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RECORDS NANAGEMENT REC400
Cour se Nane Cour se Nunber

OCOURSE PREQA SI TES: CPE300

CENERAL OBJECTI VES:

To introduce the student to "the need for a systenmatic ap‘oroach to nmanagir
the information resource érecord) throughout i1ts life cycle - fromcreatic
to final disposition - and present a functional nanagenment approach to th*
I npl enrentation and operation of a records nmanagenent system™

To provide the student "with information on career paths and suggestion f<
rof essi onal developnent in the field of records nmanagenent as well as a
road base of know edge about records managenent functions."

To provide the student with a basic famliarity of the new trends in
creation, storing, retrieval, security, purging, and disposal of records
br ought about by new techni ques such as mcrorecords control, tele-
comuni cation, conputers, etc.

(Quoted Material - | NFCRVATI ON RESOURCE MANAGEMENT (R cks - GOWN - South-
western (1984)
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GRAD NG PROCEDURE:

| nfornation Resource Managenent - best (5) out of (7) at 20% each = 100%

SEE | NDVI DUAL "SOCCRE AND TEST" SHEETS FCR BREAKDOM CF THE ABOVE | TEMVB

*A - 85% 100% QUTSTANDI NG ACH EVEMENT

‘B - 70% 84%consistently above aver aPe

'C - 60% 69% satisfactory or acceptable

'R - below 60% - REPEAT - THE STUDENT HAS NOT ACH EVED THE CBJECTI VES

CF THE COURSE AND THE COURSE MUST BE REPEATED

TEXTBOCKS;
| nformati on Resour ce Managenent; R cks - Cow, 1984, South-VWeéstern

MATERI ALS,

Any type of note paper for any notes students nmay determne are required.
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CBJECTI VE SGHEDULE " | NFCRVATI ON RESOURCE  VANACEMENT™

VEEEK DATE GHAPTER GBJECTI VES

I D stribute (bjectives

The Records Managenent
1 System (over vi ew)

PLANN NG THE SYSTEM

2 2 The Planning Function

3 3 Records Retention Program

3 4 Planning the Facility

4 TEST #1

4 5 A assification System Sel ection
> 6 St orage Egui pnent & Supplies

> 7 M cr ogr aphi cs

6 TEST #2

CRGAN ZI NG THE SYSTEM

6 8 Records Managenent Manual
1 9 Systens (peration and Retrieval
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Week Dat e

10
10
11
11

12
12
13
13
14
14
15
15

E

10

11

Page 4

(bj ecti ves
TEST #3

The Integrated Information
System

Speci al i zed Applications

TEST #4

STAFFI NG THE SYSTEM

12
13
14

The Records Manager
Staff Devel opnent
Careers in Records Managenent

TEST #5

CONTROLLI NG THE SYSTEM

15
16
17

18
19
20

The Control Function
Correspondence & Copy Control
Directives Control

TEST #6

Fornms and Reports Control

M crorecords Control

Records Safety & Security
TEST #7

NOTE; Specific objectives (conpetencies) have not been spelled out in th
set of objectives as these have been nore than anply covered by the autho

at the beginning of each chapter
further can be added.

in the text

and at this point nothing



