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Section 1: Managing Information

» Creating accurate data and metadata file plans.
» Understanding why accurate record-keeping is essential for your business.
« Referencing and how to make it work for you.
 Create an accurate and amendable index.
e Gaining company buy-in to new record-keeping processes - pushing the

benefits.

Section 2: Key Policies & Procedures

* Delve into the 1ISO15489 policy on record management.

e Understand ISO27001 and what it means for your audits.

« Digital signatures and their merits.

* Preserving documents and keeping traceable audit trails for amendments.
* Learning about your businesses’ taxonomy and advanced classification

schemes/

Section 3: Storage Models & Audit Trails

» Selecting the most appropriate storage systems.
» How to create an effective audit rota.
 Categorising documents and understanding multi-pathway recall.

 Planning and implementation of new data.

Section 4: Learning Security Procedures

e Reviewing security and compliance in your business.

 Selecting an ECM system.



» Retention and archiving requirements.

 Creating new policies and procedures and enforcing them.

Section 5: Reporting & Displaying Findings

» How to pull data quickly and easily based on requirements.
» Understanding and displaying data.
« Pulling and sending records to a quick turnaround.

 Presenting findings with real-life data and documents.
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RECORDS MANAGEMENT 101: EVERYTHING YOU
NEED TO KNOW
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YouTube Video

https://www.youtube.com/embed/Z6Alj4dUssk?si=eij2aNI512uvSehY
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