to adopt in the management of Records and Archives and why 			 			   				(10 marks)

Question Seven
Mr. Innocent works as a Records Assistant at Wakiso district and he is expected to clearly define the principal functions of his department in the district. In view of this;
a) List five of those principal functions the department performs.		   		(05 Marks)
b) Give five prefix codes with numbers for the functions of each department.    			(05 Marks)
c) Construct a key word list of at least five (5) words used to create references. 			(05 Marks)
d)   Assign File Reference Numbers using prefix codes and numbers from the keywords and codes you have created.							    					(05 Marks)
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