MiSU-BOTTINEAU

Course Outline

Name of instructor: Russ Gagnon


Course Title and Number: Records Management Bote 217


Credits: 3 


Prerequisite: none
	Course Description: An introduction to the concepts of records management through manual and electronic applications with an emphasis on alphabetic, numeric, geographic, and subject filing systems. This is a study of the systematic control of  business records through manual and electronic applications.  Records creation, distribution, utilization, retention, storage, protection, preservation and final disposition are discussed.


	Required Text: Records Management, Smith and Kallaus, Seventh Edition with Study Guide


	Course Objectives: 
1. Display a working knowledge of proper records management procedures.

2. Effectively manage information and records in an office environment.

3. Understand the use of Automated Records Systems.



	Course Content: Completion of assignments, tests, and taking the final exam are required. 

Points are accumulated during the course from tests, projects, and homework. It is anticipated that there will be eight tests including a comprehensive final exam.  Projects will include records maintenance scenarios and using appropriate filing techniques.  



	Course Requirements and Evaluation: 
GRADING:  Assignments, quizzes, and tests are computed for total points.

90-100= A     80-89=B     75-79=C     65-74=D     below 65=F






