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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.
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From reader reviews:

James Smith:

Do you have favorite book? When you have, what is your favorite's book? E-book is very important thing for
us to find out everything in the world. Each e-book has different aim as well as goal; it means that reserve
has different type. Some people feel enjoy to spend their a chance to read a book. They may be reading
whatever they acquire because their hobby is usually reading a book. Consider the person who don't like
examining a book? Sometime, man feel need book whenever they found difficult problem or exercise. Well,
probably you should have this Managing Records: A Handbook of Principles and Practice.

Rachel Robbins:

What do you regarding book? It is not important along? Or just adding material when you require something
to explain what the ones you have problem? How about your extra time? Or are you busy man? If you don't
have spare time to accomplish others business, it is make you feel bored faster. And you have spare time?
What did you do? Every person has many questions above. They should answer that question due to the fact
just their can do this. It said that about book. Book is familiar on every person. Yes, it is appropriate.
Because start from on pre-school until university need this particular Managing Records: A Handbook of
Principles and Practice to read.

Joseph Southard:

This Managing Records: A Handbook of Principles and Practice is brand new way for you who has intense
curiosity to look for some information as it relief your hunger info. Getting deeper you upon it getting
knowledge more you know or else you who still having little bit of digest in reading this Managing Records:
A Handbook of Principles and Practice can be the light food for you because the information inside this book
is easy to get by means of anyone. These books create itself in the form which can be reachable by anyone,
yeah I mean in the e-book contact form. People who think that in guide form make them feel drowsy even
dizzy this reserve is the answer. So there isn't any in reading a guide especially this one. You can find what
you are looking for. It should be here for an individual. So , don't miss that! Just read this e-book type for
your better life as well as knowledge.

Nicholas Buchanan:

Reading a book make you to get more knowledge from the jawhorse. You can take knowledge and
information from the book. Book is published or printed or created from each source this filled update of
news. Within this modern era like right now, many ways to get information are available for an individual.
From media social just like newspaper, magazines, science guide, encyclopedia, reference book, story and
comic. You can add your understanding by that book. Isn't it time to spend your spare time to open your
book? Or just trying to find the Managing Records: A Handbook of Principles and Practice when you
essential it?
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