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Here's what you should know to manage data records efficiently

With proper electronic data management, your business can lower costs, improve efficiency, eliminate
duplication, and be protected in the event of a lawsuit. This book provides an overview of records
management solutions and implementation strategies in plain, non-technical English. Step-by-step
instructions show you how to begin managing records and information and how to maintain the program
once you have it established. Sample forms for inventory, scheduling, and necessary documentation are also
available on the companion website.

Electronic records management offers cost savings, greater efficiency, and protection in case of legal●

action; this book gets you started on an effective data management system
This plain-English guide helps you determine what constitutes a record, shows you how to inventory●

records and create an efficient way to file both electronic and paper copies, and explains how to create a
retention schedule
Walks you through switching to electronic record-keeping, what to look for in a records management●

system, implementing best practices, ensuring that your system will stay current, and using the system
effectively
Helps you assure that the destruction of any sensitive information is conducted and documented correctly●

Records Management For Dummies helps your business save money and improve efficiency with effective
electronic records management.
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From reader reviews:

James Gabriel:

Book is actually written, printed, or descriptive for everything. You can recognize everything you want by a
book. Book has a different type. To be sure that book is important matter to bring us around the world.
Beside that you can your reading expertise was fluently. A publication Records Management For Dummies
will make you to become smarter. You can feel a lot more confidence if you can know about every little
thing. But some of you think that will open or reading a new book make you bored. It is far from make you
fun. Why they may be thought like that? Have you trying to find best book or ideal book with you?

Alexandra Dickey:

Hey guys, do you wishes to finds a new book to read? May be the book with the headline Records
Management For Dummies suitable to you? Often the book was written by well-known writer in this era.
The book untitled Records Management For Dummiesis the main one of several books this everyone read
now. This particular book was inspired many men and women in the world. When you read this e-book you
will enter the new dimensions that you ever know prior to. The author explained their plan in the simple way,
therefore all of people can easily to be aware of the core of this publication. This book will give you a large
amount of information about this world now. To help you see the represented of the world on this book.

Juanita Stoneman:

Many people spending their time frame by playing outside having friends, fun activity having family or just
watching TV the whole day. You can have new activity to enjoy your whole day by looking at a book. Ugh,
you think reading a book really can hard because you have to accept the book everywhere? It ok you can
have the e-book, taking everywhere you want in your Touch screen phone. Like Records Management For
Dummies which is finding the e-book version. So , try out this book? Let's see.

Luis Poole:

Is it anyone who having spare time subsequently spend it whole day by simply watching television programs
or just resting on the bed? Do you need something totally new? This Records Management For Dummies can
be the reply, oh how comes? A book you know. You are therefore out of date, spending your time by reading
in this brand-new era is common not a nerd activity. So what these books have than the others?
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