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ObjectiveCourse  

 

 A comprehensively developed file plan enables organisations to 

find their information effectively. Correctly filed and stored 

records are more easily accessible, which facilitates good 

governance,transparencyand accountabilityand 

regarded as an internationally recognised best practice. 

 Organisations are able to perform their functions successfully and 

efficientlybecause the flow of information is orderly and efficient. 

 Trustworthy records are created and maintainedin accordance with 

recordkeeping systems which mirror the business processes and 

activities of the organisation. 

 Eliminating the unnecessary duplicationof records ensures 

efficiency and better economies of scale. 

 

 

Target Audience 

 
 Secretaries and administrators wanting to raise their efficiency 

levels, improve their effectiveness and develop skills that will help 

their career-development 

 People working in an office role supporting management and/or 

working in project teams 
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 Anyone wanting to develop their practical skills and personal 

strengths to help them succeed in an office environment 

 

  

 
  

Course Outline 
 
 Day1. Strategic Planning and Management for Records and 

Archive Services • Identify the Corporate Drivers facing the 

organisation • Determine the key management issues facing 

document and records management • Conducting an audit/maturity 

assessment • Creating a roadmap based on the audit findings 

• Implement a Records Management programme • Create a change 

and communications management plan 

 

 Day2. Beyond basic Electronic Records – critical issues to consider 

 Long-term preservation • Metadata • File naming • File formats 

• Storage facilities and procedures • Digital media • Evaluation of 

records management systems • Digital imaging • E-mail 

management • Web content management • Electronic and advanced 

electronic signatures 

 

 Day3. Information Governance (Beyond Records management, 

Risk and Security) • Information Governance and Generally 

Accepted Recordkeeping Principles (GARP) • Records 

management in relation to other enterprise initiatives o Conversion 

of paper documents and records to electronic files o Records 

Management o Content / Knowledge Management o Collaboration  
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 / Work-flow engines o Version control o Electronic forms 

management 

 

 Day4. Transparency and Records Management • Transparency 

implications for records and information management • Records 

Management as a tool for establishing transparency and 

accountability • Records Management maturity levels 

 

 

 Day5. Managing Social Media Records • Introduction 

•  Understanding Social Media • Social Media as a record. 

• Retention of Social Media communications • Social media as a 

records management tool • Managing Social media records using 

GARP principles 
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 The Feature Of Asia Master Training And Development 

Center 

 

 we pick up the customer from the airport to the hotel. 

 we give the participant training bag includes all the necessary tools 

for the course. 

 Working within groups to achieve the best results. 

 All our courses are confirmed and we do not postpone or cancel the 

courses regardless of the number of participants in the course. 

 We can assist you in booking hotels at discounted prices if you 

wish to book through us. 

 We offer the certificate from Asia Masters Center for Training and 

Administrative Development. 

 

 

 

 

 

 

 

The Cost Of The Training Program Includes The Following: 

 
1) Scientific article on flash memory. 

2) Training Room. 

3) Training. 

4) Coffee break. 

5) The training bag includes all the tools for the course. 
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Price (USD) 

 
Communicate with the training department 

to know the participation fees 
 There are offers and discounts for groups 

 

details of the bank accountThe  

Bank name: CIMB Bank Berhad 
  Account name: Asia Masters Center SDN. BHD 

Bank account number: 80-0733590-5 
 Swift code: CIBBMYKL 

IBAN: Null 

 

 


