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LESSON 15 
 

 

 

 

 

 

 

 

Introduction:  

This lesson is based on the notes on “Establishing the record systems”. 

Instructions 

In your Exercise Book, copy the Header and the learning outcome. Make sure that your 

Handwriting is neat and legible. (We will be checking your Exercise Book when you return to 

School). 

 

 

  

 

 

Please read your Lesson notes (resource) and complete the Practice Exercise 15 below 

Resource 15: ESTABLISHING THE RECORDS SYSTEM 
 
Introduction 
The records system of any organization must always be linked to its records creation, retention 
and disposal schedule. Also, the types of records created or accumulated and the usual method 
of retrieval may also determine the filing system.  
 
Organizing and Controlling Record 
The first step in managing records throughout their life-cycle is to organize and control records 
at the point of creation. The purpose of managing current records is to ensure efficiency and 
economy in office operations. Also, it involves the control, creation and use of information, and 
to protect valuable information against loss or damage.  
The steps involved in organizing and controlling current records include:  
 Analyzing information requirements  
 Developing and implementing a classification system  
 Maintaining records systems  
 Developing and implementing records schedules  
 Appraising records, retaining those with continuing value and disposing of noncurrent records.  
 
Upgrading Established Process of Records and System  
Here are some key questions to ask about any system you are considering. These same 
questions can also be used to evaluate an existing system. Evaluating the existing system will 
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help you to know which areas need upgrading. These questions are;  
1. Is the system logical?  Logic speeds learning, so staff members do not have to rely on 
memory.   
2. Is the system practical?  Avoid lengthy and overly complex classifications.   
3. Is the system simple?  The system should be as straight-forward as possible, with little (or 
preferably no) room for interpretation.  
4. Is the system functional?  Does it relate to the function of the records it addresses? 
Classification terms should reflect the function of the records.  
5. Is the system flexible?  Your filing system should be able to accommodate growth and 
change.  
6. Is the system standardized?   
 
The Different Systems of Recording   
There are two (2)  
 
1. Centralised Filing - Centralised filing is when only one common file room serves the entire 
organization and its divisions, and branches.  This file room offers the following advantages and 
disadvantages:  

Advantages  Disadvantages  

 One place to go for information on the 
records that the organization has  
 A single point of contact in the department 
for all records management activities  
 A greater degree of consistency between 
different divisions in the organization  
 Greater control over the creation and 
distribution of information  
 More efficiently managed records.    

 Employees do not have files available at 
their fingertips  
 employees feel a loss of control over their 
files when they don’t have easy access  
 it requires a high level of cooperation from 
all divisions or sections of the organization – 
not clear!  
 May meet some resistance from some 
employees who prefer keeping their own files.  
 

 
2. Decentralised Filing - Decentralised filing is when filing is done in more than one location, 
possibly in different filing stations of the same organization. 

Advantages  Disadvantages  

 Employees can file and retrieve their 
records because the records are close at 
hand.   
 

 Security and control over confidential and 
classified records is usually lower   
 Workers are likely to have problems with 
duplicate records being stored in filing 
stations around the organization. This 
happens because no one else knows that the 
same information exists somewhere else too.  
  There is a lack of records management 
knowledge across the organization 

 

   Now attempt Practice Exercise 15  

Copy the questions onto your exercise books and write your answers.       

                                                 PRACTICE EXERCISE 15 

1. What are the steps involved in organizing and controlling current records include?  

 

2. Differentiate between centralised and decentralised filing.  


