
PORT MORESBY GRAMMAR        COMMERCE DPERTMENT               GRADE 12 BUSINESS  
Page 1 of 2 

 

LESSON 14 
 

 

 

 

 

 

 

Introduction:  

This lesson is based on the notes on “Functions of office records”. 

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 14 below 

Resource 14: Functions of office Records 
 

The Records Office exists in order to provide a service to the organization, its staff, and 
particularly action officers who need to use the records. The Records Office is responsible for 
the collection, organizing and storing of past records of the organization. It is an ongoing 
activity which is undertaken by records specialists, known as filing clerks. 
 
Responsibilities and Records Staff  
 
The essential duties of the records office staff are:   
to receive, record and distribute incoming and internally created mail of all categories such as 
letters, memoranda and faxes.  

 
istered files and other documentation in their care, so 

that they can be produced quickly when needed.  
 

ance with retention 
periods as agreed. 
 

 

Subject: Grade 12 Business Studies 

Term 1 

Week 8 Lesson Number: 14 

Date: ___/____/2021 

Topic: Records Management  

Sub Topic: Standard Guidelines: Functions of Office Records 

Learning outcomes: At the end of this lesson, you should be able to: 

1. explain how to create and maintain a Records System    

2. explain the purpose and importance of following set guidelines in creating and 

maintaining record systems  

3. discuss the advantages and disadvantages of following set guidelines in creating and 

maintaining record systems 
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LESSON 14 
 

Now attempt Practice Exercise 14 

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

 

 

PRACTICE EXERCISE 14 

 

 

1. Write down some possible consequences or effects of mismanaging records belonging to a 

business.  

2. What is the role of the records manager?   
  

 


