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Archiving and Records Management 

         إ   ة    جلا 

Module One: Review Questions 
 

 : الأولىمراجعة الوحدة 
 

1.) What is Not affected by records 

management? 

a) The way data is defined 

b) The way data is stored 

c) The way data is collected 

d) The way data is accessed 
 

 (        ي     أ    إ   ة    جلا ؟1

        ع  ف      ن   ( 

         ز        ن   (ب

       ج        ن   (ج

          ص ل إ ى      ن   ( 

 
  

2.) What determines the shape that a records 

management system will take? 

a) They will all be the same 

b) Organizational needs 

c) People 

d) Age of the organization 
 

 (        ي          ل    ي        ن  م إ   ة    جلا ؟2

     ن   ج  عً       ه   ( 

       ج      ن      (ب

   ن س (ج

 ع      ن    ( 

 
  

3.) What type of email does not need to be 

archived? 

a) Those that detail business matters 

b) Those that detail personal matters 

c) Those that detail legal matters 

d) All emails need to be recorded 
 

 (        ن ع         لإ     ني    ي       ج إ ى      ه؟3

        ي   صل      ئل    ج     ( 

        ي   صل           ص   (ب

        ي   صل      ئل     ن ن   (ج

 ئل         لإ     ني جب   ج ل ج        ( 

 
  

4.) What determines if the document becomes 

part of a record? 

a) The parties involved 

b) The age of the document 

c) The sender of the document 

d) The purpose of the document 
 

 (        ي         إ     ن           ص ح جزءً      جل؟4

      ف    عن   ( 

 ع           (ب

    ل         (ج

   غ ض            ( 
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5.) How long are records kept? 

a) They are kept 5 years 

b) They are kept 7 years 

c) It depends on the record 

d) They are kept 10 years 
 

 (      ي   ة             جلا ؟5

  ن    5  م          ه     ة  ( 

  ن    7  م          ه   (ب

  ع    ع ى    جل (ج

  ن    10  م          ه     ة  ( 

 
  

6.) What is not a reason to archive something? 

a) Personal 

b) Historical 

c) Political 

d) Legal 
 

 (       س    ً         يء   ؟6

   ص   ( 

         (ب

          (ج

 ق ن ني ( 

 
  

7.) What occurs after documents are created?   

a) They are disposed of 

b) They are identified as records 

c) They are captured 

d) They are managed 
 

 (          ث  ع  إن  ء      ن   ؟7

   م      ص  نه  ( 

   م           جلا  (ب

  م     م (ج

   م إ    ه  ( 

 
  

8.) What occurs immediately before action is 

taken with records? 

a) Capture 

b) Assessment 

c) Management 

d) Nothing 
 

 (        ي    ث      ة ق ل        لإج  ء       جلا ؟8

     ض ( 

       م (ب

  لإ   ة (ج

    يء ( 

 



 

3 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

  

9.) What type of records might be found in an 

organization? 

a) Purchasing receipts 

b) Tax documents 

c) Communications 

d) All of the above 
 

        ع    ع  ه  في    ؤ   ؟   ن ع    جلا     ي 9) 
 إ ص         ء ( 

      ن      ض      (ب

    ص    (ج

  ل        علا  ( 

 

  

10.) Records management systems will 

create ______ and __________. 

a) Uniformity 

b) Understanding 

c) A and B 

d) None of the above 
 

 .__________   ن ئ  ن    إ   ة    جلا  ______  10) 
 )         

    هم (ب

     ب (ج

    يء       ق ( 
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Module Two: Review Questions 
 

 : الثانيةمراجعة الوحدة 
 

1.) What format is not a record? 

a) Instant message 

b) Text 

c) Email 

d) Personal conversation 
 

 (   ي   ل    ع   جلا؟1

       ف     ( 

 نص (ب

         لإ     ني (ج

   ص          ( 

 
  

2.) What should be done with drafts of 

documents? 

a) Maintain them 

b) Archive them 

c) Discard them 

d) It does not matter 
 

 (        ي  جب ع  ه              ن   ؟2

        ع  ه  ( 

      هم. (ب

  ج   هم (ج

    هم ( 

 
  

3.) What is Not a policy that record programs 

should address? 

a) Conversion and storage 

b) Disposal 

c) Retention 

d) Standards 
 

 (      ي            ي    جب     ع  جه        ج     ج  ؟3

       ل      ز   ( 

      ص (ب

         (ج

    ع     ( 
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4.) What should be done once the details of a 

record program are decided? 

a) Complete the program 

b) Create a manual 

c) Inform employees 

d) Update information 
 

 (        ي  جب ع  ه   ج            ص ل   ن  ج     ج ل؟4

    ل     ن  ج ( 

 إن  ء    ل (ب

 إ لاغ          (ج

     ث    ع      ( 

 
  

5.) What is necessary to ensure security in 

larger organizations? 

a) Management systems 

b) Physical items 

c) Electronic storage 

d) Subsystems 
 

 (        ض   ي  ض         في    ن          ؟5

  ن     لإ   ة ( 

   عن ص          (ب

     ز    لإ     ني (ج

   ن م     ع   ( 

 
  

6.) What do organizational activities 

determine? 

a) The records systems necessary 

b) Support for the organization 

c) Nothing 

d) Training 
 

 (        ي         ن       ن     ؟6

 ن م    جلا    لاز   ( 

  عم    ن    (ب

    يء (ج

       ب ( 

 
  

7.) What is ARMA? 

a) State organization 

b) International organization 

c) Record keeping system 

d) National organization 
 

7        )ARMA؟ 

  ن  م        ( 

  ن          (ب

 ن  م        جلا  (ج

    ن  م     ني ( 
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8.) What is true of organizational standards? 

a) The change frequently 

b) They should be consulted 

c) They have similarities between them  

d) All of the above 
 

 (        ع  ص        ن       ع        ن     ؟8

        غ        ل  ( 

  جب      ق  نهم (ب

  ن     جه     ه   نه   (ج

  ل         علا  ( 

 
  

9.) Managing records is an ongoing process 

that affects _____ in an organization. 

a) Everyone 

b) The managers 

c) The record keepers 

d) All of the above 
 

إ  ى إ   ة    جلا   ي ع          ة  ؤ   ع ى _____ في 9) 
 .   ؤ    

   ج    ( 

          (ب

   ن ء    جلا  (ج

  ل        علا  ( 

 

  

10.) Establishing a records program with 

appropriate standards will help ensure that 

records are ______________  

a) Readily available 

b) Easy to read 

c) Easily maintained 

d) Hidden from view 
 

 جلا    ع      ن         ع  في ض        إن  ء   ن  ج10) 
 ______________    جلا 

         ه    ( 

  هل      ءة (ب

  ه      ص  ن  (ج

    ي ع    ن    ( 
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Module Three: Review Questions 
 

 : الثالثةمراجعة الوحدة 
 

1.) What should be considered in the 

environmental analysis? 

a) Legal implications 

b) Company structure 

c) Record accuracy 

d) Department functions 
 

 (        ي  جب    ع  ه في       ل     ئي؟1

  لآ        ن ن   ( 

    ل        (ب

  ق     جل  (ج

    ئف     م ( 

 
  

2.) In which of the following would you 

examine records? 

a) Functional 

b) Structural 

c) Environmental 

d) Survey 
 

 في  ي       ج                ص    جلا ؟  (2

 )        

   ه      (ب

     ئ   (ج

     ح ( 

 
  

3.) What is internal information? 

a) Laws 

b) Standards 

c) Business plan 

d) Publications 
 

 (      ي    ع              ؟3

      ن   ( 

    ع     (ب

       ع ل (ج

       ع   ( 

 
  

4.) What is not necessarily an interview 

component? 

a) Introduction 

b) Open-ended questions 

c) Follow-up 

d) Interview 
 

 (      س    ض   ة عنص        ؟ 4

 )   -         

   ئ          (ب

       ع  (ج

 )          
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5.) What is an internal advantage? 

a) Weakness 

b) Strength 

c) Opportunity 

d) Threat 
 

 (        ع    زة       ؟5

   ضعف ( 

     ة (ب

     ص  (ج

    ه    ( 

 
  

6.) What is an external trend? 

a) Opportunity 

b) Weakness 

c) Strength 

d) Threat 
 

 (           ج        جي؟6

     ص  ( 

   ضعف (ب

     ة (ج

    ه    ( 

 
  

7.) What is more likely in international 

organizations in terms of legal obligations? 

a) Fewer legal regulations 

b) Only international regulations 

c) Only local regulations 

d) More legal regulations  
 

(           جح في    ن                  ث     ز     7

     ن ن  ؟

 ع    قل         ئح     ن ن   ( 

      ئح         ف   (ب

      ئح         ف   (ج

    ز           ئح     ن ن   ( 

 
  

8.) What is done once the legal obligations 

are discovered? 

a) They are explained to the entire staff 

b) They are incorporated into the records 

management program 

c) They are incorporated into the bylaws 

d) They are taken to the board of directors 
 

   ج        ف     ز         ن ن  ؟ (        ي   م ع  ه8

   م    ه   ج             ( 

   م   جه  في   ن  ج إ   ة    جلا  (ب

  م   جه  في      ئح (ج

   م ن  هم إ ى  ج س  لإ   ة ( 
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9.) Functional record management requires 

understanding the ______ of records within 

the work of the company. 

a) Size 

b) Value 

c) Importance 

d) Context 
 

    ب إ   ة    جلا           فهم ______    جلا     ل 9) 
 .ع ل       

    س ( 

        (ب

        (ج

 )        

 

  

10.) By collecting records and analyzing 

information, changes can be made to the 

records management program that will 

support _____________ needs. 

a) Organizational 

b) Employee’s 

c) Resource 

d) None of the above 
 

    لال ج      جلا       ل    ع      ،      إج  ء 10) 
  غ      ع ى   ن  ج إ   ة    جلا     ي    عم      ج  

_____________. 
    ن      ( 

      ف (ب

         (ج

    يء       ق ( 
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Module Four: Review Questions 
 

 : الرابعةمراجعة الوحدة 
 

1.) What are repetitive steps? 

a) Process 

b) Creative process 

c) Sub-processes 

d) Function 
 

 (      ي                ة؟1

   ع     ( 

   ع      لإ   ع   (ب

   ع          ع   (ج

 )         

 
  

2.) When are routine processes done? 

a) Weekly 

b) Daily 

c) Monthly 

d) It does not matter 
 

 (    ى   م   ع            ن  ؟2

     ع ً  ( 

       (ب

  ه    (ج

    هم ( 

 
  

3.) What is true of creative processes? 

a) They can become routine 

b) They are never repeated 

c) They have strict guidelines 

d) They may be repeated 
 

   ع       لإ   ع  ؟(        ص  ح    ن    3

          ص ح     ن   ( 

           ً   (ب

    هم     ئ   ج ه   ص     (ج

 )              

 
  

4.) Which organizations engage in creative 

processes? 

a) All 

b) Creative 

c) International 

d) Local 
 

 (      ي    ن        ي       في   ع       لإ   ع  ؟4

    ل ( 

  لإ   ع   (ب

         (ج

 )         
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5.) What is true of a functional analysis? 

a) It is only done once 

b) It is focused on basic processes 

c) It is not beneficial to records 

management 

d) It is done more than once 
 

 (          ص  ح ع        ل       ي؟5

   م       ة     ة ف   ( 

   ع              نه    ز ع ى  (ب

        إ   ة    جلا  (ج

   م           ة ( 

 
  

6.) How is a process analysis represented? 

a) Flow chart 

b) Scatter chart 

c) Process graph 

d) All of the above 
 

 (    ف   م     ل     ل   ع    ؟6

   م    ني ( 

        ع   (ب

     م      ني   ع     (ج

  ل         علا  ( 

 
  

7.) What is the second step in the records 

survey? 

a) Determine the scope 

b) Collect records 

c) Complete survey 

d) Complete research 
 

 (      ي      ة     ن   في   ح    جلا ؟7

         ن    ( 

 ج      جلا  (ب

   ح    ل (ج

       ل     ث ( 

 
  

8.) What does a records survey examine? 

a) Individual functions 

b) Control systems 

c) Records storage 

d) All of the above  
 

 (        ي    صه   ح    جلا ؟8

      ئف         ( 

  ن         م (ب

   ز      جلا  (ج

  ل        علا  ( 
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9.) Most records management systems focus 

on _______ processes. 

a) Routine 

b) Creative 

c) Business 

d) Unknown 
 

 ._______    ز  ع م  ن    إ   ة    جلا  ع ى ع     9) 
 )       

  لإ   ع (ب

   ع  ل (ج

 غ    ع  ف ( 

 

  

10.) Every company has regular _______ 

which become processes. 

a) Meetings 

b) Schedules 

c) Activities 

d) All of the above 
 

 . ل         ه  _______  ن      ص ح ع     10) 
   ج   ع   ( 

   ج   ل (ب

   ن    (ج

  ل        علا  ( 
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Module Five: Review Questions 
 

 مراجعة الوحدة الخامسة: 
 

1.) What is created from the steps of the sub-

functions? 

a) Main function 

b) Series 

c) Tertiary process 

d) Sub-process 
 

 (         صن ع               ئف     ع  ؟1

            ئ     ( 

         (ب

   ع        لا    (ج

   ع         ع   ( 

 
  

2.) How does functionality operate? 

a) From the bottom 

b) At all levels 

c) From the top 

d) None of the above 
 

 (    ف  ع ل        ؟2

        ل ( 

 ع ى ج              (ب

      ع ى (ج

    يء       ق ( 

 
  

3.) What item is an effective tool to help one 

prioritize? 

a) Process analysis 

b) Function analysis 

c) Records management 

d) All of the above 
 

(          عنص     ي  ع       ة فع        ع ة     ء ع ى       3

         ؟

     ل   ع     ( 

     ل         (ب

 إ   ة    جلا  (ج

  ل         علا  ( 
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4.) When is the prioritization process 

complete? 

a) When the routine processes are 

identified 

b) When the creative processes are 

identified 

c) When it feels complete 

d) When all processes are identified 
 

 (    ى     ل ع                   ؟4

 ن  عن      م         ع             ( 

 عن      م         ع       لإ   ع   (ب

 عن      ع         ل (ج

 عن      م       ج      ع      ( 

 

  

5.) What is created from assessing functions? 

a) Model 

b) Identifier 

c) Diagram 

d) None of the above 
 

 (        ي   م إن  ؤ         م      ئف؟5

   ن   ج ( 

    ع ف (ب

     م        ي (ج

  يء       ق   ( 

 
  

6.) What level will the model go to for routine 

processes? 

a) Function 

b) Elementary 

c) Series 

d) Unknown 
 

 (  إ ى  ي     ى   ن  ل   ن   ج   ع            ن  ؟6

 )         

       ئ   (ب

         (ج

 غ    ع  ف ( 

 
  

7.) What will models and diagrams help with? 

a) Create 

b) Capture 

c) Maintain 

d) All of the above 
 

 (        ي       ع   ه   ن   ج       م      ن   في     ج لا ؟7

  لإ   ع  ( 

   لإ      (ب

   ص  ن  (ج

  ل      ق ( 
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8.) What is needed in the diagram? 

a) Model 

b) Agenda 

c) Title 

d) Identifier 
 

 (           ب في     م        ي؟8

   ن   ج ( 

 ج  ل   ع  ل (ب

   عن    (ج

    ع ف ( 

 
  

9.) Once you have established the context of 

records, you will need to begin the _______ 

process. 

a) Modeling 

b) Recording 

c) Classification 

d) None of the above 
 

   ج   إن  ء         جلا  ،      ج إ ى   ء ع    9) 
_______. 

   ن  ج  ( 

     ج ل (ب

    صن ف (ج

  يء       ق   ( 

 

  

10.) By implementing classification, you 

will be able to build links between the 

records that assist in the retrieval and the 

_________ of records.  

a) Clarification 

b) Storage 

c) Sorting 

d) All of the above 
 

              لال  ن       صن ف ،            ن ء 10) 
 .   جلا     ي    ع  في     ج ع   _________       جلا 

   ض ح ( 

     ز   (ب

     ز (ج

  ل        علا  ( 

 

 

  



 

16 

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service – COPY RIGHT PROTECTED © 

                   - )                                                              (                                  ©   

 

Module Six: Review Questions 
 

 مراجعة الوحدة السادسة: 
 

1.) What style is arranged strictly 

alphabetically? 

a) Encyclopedia 

b) Quality 

c) Serial. 

d) Dictionary 
 

      ن      ي   م      ه   ب       ب    ج ي   ق ؟ (    1

       ع  ( 

   ج  ة (ب

       ل (ج

       س ( 

  

2.) What would use a digit grouping? 

a) Purchase orders 

b) Patient files 

c) Invoices 

d) Receipts 
 

 (        ي ق       م    ج       ق ي؟2

            ء ( 

           ضى (ب

          (ج

  لإ ص    ( 

  

3.) What may be necessary with large files? 

a) Group together 

b) Continuations 

c) Color coding 

d) All of the above 

 (        ي ق       ض    ً                   ة؟3

  ج    ع  ( 

            (ب

       ز     ني (ج

  ل       ق ( 

  

4.) What type of subjects may be filed 

together? 

a) Large 

b) Any 

c) Small  

d) None 
 

 (     ن ع     ض ع      ي           ه   عً ؟4

 )      

  ي  يء (ب

 صغ  ة (ج

    يء ( 
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5.) What will help determine if an elementary 

action should be included in modeling? 

a) Legal requirements 

b) Routine process 

c) Employers 

d) They are never included 
 

    ع  في          إ        جب  ض    إج  ء    ي (        ي 5

 في   ن  ج ؟

               ن ن   ( 

 ع         ن   (ب

     ب   ع ل (ج

     م  ض  نه    ً   ( 

 
  

6.) Why would intermediate levels not have 

their own subdivisions? 

a) Not necessary 

b) They would 

c) To make room for elementary 

d) Space 
 

(            صل                    ع ى               ع   6

     ص   ه ؟

   س ض      ( 

    ع    (ب

 إف  ح    ج ل               ئ   (ج

 )         

 
  

7.) What is metadata typically associated with? 

a) Paper records 

b) Electronic records 

c) Hybrids 

d) All of the above 
 

    ص             ع  ة؟ (      ي      ن  7

    جلا      ق   ( 

    جلا   لإ     ن   (ب

   هج ن  (ج

  ل         علا  ( 
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8.) What is not a type of metadata? 

a) Structure 

b) Creative 

c) Descriptive 

d) Administrative 
 

 (        ع  ن ع          ن      ص   ؟8

   ه  ل ( 

  لإ   ع (ب

  ص ي (ج

  لإ      ( 

 
  

9.) The system of storing and _______ records 

will determine how the records are 

arranged and grouped and how files are 

built. 

a) Alphabetizing 

b) Digitizing 

c) Maintaining 

d) All of the above 
 

      ن  م   ز      جلا  _______           ب    جلا  9) 
 .         ج  عه         إن  ء 

       ب    ج ي ( 

    ق ن  (ب

      ف   (ج

  ل        علا  ( 

 

  

10.) What is considered the traditional 

method of record management? 

a) The cloud 

b) Digital 

c) Encyclopedic 

d) Paper-based 
 

     ي                   لإ   ة    جلا ؟10) 
 )         

  ق ي (ب

       عي (ج

     ق   ( 
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Module Seven: Review Questions 
 

 مراجعة الوحدة السابعة: 
 

1.) What does the subject-based method 

ignore? 

a) Legality 

b) Purpose 

c) Compliance 

d) Business 
 

 (        ي   ج   ه             ئ   ع ى     ض ع؟1

     ع   ( 

   غ ض (ب

       ل (ج

   ع  ل    ج     ( 

 
  

2.) How many tiers are in the business 

classification method? 

a) None 

b) 2 

c) 5 

d) 3 
 

 (   م ع             في        صن ف   ع  ل؟2

    يء ( 

 2 (ب

 5 (ج

 ) 3 

 
  

3.) What helps guide the creation of new 

records? 

a) Folders 

b) Models 

c) Directories 

d) Diagrams 
 

 (        ي    ع  في   ج ه إن  ء  جلا  ج   ة3

    ج     ( 

   ن   ج (ب

     ئل (ج

      م      ن   ( 

 
  

4.) What happens when models for records go 

too far? 

a) Difficult navigation 

b) Easier navigation 

c) Depends on the records 

d) Unknown 
 

 (          ث عن         ن   ج    جلا        جً  ؟4

 صع        ث ( 

  ص ح   هل (ب

  ع    ع ى    جلا  (ج

 غ    ع  ف ( 
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5.) What is necessary to navigate records 

without subject groupings? 

a) Model 

b) Index 

c) Flow Chart 

d) Nothing 
 

 (        ض   ي    ن ل        جلا        ج  ع         ؟5

   ن   ج ( 

    ه س (ب

          فق (ج

    يء ( 

 
  

6.) What will help determine the best 

grouping? 

a) Index 

b) Model 

c) Automated system 

d) Regulations 
 

 (        ي     ع  في        فضل  ج  ع ؟6

    ه س ( 

   ن   ج (ب

   ن  م  لآ ي (ج

      ئح ( 

 
  

7.) How is metadata collected in electronic 

records? 

a) Conversion 

b) Indirectly 

c) It depends 

d) Directly 
 

  لإ     ن  ؟(    ف   م ج        ن      ص    في    جلا  7

       ل ( 

    ل غ         (ب

      ع    (ج

      ة ( 

 
  

8.) What will guide the use of metadata? 

a) Standards 

b) Classification 

c) Index 

d) All of the above 
 

 (        ي    جه       م      ن      ص   ؟8

    ع     ( 

    صن ف (ب

    ه س (ج

  ل         علا  ( 
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9.) Electronic records lack the ______ that 

paper records have. 

a) Subject 

b) Familiarity 

c) Restrictions 

d) Function 
 

         جلا   لإ     ن   إ ى ______     ج  ة في 9) 
 .   جلا      ق  

 ف عل ( 

       (ب

        (ج

 )         

 

  

10.) Electronic records are not as limited 

by _______ and can be easily created and 

accessed. 

a) Creativity 

b) Physical space 

c) Tagging 

d) Classification 
 

   جلا   لإ     ن            ة  ـ _______       10) 
 .إن  ؤ       ص ل إ  ه    ه   

  لإ   ع ( 

    ض ء      ي (ب

  ض    علا    (ج

    صن ف ( 
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Module Eight: Review Questions 
 

 مراجعة الوحدة الثامنة: 
 

1.) What is necessary in hybrid systems? 

a) Cross-reference 

b) The contract is changed 

c) It is in red 

d) It is struck through 
 

 (        ض   ي في   ن      هج ن ؟1

  لإ ن        ف ي ( 

  م  غ      ع   (ب

 إنه               (ج

 إنه         ( 

 
  

2.) What should be kept in a single location? 

a) New clauses 

b) New contracts 

c) Process steps 

d) A conclusion 
 

 (        ي  جب          ه في          ؟2

  ن   ج   ة ( 

 ع    ج   ة (ب

         ع     (ج

 )         

 
  

3.) What is easier for managing creative 

record processes? 

a) Electronic 

b) Paper 

c) Hybrid 

d) They are all the same 
 

    هل لإ   ة ع          ج ل  لإ   عي؟ (       3

 إ     ني ( 

       (ب

  ج   (ج

 ن س    يء  هم  ( 
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4.) What is necessary when creative processes 

are implemented in electronic records? 

a) Expand the number of subfolders 

b) Link metadata 

c) Use an index 

d) Limit the number of subfolders 
 

(        ض   ي عن   ن      ع       لإ   ع   في    جلا  4

  لإ     ن  ؟

 قم        ع      ج         ع   ( 

          ن      ص    (ب

      م فه س (ج

       ع      ج         ع   ( 

 
  

5.) How many methods for accessing records 

are there? 

a) 4 

b) 9 

c) 5 

d) 7 
 

    ص ل إ ى    جلا ؟(   م ع       5

 ) 4 

 9 (ب

 5 (ج

 ) 7 

 
  

6.) What is needed in a hybrid system? 

a) File cabinets 

b) Shared drive 

c) Printers 

d) All of the above 
 

 (              ب في   ن  م   هج  ؟6

  ز ئ          ( 

       ة          (ب

      ع   (ج

  ل        علا  ( 

 
  

7.) What is necessary to ensure hybrid systems 

are used correctly? 

a) ERM 

b) Processes 

c) Policies 

d) Training 
 

 (        ض   ي  ض          م   ن      هج ن     ل ص  ح؟7

 إ   ة            ؤ     ( 

   ع      (ب

          (ج

       ب ( 
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8.) What does excess documentation create? 

a) Official copies 

b) Confusion 

c) Access 

d) Nothing 
 

       ن ج ع        ق   ز ئ ؟ ( 8

 ن خ       ( 

         (ب

    ص ل (ج

    يء ( 

 
  

9.) Even as more and more companies 

attempt to go paper-free, it is not always 

possible to remove _______ from the 

records. 

a) Tags 

b) Labels 

c) Paper files 

d) All of the above 
 

    ز                   ص      ى              ز   9) 
     ن        ق   ، ف  س             ئً   إز    _______    

 .   جلا 
   علا    ( 

          (ب

             ق   (ج

  ل        علا  ( 

 

  

10.) Routine processes are based on 

_______ activities and exist in both paper 

and electronic format. 

a) Creative 

b) Repetitive 

c) Strategic 

d) Basic 
 

   ن    ع            ن   ع ى  ن    _______   ي 10) 
 .  ج  ة في  ل        ل     قي   لإ     ني

  لإ   ع ( 

       (ب

         ج   (ج

     ي ( 
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Module Nine: Review Questions 
 

 : التاسعةمراجعة الوحدة 

 

1.) What is a primary value to an organization? 

a) Evidence 

b) Information 

c) Administration 

d) Outside the company 
 

 (      ي                   ن       ؤ   ؟1

      ل ( 

    ع      (ب

  لإ   ة (ج

    ج        ( 

 
  

2.) What is a secondary value to an 

organization? 

a) Administration 

b) Monetary 

c) Legal 

d) Evidence 
 

            ن       ن       ؤ   ؟(      ي 2

  لإ   ة ( 

   ن     (ب

     ن ن   (ج

      ل ( 

 
  

3.) What is true of macro appraisal? 

a) There is one method 

b) There are different methods 

c) It is standard 

d) It is not used any longer 
 

 (          ص  ح في       م     ي؟3

  ن             ة ( 

        ن        (ب

 إنه ق   ي (ج

  م  ع       م ( 

 
  

4.) What is the approach in macro appraisal? 

a) Top-down 

b) Bottom-up 

c) Broad 

d) Narrow 
 

 (          نهج في       م     ي؟4

     ع ى إ ى    ل ( 

       ل إ ى  ع ى (ب

      (ج

 ض ق ( 
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5.) What results in the loss of information? 

a) Late disposal 

b) Multiple copies 

c) Early disposal 

d) Regulations 
 

 (        ي  ؤ ي إ ى ف        ع     ؟5

      ص     أ   ( 

 ن خ   ع  ة (ب

      ص        (ج

      ئح ( 

 
  

6.) What is a trend exploration based on? 

a) Agencies 

b) Audit 

c) Regulations 

d) Artifact 
 

 (  ع ى       ع          ف    ج  ؟6

 )         

     ق ق (ب

      ئح (ج

     ة ( 

 
  

7.) How is a retention schedule divided? 

a) Function 

b) Type 

c) Subject 

d) Class 
 

 (    ف   م     م ج  ل        ء؟7

 )         

   ن ع (ب

     ض ع (ج

 )        

 
  

8.) How often should retention schedules be 

assessed? 

a) Yearly 

b) 24 months 

c) 6 months 

d) Every other year 
 

   ة  جب     م ج   ل        ء؟(   م 8

  ن    ( 

  ه   24 (ب

       ه  (ج

  ل  ن    ( 
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9.) __________ are necessary for every records 

management system. 

a) Labels 

b) Folders 

c) Appraisals 

d) None of the above 
 

 .ض        ل ن  م إ   ة  جلا  9) __________
 

 التسميات (أ
 المجلدات (ب
 التقييمات (ج
 مما سبقلا شيء  (د

 

  

10.) How will you know which records to 

maintain? 

a) Evaluate them 

b) Appraise them 

c) Ask the boss 

d) A and B 
 

   ف   ع ف    جلا     ي  جب          ه ؟10) 
 

 قم بتقييمهم (أ
 قيمهم (ب
 اسأل الرئيس (ج
 أ و ب (د
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Module Ten: Review Questions 
 

 مراجعة الوحدة العاشرة: 

 

1.) What is the first step of a risk analysis? 

a) Analyze risks 

b) Find risks 

c) Determine scope 

d) Create priorities 
 

 (      ي      ة     ى في     ل        ؟1

     ل         ( 

     ث ع          (ب

         ن    (ج

 )                

 
  

2.) What does the risk assessment examine? 

a) Function 

b) Probability 

c) Scope 

d) All of the above 
 

 (        ي    صه     م        ؟2

 )         

       ل (ب

   ن    (ج

  ل        علا  ( 

 
  

3.) A risk analysis will benefit which type of 

record? 

a) Paper 

b) Hybrid 

c) Electronic 

d) All of the above 
 

        ؟(   ي ن ع     ن  ع    جلا    ف          ل 3

     قي ( 

  ج   (ب

  لإ     ن   (ج

  ل        علا  ( 

 
  

4.) What should be discouraged? 

a) Unauthorized storage 

b) Electronic storage 

c) Paper storage 

d) All of the above 
 

 (        ي  جب      ه؟4

     ز   غ      ص ح  ه ( 

     ز    لإ     ني (ب

   ز         (ج

  ل         علا  ( 
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5.) How long are archives stored? 

a) 7 years 

b) Indefinitely 

c) 10 years 

d) 5 years 
 

 (      ي   ة   ز            ؟5

  ن    7 ( 

 إ ى  جل غ      ى (ب

  ن    10 (ج

  ن    5 ( 

 
  

6.) What should you consider when creating 

an archive? 

a) Security 

b) Humidity 

c) Environment 

d) All of the above 
 

  جب    ع  ه عن  إن  ء     ف؟(        ي 6

 )      

         (ب

     ئ  (ج

  ل        علا  ( 

 
  

7.) What is a converted file? 

a) Copy 

b) Official record 

c) Backup 

d) Security risk 
 

 (            ف      ل؟7

 ن    ( 

    جل      ي (ب

   ن خ        ي (ج

            ن   ( 

 
  

8.) Why perform migration? 

a) Make the record official 

b) Create a copy 

c) Keep files updated 

d) Begin conversion 
 

 (        إج  ء   هج ة؟8

  جعل    جل     ً  ( 

 إن  ء ن    (ب

        ع ى     ث         (ج

              ل ( 
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9.) It is important to ensure records 

are_____________. 

a) Labeled 

b) Well organized 

c) Maintained properly 

d) Color-coded 
 

 .______________       هم    أ            جلا 9) 
 

 مصنفة (أ
 حسن التنظيم (ب
 يتم الحفاظ عليها بشكل صحيح (ج
 مشفر بالألوان (د

 

  

10.) It is better to prevent a _______ than 

address it afterward? 

a) Scene 

b) Disaster 

c) Problem 

d) Situation 
 

  ع  ج ه  ع     ؟     فضل  ن  _______    10) 
 

 مشهد (أ
 الكارثة (ب
 مشكلة (ج
 الوضع (د

 

 

 


