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Course Content & Outline

Section 1: Managing Information

» Creating accurate data and metadata file plans.
» Understanding why accurate record-keeping is essential for your business.
« Referencing and how to make it work for you.
 Create an accurate and amendable index.

e Gaining company buy-in to new record-keeping processes - pushing the
benefits.



Section 2: Key Policies & Procedures

 Delve into the 1ISO15489 policy on record management.

e Understand 1SO27001 and what it means for your audits.

« Digital signatures and their merits.

 Preserving documents and keeping traceable audit trails for amendments.
 Learning about your businesses’ taxonomy and advanced classification

schemes/

Section 3: Storage Models & Audit Trails

 Selecting the most appropriate storage systems.

» How to create an effective audit rota.

 Categorising documents and understanding multi-pathway recall.
 Planning and implementation of new data.

Section 4: Learning Security Procedures

» Reviewing security and compliance in your business.
 Selecting an ECM system.
» Retention and archiving requirements.

 Creating new policies and procedures and enforcing them.

Section 5: Reporting & Displaying Findings

» How to pull data quickly and easily based on requirements.
» Understanding and displaying data.
 Pulling and sending records to a quick turnaround.

 Presenting findings with real-life data and documents.



Certificate Description

oo oatll alai] algd e o5 Liiall Juangis oz lady g paill 85500 sia 2 lLai] aie Holistique Training.
i g AST) Balgady ey 935 piiw ccai YT e a5l 8594l 0 5laSy 5 (g unny udll pwilly 5 (e-Certificate)
o Holistique Training.

wllgd Holistique Training padill gty sl Gulaall O Banine (BAC) sigall saskill slaiel daas
saiuall (CPD). ublee 3is sasine Lyl LS 1SO 9001 5ISO 21001 5ISO 29993,

el gigall 5 ghill Ll o o2y (CPD) plail 8ulgd Lo bl sin sehtug ilsled s oo 55000 odg]
o s aill Holistique Tra|n|ng slaicl Loaa ,yleal gy CPD, il e ot CPD icluw JS oo sanly

4.!&&4500)&@.44[@44]@")&4\9 5l G ssaa CPD Wl Loadi sanly 5,50 Y.

Categories

AP (PR XPEN LErg - SLem PR SIRYY

Related Articles

]

LS @by laally slbaall Jali Juls §aullady oMol | si CisS

L sin dulae ohaall 8,00] cnpeal ol gall Jals olladly oloslaall can 6 g Lutall gl Js
u;)bl)ﬁ." AN u.us.i.g s Jds KL J digig 3 yaa u.u.!J Jawlld Z.AJ&SU JLLLAYIJ cbe LI ‘V"!Jcﬁ'” o
Jins cllin 5550 Jlske Lnn Jolaall 2Ty codlamad) 5,000 s i o] -] 2y Jarls o35 2l odbolaally
Gl

YouTube Video

https://www.youtube.com/embed/Z6Alj4dUssk?si=ei]2aNI512uvS6hY
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