GHANDE PRATRIE REGIOMNAL COLLECE
OFFICE ADMINISTRATION D Goedbloed
COURSE OUTLINE

- ® AND T NT ilj {H%

TEXT?: Records Managegent in the Computer Age, Lundgren and
Lundgren, Boston. PWS=-KENT, l9g83.

PREREQUIBITE: Office Administration Certificate or consent of the
instructor.

COURSE Introduces information and records management

DESCRIPTION: systems through a comprehensive study of the
elements of a system from the ecreation of recards,
the storage of active and inactive records, and the
final disposition of records. PRecords managemsant
on standard filing systems and electronic Bystans
will be studied. Forms design and contrel and
development of a records management manual ars
included,

COURSE General ijﬂggives; The student shall be able ta:

OBJECTIVES:
1. demonstrate an understanding of the concepts

of records, data, information, and records
management.

2. explain the purpose of the various componants
of a records management system.

i demonstrate an understanding of the variocus
filing systems for the storage and retrieval
of records.

4, evaluate the records management system—-
procedures, technigques, and equipment--as well
as the total system,

5. design an effective records management system.

6. prepare a records management manual .,

F produce the form outlines assigned,




GRADING:

WINTER 19391

The student is expected to read, study, and
understand the assignad tavtbook chaptars and moot

the specific objectives outlined therein: and ts
participate in classroom discussions and group work
as a means of achieving the general objectives.

Chapter Tests 35%
Assignments 35%
Manual 20%
Final Exam 10%



