Maui Community College

Course Outline

1.
Alpha and Number



BUSN 170


Course Title




Records and Information Management


Credits




Three (3)



 


Date of Outline



October 20, 2005

2.
Course Description
Studies principles and procedures for organizing 

 

and operating Records and Information 



Management (RIM) programs. Topics include: 



Selection of filing systems, equipment, and 



supplies; procedures for storage, retrieval, 



transfer, retention, and disposal of records; 

records inventory and analysis; records  protection and disposition; study and application of ARMA (Association of Records Managers







and Administrators) rules for alphabetic, 

alphanumeric, geographic, numeric, and

subject methods. Helps a business or organization meet its fiscal, legal,

governmental, requirements by managing its information systems.

3.
Contact Hours/Type



Three (3) Hours / Lecture / Lab



 

4.
Prerequisites
ENG 100 (or concurrent); or consent.

Corequisites



 


Recommended Preparation


 

Approved By 






Date 





D. Intended Student Learning Outcomes

1. Integrate all phases of the records management cycle to accurately and

efficiently manage records.

2. Create and manage manual and electronic database systems according to

professional standards.

E. Course Content
Concepts

1. Types of records

2. Types of filing systems

a. Subject

1) Master Index

2) Relative Index

b. Geographic

1) Alphabetic Index

2) Master Index

c. Numeric

1) Accession Log

2) Alphabetic Index

3) Consecutive

4) Middle-Digit

5) Terminal-Digit

d. Alphabetic

e. Alphanumeric

3. Advantages and disadvantages of the various filing systems

4. Association of Records Managers and Administrators, Inc. (ARMA) rules

5. Cycle of Record

a. Creation

b. Distribution

c. Use

d. Inspect

e. Index

f. Code

g. Cross Reference

h. Sort

i. Store

j. Retrieval

6. Maintenance

a. Transfer

b. Backing Up

c. Micrographics

d. Records control

e. Laws and regulations

f. Records protection

7. Disposal

8. Use of database software

Skills

1. Arrange cards and correspondence in proper order

a. Subject

b. Geographic

c. Numeric

d. Alphabetic

e. Alphanumeric

2. Create appropriate filing systems using pre-printed or original materials

3. Input and update electronic databases

4. Design and apply queries (data sorting) to compile requested information

5. Review imaging technology

6. Analyze laws and regulations that affect records and information management

F. Text and Materials

Varied

G. Reference Materials
Varied

H. Auxiliary Materials and Content
Varied

