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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:

Jo Daigneault:

In this 21st one hundred year, people become competitive in each way. By being competitive currently,
people have do something to make these individuals survives, being in the middle of the particular crowded
place and notice through surrounding. One thing that often many people have underestimated the idea for a
while is reading. Sure, by reading a book your ability to survive improve then having chance to endure than
other is high. For you who want to start reading a book, we give you this kind of Records Management For
Dummies book as basic and daily reading book. Why, because this book is more than just a book.

Daphne Shew:

Hey guys, do you desires to finds a new book to read? May be the book with the title Records Management
For Dummies suitable to you? Often the book was written by renowned writer in this era. The particular
book untitled Records Management For Dummiesis the main of several books that will everyone read now.
This specific book was inspired a lot of people in the world. When you read this publication you will enter
the new shape that you ever know ahead of. The author explained their strategy in the simple way, and so all
of people can easily to comprehend the core of this book. This book will give you a great deal of information
about this world now. So you can see the represented of the world in this particular book.

Patricia Little:

The e-book with title Records Management For Dummies contains a lot of information that you can
understand it. You can get a lot of advantage after read this book. This book exist new know-how the
information that exist in this publication represented the condition of the world at this point. That is
important to yo7u to learn how the improvement of the world. This book will bring you within new era of the
the positive effect. You can read the e-book on your smart phone, so you can read it anywhere you want.

Barbara Norwood:

Do you have something that you want such as book? The reserve lovers usually prefer to select book like
comic, short story and the biggest some may be novel. Now, why not attempting Records Management For
Dummies that give your satisfaction preference will be satisfied by reading this book. Reading behavior all
over the world can be said as the opportunity for people to know world far better then how they react to the
world. It can't be stated constantly that reading habit only for the geeky individual but for all of you who
wants to become success person. So , for all you who want to start looking at as your good habit, you may
pick Records Management For Dummies become your own personal starter.
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