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Here's what you should know to manage data records efficiently

With proper electronic data management, your business can lower costs, improve
efficiency, eliminate duplication, and be protected in the event of a lawsuit. This
book provides an overview of records management solutions and implementation
strategies in plain, non-technical English. Step-by-step instructions show you
how to begin managing records and information and how to maintain the
program once you have it established. Sample forms for inventory, scheduling,
and necessary documentation are also available on the companion website.

Electronic records management offers cost savings, greater efficiency, and●

protection in case of legal action; this book gets you started on an effective data
management system
This plain-English guide helps you determine what constitutes a record, shows●

you how to inventory records and create an efficient way to file both electronic
and paper copies, and explains how to create a retention schedule
Walks you through switching to electronic record-keeping, what to look for in a●

records management system, implementing best practices, ensuring that your
system will stay current, and using the system effectively
Helps you assure that the destruction of any sensitive information is conducted●

and documented correctly

Records Management For Dummies helps your business save money and
improve efficiency with effective electronic records management.
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Here's what you should know to manage data records efficiently

With proper electronic data management, your business can lower costs, improve efficiency, eliminate
duplication, and be protected in the event of a lawsuit. This book provides an overview of records
management solutions and implementation strategies in plain, non-technical English. Step-by-step
instructions show you how to begin managing records and information and how to maintain the program
once you have it established. Sample forms for inventory, scheduling, and necessary documentation are also
available on the companion website.

Electronic records management offers cost savings, greater efficiency, and protection in case of legal●

action; this book gets you started on an effective data management system
This plain-English guide helps you determine what constitutes a record, shows you how to inventory●

records and create an efficient way to file both electronic and paper copies, and explains how to create a
retention schedule
Walks you through switching to electronic record-keeping, what to look for in a records management●

system, implementing best practices, ensuring that your system will stay current, and using the system
effectively
Helps you assure that the destruction of any sensitive information is conducted and documented correctly●

Records Management For Dummies helps your business save money and improve efficiency with effective
electronic records management.

Records Management For Dummies By Richardson Bibliography

Sales Rank: #357425 in Books●

Brand: Brand: For Dummies●

Published on: 2012-10-08●

Original language: English●

Number of items: 1●

Dimensions: 9.00" h x .80" w x 7.20" l, 1.02 pounds●

Binding: Paperback●

312 pages●

 Download Records Management For Dummies ...pdf

 Read Online Records Management For Dummies ...pdf

PDF File: Records Management For Dummies 2

http://mbooknom.men/go/best.php?id=1118388089
http://mbooknom.men/go/best.php?id=1118388089
http://mbooknom.men/go/best.php?id=1118388089
http://mbooknom.men/go/best.php?id=1118388089
http://mbooknom.men/go/best.php?id=1118388089
http://mbooknom.men/go/best.php?id=1118388089
http://mbooknom.men/go/best.php?id=1118388089
http://mbooknom.men/go/best.php?id=1118388089


Read and Download Ebook Records Management For Dummies PDF Public Ebook Library

PDF File: Records Management For Dummies 3



Read and Download Ebook Records Management For Dummies PDF Public Ebook Library

Download and Read Free Online Records Management For Dummies By Richardson

Editorial Review

From the Back Cover

Know what to keep, how to set up a system, and what your plan should contain

If you're involved with a business — any business — you're acquainted with records and record-keeping. If
you have your own business, you may be wondering what you need to keep and where on earth you're going
to keep it. Well, help is here! Blake Richardson answers all those questions and helps you implement a tried-
and-true records management system.

Order out of chaos — see how an information management program can benefit your organization and find●

options for inventorying records
Rank and file — explore different filing systems and methods, find one that meets your needs, and develop●

a plan
What and why — learn what you need to keep and how proper records management can protect your●

business in case of a lawsuit
When it's time to let go — ensure that files are properly destroyed when they should be●

Super software — compare software options for managing records, documents, and enterprise content, and●

discover e-Discovery

Open the book and find:

Tips on managing the information life cycle●

The scoop on retention scheduling●

Suggestions for naming folders and files●

Reasons to set quotas on e-mail inboxes●

What a hold notice is and when to consider one●

Guidelines for evaluating software vendors●

How to enchant senior management with your plan●

Options for educating employees and training your staff●

Learn to:

Take inventory of current records and determine what needs to be kept●

Develop efficient filing systems for both paper and electronic records●

Create a records retention schedule●

Document the destruction of sensitive materials●

About the Author

Blake Richardson, CRM, is a Certified Records Manager with more than 15 years of experience managing
records and information for several Fortune 500 companies. He has been a records manager for CNA
Insurance and the Dollar General Corporation, and is active in ARMA International.
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Users Review

From reader reviews:

Sandra McNulty:

Have you spare time for the day? What do you do when you have far more or little spare time? That's why,
you can choose the suitable activity to get spend your time. Any person spent their spare time to take a walk,
shopping, or went to the Mall. How about open or read a book called Records Management For Dummies?
Maybe it is to become best activity for you. You realize beside you can spend your time with the favorite's
book, you can cleverer than before. Do you agree with it is opinion or you have various other opinion?

Robert Nichols:

The e-book with title Records Management For Dummies includes a lot of information that you can find out
it. You can get a lot of profit after read this book. This kind of book exist new information the information
that exist in this publication represented the condition of the world today. That is important to yo7u to know
how the improvement of the world. That book will bring you inside new era of the globalization. You can
read the e-book on your own smart phone, so you can read it anywhere you want.

Michael Clark:

A lot of people always spent their very own free time to vacation or perhaps go to the outside with them
friends and family or their friend. Were you aware? Many a lot of people spent many people free time just
watching TV, or perhaps playing video games all day long. If you want to try to find a new activity that's
look different you can read a new book. It is really fun for you personally. If you enjoy the book which you
read you can spent all day long to reading a book. The book Records Management For Dummies it doesn't
matter what good to read. There are a lot of those who recommended this book. We were holding enjoying
reading this book. When you did not have enough space to create this book you can buy the actual e-book.
You can m0ore very easily to read this book from a smart phone. The price is not to fund but this book offers
high quality.

Anthony Lainez:

You will get this Records Management For Dummies by check out the bookstore or Mall. Only viewing or
reviewing it can to be your solve difficulty if you get difficulties for the knowledge. Kinds of this reserve are
various. Not only simply by written or printed but can you enjoy this book simply by e-book. In the modern
era similar to now, you just looking from your mobile phone and searching what their problem. Right now,
choose your own ways to get more information about your reserve. It is most important to arrange yourself to
make your knowledge are still up-date. Let's try to choose correct ways for you.
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