
RIM 132 Records Management: filing Systems

Time:  Tuesday and Thursday 4:30 - 5:45 pm

Location:  Instructional Computer Lab, San Carlos Satellite Center

Gila Community College

Instructor:  Cindy Barnes

Phone:  (928) 428-2871 after 6:00pm

              (928) 475-2378 7:30am-3:30pm

Email Address:  cindybarnes_sancarloshigh@yahoo.com

Course Description:

A study of various filing methods, including alphabetic and numeric.  Topics include storage, control, retrieval, transfer, retention, and disposal of records with emphasis on electronic storage through the use of information management programs.  

Textbooks and Other Supplies:

1. Smith, Ginn, and Kallaus, Records management, Seventh Edition, South-Western Publishing Co., 2002.  

2. Records Management Projects, Seventh Edition, South-Western Publishing Co., 2002 (Optional).  

3. Two high-density 3.5 diskettes 

Performance Objectives:

Upon completion of the course, the student will be able to do the following:

· Demonstrate the ability to apply the rules for indexing and coding individual, business, and governmental names.

· Prepare cross references of individual, business, and governmental names.

· Demonstrate the ability to accurately apply the rules for filing under numeric, subject, geographic, alphabetical, chronological and electronic filing systems.  

· Complete instructional practice set.  

Course Requirements:

1. Students are expected to complete the lab practices to understand the concepts and literacy.  

2. Each practice is designed to help you complete your assignments.  

3. Your final grade will be based on your attendance and your assignments.  Attendance will count 50% and your completed assignments will count 50% of your grade.

4. Collusion:  Collusion is the submission of another person’s work.  It will result in an automatic “F” for the course.  It is your responsibility to be aware of collusion consequences.  Students learn a lot by helping each other.  A cooperative environment while students are working at the computer will be more fun and will enhance learning for all.  However, the assignments that you turn in must be your own work.  

5. The instructor has the option to change the schedule at any time.  

Assessment and Evaluation: Is based upon attendance and the final project.  You will receive the maximum points for attempting the activities.

· Assignments are due each week

· Attendance 

Tentative Course Schedule:

OUTLINE OF COURSE ACTIVITIES (SUBJECT TO REVISION)

RIM 132 RECORDS MANAGEMENT: FILING SYSTEMS

‌

	Week/Chapter/Topic Basis
	Projects 

	Week 1 - Chapter 1

     Records Management in Review

     Appendix A - Records management Career Opportunities


	Complete worksheet from instructor

Websites to Visit

www.arma.org

www.aiim.org

http://www.ahima.org/

	Week 2 - Chapter 2

     Alphabetic Storage and Retrieval     Indexing rules 1-5
	Complete each of the “Check your Knowledge of Rules 1-5

	Week 3 - Chapter 3

     Alphabetic Storage and Retrieval

     Indexing Rules 6-10
	Complete each of the “Check your Knowledge of Rules 6-10



	Week 4 - Chapter 4

     Alphabetic Indexing Rules for 

     Computer Applications 
	Create an Access file App 4-1 pg 87

App 4-2 pg 88

	Week 5 

     Exam Review

     Examination 1
	10 True/False

10 Multiple Choice

1 Short Answer

	Week 6 - Chapter 8 

     Numeric Records Management
	Complete worksheet from instructor.  

Field Trip or Guest Speaker

	Week 7 - Chapter 5

     Alphabetic Records Storage
	Complete worksheet from instructor.  

Search the Internet to research equipment or supply specifications to identify the various items available for RM.  

	Week 8 - Chapter 6 

     Records Retrieval, Retention, and 

     Transfer

     
	Complete APP 6-2 Solving Retrieval Problems

	Week 9 - 

     Exam Review

     Examiniation 2 

     
	10 True/False

10 Multiple Choice

1 Short Answer

	Week 10 SPRING BREAK
	


	Week/Chapter/Topic Basis
	Projects 

	Week 11 - 12  Chapter 10

     Electronic Records


	Break into groups and go to the following website.  Read  “Electronic Systems & RM”

“Automating Electronic RM”

http://www.asis.org/Bulletin/Jun-97/index.html

	Week 13 - Chapter 11

     Image Records

     
	Break into groups and go to the following website.  Read “Implementation of Technology Imaging”

http://www.asis.org/Bulletin/Jun-97/index.html

	Week 14 - Chapter 12

     Controlling the Records and Infor-

     mation Management Program

     
	http://www.ecu.edu.au/GPPS/policy/ad/ad022.php#obj

Create a policy for your business or a company you are familiar with.  



	Week 15 

     Exam Review

     Make up work
     
	

	Week 16

Examination 3

	



