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Information and Document Management/Retention
Aim

To give delegates the information they need to develop an Information and Document Management system in their organisations.

Objectives

The objectives of this programme are to:

· Develop understanding of document management systems
· Improve document/data storage and retrieval 

· Reduce paper waste

· Comply with legislation relating to document retention

· Understand document management project teams

Course Content

During the programme delegates will:

· Learn the principles of document management

· Identify how to reduce costs through efficient document/data management

· Understand the benefits of efficient document management

· Understand the legal and ethical requirements for document management/retention

· Plan their own project team to deal with document management

Duration

2 days or this course can be completed by distance learning

Who Should Attend

· Project Managers

· Department Managers

· Finance Managers

· IT Managers

· HR Managers

· Data Protection Controllers

Benefits
· Reduce costs for storage

· Save time in information searches

· Reduce waste

· Enhance environmental initiatives

· Improve information flow

· Improve communication

Distance Learning Package

Candidates undertaking this course by Distance Learning will complete six separate modules as outlined below.  Each module must be completed in turn and subsequent modules will not be sent to candidates until the previous module, including assignments, has been completed and assessed.  Full support by telephone, email and through a dedicated area of our web site will be available to all candidates.

The modules to be completed by Distance Learning candidates are:

Module 1 – Understanding Document Management (DM)
Section 1  – What DM is
Section 2  – The purpose of DM
Section 3  – Benefits of a DM system
Module 2 – Legislation and Standards in DM
Section 4  – Laws relating to DM

Section 5  -  Legal requirements in Document Retention

Section 6  – Legal and Organisational needs

Section 7  – Industry Standards

Section 8  -  Policy Documents

Module 3 – Accountability for Documents
Section 9  –  Document owners

Section 10 – Duplication of documents

Module 4 - Retention Schedules
Section 11 - What is a Retention Schedule

Section 12  - How to organise a Retention Schedule

Module 5 - Policies and Procedures
Section 13 - Benefits of written policies and procedures

Section 14 - What is required and how to write them
Section 15 - Who should be responsible

Section 16 - Meeting organisational requirements

Module 6 – How to Improve and Benefit from DM Systems

Section 17 – Production techniques

Section 18 – Storage techniques

Section 19 – Making the most of electronic systems

Section 20 – Integrating DM into Business Continuity/Disaster Recovery Plans
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