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SECTION A: (20 Marks) 

Answer all questions in this section. 

 Each question carries one Mark. 

1. Filing means?          

A. Systematic way of keeping of the documents in a prescribed manner in the patients’ 

folder, ensuring that all the records are arranged according to the dates  

B. Systematical way of keeping of patients records in a prescribed manner in a shelf. 

C. Arranging the folders according to the inpatient registration numbers first initiated 

first 

D. Check if everything is appropriately filed to avoid misfiling. 

2. Putting the files into good order before being filed is?      

A. Sorting  

B. Editing 

C. Checking 

D. Filing 

3. There are three  types of filing /system. Which one of the following is a type of filing system 

most suitably used in health records in level V and level VI hospitals?  

A. Alphabetical filing system 

B. Chronological filing system 

C. Numerical filing system 

D. Terminal digit filing system 

4. The advantages of terminal digit filing system include:     

A. Only every 100th new medical record will be filed in the same primary section of 

the file 

B. Easy to misfile, one must consider all digits  

C. Easy to transcribe numbers where one digit is wrongly written or read 

D. It is not feasible to assign filing responsibility to one clerk since most of the records 

and loose sheets are filed in the same area. 

 

 

 

 


