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Introduction

Preparing for a certification exam can feel overwhelming, but with the
right tools, it becomes an opportunity to build confidence, sharpen your
skills, and move one step closer to your goals. At Examzify, we believe
that effective exam preparation isn’t just about memorization, it’s about
understanding the material, identifying knowledge gaps, and building
the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional
certification, or entry-level qualification, this book offers structured
practice to reinforce key concepts. You’ll find a wide range of
multiple-choice questions, each followed by clear explanations to help
you understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and
aligned with the types of questions and topics commonly found on
official tests. It’s ideal for learners who want to:

¢ Practice answering questions under realistic conditions,
e Improve accuracy and speed,

* Review explanations to strengthen weak areas, and

e Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but
alongside other resources like flashcards, textbooks, or hands-on
training. For best results, we recommend working through each
question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question
right the first time, it’s about learning from your mistakes and improving
over time. Stay focused, trust the process, and know that every page you
turn brings you closer to success.

Let’s begin.
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How to Use This Guide

This guide is designed to help you study more effectively and approach
your exam with confidence. Whether you're reviewing for the first time
or doing a final refresh, here’s how to get the most out of your Examzify
study guide:

1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what
you need to focus on. Your goal is to identify knowledge gaps early.

2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 - 45 minutes).
Review a handful of questions, reflect on the explanations.

3. Learn from the Explanations

After answering a question, always read the explanation, even if you got
it right. It reinforces key points, corrects misunderstandings, and
teaches subtle distinctions between similar answers.

4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions.
Revisit these regularly and track improvements over time.

5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without
pausing. Set a timer and simulate test-day conditions to build confidence
and time management skills.

6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions
after a few days and revisit explanations to reinforce learning. Pair this
guide with other Examzify tools like flashcards, and digital practice tests
to strengthen your preparation across formats.

There’s no single right way to study, but consistent, thoughtful effort
always wins. Use this guide flexibly, adapt the tips above to fit your pace
and learning style. You've got this!
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Questions




1. General correspondence and bank statements are
categorized as which records value?

A. Vital

B. Important

C. Useful

D. Nonessential

2. In the Edgar Evans set, which sequence correctly orders
the items for filing?

A.1,2,4,3
B.1,2,3,4
C.1,3,4,2
D.1,3, 2,4

3. In the Jefferson County departments example, which
sequence is correct for the filing order?

A.3,1,4,2
B.3,1,2,4
C.3,2,1,4
D.2,1,3,4

4. A shared local area network:

A. may contain files that are restricted to certain employees
B. can allow users to save, edit and delete files on the LAN

C. can be a place for distribution and use of electronic
documents

D. all of the above

5. Cross references should be prepared for business names
when

A. the business has changed names

B. the business is a division or subsidiary of a parent company
C. there are similar names

D. all of the above
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6. Policy and procedures manuals are:
A. of historical value to the firm

. of administrative value to the firm

. of legal value to the firm

. all of the above

cCoOow

7. To protect against unauthorized disclosure of confidential

information on portable computing devices, which practice is
correct?

A. encryption is not used

B. the devices are regularly connected to the organization's
computer network

C. the devices are regularly scanned for viruses and spyware
programs

D. all of the above

8. What is the correct filing order for the following names?

(1) Mrs. Roberta St. James (2) Ms. Rachael Ste. John (3) Mr.
Robert St. John (4) Mr. Ronald St. John

A.3,1,2,4
B. 1,432
C.1,3,4,2
D.2,1,3,4

9. Which action is not recommended when cross-referencing
foreign business names on documents?

A. Index the foreign name as written in the foreign language
B. Write the English translation on the original documents
C. Ignore the foreign language

D. None of the above

10. For a business with four surnames, how many cross
references are needed?

A.0
B.1
C.2
D. 3
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Explanations




1. General correspondence and bank statements are
categorized as which records value?

A. Vital

B. Important

C. Useful

D. Nonessential

Understanding the value-based approach to records helps here: some records are
essential for keeping the organization running, some are important for compliance and
reference, some are useful as supporting evidence and for routine inquiries, while others
are nonessential. General correspondence and bank statements are best seen as useful
records. They provide reference for everyday operations, serve as evidence for financial
transactions, and support audits or inquiries, but losing them wouldn’t halt the
organization’s ability to function. They carry value beyond mere trivia, yet they aren’t the
core records needed to keep the business alive in a crisis, which is why they’re not
categorized as vital. They aren’t so central to day-to-day governance or compliance that
they would be considered important at the highest level either, hence useful is the most
appropriate fit.

2. In the Edgar Evans set, which sequence correctly orders
the items for filing?

A.1,2,4,3
B.1,2,3, 4
C.1,3,4,2
D.1,3,2,4

Filing relies on a predefined order defined by the filing plan and the control keys used for
the set. The Edgar Evans set uses a numeric sequence as its primary sorting key, so items
should be filed in ascending order according to that sequence. This creates a consistent,
predictable path for retrieval, helps ensure accuracy when shelving and auditing, and
makes it easy to insert new items into the correct spot without disrupting the overall
arrangement. Keeping items in that established order prevents mixing items that belong
at different points in the sequence, which would complicate retrieval and undermine the
set’s organization.
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3. In the Jefferson County departments example, which
sequence is correct for the filing order?

A.3,1,4,2
B.3,1,2,4
C.3,2,1,4
D.2,1,3,4

The sequence tests filing according to the records life cycle and department workflow. In
a proper filing order, records should move logically from creation/receipt through
indexing and handling, then toward final disposition. So the correct sequence is the one
that starts with the department intake of records, followed by assigning or indexing those
records so they can be found, then proceeding to the processing or work on those
records, and finally applying retention/disposition and archiving. This flow keeps the
chain of custody intact and makes retrieval straightforward across departments. Other
sequences disrupt this flow by placing later stages before earlier necessary steps—such
as processing or disposition occurring without first receiving and indexing the
records—leading to retrieval difficulties and inconsistent governance.

4. A shared local area network:

A. may contain files that are restricted to certain employees
B. can allow users to save, edit and delete files on the LAN

C. can be a place for distribution and use of electronic
documents

D. all of the above

A shared local area network is designed to distribute and manage access to files and
documents within an organization. On a LAN, files can be stored in central shared folders
that are protected by access controls, so some files may be restricted to certain
employees based on user accounts or groups. Users who have permission can save, edit,
and delete files in those shared locations, depending on the rights assigned to them. And
because a LAN is built to share resources efficiently, it serves as a convenient place to
distribute and use electronic documents among users across the network. Since each of
these capabilities is a typical feature of a LAN, the best choice is that all of the above
apply.
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5. Cross references should be prepared for business names
when

A. the business has changed names

B. the business is a division or subsidiary of a parent company
C. there are similar names

D. all of the above

Cross references for business names are essential to ensure reliable retrieval and
continuity of records when names change, when entities are part of a larger corporate
structure, and when names are easily confused. If a business changes its name, linking
the old and new names lets someone find records regardless of which name was used at
filing time. When a business is a division or subsidiary of a parent company, cross
references capture the relationship so users can trace records across entities and
maintain consistent naming. When similar names exist, cross references help
disambiguate and prevent misfiling or wrong associations. All of these situations involve
name-based navigation, so cross references should be prepared for business names in all
of these cases.

6. Policy and procedures manuals are:
A. of historical value to the firm
B. of administrative value to the firm
C. of legal value to the firm
D. all of the above

Policy and procedures manuals guide how work should be performed, who is authorized
to perform it, and the exact steps to follow in everyday operations. Their primary value is
administrative: they standardize processes, support training, establish internal controls,
and provide a reliable reference for day-to-day decision-making and accountability. While
these manuals can have historical value if kept to document past practices, and can carry
some legal relevance as evidence of governance or compliance, their main purpose and
the greatest impact in practice is administrative.
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7. To protect against unauthorized disclosure of confidential

information on portable computing devices, which practice is
correct?

A. encryption is not used

B. the devices are regularly connected to the organization's
computer network

C. the devices are regularly scanned for viruses and spyware
programs

D. all of the above

Protecting confidential data on portable devices hinges on preventing malware from
acting as a channel for leakage. Regularly scanning for viruses and spyware directly
reduces the chance that malicious software will exfiltrate or disclose information by
detecting and removing threats before they can do harm. Encryption is essential in
practice to protect data if a device is lost or stolen, so the statement that encryption is
not used would weaken protection. Simply connecting devices to the network can
increase exposure to threats if not tightly controlled, and isn’t a standalone safeguard.
Therefore, scanning for viruses and spyware is the best choice among the options.

8. What is the correct filing order for the following names?
(1) Mrs. Roberta St. James (2) Ms. Rachael Ste. John (3) Mr.
Robert St. John (4) Mr. Ronald St. John

A.3,1,2,4
B.1,4,3,2
C.1,3,4,2
D.2,1,3, 4

Filing by surname means you look at the last-name string exactly as written (ignoring
titles like Mr., Ms., Mrs.) and order alphabetically by that surname. In this case the
surnames to compare are Ste. John, St. James, St. John, and St. John. When you rank
these last names alphabetically, Ste. John comes first, followed by St. James, then the two
St. John entries. Where the last names are the same, you break ties by the given name;

Robert comes before Ronald. So the correct filing order is: Rachael Ste. John, Roberta
St. James, Robert St. John, Ronald St. John.
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9. Which action is not recommended when cross-referencing
foreign business names on documents?

A. Index the foreign name as written in the foreign language
B. Write the English translation on the original documents
C. Ignore the foreign language

D. None of the above

Cross-referencing foreign business names relies on preserving the exact form of the
name as it appears in the original language and linking it to translations or aliases so
retrieval works across languages. The action that is not recommended is to ignore the
foreign language. Skipping the foreign name makes it much harder to locate records
when users search in that language, can lead to misidentification, and undermines
authority control over the entity. Best practice is to index the foreign name exactly as
written to maintain the official form, and if helpful, provide an English translation or
transliteration in metadata or cross-reference fields rather than altering the original

document. This approach preserves the record’s authenticity while enabling effective
search and retrieval.

10. For a business with four surnames, how many cross
references are needed?

A.0
B.1
C.2
D.3

When multiple surname variants exist for a single business, you connect them so a
search for any form leads to the same record. Each cross reference adds one link between
two forms. To make all four variants connected in a usable way, you need at least three
cross references. A practical approach is to pick one surname as the main entry and
create a cross reference from each of the other three variants to it. That uses three cross
references and ensures every variant points to the same entity. Fewer than three would
leave at least one variant not linked, making retrieval inconsistent, while more than three
would be redundant for basic navigation.
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Next Steps

Congratulations on reaching the final section of this guide. You've taken
a meaningful step toward passing your certification exam and advancing
your career.

As you continue preparing, remember that consistent practice, review,
and self-reflection are key to success. Make time to revisit difficult
topics, simulate exam conditions, and track your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love
to hear from you. Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:
https://recordandinformationmgmt.examzify.com

We wish you the very best on your exam journey. You've got this!
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