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RECORDS MANAGEMENT, Tenth Edition, provides a comprehensive introduction to the complex field of
records management. The text features sound principles of records and information management that include
the entire range of records--physical (paper), image records, and electronic media used in computerized
systems. Part I, Records and Information Management, provides thorough coverage of alphabetic filing rules,
as well as methods of storing and retrieving alphabetic, subject, numeric, and geographic records. The rules
agree with the latest standard filing guidelines presented by ARMA International. Part II, Electronic Records
Management, introduces electronic records file management as well as classifying electronic files using
metadata, taxonomies, and file plans; and the use of magnetic, optical and solid state media through the
phases of the records management life cycle.A new chapter introduces Enterprise Content Management
(ECM) and describes how Microsoft SharePoint is used in Records Management. Part III, RIM Program
Administration, delves into the records and information management (RIM) program components and
guidelines; with expanded coverage of information governance, social media, and the records and
information manager's responsibilities. In addition to content based on ARMA International standards and
best practices, the text features realistic database activities, profiles of real-world professionals, and practical
advice and examples to prepare students for career success. The Tenth Edition features extensive updates,
including a restructuring of the chapters to reflect the growing importance of electronic records management.
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From reader reviews:

Kenneth Roberts:

Book is usually written, printed, or created for everything. You can learn everything you want by a reserve.
Book has a different type. As it is known to us that book is important thing to bring us around the world.
Next to that you can your reading proficiency was fluently. A publication Records Management will make
you to be smarter. You can feel far more confidence if you can know about every little thing. But some of
you think in which open or reading a new book make you bored. It is far from make you fun. Why they
could be thought like that? Have you seeking best book or ideal book with you?

Michael Hill:

As people who live in typically the modest era should be update about what going on or details even
knowledge to make all of them keep up with the era which can be always change and move ahead. Some of
you maybe can update themselves by studying books. It is a good choice for you personally but the problems
coming to you is you don't know what type you should start with. This Records Management is our
recommendation to make you keep up with the world. Why, since this book serves what you want and need
in this era.

Johnny Hoffman:

Hey guys, do you wants to finds a new book to see? May be the book with the name Records Management
suitable to you? The book was written by popular writer in this era. Typically the book untitled Records
Managementis a single of several books which everyone read now. This specific book was inspired many
men and women in the world. When you read this guide you will enter the new shape that you ever know
prior to. The author explained their concept in the simple way, and so all of people can easily to recognise
the core of this publication. This book will give you a great deal of information about this world now. In
order to see the represented of the world within this book.

James Ojeda:

Don't be worry in case you are afraid that this book will probably filled the space in your house, you will get
it in e-book approach, more simple and reachable. This kind of Records Management can give you a lot of
good friends because by you investigating this one book you have issue that they don't and make an
individual more like an interesting person. This book can be one of one step for you to get success. This e-
book offer you information that perhaps your friend doesn't learn, by knowing more than some other make
you to be great persons. So , why hesitate? We should have Records Management.
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