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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:

Irene Gwyn:

This Bundle: Records Management Simulation + MindTap Office Management,1 term (6 months) Printed
Access Card book is simply not ordinary book, you have it then the world is in your hands. The benefit you
receive by reading this book is definitely information inside this book incredible fresh, you will get
information which is getting deeper you actually read a lot of information you will get. This Bundle: Records
Management Simulation + MindTap Office Management,1 term (6 months) Printed Access Card without we
recognize teach the one who studying it become critical in considering and analyzing. Don't possibly be
worry Bundle: Records Management Simulation + MindTap Office Management,1 term (6 months) Printed
Access Card can bring if you are and not make your handbag space or bookshelves' become full because you
can have it inside your lovely laptop even mobile phone. This Bundle: Records Management Simulation +
MindTap Office Management,1 term (6 months) Printed Access Card having excellent arrangement in word
and layout, so you will not feel uninterested in reading.

Lynn Gowen:

Here thing why this kind of Bundle: Records Management Simulation + MindTap Office Management,1
term (6 months) Printed Access Card are different and reputable to be yours. First of all looking at a book is
good nonetheless it depends in the content than it which is the content is as yummy as food or not. Bundle:
Records Management Simulation + MindTap Office Management,1 term (6 months) Printed Access Card
giving you information deeper since different ways, you can find any guide out there but there is no guide
that similar with Bundle: Records Management Simulation + MindTap Office Management,1 term (6
months) Printed Access Card. It gives you thrill reading through journey, its open up your own personal eyes
about the thing this happened in the world which is maybe can be happened around you. It is possible to
bring everywhere like in park, café, or even in your means home by train. When you are having difficulties
in bringing the printed book maybe the form of Bundle: Records Management Simulation + MindTap Office
Management,1 term (6 months) Printed Access Card in e-book can be your alternative.

Joe Vizcarra:

Now a day people that Living in the era everywhere everything reachable by match the internet and the
resources included can be true or not need people to be aware of each data they get. How a lot more to be
smart in receiving any information nowadays? Of course the answer is reading a book. Reading through a
book can help individuals out of this uncertainty Information particularly this Bundle: Records Management
Simulation + MindTap Office Management,1 term (6 months) Printed Access Card book because this book
offers you rich facts and knowledge. Of course the details in this book hundred pct guarantees there is no
doubt in it as you know.



Dedra Clark:

In this era globalization it is important to someone to obtain information. The information will make a
professional understand the condition of the world. The healthiness of the world makes the information much
easier to share. You can find a lot of references to get information example: internet, paper, book, and soon.
You can view that now, a lot of publisher this print many kinds of book. Typically the book that
recommended for you is Bundle: Records Management Simulation + MindTap Office Management,1 term (6
months) Printed Access Card this publication consist a lot of the information in the condition of this world
now. This kind of book was represented so why is the world has grown up. The vocabulary styles that writer
value to explain it is easy to understand. Often the writer made some exploration when he makes this book.
This is why this book acceptable all of you.
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