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Course Description  
A business can reduce its costs and enhance its performance when there is a well-organized records 
management system in place. Records Management is an essential guide for developing and maintaining 
such a system. It does so by covering the record life cycle, record formats, and the concept of infor-
mation governance. The course then delves into the use of alphabetic storage, numeric storage, and 
geographic storage, along with many records management best practices and a discussion of records 
retention. The course concludes with coverage of electronic records management, including such topics 
as the different types of electronic media, record safety, and the mitigation of catastrophic record dam-
age. 
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Course Content  
Publication/Revision date: 2/22/2019 
Author: Steven M. Bragg, CPA.      
Final exam (online): Fifteen questions (multiple-choice).  

Instructions for taking this course  
You must complete this course within one year of the date of purchase (if you do not complete the 
course within one year, contact us to determine whether an updated edition of the course is available, 
in which case we will provide you with a PDF of the updated course and the online exam at no charge).  

A passing grade of at least 70% is required on the final exam for this course.  You may retake the exam 
if you do not pass it on the first attempt (no charge). 

Complete the course by following the learning objectives listed on the following page, studying the text, 
and studying the review questions at the end of each major section (or at the end of the course). Once 
you have completed studying the course and you are confident that the learning objectives have been 
met, answer the final exam questions (online).  

 
 
Instructions for Taking the Final Exam Online 

• Login to your account online at www.bhfe.com. 
• The exam may be started, stopped, then resumed at a later date. 
• The exam is "open book," it is not timed, and it may be retaken if not passed on the 

first attempt (no charge).      
• Results (correct, incorrect answers) and certificate appear immediately upon passing 

the exam. 
 
Have a question? Call us at 800-588-7039 or email us at contact@bhfe.com. 

 

http://www.bhfe.com/
mailto:contact@bhfe.com


iv 
 

Learning Objectives 

• Identify the different types of records. 
• Specify the different components of a records management system. 
• Recognize the steps used to store a record under the alphabetic storage system. 
• Recall the rules that apply to sorting and cross-referencing names. 
• Specify the characteristics of the different types of record storage systems. 
• Identify the characteristics of the different types of record storage equipment and supplies. 
• Recall the forms and logs used in a records management system. 
• Identify the criteria used to retain records for differing periods of time. 
• Specify the methods used to optimize a directory structure. 
• Recognize the types of metadata that may be associated with a record. 
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