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many organizations do not yet have a formal programme of records management but increasingly they are recognizing
the benefits of well managed records and the serious consequences of inadequate records systems establishing records
management and maintaining an effective programme requires specialist expertise this essential manual of practice
provides a detailed guide to the concepts skills and techniques of records management for organizational staff who have
a responsibility for setting up maintaining or restructuring a records management programme it offers invaluable advice
on the management of records in both electronic and traditional paper media and focuses on the following areas
understanding records management analysing the context for records management classifying records and documenting
their context creating and capturing records managing appraisal retention and disposition maintaining records and
assuring their integrity providing access implementing records management the appendices provide a wealth of
additional information including a list of standards for records management an annotated bibliography and sources of
further information and details of professional and advisory bodies readership this much needed manual is an
indispensable purchase for organizations wishing to introduce better practices for managing their records the book is
intended to be of value to experienced records managers as well as lis practitioners and newcomers to the field it should
be on the desk of every manager and every information professional with responsibility for records management

records management data processing data management library and information science handbooks document
maintenance information handling information operations management techniques records documents it and
information management information and knowledge management
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records management has undergone significant change in recent years due to the introduction of freedom of information
legislation as well as the development of e government and e business and the need to manage records effectively in both
the private and public sector there are very few purely practical texts for records managers and this book aims to fill that
gap the author has spent his entire career in public sector records management and has contributed to records
management standards for governments around the world the text is wholly practical and written at an accessible level
although the author discusses legislation and examples from the uk the book is relevant to public sector records
management at an international level

records management is the classic guide to alleviating a perennial business problem how to find information that s
needed and sort it out from the avalanche of paper and data that s not this completely updated edition shows records
managers like yourself whether you re experienced or new to the field how to establish and maintain a first rate program
the volume explains what information is essential to keep what s practical and legal to toss and how to organize it all for
quick and easy retrieval it explores both current takes on traditional systems and the latest advancements in imaging
technology and cd rom plus the author shows you how to effectively protect your organization s vital records its very
lifeblood from destruction this new edition of records management even includes a crucial new chapter on developing
your project management skills a key to success on the job today records management leads you through the entire
process beginning at the moment a record is created and ending with its ultimate destruction it shows you how to sell
your program to senior management develop a records retention schedule store and index records properly manage your
company s vast and diverse files and much more

one of the biggest challenges faced by any organization today is that of managing electronic records a vital but complex
undertaking involving multiple roles within the organization and strategies that are still evolving bringing together for the
first time the views experience and expertise of international experts in the records management field in the public and
the private sectors this book covers the theory and practice of managing electronic records as business and information
assets it focuses on the strategies systems and procedures necessary to ensure that electronic records are appropriately
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created captured organized and retained over time to meet business and legal requirements in addition to chapters
covering principles research and developments there are case studies relating to practice and lessons learned the
chapters are written by a fully international line up of contributors readership this book explores issues and addresses
solutions not only for records professionals but also for information it and business administration specialists who as key
stakeholders in managing electronic information may have taken on crucial roles in managing electronic records in their
organization it will also be a key textbook for records management courses

this guide to records management covers information technology the australian records management standard and the
increasing shift toward accountability and the expectations this places on the record manager this text outlines the
principles and practice of managing organisational records it deals with the major steps in establishing a records
management programme this new edition has been updated to include recent advances in information technology and
an increasing shift toward accountability and the expectations that this places on the records manager

as a celebration of anne thurston s pioneering work on records and archives management as an essential basis for
demonstrating integrity in government this excellent volume brings together scholars and practicing archivists to discuss
key issues around records as evidence for accountability transparency and the protection of citizens rights never before
have authors from the developing and developed worlds come together to explore the intersection of records
management public administration and international development the book covers thurston s work the importance of
records management for effective governance and digital records management and preservation in developing countries
case studies from across africa enhance the theoretical and practical perspectives taken by the authors this book is
essential reading for scholars and students interested in records management and good governance around the world

this newest edition of a practical text provides an understanding of the scope and problems of the administrative
management of records changes in this edition include expanded coverage of all components of records management
more detailed information on careers in records management rewritten chapters on technology and extensive updating
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of the appendixes focus is placed on systems approach to managing information recorded in any form and useful
guidelines for everything from establishing a records management system to handling paper and electronic media the
book also emphasizes managing and controlling documents from the time of their creation until their disposition and
prepares the reader to deal with the integration of paper microfilm and digital records current and future records
managers are shown how to create a system that incorporates both paper and electronics

records management data processing data management library and information science handbooks document
maintenance information handling information operations management operations performance records documents it
and information management information and knowledge management

this book identifies key factors necessary for a well functioning information infrastructure and explores how information
culture impacts the management of public information stressing the need for a proactive and holistic information
management approach amidst e government development in an effort to deal with an organization s scattered
information resources enterprise content management records management and information culture amidst e
government development investigates the key differences between enterprise content management ecm and records
management rm the impact of e government development on information management and the role of information in
enhancing accountability and transparency of government institutions the book hence identifies factors that contribute to
a well functioning information infrastructure and further explores how information culture impacts the management of
public information it highlights the records continuum model rcm thinking as a more progressive way of managing digital
information in an era of pluralization of government information it also emphasizes the need for information records
management skills amidst e government development ideas about records information and content management have
fundamentally changed and developed because of increasing digitalization though not fully harmonized these new ideas
commonly stress and underpin the need for a proactive and holistic information management approach the proactive
approach entails planning for the management of the entire information continuum before the information is created for
private enterprises and government institutions endeavoring to meet new information demands from customers citizens
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and the society at large such an approach is a prerequisite for accomplishing their missions it could be argued that
information is and has always been essential to all human activities and we are witnessing a transformation of the
information landscape presents research with broad application based on archives and information science but relevant
for information systems records management information culture and e government examines the differences between
enterprise content management and records management bridges a gap between the proponents of enterprise content
management and information professionals such as records managers and archivists

the eastern and southern african regional branch of the international council of archives esarbica is dedicated to keeping
and preserving records and documents so they may be accessible to the public constant research and re examination of
current record keeping methods such as the electronic document and records management system edrms is necessary to
ensure the preservation and dissemination of information cases on electronic record management in the esarbica region
is an essential reference source that shares case studies on the development and implementation of records
management strategies including the procurement and implementation of edrms covering topics such as record
management strategy development e records readiness and legal frameworks this book is ideally designed for archivists
librarians records specialists knowledge managers ict professionals policymakers system analysts project managers legal
officers academicians researchers and students

the global shift toward delivering services online requires organizations to evolve from using traditional paper files and
storage to more modern electronic methods there has however been very little information on just how to navigate this
change until now implementing electronic document and record management systems explains how to efficiently

the systematic management of records is an important activity for information businesses such as museums and galleries
but is not always recognized as a core function record keeping activities are often concentrated on small groups of
records and staff charged with managing them may have limited experience in the field records management for
museums and galleries offers a comprehensive overview of records management work within the heritage sector and
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draws on over a decade of experience in applying fundamental principles and practices to the specific circumstances of
museums it introduces readers to the institutional culture functions and records common to museums and examines the
legislative and regulatory environments affecting record keeping practices the book is comprised of eight chapters
including a history of records keeping in the uk museum and gallery sector the basics of records management making a
business case for records management requirements of legislation for records management how to conduct a records
survey strategy and action planning how to develop a file plan retention schedule and records management programme
and a guide to useful additional resources gives practical and tested solutions to real world issues fills a gap in the
literature as a handbook in this important sector provides an overview of the sector as a whole

records management handbook is a complete guide to the practice of records and information management written from
a multi media perspective and with a comprehensive systems design orientation the authors present proven management
strategies for developing implementing and operating a 21st century records management programme where most
available titles are biased toward dealing with inactive records this book gives a balanced treatment for all phases of the
record s life cycle from creation or receipt through to ultimate disposition the records management handbook is a
practical reference for use by records managers analysts and other information management professionals which will aid
decision making improve job performance stimulate ideas help avoid legal problems minimize risk and error save time
and reduce expense special features of the second edition include new chapters on record media active records systems
and records disposition new information on management strategies and programme implementation revised guidance
and material on records appraisal and record inventorying expanded and increased information on retention scheduling
records storage and electronic forms

this book explores how an understanding of organisational information culture provides the insight necessary for the
development and promotion of sound recordkeeping practices it details an innovative framework for analysing and
assessing information culture and indicates how to use this knowledge to change behaviour and develop recordkeeping
practices that are aligned with the specific characteristics of any workplace this framework addresses the widely
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recognised problem of improving organisation wide compliance with a records management programme by tackling the
different aspects that make up the organisation s information culture discussion of topics at each level of the framework
includes strategies and guidelines for assessment followed by suggestions for next steps appropriate actions and
strategies to influence behavioural change key topics covered include background and context the value accorded to
records information preferences language considerations and regional technological infrastructure information related
competencies awareness of environmental requirements relating to records corporate information technology
governance trust in recordkeeping systems bringing it all together archivists records managers and information
technology specialists will find this an invaluable guide to improving their practice and solving the people problem of non
compliance with records management programmes lis students taking archives and records management modules will
also benefit from the application of theory into practice records management and information management educators
will find the ideas and approaches discussed in this book useful to add an information culture perspective to their
curricula

many organizations are moving away from managing records and information in paper form to setting up electronic
records management erm systems there is a range of reasons for this economic considerations may be the driver for
change or government policy initiatives may be coming into play whatever the situation in your organization this book
provides straightforward practical guidance on how to prepare for and enable erm it sets out and explains the issues
organizations need to consider in selecting a system and the procedures required for effective implementation help is also
given with the complexities of managing hybrid records during an interim period between paper and electronic record
management the book is divided into three main parts covering the preparation for erm and its design and
implementation the key areas covered are the underlying principles the context making a business case for erm the main
issues for design the information survey the file plan appraisal methodology preservation access the main issues for
implementation project management procurement change management training the future of information management
readership this essential guide should be on the desk of any library and information professional records manager
archivist or knowledge manager involved in planning and introducing an erm system whether in a public or private sector
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LibriVox, and Google Play Books offer a
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from authors or independent bookstores.
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