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CHAPTER 1

INTRODUCTION




1.1 INTRODUCTION

Record keeping is the systematic process of creating, maintaining, and disposing of records of
an organization’s activities and transactions. In an office environment, effective record
keeping is a cornerstone of operational efficiency, legal compliance, and strategic decision-
making. This study aims to investigate the critical role of record keeping in the modern office
and its impact on productivity, accountability, and security. It will explore current practices,
identify common challenges, and highlight best practices that can lead to a more effective
system. Record-keeping in an office is not merely a bureaucratic task but a critical function
that underpins the entire operation of an organization. In an increasingly complex and
regulated business environment, the systematic creation, management, and preservation of
records have become more important than ever. From paper files to digital databases, these
records serve as the institutional memory, providing a verifiable account of activities,
decisions, and transactions. A comprehensive study on this topic reveals that effective
recordkeeping is fundamental to ensuring legal and regulatory compliance, fostering
operational efficiency, and enabling informed strategic decision-making. Record-keeping is a
fundamental practice in both personal and professional spheres, serving as the backbone for
accountability, decision-making, and historical preservation. It's the systematic process of
documenting, storing, and managing information about activities, transactions, and events.
From a business perspective, effective record-keeping is essential for compliance with legal
and regulatory requirements, financial management, and operational efficiency. For
individuals, it aids in managing personal finances, tracking health information, and

preserving important documents.

1.2 Statement of the Problem

Poor record keeping poses significant challenges to small and medium-sized enterprises

(SMEs), including:

e Loss of critical information




* Inefficient document retrieval
* Increased vulnerability to data security breaches
* Failure to meet legal and regulatory obligations

These issues can lead to:

* Financial losses
* Reputational damage

* Lack of transparency

1.3 Significance of the Study

This study is significant for several reasons. For organizations, it will provide insights into
how to establish more efficient and secure record-keeping practices, leading to improved
operational workflows and better risk management. For academic researchers, it will
contribute to the existing body of knowledge on office management and information systems.
For students and practitioners in the field, the findings will serve as a practical guide to

understanding and implementing effective record-keeping policies and technologies.

1.4 Objectives of the Study

To Examine the current record-keeping practices in selected offices.

To Identify the key challenges and weaknesses in existing record-keeping systems.
To Analyze the impact of poor record keeping on office efficiency and security.

To Highlight the benefits of proper record keeping, such as improved decision-making and

legal compliance.

To Propose recommendations for enhancing record-keeping practices and systems.

1.5 Scope of the Study

The study is limited to study on the importance of record keeping within selected
Organisations in kottakkal. It focus on creation, storage and retrieval of both physical and

digital Documents, using a sample of 16 members to understand their views and experience.




1.6 Research Methodology

This study employs a descriptive research design, utilizing a mix of quantitative and
qualitative approaches. A survey conducted to collect quantitative data on the current state of
record-keeping, while semi-structured interviews and direct observation used to gather
qualitative insights into the challenges and best practices. This mixed-method approach

provides a comprehensive understanding of the topic.

1.7 Area of Study

The research conducted in a major business city kottakkal, focusing on firms located within a
5-kilo-meter radius. This concentrated area allows for easy access to the firms and their

personnel, making data collection more efficient.

1.8 Sample Size

The sample size for this study consists of 10 employees. A random sampling technique used
to ensure a representative mix of roles and departments, including administrative assistants,

managers, and accountants.

1.9 Source of Data
Both primary and secondary data used in this study.

Primary Data: This collected directly from the selected sample through the use of

questionnaires, interviews, and on-site observations.

Secondary Data: This sourced from existing literature, including academic journals,
textbooks, company reports, and online publications related to records management, office

administration, and information technology.

1.10 Period of Study

The study will be conducted over a period of 21 days,

1.11 Tools for Data Collection

For the purpose of collecting data the following techniques is used:

. Questionnaire




1.12 Limitations of the Study
This study is subject to several limitations:

Sample Size: The small sample size may limit the generalizability of the findings to a broader

population of offices.
Geographic Scope: The study's focus on a single geographic area may not reflect the diverse

record-keeping practices in other regions.

Response Bias: Responses from employees and managers may be influenced by a desire to

present their office in a positive light.

Time Constraints: The three-month period may be insufficient to observe long-term trends or

the full impact of existing systems.
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REVIEW OF LITERATURE

Chester 1. Barnard (1938) in The Functions of the Executive stressed that accurate records
are essential for communication and coordination in organisations, helping managers make
informed decisions and maintain control.

Peter Drucker (1954) the father of modern management, argued that recordkeeping is central
to “management by objectives,” as it provides the evidence base for measuring performance
against planned goals.

Herbert Simon (1957) emphasized that records serve as an essential input for
decisionmaking

under conditions of bounded rationality, ensuring that organizational choices are fact-based
rather than arbitrary

Koontz and O’Donnell (1976) in their management theory pointed out that systematic
recordkeeping improves coordination and control by supplying reliable information across all
levels of the organization.

Mullins (1996) stressed that records are not only functional tools but also legal and ethical
instruments, preserving accountability and protecting organizations against disputes and risks.
Kenneth C. Laudon and Jane Laudon (2007), in their work on management information
systems, explained that digital recordkeeping enhances efficiency, supports strategic
decision- making, and enables information sharing in modern organizations.

Yakel (2007) from archival studies highlighted that proper recordkeeping ensures
organizational memory, helping institutions preserve knowledge and maintain continuity

despite staff changes

11
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THEORETICAL FRAMEWORK

3.1. INTRODUCTION

Record keeping is a foundational administrative function in every office,

regardless of size or sector. It involves the systematic documentalon and

maintenance of informal on that supports the efficient operation, accountability, and memory
of an organizational on. These records may include financial statements, employee files,

meeting minutes, policy documents, contracts, and correspondence.

In today’s increasingly complex and digitized effective record keeping has grown
exponentially. Offices must not only keep records for legal and operational reasons but also
adapt to technological advances that influence how informalon is stored and retrieved.
Record keeping is therefore both a functional necessity and a strategic asset. This essay
presents a theorelcal framework for understanding record keeping from various academic
and praclcal perspectives. It also elaborates on the

importance, benefits, and challenges associated with record keeping in an office environment.
3.2 THEORETICAL PERSPECTIVES

Understanding record keeping through theorelcal lenses helps explain its purpose

and influence on organizalonal structure and efficiency.

2.1 SYSTEMS THEORY

Ludwig von Bertalanfty's Systems Theory views an organization as a set of

interconnected systems working together to achieve a common goal. Record keeping acts as
the nervous system of the organization—it collects, stores, and distributes informalon that
allows all other systems to function effeclvely. A breakdown in record keeping affects
theenlre system, resullng in inefficiencies and miscommunicalon.For instance, if employee
records are lost or misfiled, HR may be unable to process payroll correctly or monitor
performance. This highlights the systemic importance of reliable records.

2.2 BUREAUCRATIC MANAGEMENT THEORY

Max Weber’s bureaucralc theory suggests that formal rules and documented

procedures are essenlal for maintaining order and efficiency. According to this theory, every

decision, transaclon, or communicalon should be recorded for

13




transparency and accountability. Offices that funclon under bureaucralc models rely heavily
on structured records, including job descriplons, policy manuals, and workflow charts. These
documents reduce ambiguity and ensure consistent praclce.

2.3 INFORMATION MANAGEMENT THEORY

This theory emphasizes the management of informalon as a resource. It focuses on
how organizalons collect, process, store, and disseminate informalon. Effeclve
record keeping ensures that informalon is accessible, accurate, and secure—traits
that are vital for data-driven decision-making.

A good example is a sales office that keeps accurate records of customer orders,
preferences, and feedback. This data is not just a record of past transaclons but also,
a resource for markelng strategies and product development.

2.4 RECORDS CONTINUUM MODEL

This modern approach to records management suggests that records are

conlnuously created and used throughout their lifecycle—not just stored and
archived. The model promotes proaclve management from the point of crealon to
long-term preservalon, especially in digital environments.

For example, email correspondence stored in cloud servers is not only an archive

but can be conlnuously referenced and linked to new projects. This dynamic nature
of records helps offices remain agile and responsive.

3.3 THE IMPORTANCE OF RECORD KEEPING IN AN OFFICE

Record keeping provides the structural backbone for office operalons,

supporlng a wide range of aclviles from roulne administralve tasks to strategic
planning.

3.1 LEGAL AND REGULATORY COMPLIANCE

Offices are bound by legal obligalons to maintain specific records. Government
audits, legal disputes, and compliance checks require that accurate records are
available on demand. Failure to maintain these records can result in penalles or legal
aclon.

For instance, the General Data Proteclon Regulalon (GDPR) in the EU mandates
organizalons to maintain clear records of data processing aclviles. Similarly, tax authoriles
may require records dalng back several years.

3.2 OPERATIONAL EFFCIENCY RECORDS

14




improve the day-to-day efficiency of office work. When staff can locate files
quickly and trust the data they contain, workflow speeds up. Roulne tasks like
responding to inquiries, preparing reports, or handling complaints become less
burdensome.

Moreover, digital record-keeping systems with search funclonaliles significantly reduce
the Ime spent localng documents.

3.3 DECISION MAKING AND STRATEGIC PLANNING

Reliable records provide the basis for sound decision-making. Financial records
guide budgelng, performance records help in promolons and staffing decisions,
and client records inform markelng strategies.

Managers rely on accurate records to idenlfy trends, measure progress, and assess
risks.

3.4 CONTINUITY AND INSTITUIONAL MEMORY

Records act as the memory of an organizalon. They preserve knowledge, decisions,
and policies even when staff members leave or roles change. This ensures that the
organizalon conlnues to funclon smoothly and doesn't lose valuable informalon
over lme.

For example, policy changes, client contracts, and past project reports ensure that
future staff don’t need to “reinvent the wheel.”

3.5 TRANSPARENCY AND ACCOUNTABILITY

Records make it easier to track who did what and when, promolng a culture of
accountability. Meelng minutes, signed agreements, and authorizalon forms serve
as proof that procedures were followed.

This is parlcularly important in public sector offices where transparency is

crucial.

4.4 ADVANTAGES OF RECORD KEEPING

The benefits of an effeclve record-keeping system are manifold:

4.1 OPERATIONAL EFFICIENCY

Time and resources are saved when records are easily accessible. Staff produclvity
improves when they aren’t bogged down by disorganized files.

4.2 DATA SECURITY AND CONFIDENTIALITY
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Modern digital systems allow for password proteclon, access control, and encryplon—
enhancing data security. Confidential records such as employee evalualons or medical
informalon are protected.

4.3 LEGAL SAFEGUARDS

In cases of disputes or lilgalon, well-maintained records can offer proof and protect
the organizalon from liabililes.

4.4 SUPPORT FOR AUDITNG AND REPORTING

External and internal audits rely on comprehensive records. Offices that keep

detailed and orderly documentalon find audits much less stressful and more

efficient.

4.5 IMPROVED COMMUNICATION

Centralized records help synchronize communicalon across departments. Everyone
accesses the same informalon, reducing miscommunicalon and duplicalon of

work.

4.5 DISADVANTAGES OF RECORD KEEPING

Despite its benefits, record keeping presents several challenges

5.1 COST AND INFRASTRUCTURE

Implemenlng a comprehensive record-keeping system requires investment in
infrastructure—file cabinets, servers, software licenses—and ongoing maintenance
costs.

5.2 TIME CONSUMP30ON

Especially in manual systems, record keeping can be labour-intensive. Staff must devote
Ime to crealng, filing, and retrieving documents.

5.3 RISK OF DATA LOSS OR BREACH

Poorly managed digital systems can be vulnerable to cyberhackers, while physical records
can be destroyed in fires or floods.

5.4 TECHNOLOGICAL OBSOLESCENCE

As technology changes rapidly, older digital formats (e.g., outdated software) may
become unreadable, posing challenges for long-term storage.

5.5 HUMAN ERROR

Improper labelling, accidental delelon, or misplacement of records can lead to

loss of crilcal informalon.6. Special Consideralons in Modern Offices

4.6 DIGITAL VS. PHYSICAL RECORDS

16




Most modern offices are transiloning to digital records due to their efficiency, ease of
backup, and accessibility. However, physical records are s111 used for legal or tradilonal
purposes in some sectors.

Digilzalon also introduces challenges such as data migralon, cybersecurity, and the
need for staff training.

6.1 STAFF TRAINING AND COMPLIANCE

Employees must be trained in best praclces for record keeping, including privacy laws,
data handling, and organizational policies. A well-informed staff ensures consistency
and compliance.

6.2 ETHICAL AND LEGAL CONSIDERATIONS

Record keeping must respect privacy rights, especially in handling personal or sensilve
data. Ethical consideralons include consent, data minimizalon, and responsible storage
praclces.

7. CONCLUSION

Record keeping is not merely an administral ve necessity but a strategic funclon that
underpins the success of office operalons. It supports legal compliance, enhances
efficiency, informs decisions, and preserves organizalonal knowledge. While it

poses challenges such as cost, 1me, and data security, the advantages clearly

outweigh the drawbacks.

Understanding record keeping through theorelcalmodels like systems theory,
bureaucracy, and informal on management highlights its multi-dimensional value. In
an age where informalon is power, organizations that invest in robust record

management systems posilon themselves for success and sustainability.

17




CHAPTER 4

DATA ANALYSIS AND INTERPRETATION

18




PERCENTAGE%

TABLE 4.1 BASIS OF AGE

OPTIONS

COUNT

18-25

14 87.5%

25-35

2 12.5%

ABOVE 35

0 0.0%

TOTAL

16 100%

100.00%
90.00%
80.00%
70.00%
60.00%
50.00%
40.00%
30.00%
20.00%
10.00%

0.00%

AGE WISE

18-25 25-35 ABOVE 35

Bseries1 ®Series2

INTERPRETATION
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This diagram and table show that most respondents (87.5%) are in the age group of 18-25
years, while 12.5% are in the 25-35 years group.

TABLE 4.2 JOB ROLE
OPTIONS COUNT PERCENTAGE%

Administrative staff 9 56.3%

Finance staff 0 0.00%

Management staff 3 18.8%

others 4 25.0%

Total 16 100%

JOB ROLE
60.00%
50.00%
40.00%
30.00%
20.00%
10.00%
0.00%
ADMINISTRATIVE STAFF FINANCE STAFF MANAGEMENT STAFF OTHER

Mseries1 ®™Column2 ™ Columnil
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INTERPRETATION

This diagram and table show that most respondents (56.3%)| PERCENTAGE%

are administrative staff, 25%

belong to other job roles, 18.8% are management staff

TABLE 4.3 TIME PERIOD
OPTIONS COUNT
Fresher 12
75%
1-3 years 4 259%
3-6 years 0 0.00%
Upto 6 0 0.0%
Total 16 100%
TIME PERIOD
80% 75%
70%
60%
50%
40%
30% 25%
20%
10%
0.00% 0.00%
0%
fresher 1-3 years 3-6 years upto6

mSeries1 ®mColumn2 mColumni
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INTERPRETATION

This diagram and table show that most respondents are Freshers (75%), while 25% have 1-3
years of experience.
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TABLE 4.4 SIZE OF ORGANAISATION

PERCENTAGE%
OPTIONS COUNT
1-10 10

62.5%
10-20 6 37 50,
UP TO 20 0 0.00%
TOTAL 16 100%

SIZE OF ORGANAISATION
70.00%
62.50%
60.00%
50.00%
40.00% 37.50%
30.00%
20.00%
10.00%
0.00%
0.00%
1t010 10t020 up to 20

mSeries1 ®mColumn2 mColumni
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This diagram and table show that most Organizations have

INTERPRETATION

PERCENTAGE%
1-10 members (62.5%), while
37.5% have 10-20 members.
TABLE 4.5 RECORD KEEPING
OPTIONS COUNT
YES 13
81.3%
NO 3 18.8%
TOTAL 16 100%
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90.00%
80.00%
70.00%
60.00%
50.00%
40.00%
30.00%
20.00%
10.00%

0.00%

RECORD KEEPING
81.30%
18.80%
YES Category 2

W Series1 ®mColumn2 mColumni

INTERPRETATION

PERCENTAGE%

This diagram and table show that most respondents (81.3%) keep records, while only 18.8%
do not maintain records.

TABLE 4.6 IMPORTANCE OF RECORD KEEPING

OPTIONS COUNT
Important 16
Not important 0

100%

0.00%
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PERCENTAGE%

Total 16 100%

IMPORTANCE OF RECORD KEEPING

120%

100%
100%
80%
60%
40%
20%
0.00%

0%
important not important

M Series1 ®WColumn2 mColumn1

INTERPRETATION

This diagram and table show that all 16 respondents (100%) said record keeping is
important.
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TABLE 4.7 RECORD KEEPING SYSTEM

OPTIONS COUNT PERCENTAGE%
Organized 16 100%
Disorganized 0 0.0%
Total 16 100%
RECORD KEEPING SYSTEM

120%

100%

100%

80% I

60% I

40% I

20%

0% I

_
organized dis organized
= Series 1 m Column2  w Columnl

INTERPRETATION

This diagram and table show that all 16 respondents (100%) said the record keeping system
is organized.
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TABLE 4.8 TYPES OF RECORDS

OPTIONS COUNT PERCENTAGE%
Financial records 4 25.0%

Client records 7 43.8%

Others 5 31.3%

Total 16 100%

50.00%
45.00%
40.00%
35.00%
30.00%
25.00%
20.00%
15.00%
10.00%

5.00%

0.00%

This diagram and table show that 43.8% of respondents keep client records, 31.3% keep

TYPES OF RECORDS

43.80%
31.30%
25.00% I
Financial records clientrecords others

mSeries1 mColumn2 mColumni

INTERPRETATION

other records, and 25% keep financial records.
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TABLE 4.9 TYPE OF RECORD KEEPING

PERCENTAGE%
OPTIONS COUNT
Manually 1
6.3%
Digitally 5 31.3%
Both 10 62.5%
Total 16 100%
TYPE OF RECORD KEEPING

5
4.5 4.3

4
3.5

3
2.5

2
1.5

]

62.50%

0.5 31.30% l

0 ]

manually digitally both

H Series1 ®mColumn2 mColumni

INTERPRETATION

29




This diagram and table show that 62.5% of respondents keep records both manually and
digitally, 31.3% keep them digitally only, and 6.3% keep them manually.
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TABLE 4.10 RECORD UPDATES

PERCENTAGE%
OPTIONS COUNT
Daily 6
37.5%
Weekly 7 43.8%
Monthly 3 18.8%
Total 16 100%
RECORD UPDATES

5
4.5 4.3

4
3.5

3
2.5

2
1.5

1

43.80%

0.5 18.80%

. ] —

daily weekly monthly

W Series1 W Column2 mColumn1

INTERPRETATION
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This diagram and table show that 43.8% of respondents update records weekly, 37.5% update
daily, and 18.8% update monthly.

TABLE 4.1 WHY RECORD KEEPING

OPTIONS COUNT
Easy access 7
43.8%
Required by policy 5 313%
Helps avoid mistake 4 25.0%
Total 16 100%
WHY RECORD KEEPING

5
4.5

4
3.5

3
2.5

2
1.5

1
0.5

0 [ .

easy access required by policy helps avoid mistake

m Series1 mColumn2 m Columni
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INTERPRETATION

This diagram and table show that 43.8% of respondents keep  pERCENTAGE%

records for easy access, 31.3% because it is required by

policy, and 25% to help avoid mistakes.

TABLE 4.12 PROBLEM FACED DUE TO POOR RECORD KEEPING

OPTIONS COUNT PERCENTAGEY%
YES 8 50.0%
NO 8 50.0%
TOTAL 16 100%
PROBLEM FACED DUE TO POOR RECORD KEEPING
60.00%
50.00% 50.00%
ae | N
40.00% I I
30.00% I I
20.00%
0o | B
0.00% I I
YES NO
m Series 1 m Column2 m Columnl

INTERPRETATION
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This diagram and table show that 50% of respondents said “Yes” and 50% said “No.” This
means opinions are equally divided.
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TABLE 4.13 CHALLENGES IN RECORD KEEPING

OPTIONS COUNT PERCENTAGE%
0

Communication > 31.3%

barrier

Time consuming 11 68.8%

Total 16 100%
CHALLENGES IN RECORD KEEPING

80.00%

70.00%

60.00%

50.00%

40.00%

30.00%
20.00%
10.00%

0.00%

communication barrier time consuming

W Series1 mColumn2 mColumni

INTERPRETATION

This diagram and table show that 68.8% of respondents see record keeping as time
consuming, while 31.3% face communication barriers
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TABLE 4.14 RATE THE RECORD KEEPING SYSTEM

OPTIONS COUNT PERCENTAGE%
GOOD 16 100%

POOR 0 0.0%

TOTAL 16 100%

RATE THE RECORD KEEPING SYSTEM

500%
450%
400%
350%
300%
250%
200%
150%

4.5

100%

100%
50%
’ . 0.00%
0%
GOOD POOR

H Series1 mColumn2 mColumni

INTERPRETATION

This diagram and table show that 100% of the respondents rated the record keeping system as
good.
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TABLE 4.15 NEW STAFF TRAINED PROCEDURES

OPTIONS COUNT PERCENTAGE%
Guidelines provided 9 56.3%
Workshops 2 12.5%
Orientation program 5 31.3%
Total 16 100%

NEW STAFF TRAINED PROCEDURES

500.00%

4.5
450.00%
400.00%
350.00%
300.00%
250.00%
200.00%
150.00%
100.00% 56.30%
50.00% . e —— 31.30%
0.00% — L
guidelines provided workshops orientation program
mSeries1 ®mWColumn2 = Columni
INTERPRETATION

This diagram and table show that 56.3% of new staff were trained through guidelines, 31.3%
through orientation programs, and 12.5% through workshops.
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CHAPTER 5
FINDINGS, SUGGESTIONS, CONCLUSION,

QUESTIONNIRE

FINDINGS

O Most respondents (87.5%) are 18-25 years old
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O 0O 0O 0O 0o 0o o o o o o

o

Most respondents (56.3%) are administrative staff

Most respondents (75%) are freshers

Most organizations (62.5%) have 1-10 members,

Most respondents (81.3%) maintain records,

All respondents (100%) agreed that record keeping is important.

All respondents (100%) stated that the record-keeping system is organized
Most respondents (43.8%) keep client records

Most respondents (62.5%) keep records both manually and digitally,

Most respondents (43.8%) update records weekly

Most respondents (43.8%) keep records for easy access,

Half of the respondents (50%) said yes and half (50%) said no, showing opinions are
equally divided.

Most respondents (68.8%) feel record-keeping is time-consuming,

All respondents (100%) rated the record-keeping system as good.

Most new staff (56.3%) were trained through guidelines
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SUGGESTIONS

Continue spreading awareness about the benefits of record keeping for efficiency and
transparency.

Strengthen digital record-keeping tools while keeping manual backups for safety.
Provide hands-on training and mentoring for new staff in addition to written
guidelines.

Introduce user-friendly software and clear procedures to reduce the time taken for
record keeping.

Adopt a uniform schedule for updating records to maintain accuracy.

store records in a way that ensures both easy access and security.

Encourage maintaining client records to improve customer service and growth.
Keep improving and standardizing formats to maintain organized and effective

systems.
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CONCLUSION:

The analysis clearly shows that the majority of organisations surveyed are relatively small in
size, with 62.5% employing only 1-10 members, while the remaining 37.5% have between
10—20 members. This reflects that the organisational structure within the study area is
dominated by small-scale firms that function with limited manpower and resources. The
prevalence of such small-sized organisations highlights the importance of understanding both

the benefits and limitations that come with operating in a compact team environment.

On the positive side, small organisations often enjoy several advantages. With fewer
employees, communication tends to be faster and more direct, reducing delays in
decisionmaking and ensuring that important information reaches everyone quickly. Smaller
teams also encourage stronger interpersonal relationships, closer coordination, and easier
supervision, which can build trust, teamwork, and accountability among employees.
Additionally, managers in such firms may find it easier to monitor performance, assign tasks,

and ensure compliance with policies since the hierarchy is simple and straightforward.

However, these strengths are often balanced by significant challenges. Operating with a small
workforce can result in employees having to multitask and handle multiple responsibilities,
leading to stress, workload pressure, and possible errors. Limited manpower can also restrict
innovation and slow down business growth, as there are fewer people to contribute to
specialised roles or new initiatives. Furthermore, small organisations often face resource
constraints, which may hinder their ability to adopt advanced systems, particularly in areas
such as record-keeping. Without proper systems in place, issues like data inaccuracy, poor

accessibility, or even compliance risks can arise as the organisation grows.

The findings suggest that organisations in this category should adopt record-keeping practices
that are simple, cost-effective, and user-friendly, ensuring they are manageable within their
current size and structure. At the same time, it is equally important for them to plan for
scalability by gradually integrating digital tools and structured systems that can support future
growth. By striking a balance between present limitations and future needs, these small-scale
organisations can ensure efficient operations, minimise risks, and strengthen their capacity to

expand sustainably.
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QUESTIONNIRE
Section-A Demographic information
1.what is your age group

0 18-25
0 26-35
0 36-50
0 50 above

2. What is your job role/department

Administrative staff
Management staft
Finance staff

Other

O O O O

3. How long have you been with the organization?

Fresher
1-3year

0
0
0 4-6year
0

More than 6 years

4.what is the size of your organization

0 1-10
0 10-20
0 Upto20

Section B-General knowledge
5.Do you keep records in your current role?

0 Yes
0 No

6. In your opinion, how important is record keeping

0 Important
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0 Not important
7.How would you describe your organization current record keeping system?

0 organized

0 Disorganized

8. What type of records do you mainly keep?

* Financial records
* Client records

e Others

9.How do you keep your records?

*  Manually
* Digitally
* Both

10.How often do you update your records

* Daily
*  Weekly
*  Monthly

11.why, do you think record keeping is important?

* Easy access
* Helps avoid mistakes

* Required by law or policy

12.Have you ever faced a problem due to poor record keeping?

* Yes
* No

13.How would you rate the record keeping system in your organization?

* Good

e Poor

14.what challenges do you face in keeping records?

* Time consuming
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* Communication barriers

15.How is new staff trained on record keeping procedures?

* Guidelines provided
* Orientation program

*  Workshops
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