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LESSON 13 
  

 

 

 

 

 

 

 

Introduction:  

This lesson is based on the notes on “What are records?” 

Instructions  

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

Handwriting is neat and legible. . Go through your lesson notes and attempt the Practice 

Exercise in you exercise book.(We will be checking your Exercise Book when you return to 

School) 

 

 

 

 

 

 

 

 

Please read your Lesson notes (resource) and complete the Practice Exercise 13 below 

 

Resource 13: What are Records?  
 

Records, and more specifically the information they contain, are a vital resource needed to 
conduct an organization’s operations effectively. They come in a variety of forms, such as 
documents, files, registers, maps, photographs, electronic files and microfilms. Records are the 
products of a business’ activity; hence they present a historical perspective. It is not their format 
that is important; rather it is the evidence of activities contained in records that is important. It is 
evidence of a past transaction or event written down so that it can be accessed again. Records 
are able to convey information that human memory cannot recall. To serve their purpose in 
providing reliable evidence, records in both paper and electronic form must be accurate and 
complete.  Gives data or information meaning, by linking it to the activity or transaction, which it 
documents and from which it arose. Only records serve as evidence of the conduct of business.  
 
What is Records Management?   
Records management controls the creation, maintenance, use and disposal of records so that 
the right records are provided to the right person at the right time, in the right way and at the 
least possible cost. Records management is central to policy preparation, decision-making, 
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business operations and organizational accountability. The process of records management 
collects evidence of transactions, documents, their activities and decisions and provides ready 
access to their evidence.   
 
Purpose of Records Management Records management enables an organization to create, 
maintain, use, store and dispose of its records efficiently. Helps the organization conduct its 
business, deliver its product and meet regulatory and accountability requirements.  
 
1. Account of progress kept in orderly manner - To measure the progress of a business, a 
history of the firm is needed. And the past records provide that history.  
 
2. Proper study of the success of an organisation – Use records of past transactions are the 
basis for further study.  
 
3. Comparison of past and present performances of the business with those of other businesses 
– the use of present and past records make it possible to compare the performances of the 
business over time and with other businesses  
 
4. In case of disputes - The need for referring to these records or documents often arises for the 
settlement of disputes in transactions.  
 
5. Policy making - Past records and events decide future policies and plans.  
 
6. Legal requirements - Certain records must be kept for some years as required by law.  
 
7. Evidence - Records are good evidence in the court of law.  
 
8. Detect errors and waste - Past records help in locating errors and wastages occurring in the 
organisation. 
 
Categories of Records within an Organization  
There are of two categories: correspondences and non-correspondences.  Letters, reports and 
minutes represent paper-based correspondences while fax, email and audio are examples of 
electronic-based correspondences. Non-correspondences come under four categories. These 
are: paper, microfilm, audio-visual and electronic.  
 
Records and Accountability  
Accountability is established when evidence can be provided about what employees knew, 
when they should have known about it, what action they took and the outcome of their activities. 
Records document compliance with laws, rules and procedures. Reliable records can serve as 
evidence to identify abuses of position, misuse of resources and noncompliance with laws, rules 
and procedures. Records provide verifiable evidence of fraud and can lead investigators to the 
root of corruption.  
When record systems break down, there are major consequences. Consider the following 
examples:  

 Managers are forced to make decisions on an ad hoc basis.  

 Fraud cannot be proven and audits and reporting cannot be carried out meaningfully.  

 Actions of decisions-makers will not be transparent.  

 Customers and employees cannot claim or protect their rights  
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Now attempt Practice Exercise 13 

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

 

PRACTICE EXERCISE 13 

Read Resource 13 on “What are records” and answer the questions.  

  

1.  Define the term ‘record’  

  

2. Write down at least three (3) different reasons records are important in business. 

    

3. How do records promote accountability in an organization? 

 


