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Abstract

This paper is on records keeping for local government administrative officers in the twenty-three 

(23) local government areas of Sokoto State. Research has shown that when records are not 

rightfully kept, much time is lost in sorting and locating the needed information from large 

volumes of records. The fact that the rate of records misplaced or lost from which useful 

information for decision making could basically have been obtained, usually makes it difficult to 

provide concise and up-to-date records of both past and present operations, thus creating a 

challenge for effective record-keeping.  The paper is of the opinion that a coherent records 

management policy should be formulated and that old and archaic storage facilities such as 

wooden shelves should be discarded by the local government areas under study. That adequate 

fund should be made available by the aforementioned local government areas to procure modern 

and adequate storage equipment and facilities as well as for training and staff awareness 

programs particularly for administrative officers in their respective local governments.

Keywords: Records, Records keeping, Administrative Officer, Local government

Introduction

Information is an important factor in human endeavour.  It is what keeps people and society 

connected and what makes businesses to thrive.  Information is regarded in some quarters as 

indispensable asset of an organization is public or private. In a nutshell it is one of the parameters 

for classifying the countries of the world into two main classes, namely information poor and 
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information rich countries. Information is banks of what has been done, there is no doubt that 

information availability, accessibility and utilization is what makes nations to grow and develop. 

That is why information is regarded as a national resource that can be used to produce not only 

value-added goods and services and to increase national wealth (Popoola, 2000). 

As it is, records and information are like a part and a whole they are inseparable. They contain the 

ingredients needed for planning, decision making and control in an organization, public service 

institutions included. The International Foundation for Information Technology (2010), defined 

record as something that represents proof of existence and that can be used to recreate or prove 

state of existence, regardless of medium or characteristics. A record is either created or received 

by an organization in pursuance of, or in compliance with legal obligations or in the transaction 

of business. Records can be either tangible objects, such as paper documents like birth 

certificates, drivers' licenses, and physical medical x-rays or digital information, such as 

electronic office documents, data in application databases, web site content and electronic mail. 

Record keeping is an organizational function devoted to the management of information in an 

organisation throughout its life cycle, from the time of creation or inscription to its eventual 

disposition; this includes identifying, storing, securing, retrieving, tracking, and destroying or 

permanently preserving records (Arma, 2013).Robek (2002) opined that records keeping can 

play an important role in charting the course of policy and determining program priorities.  It can 

also introduce a sense of unity of purpose into the whole administration. Thus, it seeks to create 

records necessary for the efficient and successful running of an organization; to produce the 

records when they are needed; to conserve records relevant to the continued operation of the 

organization; and to create only those records which are necessary.

However, as much as record keeping is important especially in the running of both public and 

private institutions, in local government councils, it is the administrative officer who is saddled 

with keeping records. The administrative officer is the individual responsible for organizational 

business operation running smoothly, which involves keeping and maintaining company's asset 

such as information.   He is key to efficient organisational operation and is responsible for 

overseeing the budgeting, personnel and record keeping of the organisation, whenever the 

attention of other high-level executives is requested, the administrative officer determines which 

information requires executive attention the most.  He also ensures that employees comply with 

organisational policies regarding retention and retrieval of records (Business Dictionary, 2019).

On its part the local government is the closest tier of government to the people and that is why it is 

also referred to as the grass root government. Maddick (2001) defined local government as a sub-

unit of government controlled by a local council, which is authorized by the central government 

to pass ordinances having a local application, levy taxes or exact labourand within limits 
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specified by the central government.  Nigeria as a country consists of seven hundred and 

seventy-four local government area administered by a local government council consisting of a 

chairman who is the chief executive of the local government and other elected members who are 

referred to as councillors.  Each of the area is subdivided into wards with a minimum of ten and 

maximum of fifteen wards for each area.  The present local government system in Nigeria started 

with the 1976 local government reforms, which aimed at restructuring the local government 

administration in conformity with modern society, and at best, to make Nigeria's local 

government administration ideal in Africa. A typical local government unit should have a 

population range of 150,000 to 800,000 (Robek, 2002). The reform focuses on the administration 

of the public at the grassroots level, where the majority of the population in Nigeria resides.  

With such a pedigree the local government area is where record keeping is most desirous to be 

properly managed by professionally efficient administrative officer. Atulomah (2011) observed 

that improving how records are managed by the administrative officer in the public institutions 

will help to eliminate various observed administrative problems and weaknesses that cause 

inefficiency and ineffectiveness in the institutions. Therefore, proper care of records could 

translate into quality service delivery by the civil servant to the populace. No government 

institution can function effectively without proper management of records, employees go and 

come but the records of their activities remains.  Therefore, improper handling of records can 

lead to cost increase in the administration of government. Thus, the place of proper record 

keeping practices in entrenchinggood governance, especially at the local government level, 

cannot be over-emphasized if the local government administrative officers are to make 

significant impact on grassroots governance in Nigeria.

In recent years, observations made in most local governments shown alarming rate of record 

misplacements and losses of useful information for decision making are simply usually not there 

making it difficult to properly refer to or provide concise and up-to-date records of all past and 

present operations.  With this the challenge of effective record in local governments has 

therefore become something that should not be underscored.  Since the local government is the 

place with many inter-linking departments where records are generated on a daily basis, the 

absence of proper record keeping has become something undesirous and that should be 

redressed.  This is because improper record keeping leads to low productivity in the local 

council, thereby obstructing the realization of the Council's prime mandate of affecting the lives 

of the people at the grassroots level positively, through an unfettered development. 

It should be noted that a condition where records are not properly kept also has a great potential 

for hampering the success of developmental programs and policies at the local council levels in 

Nigeria, with the possibility of slowing down national development.  It was found that in Africa 

poor record keeping practices is the major contributing factor to gross inefficiency and lack of 
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continuity of policies and not frequent changes in government, as is commonly thought.    Dollar 

(2000) remarks that the problems of records keeping in Africa includes lack of resources, poor 

management, and inappropriate staff and training. These listed problems are also similar to the 

problem faced by local governments in Nigeria as a subset of African states.  Abiola (2016), said 

that what has compounded the problem further is the fact that there are no laws governing the 

implementation of proper record keeping practices in these councils neither are there in-house 

manuals or guides for the creation and control of records. So far be that as it may, there are 

indications that there are few studies on records keeping in Nigeria as much as there are even 

more fewer studies with regard to this area in relation to the local government councils.  Thus, the 

justification for this study.  However, regardless of the justification for the study the objective of 

this work is predicated on three things.

�Examine the records keeping method and practices adopted by administrative officers in 

local government.

�Examine policies put in place to ensure good record management system in the local 

government council and

�Examine some of the barriers to effective records keeping in the local government 

council.

Consequently, upon these objectives the paper will be providing answers to these research 

questions.

I. What method of records keeping do administrative officers' practice in local government 

council�

II. What policies are presently in place to ensure good management of these records�

III. Are there barriers to effective records keeping in the local government council�

Literature Review

Records

Business Dictionary, (2019) defined record as any document that memorizes and provides 

objective evidence of activities performed, events occurred, result achieved or statement made.  

Records are created/ received by an organization in routine transaction of its business or in 

pursuance of its legal obligations.  A record may consist of two or more documents. Akor and 

Udensi (2013) defined a record as any document or other source of information compiled, 

recorded, or stored in written form or on film, by electronic process, or in any other manner or by 

any other means.  They further stated that public record refers to any record made and kept, or 

received and kept, by any person in the course of the exercise of official functions in a public 

office, or for any purpose of a public office, or for the use of a public office, whether before or 

after the commencement of this section. 
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Popoola (2000) posits that records constitute an essential instrument of administration without 

which operational processes and functions cannot be executed in organizations. To Popoola 

records are barometers for measuring the performance of an organization. In addition, records 

are the by-products of managerial and administrative activities, and they mirror the overall 

quality of the organization's business performance. If records are barometers for measuring the 

performance of any organization, according to Popoola (2000), it then means that without 

records, no organization can function. Dollar (2000) also sees records as recorded information in 

any form created or received and maintained by an organization, person, or system in the 

transaction of a business or the conduct of affairs and kept in a widely accessible form as 

evidence of such activity. This definition, however, must be recognized as only the starting points 

for a complete and useful definition. To be meaningful, it must be accompanied by a detailed set 

of definitions that identify when a record is created and what type of evidence is required to 

create reliable and authentic records. 

Robek (2002) defined records keeping as the application of systematic and scientific controls to 

record information required in the operation of an organization's business.  The International 

Standards Organization (2001) defined records keeping as “the field of management responsible 

for the efficient and systematic control of the creation, receipt, maintenance, use and disposition 

of records, including the processes for capturing and maintaining evidence of and information 

about business activities and transactions in the form of records.” It states that keeping records 

includes activities such as, setting policies and standards, assigning responsibilities and 

authorities, establishing and promulgating procedures and guidelines, providing a range of 

services relating to the management and use of records, designing, implementing and 

administering specialized systems for managing records, and integrating records keeping into 

business systems and processes. Similarly, Wallace, Lee, and Schubert (1992) in Abiola (2016) 

sees record keeping as the systematic control placed over the life cycle of recorded information 

from creation to its ultimate disposition or permanent storage. The life cycle of a record includes 

its conception, creation, distribution, usage, maintenance, storage, disposition, and the archival 

preservation stage. 

Stages of Records Keeping

Records keeping involve the systematic control of the creation, maintenance, use, reproduction, 

and disposition of records.  According to Abiola (2016), records keeping relates to three stages 

through which records pass, namely the Active, semi-active, and non-active stages.  At the active 

stage, records are created and used frequently.   In the semi-active stage, which is the 
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intermediate stage, records are referred to occasionally. At the non-active stage, they are no 

longer referred to but are sent to the archives after appraising them.  Popoola (2000), asserts that 

the records life cycle consists of creation, maintenance, and use, and its disposition.  He stresses 

that if a record is not necessary; do not create it, stressing further the need for the maintenance of 

records that are created. Therefore, all the stages involved in the records life-cycle must be 

considered before any record is created. Abiola (2016) are of the opinion that an organization 

cannot but develop a culture of maintaining a record in whatever form which will serve as a 

reference tool in helping the organization fulfil its obligation for effective management of the 

problems of that organization.

In conventional paper-based organizations, such as the local government councils, paper 

continues to be viewed as the material for records in administrative documentations (Igwoku, 

2008).  Indeed, Unuigbe (2000) posits that records keeping deals with the full range of paper 

work from the creation of a new record to the moment when a decision is made either to destroy it 

or keep it for all time. It is the application of systematic analysis and scientific control of business 

records from their creation through processing, maintenance, protection, and final disposition.

 In records keeping, policies, procedures, and standards cover the creation, receipt, distribution, 

use, retention, storage, retrieval, protection, preservation, and final disposition of all types of 

recorded information throughout the organization, records keeping involves planning, 

implementing, and review of the functions for the administration of the records of an 

organization. stresses it helps to control the quantity and quality of information that is created. 

Thus, the information can be maintained in a manner that effectively serves the needs of the 

organization (Mark, 2001). AbioyeandHabila (2004), sees records keeping as quality, quantity, 

and cost of records, and encompassing the procedures, systems, operations, space, equipment, 

and staff required to administer the records. 

Importance of Records Keeping

Records are important, without which an organization simply cannot function.  The day-to-day 

operations of any successful organization depend entirely on its records. Many organizations 

will not survive without keeping, maintaining and using their records.As stated by Robeck, 

Brown, and Stephens (2002), the reasons why organizations practice records keeping are to 

control the creation and growth of records, reduce operating costs, improve efficiency and 

productivity, assimilate new records keeping technologies, ensure regulatory compliance, 

minimize litigation risk, safeguard vital information, support better management decision 

making, preserve the corporate memory, and foster professionalism in running the business. The 
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need for records preservation is, therefore, paramount to the cultural heritage of the past and for 

future generations obtainable in any organization (Abdulkareem, Isah, &Issa, 2013). Akorand 

Udensi (2013) assert that decision making in an organization is an administrative function and 

invariably requires information in the form of records. 

They assert that administration is ordinarily discussed as the art of “getting things done,” while 

emphasizing the processes and methods for insuring incisive action. Principles are set forth for 

securing concerted action from groups of people. Decisions are made at different levels in the 

organization the lower, the middle, and the higher. Irrespective of the level, however, information 

will be required one way or another. In all spheres of activity, decisions are being made about the 

allocation of budgetary resources, the prioritization of programs, the granting of social benefits, 

the commissioning of new projects, the closure of unproductive ventures, the information to 

release to the public, or the level of classification that certain information requires. 

Records and archives provide the information that is required by those who make the decisions. 

The main question therefore is whether or not these records are available to these decision 

makers and whether or not the decision makers are aware of their existence and thus make use of 

them for decision making. Thus, efficient and effective management of records helps the critical 

stakeholders of an organization or institution as well as its administrators who require records to 

facilitate accurate, timely decisions (Nwankwo, 2001). Decision making is the backbone of 

administrative actions and administrators execute plans through actions (Akor&Udensi, 2013). 

Information is every organization's most basic and essential asset, and in common with any other 

business asset, recorded information requires effective management. Records keeping ensure 

that information can be accessed easily and destroyed routinely when no longer needed, and 

enables organizations not only to function on a day to day basis, but also to fulfil legal and 

financial requirements. The preservation of the records of government, for example, ensures it 

can be held accountable for its actions, that society can trace the evolution of policy in historical 

terms, and allows access to an important resource for future decision making (National Archives 

of Scotland, 2013).  All organizations create records to support and provide evidence of their 

transactions.  Consequently, records, regardless of their formats, are important sources of 

information and knowledge.

Without records, there can be no rule of law and accountability (World Bank, 2006). 

Consequently, without good records, organizations make ad hoc decisions without the benefit of 

institutional memories. Kalusopa (2011) observes that, for organizations to participate 

meaningfully in the national development process, they must develop the capacity to manage 

records and information.
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Records keeping Practices in Organizations

Record keeping practices are vital to every organization aiding in the achievement of certain 

goals set by the founders of that organization from the conceptualization of that business. 

Records management occupies a strategic position in the efficient and effective management of 

public institutions. In fact, the practice is central in the administration of the institutions because 

it documents the planning and implementation of appropriate courses of services allowing 

proper monitoring of work (Egwunyenga, 2009). They ensure effective transparency and 

accountability in decision-making and contribute to national development (International 

Records Management Trust, 2003; Kemoni, 2007). 

Therefore, proper record keeping, whether electronic or paper, has become a topical issue not 

only in Nigeria but globally. The World Bank (2006) and the International Records Management 

Trust (2003) concur that records are essential for the effective and productive functioning of 

private and public organizations. They assert that records register the decisions and activities of 

governments and other organizations, and serve as benchmarks against which they can measure 

their future activities and decisions. The reason is that the challenges of conceiving, initiating, 

implementing, monitoring, and evaluating activities will always require reliable, pertinent, and 

timely records as well as information. Therefore, every organization has the role to monitor and 

measure progress with inclusive participatory national economic processes and good corporate 

ethics that the principles of openness, integrity, and accountability underpin with regards to its 

records management (Kanyenze, Kondo, & Martens, 2006). 

Records keeping in Local Government Councils in Nigeria

 The concept of “local government” has been given different meanings by different scholars. 

Eguwunyega, (2019) referred to local government as “the management of services and 

regulatory functions by locally elected councils and officials responsible to them, under statutory 

and inspectorial supervision of central legislature and executive, but with enough financial and 

other independence to admit of a fair degree of local initiative and policy making.” The United 

Nations Office for Public Administration (1961) in Abiola (2019) defined local government as “a 

political subdivision of a nation or (in a federal system) state, which is constituted by law and has 

substantial control of local affairs, including the powers to impose taxes or to exact labour for 

prescribed purposes. The governing body of such an entity can be elected or locally selected.”  

This definition has been widely accepted as reasonable.  

Finally, Yakubu (2003) referred to local government as “a system of government where local 

councils make, accept responsibility for, and implement their own decisions subject only to such 

control as may be exercised by the people through their own regional government.” Accordingly, 

the local government councils under the fourth Schedule of section 7 of the 1999 Nigerian 
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Constitution have numerous functions listed for them. Hence, from the myriad activities with 

which they are saddled, considerable amounts of records are bound to be generated.  It is 

therefore imperative to have record keeping programs in place to manage the large volume of 

records being generated both internally and externally by the local government councils.

   

Several factors have been identified to have contributed to the absence of good records keeping 

practices in local government councils in Nigeria.  Alegbeleye (1988), Evborokhai & Unuigbe 

(1990) all report the absence of an enforcement of records keeping program as contained in the 

law. Assante (1989) laments the poor management of records in Africa and posits that the major 

contributing factor to the gross inefficiency and a lack of continuity in policies, procedures, and 

measures of most African governments and business establishments is not frequent changes in 

government, as is commonly supposed, but bad management of records.

   

Similarly, Popoola (2000) remarks that the problems of records management in Africa include 

lack of resources, poor management, and inappropriate staff and training. These problems are 

also peculiar to local governments in Nigeria as a subset of African states. Dawhaand Biu (1993) 

examined the archive and records management of the Biu Municipal Council in Nigeria and 

found that the council has no law governing the implementation of proper record keeping 

practices, no records center, and lacked in-house manuals or guides for the creation and control 

of records. From the foregoing review of the literature, it is obvious that of the few studies on 

records keeping in Nigeria even fewer are those concerned with the local government councils. 

Hence, the justification for a study to examine the practices in selected local government areas of 

Sokoto State, Nigeria. 

Types of Records Handle by Administrative Officers in Local Government Councils

Local government councils are responsible for keeping various records, which is classified 

below according to Adesina, (2019).

� Correspondence Record:  The correspondence is either sent by the organization or 

received by them.  These records include letters, circulars, notices inquiries and office 

orders etc.-

� Accounting Record: This deals with all the financial transactions of an organization.  

They are records related to sales, purchases, manufacturing, profit and loss or assets and 

liabilities of an organization.

� Legal Record: This includes company acts, government regulations, income tax and 
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sales tax laws as well as copies of other important documents etc.  They are usually kept 

to serve as proof in legal proceedings.

� Personal Record: These are records related to staff or employees of an organization.  

These include personal details, salaries, promotions and other related data of the 

employees or staff in the business or organization.

� Progress Record: This record is maintained to keep tap on the progress made by each 

department in an organization.  They include production, sales and purchases.

� Miscellaneous Record:  It deals with other areas which are not covered by the above-

mentioned records.  This includes records of social activity, research, development 

activity and new product flexibility report.

Methodology

Instrument of Data Collection

A questionnaire was used as the instrument for sourcing information from the respondents. The 

questionnaire was made up of two parts. Part one is questions relating to the socio-demographic 

characteristics of respondents such as age, gender status, qualification and working experience. 

Area of Study

This study was carried out in the 23 local government areas of Sokoto State. This is due to the fact 

that, the state is one of the largest and oldest states in Nigeria at the same time the seat of the 

caliphate. 

Research Design

The current study used survey research design. This is with the view to have the chances to select 

samples from a very large population. The design is also compatible with descriptive and 

inferential analysis.

Sample and Sample Procedure

The sample of this paper is 150 respondents who were selected from the 23 local government 

areas of Sokoto state through simple random sampling. However, only 125 copies of 

questionnaires were recovered out of which 14 were mistakenly filled and not included in the 

analysis. The remaining 111 copies representing 87.2 percent were used in the analysis which is 

adequate as suggested by the study of Hairs,et al (2010).
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Part two deals with questions concerning the method of records keeping do administrative 

officers' practice in local government councils, the policies put in place presently to ensure good 

management of these records and the barriers to effective records keeping in the local 

government councils.

Method of Data Collection

With the aid of research assistants, the questionnaires were distributed to the administrative 

officers of the 23 local government areas. Three weeks interval was given to the respondents to 

fill and return the questionnaires

. 

Method of Data Analysis

Descriptive statistics were used for data analysis in this paper. The research questions were 

answered by means of descriptive statistics using simple percentages.

Results

The results generated from the data collected are analyzed as follows. Table 1 shows percentage 

distribution of respondents based on gender and age.
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Table 1 Percentage distribution of respondents based on gender and Age  

Variable  Frequency  Percentage  

 

 

Gender  

Male  

Female  

Total  

 

81  

30  

111  

89.9  

33.3  

Age  

20-35  

36-55  

56 and above  

Total  

 

37  

54  

20  

111  

 

41.0  

59.0  

22.2  

   

Bakolori Journal of General Studies  Vol. 10 No. 2 



From Table 1 it is clear that Male respondents are more in number, 81 (89.9%) as compared to 

Female respondents that are 37 (33.3%). The Table also shows that 37(41%) respondents are 

between the ages of 20 to 35 years followed by 54 respondents having ages ranging from 36-55 

(59.0%). The last group of age is those between 56 and above 20 (22.2%). This indicates that, the 

majority of the respondents are within the tender age bracket. The Table also shows that 82 (91%) 

respondents are married while 29 (32.1%) are still single. It is also clear from the table that 23 

respondents are SSCE holders, 51 possessed Diploma/NCE, while 21 holds first degree/HND 

and 16 respondents have post graduate Degree. The table indicated the working experience of the 

respondents. It shows that, 42 of them have worked for 1-10 years. 35 have spent 11-20 years 

while 18 have 21-30 years' experience and 15 have worked for over 31 years. 
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Status

 

Married

 

82

 

91.0

 

Single

 

29

 

32.1

 

TOTAL

 

111

 

 

 

Qualification

 

 

 

SSCE

 

23

 

25.5

 

Diploma/NCE

 

51

 

56.6

 

B.Sc./HND

 

21

 

23.3

 

Post Graduate

 

16

 

17.7

 

 

Working Experience

 

  

1-10 years

 

42

 

46.6

 

11-20 years

 

35

 

38.8

 

21-30 years

 

18

 

20.0

 

31 and above

 

15

 

16.6

 

TOTAL

 

111
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Table 2 

Table 2 below shows analysis of results for Research Question 1 

local government adapt 

Table 4

Table 4 below shows analysis of results for Research Question 3 which says that, 

Administrative officers in my 

effective methods of record keeping

Table 3 above presented the mean score and percentage of respondents' expression on which 

policies are put in place to ensure good record keeping. The result on table 3 shows that 73 

respondents representing 81% confirmed that their local governments have put in place policies 

that will ensure good management. 

are there 

barriers to effective records keeping in the local government council�

Table 4 above presented the mean score and percentage of respondents' expression on are there 

barriers to effective records keeping in the local government council� As can be seen from the 

table, 65 respondents (72.1%) which is the majority, are with the view that, there are no barriers 

as far as effective record keeping is in their various local government.

CONCLUSION AND RECOMMENDATIONS

Records created, used, kept, and maintained by the selected local government councils examined 

are in four categories, namely active, vital, semi-active, and inactive, most of which were 

predominantly in paper based format. However, some records were stored in electronic formats 

such as disc, tape, and film. It must be noted that some of the selected local government councils 

still make use of archaic wooden shelves as a media of storage where available steel file cabinets 

were in short supply. Records of the selected local government councils were in a chaotic 
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OPTIONS

 

NO. OF RESPONDENTS

 

PERCENTAGE

 

Yes

 

70

 

77.7

 

No

 

41

 

45.5

 

Total

 

111

  

 

OPTIONS

 

NO. OF RESPONDENTS

 

PERCENTAGE

 

Yes

 

46

 

51

 

No

 

65

 

72.1

 

Total

 

111
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situation. Most of the semi-active and inactive records were usually dumped in the records 

stores. This has the tendency to hamper information retrieval from the records stores when 

required. The local government councils are faced with a myriad of barriers from lack of 

equipment and materials, inadequate finance, and poor maintenance culture, unreliable power 

supply, lack of skilled personnel, and lack of management plans. It is therefore significant to deal 

with these factors in a bid to move the local government councils in Sokoto in particular and 

Nigeria as a whole into a world where records keeping strategies exist and impact positively on 

their governments, their staff, and their people. 

Based on the findings, the following recommendations were made:

�A coherent records management policy should be formulated and provision made for all 

phases of records' life cycles, namely the records' creation, use and maintenance, and 

disposition. This policy should be strictly adhered to by the councils' registry staff.

�Old and archaic storage facilities such as wooden shelves should be discarded while steel 

file cabinets, presently in short supply, should be provided in sufficient quantities. From 

an economic point of view and for space management, steel file cabinets with aisle 

features should be procured and used for filing records. 

�Adequate finance should be provided to procure modern and adequate storage equipment 

and facilities.

�Training and staff awareness programs should be made available for administrative 

officers in their respective local governments
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