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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.
Judith Read, M. Ed., is a professional educator who taught high school for nine years and 
has taught for more than 28 years at Portland Community College (PCC). She was named 
Post-Secondary Teacher of the Year by the Oregon Business Education Association and 
by the Oregon Vocational Association. She is now an adjunct instructor teaching distance 
classes for PCC, as well as an active member of ARMA International and the Oregon 
Chapter of ARMA. Read holds ARMA International certificates in Essentials of RIM and 
SharePoint Records Management.

Mary Lea Ginn, Ph.D., is Director of International Student Services and the Institutional 
Review Board at Union Institute & University in Cincinnati, Ohio. Her professional experience 
includes positions as a university instructor, textbook development editor, and consulting 
editor in business and records management areas. Dr. Ginn has authored and co-
authored four college-level textbooks."I've used this book for nearly 30 years for my 
classes in Records Management and it is still the best book for this class. It is easy to 
understand and the examples make it easy to understand the filing rules."

"Love the new updated information. This information changes so quickly with the changes 
we have in technology that we have to stay on top of it."
Other Books
Enterprise Content Management, Records Management and Information Culture Amidst E-
Government Development, This book identifies key factors necessary for a well-functioning 
information infrastructure and explores how information culture impacts the management 
of public information, stressing the need for a proactive and holistic information 
management approach amidst e-Government development. In an effort to deal with an 
organization's scattered information resources, Enterprise Content Management, Records 
Management and Information Culture Amidst E-Government Development investigates the 
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key differences between Enterprise Content Management (ECM) and Records 
Management (RM), the impact of e-Government development on information 
management and the role of information in enhancing accountability and transparency of 
government institutions. The book hence identifies factors that contribute to a well-
functioning information infrastructure and further explores how information culture impacts 
the management of public information. It highlights the Records Continuum Model (RCM) 
thinking as a more progressive way of managing digital information in an era of pluralization 
of government information. It also emphasizes the need for information/records 
management skills amidst e-Government development. Ideas about records, information, 
and content management have fundamentally changed and developed because of 
increasing digitalization. Though not fully harmonized, these new ideas commonly stress 
and underpin the need for a proactive and holistic information management approach. 
The proactive approach entails planning for the management of the entire information 
continuum before the information is created. For private enterprises and government 
institutions endeavoring to meet new information demands from customers, citizens and 
the society at large, such an approach is a prerequisite for accomplishing their missions. It 
could be argued that information is and has always been essential to all human activities 
and we are witnessing a transformation of the information landscape. Presents research 
with broad application based on archives and information science, but relevant for 
information systems, records management, information culture, and e-government 
Examines the differences between Enterprise Content Management and Records 
Management Bridges a gap between the proponents of Enterprise Content Management 
and information professionals, such as records managers and archivists
�����. employees, especially the newly recruited, spent most of their precious time looking 
for records. The officers' email boxes were according to the law private and hence beyond 
the  records management  function that took care of the ..."

Download Book Records Management BY Read, Judith,Ginn, Mary Lea

Page: 3 of 3 : https://wocoentala.org/source1/3258fe48a7bfd7207d1a3640b0028035


