
ARCHIVING AND

RECORDS

MANAGEMENT

WORKSHOP

K E Y D I M E N S I O N S  R I S K  S O L U T I O N S

Records are in every organization. From

purchasing reciepts to tax documents to

communications, they need to be identitied

and managed properly. The method of records

management that a company uses should be

tailored to fit the needs of the organization.

There are, however, some basic concepts in

most records management systems.  

With our “Archive and Records Management”

workshop, your participants will discover the

basic elements of records management

programs and different ways to manage

records.

For more information or to reserve your

spot in this workshop, contact us:

Tel: +27 (0)31 309 1516  | Cell: 0799615276 / 0718791338 | Email:

info@keydimensions.co.za |

Website: http://www.keydimensions.co.za

WORKSHOP OBJECTIVES:

     

.DEFINE RECORDS AND ARCHIVES    

.ANALYZE RECORDS IN CONTEXT     

.CLASSIFY RECORDS     

.UNDERSTAND DIFFERENT SYSTEMS  

.MAINTAIN AND CONVERT RECORDS


