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SECTION A (THIS SECTION IS COMPULSORY)

Question One
Provide short answers 
a) What term refers to the systematic control of the creation, receipt, maintenance, use and disposition of records?                                                                                                 


(02 Marks)
b) Mention four (4) control mechanisms required to document a file in the registries. 
(04 Marks)
c) What term refers to a unit within an organization that stores all current records are received and stored in one place?


                                                           


(02 Marks)
d) Mention five (5) duties performed by records managers in the Registry

(05 Marks)
e) Describe five (5) importance of classifying records in the Registry


(05 Marks)
f) Give five (5) factors you would consider in selecting a filing system for an institution(05 Marks)
g) Give at least five (5) challenges Records Managers face in the Registry

 (05 Marks)
h) What system identifies related records according to their functions, subjects and groups them into their distinctive classes



                                                 
 (02 Marks)
i) In managing registries, a/an __organizes files and documents into a logical arrangement. 
 (02 Marks)
j) In registry management, a representation of a classification scheme, in letters and/or numbers and in accordance with a pre-established set of rules is called a/an…………


(02 Marks)
k) Records such as meeting minutes, correspondences, policies and procedures, curriculum documents, financial and human resource records can be categorized as …………………
(02 Marks)
l) What term is used to the process of determining the value of records for further use and the length of time for which that value will continue?  





(02 Marks)
m) State the Registry function that protects the records from damage or deterioration like storing them in acid-free containers. 








(02 Marks)
SECTION B (ANSWER ANY THREE (3) QUESTIONS IN THIS SECTION)
Question Two

You have just been hired as a Records Manager at AlphaTech Ltd., a fast-growing technology company with offices in five different regions. The company handles large volumes of sensitive data, including legal documents, employee records, and client contracts. The top management is considering whether to adopt a centralized or decentralized registry system for document management. As an expert in Records management;

a) Distinguish for them between centralized and decentralized registry systems
(02 Marks)
b) Explain to them any four (4) advantages and four (4) disadvantages of a decentralized registry system










(08 Marks)


c) What type of registry system would you recommend for Alpha Tech Ltd, and give five (5) key justifications for your choice?

                                               


(10 Marks)




Question Three
You're a final-year student specializing in records management, and you've successfully reached the oral interview stage for a Registry Officer position at the Bank of Uganda. During your interview, a panelist poses a question specifically designed to assess your practical knowledge of filing principles.

a) Enlighten the interview panel about the two (2) factors considered in selecting a filing system. 






           





(04 Marks)
b) Explain to the panel six (6) methods of filing used in a registry.     

 
(06 Marks)
c) Describe six (6) characteristics of a good system of filing.              


(12 marks) 
Question Four
Mr.Mutebi is the  newly appointed Records Officer at the Central Public Library. Among his responsibilities is to manage the file registry system to ensure that documents are correctly titled, stored, and can be retrieved easily. A colleague from the Finance Department approaches him requesting for the file that contains last year's budget report for library maintenance created sometime around October, but not sure about the exact title. As the Records Officer:
a) Describe the five (5) steps that could be used in requesting for the file.  

(10 Marks)
b) Explain the five (5) file titles that could be used to retrieve the requested file. 
 (10 Marks
Question Five

Kiboga Regional Hospital hired Ms. Namulinde Bridget as new records manager. The hospital medical records registry has been an expanding jungle of documents some of which date back decades causing a lot of retrieval problems. To solve those problems, Mr. Ssempebwa her predecessor had started a “Silent Archive” initiative, which mainly entails removing the outdated and inactive records. He implemented a simple weeding policy but it’s obvious that a more methodical and planned approach is required and the hospital management is keen on seeing tangible results. As a records management student;
a) Discuss five (5) challenges caused by the volume of documents in the registry above (10 Marks)
b) Explain five (5) reasons for removing the outdated and inactive records.

(10 Marks)

Question Six

As a Record’s Student on Internship programme in one office of MoPS, you have been assigned a task of indexing records in its Registry. In view of this.

a) Describe the following three (3) types of indexing systems used for organizing records: Author Index, Vowel Index, and Vertical Card Index.
                   



(06 Marks)


b) Give any seven (7) benefits of indexing records in the Registry.               

(14 Marks)

Question Seven
You work for a public organization where enormous ledger books are used to manually keep records. The registry handles incoming and outgoing correspondence, file tracking, and archival of important documents. The institution decides to automate the registry system, as professional on the team overseeing this transition, you are asked to; 

a) Explain five (5) benefits accrued from the above exercise. 



(10 Marks).
b) Discuss five (5) challenges likely to be faced during the exercise above. 

(10 Marks)
Question Eight:

An official seal is the stamp or mark that is affixed to documents or records to indicate their authenticity, authority, or official status. Access to the seal is always restricted to the custodian or authorized personnel only. As a Records management student.

a) Mention Six (6) official documents that can bear a seal. 



(06 Marks)  
b) Discuss Seven (7) importance’s of an official seal.          



(14 Marks)
***END***
MARKNG GUIDE

Question One

(a) What term refers to the systematic control of the creation, receipt, maintenance, use and disposition of records?                                                                                                 

Answer; Records Management. (02 Marks)
(b) Mention four (4) control mechanisms required to document a file in the registries.

i. File diary, 
ii. File transit sheet, 

iii. File index,
iv. File Movement Slip. (04 Marks)

(c) What term refers to a unit within an organization that stores all current records are received and stored in one place? (02 Marks)

           Central Registry. 
(d) Mention five (5) duties performed by records managers in the Registry

(05 Marks)
i. Creation and Classification of Records

ii. Maintenance and Storage of Records

iii. Access Control and Retrieval

iv. Disposal and Archiving of Records

v. Compliance and Policy Implementation

(e) Describe five (5) importance of classifying records in the Registry

(05 Marks)
i. Efficient Retrieval of Information
ii. Improved Organization

iii. Enhanced Security and Access Control

iv. Facilitates Records Retention and Disposal

v. Supports Compliance and Legal Requirements
(f) Give five (5) characteristics you would consider in selecting a filing system for an institution. (05 Marks)
i. Simplicity
ii. Accessibility

iii. Compactness

iv. Economy

v. Flexibility

vi. Safety

vii. Retention

viii. Classification
(g) Give at least five (5) challenges Records Managers face in the Registry

 (05 Marks)
i. Lack of Adequate Resources

ii. Inadequate Training and Skills 

iii. Poor Compliance by Staff

iv. Volume and Growth of Records

v. Lack of Understanding and Support from Senior Management

vi. Technological Obsolescence
(h)  What system identifies related records according to their functions, subjects and groups them into their distinctive classes



                                                 (02 Marks)
File Plan OR Record Classification Scheme
(i) In managing registries, a/an ………organizes files and documents into a logical arrangement.                                                                     (02 Marks)












Classification Scheme

(j) In registry management, a representation of a classification scheme, in letters and/or numbers and in accordance with a pre-established set of rules is called a/an…………
(02 Marks)
Coding System

(k)Records such as meeting minutes, correspondences, policies and procedures, curriculum documents, financial and human resource records can be categorized as ……………(02 Marks)
Administrative Records

(l) What term is used to the process of determining the value of records for further use and the length of time for which that value will continue?  (02 Marks)
Appraisal
(m) State the Registry function that protects the records from damage or deterioration like storing them in acid-free containers (02 Marks)
Preservation

SECTION B 

Answer Any Three (3) Questions in this Section (60 Marks)

Question Two

You have just been hired as a Records Manager at AlphaTech Ltd., a fast-growing technology company with offices in five different regions. The company manages large volumes of sensitive data, including legal documents, employee records, and client contracts. The top management is considering whether to adopt a centralized or decentralized registry system for document management. As an expert in Records management;

(a) Distinguish between centralized and decentralized registry systems

(02 Marks)
This where records for the entire organization are gathered and stored in one location within the organization and its most effective for large companies that maintain large volumes of records   while 
This is where one department controls its own records and maintains them. In other words, records of one department stored separately from the records of other departments and each department maintains its records.

(b) State and explain four (4) advantages and four (4) disadvantages of a decentralized registry system










(08 Marks)
Advantages

i. Records are located near staff creating and using them.

ii. The system does not require extra space needed for centralized files.

iii. Records pertaining to only one or a few departments can be maintained and controlled more accurately because of the personnel’s familiarity with such records.

iv. Records that need to be referenced frequently or quickly can be accessed more conveniently and economically because they are stored nearest the most frequent point of use. 

v. The system may not require a full time staffing.

vi. Staff feels more comfortable knowing they are in control of their own filing and retrieving.

Disadvantages

i. There is confusion.

ii. Difficult supervision. Coordination of records management becomes hard in the decentralized system. This is because of the many departments that have to be supervised.

iii. Because records are scattered in a number of places or departments, location of these records is made difficult. 

iv. There is duplication of equipment. Departmental storage involves duplication equipment like cabinets, folders etc. each department must acquire these resources.

v. There is duplication of records. Unnecessary duplication of records exists in this category of filing. Where files are departmentalized, several copies of the same records might be made out. This leads to extra costs.

vi. The system is not cost effective in terms of stationary, equipment and staff.

vii. There is lack of uniformity or consistency.

(b) Discuss the type of registry system you recommend for Alpha Tech Ltd, and what are the five (5) key justifications for your choice?

                                                 (10 Marks)

Centralized Registry System this is where records for the entire organization are gathered and stored in one location within the organization.
Justifications:

i. Specialization is the first advantage

ii. Elimination of duplication of equipment

iii. Avoidance of duplication of records

iv. Standardization of policies and procedures

v. Better supervision

vi. Easy location of records

vii. Easy cross- referencing

viii. Maximum floor utilization and saves office floor space.

ix. Improved file facility and control

x. Accurately maintenance and control.

xi. Uniform service provided to all users


Question Three

You're a final-year student specializing in records management, and you've successfully reached the oral interview stage for a Registry Officer position at the Bank of Uganda. During your interview, a panelist poses a question specifically designed to assess your practical knowledge of filing principles.

a. Enlighten the interview panel about the two (2) factors considered in selecting a filing system. 






           

(04 Marks)
i. Volume of records

ii. How records are used
b. Explain to the panel six (6) methods of filing used in a registry.     

 (06 Marks)
i. Alphabetical
ii. Numerical

iii. Alphanumerical

iv. Chronological 

v. Geographical

vi. Subject

vii. Folder File

viii. Pigeonhole File

ix. Box File

x. Guard Book File

xi. Expanding Case File

xii. Arch Lever
xiii. Horizontal Filing
xiv. Vertical Filing
c. Describe three (3) advantages and (3) disadvantages of alphabetical filing system.         (12 marks) 
Advantages 

i. It is simple and easy to operate. 

ii. Separate index is required.

iii. New names can be added as necessary.
iv. Flexible and Scalable

v. Cost-Effective

vi. Quick Retrieval

Demerits

i. Difficulty arises when the name is very common or if the name is spelt wrongly.

ii. It may also be difficult to anticipate the space requirements. 
iii. Inconsistent Filing Due to Spelling Errors

iv. Difficult to Maintain Confidentiality

v.  Lack of Logical Grouping                                                                                                                     


Question Four
Mr. Mutebi is the newly appointed Records Officer at the Central Public Library. Among his responsibilities is to manage the file registry system to ensure that documents are correctly titled, stored, and can be retrieved easily. A colleague from the Finance Department approaches him requesting for the file that contains last year's budget report for library maintenance created sometime around October, but not sure about the exact title. As the Records Officer:
a. Explain five (5) steps that could be used in requesting for the file.  (10 Marks)
i. Identifying the File i.e Providing the file's title, file number, or other unique identifier, specifying the subject matter, date range, or other relevant details and if the file identifier is unknown, providing adequate information to enable registry staff to locate the file.
i. Submitting the Request i.e written, verbal or electronic

ii. Providing Required Information i.e the requester's name, department, and contact information, the purpose of the request and the date the file is needed.

iii. Verification and Authorization

iv. Tracking and Logging

v. File Delivery and Return
b. Discuss five (5) file titles that could be used to retrieve the requested file.  (10 Marks).
i. Subject

ii. Date

iii. Name of Client

iv. Unique file numbers

v. Combined multiple elements i.e comprehensive title
Question Five

Kiboga Regional Hospital hired Ms. Namulinde Bridget as new records manager. The hospital medical records registry has been an expanding jungle of documents some of which date back decades causing a lot of retrieval problems. To solve those problems, Mr. Ssempebwa her predecessor had started a “Silent Archive” initiative, which mainly entails removing the outdated and inactive records. He implemented a simple weeding policy but it’s obvious that a more methodical and planned approach is required and the hospital management is keen on seeing tangible results. As a records management student;
a. Discuss five (5) challenges caused by the volume of documents in the registry above (10 Marks).
i. Difficulty in Retrieval and Access

ii. Increased Storage and Space Constraints

iii. Risk of Loss, Damage, or Misfiling

iv. Compromised Security and Confidentiality

v. Compliance and Legal Risks
vi. High Maintenance Costs
b. Explain five (5) reasons for removing the outdated and inactive records.
(10 Marks)
i. To Improve Retrieval Efficiency

ii. To Free Up Storage Space

iii. To Reduce Administrative Costs

iv. To Comply with Legal and Regulatory Requirements

v. To Facilitate Effective Archiving and Preservation

vi. Improving Security and Confidentiality

Question Six


As a Record’s Student on Internship programme in one office of MoPS, you have been assigned a task of indexing records in its Registry. In view of this.

c) Describe the following three (3) types of indexing systems used for organizing records: Author Index, Loose-Leaf Index, and Vertical Card Index.
                  (06 Marks)

Author index is an index that lists alphabetically the authors of documents; the authors could be personal or co-operate and Subject Index where subjects are listed         

OR
An Author Index is an indexing system where records are organized and searchable primarily by the name of the individual or entity responsible for creating or originating the document
Loose Leaf index is an improved version of the bound book index. In loose leaf index single sheets are punched to fit in between metal hinges with the help of a metal screw. Pages are loose so that any page can be taken out or additional pages inserted.
Vertical Card Index is a manual indexing system that uses individual cards, typically filed on edge in drawers or trays arranged vertically. Each card contains an entry that represents a record or a group of records, providing key descriptive information (e.g., title, date, subject, creator) and, crucially, its storage location. The cards are arranged alphabetically or numerically based on a chosen indexing element (e.g., subject, name, or file number). 
d) Give any seven (7) benefits of indexing records in the Registry.               (14 Marks)
i. Indexes guide users to documents and other things.
ii. Indexes save time and make practical searches that would otherwise be given up easy.
iii. Indexes provide highly compact and useful information about a person or a field.

iv. Enhanced Retrieval Efficiency

v. Improved Accuracy and Consistency in Filing

vi. Better Utilization of Storage Space

vii. Facilitates Auditing and Compliance

viii. Enhanced Security and Control

ix. Supports Informed Decision-Making

x. Preservation of Institutional Memory
Question Seven

You work for a public organization where enormous ledger books are used to manually keep records. The registry handles incoming and outgoing correspondence, file tracking, and archival of important documents. The institution decides to automate the registry system, as professional on the team overseeing this transition, you are asked to; 

c) Explain five (5) benefits accrued from the above exercise. (10 Marks).

i. Improves access to information, 

ii. Saves time and reduces manual effort.

iii. Minimized Errors and Enhanced Data Accuracy
iv. Enhanced Security and Confidentiality of Records

v. Improved Reporting and Analytics Capabilities

vi. Reduces the need for physical storage space for paper documents, leading to cost savings.

vii. Ensure compliance with regulatory requirements and internal policies governing record management.

d) Discuss five (5) challenges likely to be faced during the exercise above. ((10 Marks)

i. Resistance to Change and User Adoption
ii. Data Migration and Integrity Issues

iii. Cost of Implementation and Maintenance

iv. Technical Expertise and Training Requirements

v. System Integration and Customization Complexities
Question Eight:

An official seal is the stamp or mark that is affixed to documents or records to indicate their authenticity, authority, or official status. Access to the seal is always restricted to the custodian or authorized personnel only. As a Records management student.
c) Mention Six (6) official documents that can bear a seal. (06Marks) 
i. Certificates e.g., Birth Certificates, Death Certificates, Academic Certificates
ii. Legal Contracts and Agreements

iii. Government Proclamations and Decrees e.g Official declarations, laws, and directives issued by a government body or head of state 
iv. Deeds and Property Titles

v. Official Passports and Visas

d) Discuss Seven (7) importance’s of an official seal.          (14 Marks

i. A form of authentication, verifying that the document or record has been issued by     an authorized entity, such as a government agency, court, or corporation.

ii. Proof of Origin i.e Signifies that it has been approved, certified, or endorsed by the organization or individual.

iii. Legal significance.

iv. Prevents fraud or tampering with documents.

v. It helps ensure the integrity and authenticity of records throughout their lifecycle
vi. Historical and Archival Significance

vii. Symbol of Trust and Reliability
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