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Course Objective

1. Plan and make filing systems more efficient.

2. Outline & interpret different methods of classification like
subject, numerical & alphabetical etc

3. Apply efficient methods of record classification, indexing &
storing

4. Plan & develop a records retention schedule

5. Control file movement

Course Overview

1.Theory & Practices in Records Management

2. File Operation

3. Security and Characteristics of an Efficient Records Form
4. Rules and Regulations Governing Records Management
5. Last Stages in Records Management

Methodology

- Lecture

- Case studies

- Group discussion
- Presentation
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Course Topic

1.Theory & Practices in Records Management
- Record management is a technique in management
- Life cycle of records — creation, usage/maintenance and deposition
- Categories of records
- Benefits of Record Management Program
- Uses and importance of records to an organization
- Use of electronic media in Records Management

2. File Operation
- Opening and closing files
- Correspondence and files
- File titles and classification in a filing system
- Use of practical file covers
- Minute paper — its uses and functions
- Controls of records/file movement

3. Security and Characteristics of an Efficient Records Form
- Suitability
- Basic requirements
- Restrictions
- Control of environment, pest & enemies of records

4. Rules and Regulations Governing Records Management
- Acts and Ordinance
- Directives and related circulars
- Awareness on the existence of various rules pertaining to
Records Management
- What is our responsibility?

5. Last Stages in Records Management
- What happens to records?
- Different values of records and its usage
- How to determine the methods of disposition of records?
- Activities involved in disposition of records
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