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INSTRUCTIONS TO CANDIDATE
1. Thisists, of . TWQ, sectionsAand B
25 Answer A'LL the quesiors in each sedion.
3. Marks for each question are indicated in the_b.rac ke ts,
4. You are provided with a separate answer booklet to answer the questions.
5

Do not write on the g u e st.io

This paper con sis tsof FOUR (4) printed pages
Candidates should check the question paper to ascertain that all pages

are printed as indicated and that no questions are missing
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SECTION A (10 MARKYS)
Answer all questions in this section. Each question carries one mark.

1. Sdedtte first.sep thbe donewhen. handling,dowumets flom rew diens.

A. Fle them'im’m'ediately asper workplace policy

B. Send them for approval as per workplace policy

C. Receive them as per workplace policy

D. Code them for future use
2. Choose an option that must be developed and maintained after creating client files.

A. A movement reports

B. A budget reports

C. A destruction logs

D. Alist of created files

3. Once a file has been acted upon and cleared, it should be

A. Archived immediately
B. Restored for reuse

C.,-Fhrow.n away
D. Sentto head office

4. Select what should happen to a file once its information is updated.
A. It should be refiled or archived
B. It should be discarded or archived
C. It should be locked in storage

D. It erased and desto yed

5. Identify the main purpose of maintaining a-file rele
A. To track payroll
B. To record file access

C. Tomonitor mo'Vv'e'ny ern't
D. To create marketing plans

6. After files become inactive, they should be
A. R

B20°Sokd
C. Archived
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D. Burned

Identify an option that is NOT a type of a document that is handled in records
management .

A. Memos

B. Letters

C. Videos

D. Cheques

Select a skill that is essential for handling and organizing client files.

A. Programming skills

B. Map reading skills

C. Organizational skills

D. Driving skills

Choose among the following an action that should be taken to promote file security.
A. Keeping all files unlocked

B. Allowing only managers access the files
C.olk

ocking,files permanent

D. Monitoring file release and movement

10. Identify the benefit of updating office records regularly.

A. More vacation days
B. Promotion guarantees and reliability

C. Ensuring accuracy and reliability

D. Inary automatically
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SECTION B (40 MARKS)
Answer ALL questions in this section.
11. Mation THR EE ¢cs.of 2.g00d filing system.when handing office records.

(3 Marks)

12. Centralized filing system involves handling filing in single section. State THREE
disadvantages of centralized filing system. (3 Marks)
13. List THREE reasons of updating files records regularly. (3 Marks)

14. Mention THREE characteristics of a well-maintained file release register. (3 Marks)
15. In the registry the incharge officers ensure that released, they are

recorded. Give FOUR reasons why a file release register is essential. (4 Marks)
16. State FOUR procedures for retrieving a client file. (4 Marks)
17. Mention THREE situations where a file movement register is used. (3 Marks)

18. Filing is a very essential activity in every office. Give THREE characteristics of a good
workplace filing system. (3 Marks)

19. As an Office Assistant handling office files, you realize that documents in the file have
be,en-tam p.ered with. List THREE indicators that a file has been mishandled. (3 Marks)

20. Records contained in the paper files should be managed according to organization
requirements. State TWO benefits of keeping client file records updated. (2 Marks)

21. Pvery organization desls with sersifive info rmat AMentiona FOWR
outcomes of not monitoring file movement (4 Marks)

22. Files should be kept for as long as they are needed to meet the needs of the organization.
Sta returning and restoring fikes afer usee (2 Marks)

State THREE roles of an Office Assisiant iniima ma
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