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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 Il,
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 I11, 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. Important Notice: Media content referenced within
the product description or the product text may not be available in
the ebook version.
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In its 114th year, Billboard remains the world's
premier weekly music publication and a diverse
digital, events, brand, content and data licensing
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platform. Billboard publishes the most trusted charts
and offers unrivaled reporting about the latest music,
video, gaming, media, digital and mobile entertainment
iIssues and trends.
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Includes the decisions and orders of the Board, atable of cases, and a cross
reference index from the advance sheet numbers to the volume page
numbers.
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This revised text is a comprehensive introduction to the complex field
of records management. Alphabetic filing rules--compatible with the
Association of Records Managers and Administrators (ARMA)
guidelines-- are included, along with methods of storing and retrieving
alphabetic, subject, numeric, and geographic records. Thorough
coverage is provided for filing and maintenance of paper, automated,
micro image, and electronic imaging records.
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