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i. This paper consists of TWO sections, SECTION A & B
ii. Answer FOUR (4) Questions in all.
iii. Section A is COMPULSORY, Answer any THREE questions from Section B
iv. Credit will be given for the use of relevant examples and illustrations.
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SECTION A (THIS SECTION IS COMPULSORY)
Question One 
Read this short passage and answer questions that follows;
The   Kisoro District Local Government recently had a disastrous flood that took out a number of civic buildings, including the local archives office. The majority of physical records, such as property deeds, council meeting minutes, and public health records, were destroyed or severely damaged by water. While electronic records stored on the city's servers were generally safe, the staff reported that backup procedures were spotty and some key databases had not been updated recently. In response to the loss, the city council has tasked the Records Management Department to develop a comprehensive disaster preparedness and recovery plan, and you have been asked to offer professional advice to Records Management Department as it embarks on this task. As a professional in records and archive management;
a) Identify for them the five key risks to local government records in case of a natural disaster	(05 marks)
b) What would be the effect of fire outbreak on local government files				(05 marks)
c) Describe for them the five steps they need to put into consideration when creating a disaster plan for the Records Management Department.                 				 			(10 marks) 
d) Explain to them any six (06) Elements of a disaster or prevention plan they need o take note of. 
(012 marks)
e) describe for them the four (4) Phases of the Disaster plan they need to know.			(08 Marks)

SECTION B (ANSWER ANY THREE QUESTIONS FROM THIS SECTION)

Question Two
You are a preservation officer at the at Local Government, which is filled with all types of historical records from the early 20th century, including paper documents and photographs. Researchers will frequently visit the archive, posing a potential risk of damage to fragile materials. You need to write protocols for care and handling that protects these records but still allows access to them. In view of this;
a) Identify any five (5) fragile materials that can lead to deterioration due to frequency in accessibility without proper care and handling									(05Marks)
b) [bookmark: _Hlk215638157]Explain any three (3) specific handling guidelines that you would implement to minimize damage for each of the above materials mentioned in 2(a)							(15 Marks)					
Question Three
The Ministry of Education and Sport has recently completed a mass digitization project to convert its paper documents into digital form. However, much of the sensitive physical documents such as students' exam scripts, personnel records, and finance reports must be stored securely. As a recently hired Records Manager, you are required to manage the process of acquiring a secure store facility for the records of the Ministry. In relation to this statement;
a) Describe any five (5) significant things you would take into account while preparing to establish this secure storage facility.										(10 Marks)
b) Explain any five (5) physical and environmental security measures to be implemented in order to protect the records 										(10 Marks)





Question Four
[bookmark: _Hlk215642149]A national archive building from the 1960s has recently reported widespread deterioration: paper documents are becoming brittle, bindings are failing, and staff have noticed increased pest activity. The HVAC system has not been upgraded for decades, and disaster plans are outdated. As a Records Officer; 
a) Discuss in detail any five (5) preservation and conservation techniques you would implement to stabilize and protect the collection. 									(10 marks) 
b) Explain any five (5) challenges limiting preservation and conservation of records in Uganda. (10 marks)

Question Five 
Critically examine the key strategies an organization should implement to ensure the safe storage of manual records. In your answer, with relevant examples to support your argument, discuss environmental controls, security measures, staff practices, and storage infrastructure. 					(20 Marks)

Question Six 	
a) Define term Digitization.							  		(02 marks)
b) With respect to information retrieval, discuss 6 factors to be considered before Digitizing record 														(06 marks)
c) Despite the many advantages of records digitization, records digitization also suffers from severe limitations. Discuss. 						      	 			(12 marks)

Question Seven 
 Records in an organization are prone to deterioration due to various factors. As a records management student, identify eight (8) key causes of records deterioration and for each cause, explain an appropriate solution that can prevent or minimize the damage.							(20 Marks)
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