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Each of the five multiple choice examinations has two team members assigned to it.  Part 6 customarily has at least two, and sometimes three, individuals tasked to it because the creation of essay exams is more time consuming and complicated.  The test developers are familiar with the subject matter of the test bank to which they are assigned, but in addition read widely in the professional literature in search of ideas and source material for new questions or for revisions to existing ones.
There are two "classic" texts upon which a foundation of knowledge is generally built. These are Robek, Brown, and Stephens' Information and Records Management (the Bible), and Ricks and Gow's Information Resource Management (the other Bible).  Beyond these two volumes the variety and extent of literature on the topics covered by a particular test bank is only limited by one's imagination.  Still, in an effort to maintain some semblance of control over a fount of knowledge morphing into a fire hose going full blast, the assembled Examination Development Committee members, during their semi-annual review of new or revised questions, return repeatedly to the two "classics" for validation (or at least not contradiction) of the material being reviewed.  In any case, it behooves the candidate to read as widely as possible in the topical areas covered by the exam sections they have chosen to take at a particular sitting of the exam.

Part 2, Records Creation and Use, covers correspondence, reports, directives and forms management.  What are the accepted principles and practices of  written communications (form letters, formats for correspondence and the like)?  What is a Reports Control Program and how does one set up and manage one?  What are directives, how does one write them, audit them, update them, etc.?  What are the basics considerations in forms design and layout, paper stock and color, electronic applications, form files, etc.?  All this and more is asked of the candidate during this two hour exam.
Next time: a bit about Part 3.

A big "Thank You!" to Susan Priebe, Records Manager at PEMCO Insurance and Secretary of the Greater Seattle chapter, for searching through the Year 2000 archives of "The Recorder" for the original version of this article.  She did not find it, so this is, essentially, a new text. 
