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INSTRUCTIONS: Answer Question ONE and any other TWO questions. 
    
 
QUESTION ONE (40 MARKS) 

a) Define the following terms as used in archives and records management. (10 Marks) 

i. Archival institution 

ii. Archives 

iii. Record keeping 

iv. Transitory records 

v. Records management 

b) List the significance of records management.     (10 Marks) 

c) Describe the characteristics of a record       (10 Marks) 

d) List the roles and responsibilities of an archivist.     (10 Marks) 

 

QUESTION TWO (10 MARKS)  

Discuss and give examples of the following types of archives.   (10 Marks) 

i. Government archives 

ii. Corporate archives 

iii. Historical societies 

iv. Institutional 
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v. Religious archives  

 

QUESTION THREE (10 MARKS) 

Describe five core components of archival programs.    (10 Marks) 

 

QUESTION FOUR (10 MARKS) 

Discuss the legal and ethical issues related to archives and administration.  (10 Marks) 

 

 

 


