. 1.5 day workshop session and 1.5 day Credit bearing session .

Document and Records management in an entity has one main goal: systematic control of recorded information from .
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Reef City Oppenheimer Conference & Banqueting Centre JHB
14 16 March 2012
Protea Hotel Sea Point Cape Town
117 13 April 2012
Protea Hotel, Beach Front Durban
24 n 26 April 2012

NQF: LEVEL 4/CREDITS 4
All Registered Delegates Receive a FREE Laptop or Blackberry

Learners will be required to complete a portfolio of evidence as part of the assess-
ment process. If found competent they will receive a certificate of competence.

SAQA US ID UNIT STANDARD TITLE CREDITS NQF Level

7785 Function in a business environment 4 03

original creation to ultimate disposition. A key element in achieving this goal is the establishment of efficient and ef-
fective procedures for filing and retrieving information.

Organisations with inconsistent or nonexistent files management programs cannot find crucial information when they
need it, waste time and money, and may even get into legal trouble because of their inability to document actions
fully. Organisations that do not properly manage records cannot hope to control the flood of information with which
they are confronted and organize it for effective decision making.

ministration Manager * HR personnel
* Personal Assistant (PA) « Registry clerks

+ Administration Support « Database admin 4'
» Executive Assistant (EA) * Support services R 8 9 9
» Secretary + Junior managers

* Receptionist .
« Marketing Co-coordinator * Middle managers

- Marketing Secretary * Supply chain practitioners Excl. VAT
- Office Manager * Finance personnel
» Executive PA * Records personnel
* Management Team Assistant

» Accounts Secretary Course registration will be at 07h30 on the first day with the course starting at
» Administration Team Leader 08h00 on all 3 days. There will be breaks for mid-morning refreshments at
» Marketing Administrator 10H30, Networking lunch at 12H00 and mid-afternoon refreshments at 15H00.
* Administrator The course will finish at 16H30 on day 1 & 2 & at 15H00 on day 3.

* Corporate Co-coordinator



Introduction and legislative background

The National Archives and Records Service Act.
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Official e-mail system use policy;

Records management policy;

Electronic records management policy; and
Web content management policy
Document imaging policy.

the information security policy;

the internet usage policy

the promotion of access to information policy

E-mails as evidence of the business transactions

National Archives and Records Service of South Africa
Act (Act No 43 of 1996 as amended

National Archives and Records Service of South Africa
Regulations;

Public Finance Management Act (Act No 1 of 1999);

Promotion of Access to Information Act (Act No 2 of
2000);

Promotion of Administrative Justice Act (Act No 3 of
2000);

Electronic Communications and Transactions Act (Act
No 25 of 2002).

The Value of Documents and Records
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Legal value
Historical value
Financial value

Evidential value

Disposing of e-mails

Creating reliable e-mail records
Structuring an out-going e-mail
Proper subject line
Auto-signatures

Attachments

Capturing e-mail string

When to capture e-mails
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The functions of Registry

Duties of the records manager

Duties of the registry head
Centralization vs. Decentralization

The organization of a Registry
Correspondence e.g. Incoming Mail
Registry Procedures

Disposal of records; Controlling records

Safe custody of records

Procedure for compiling and approval of filling system
Control registers

Filing System

The implementation of a new filing system
Controlling of files

Safe custody of files

What is Records Management?
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Metadata

The Role of Records Management
Classifications

Value

Memory of a Business

Life Cycle of Paper Records

Common Problems

Consistency in Filing
Key Unit of Names

Rules of Filing

The Database
E-commerce

Life Cycle of Electronic Records
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Monitor and review




Day Three

Electronic records system

About Us

File plan:

il

il Public record
il Record
1

Record keeping
Alphabetic Records Management, Equipment, and Procedures
Filing and Storage
Storage Method
Storage Equipment and Supplies
Straight Line Tabs

Choosing the Right Equipment
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Six Steps in the Records Management Procedure

Office egronomics in filing & correspondence Management

Describing various filing systems (Index, alphanumeric)

il Describing safety principles for general operation of
electrical equipment

i Explain the importance of all staff understanding the
function and use of office equipment Describe the ex-
tent of own responsibility in the office

i Explain the importance of being sensitive to other peo-
ple's needs and cultures

il Describing issues requiring confidentiality and explain
the importance of maintaining confidentiality around
each issue

| Deciding how one can contribute to the overall effec-

tiveness of the team. (Given a particular team of peo-
ple, decide how one can contribute to the overall effec-
tiveness of the team)

i Deciding how work should be prioritised (Given a par-
ticular workload, decide how work should be prioritised
and give reasons for making the decision)

il Maintaining the security surrounding documentation
and equipment and give reasons for doing so

il Filing documents using a recognised filing system and
ensure they are easily accessible to all persons need-
ing access, while securing them against unauthorised
access

i Siting examples of situations where it is acceptable to
deviate from establishment procedures and give rea-
sons why

| Analysing and distribute business information, ensuring
that individual needs are met (Faxes and messages)

| Developing a strategy for maintaining the office equip-
ment

Renaissance Conference Organisers is a professional company
based on vast experience in the field of conference management,
we specialize in the production and sharing of strategic business
intelligence to enable employees of corporate organizations to
attain growth in their area of specialization. Since our formation
we have been delivering important business information
through corporate sponsorship, conferences, symposiums, semi-
nars and professional training. We organize conferences and
meetings of all sizes, tailor -made to fit the needs of the cus-
tomer. We plan and execute exhibitions, both scientific and com-
mercial and as independent events or in connection with the
conference.

Objectives

Our core objective is the passing on of views for enhancing
growth in both the public and private sectors. We also aim at
tabling our admonishments on international trade across Africa.
And we woul dndt hesitate
als in their particular fields.

Mission

Our mission is to dissolve the impediment surrounding corpo-
rate success by educating people with intelligent business infor-
mation. We are also striving to see that every country on the
continent merges concrete with trade balance this twenty first
century known as the African century. Renaissance seeks to
bringing equality through its training as it researches into the
perspectives of poor Africans, into the formulation and imple-
mentation of policies and planning for poverty reduction at dis-
trict, national and continental levels.

Vision

Our vision is to be Africads r
gent business information through corporate training and to
contribute even an iota in the effectiveness of plans to unite and
develop Africa.

Course registration will be at 07h30 on the first
day with the course starting at 08h00 on all three
days. There will be breaks for mid-morning re-
freshments at 10H30, Networking lunch at 13H00

and mid-afternoon refreshments at 15H00. The
course will finish at 16H30 on the first two days &
at 15H00 on the Third day
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Tel: 011 024 6538 Fax: 086 573 4430

Email: info@renaissancecorg.com

Website: www.renaissancecorg.com
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Filing, Correspondence & Records Management

R 849 9 ex]. VAT

Fees include refreshment, lunch & comprehensive documentation only. Fees do not include \;EN??-\ ISSANCE

CcON, NCE ORGANISERS.
F\Qp ’

accommodation & transport. For accommodation contact the venue directly

Your Details

Reqistration Form
Fax Completed & Signed Registration form to 086 573 4430
JHB 14-16 March 2012 [_| CPT 11-13 April 2012 [] DBN 24-26 Apri1 2012 []

Authorising manager signature
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By signing & returning this form you are accepting our cancellation Po

Invoice Details

Attention Invoice to (NAMES) ééeéeééeée
. Emai |l : ééééééecéééecééééeééééeceééeéééé
Tel : é6é6ééééééééééééé. Fax: éééééeééééé
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Cancellation Policy

Please note that all speakers and topics were

circumstances beyond the control of Renaissance
may necessitate substitutions, alterations or can-
..cellations of the speakers and or topics and /or
event. The organiser reserves the right to alter,
add or subtract from the content and to change
the speakers or topics' if ‘required. Any' substitu- *
tions or alterations will be updated on our website
in real time and on the final brochure in the con-
"ferénce “file. Delegate’ substitition is ‘welcome. *
However, Renaissance must be advised of the

. Substitution forty-eight (48) hours prior to the
event.

Cancellations made within seven (7) days of
Renaissance receiving the signed registration
form, will be subject to a 25% administration fee.
Thereafter the delegate/booking organisation
accepts full liability for the total registration
amount due. Cancellations received in writing no
idgter than seven (7) working days prior to the
conference will entitle delegates to receive a full
credit to be used at another Renaissance event
valid for up to 12 calendar months from the date
f jss eshould pa t e been made for
%eée\%ea;% l—eaiI%ieéélogcayélc‘lzgﬁié1 itihg and on time
will result in a forfeiture of the full amount paid.
& the event that Renaissance cancels an event,
delegate payments at the date of cancellation will
be ¢redited to a future alternative or similar event
€he same Rand value (client to select). This
credit will be valid for up to 12 calendar months
from the date of issuance. In the event that Ren-
aissance postpones an event, delegate payments
at the postponement date will be credited towards
the rescheduled date. If the delegate is unable to
attend the rescheduled event, the delegate will
Gebeife a full credit towards a future Renaissance
event. This credit will be valid for 12 months from
date of issuance. No refunds will be available
éorécaémctalations or postponements.

ERénassance is not responsible for any loss or
_damage as a result of a substitution, alteration,
Scacellation, or postponement of an event. Ren-
_aissance shall assume no liability whatsoever if
Eths 8véhtBs.altered, rescheduled, postponed or
_cancelled due to a unexpected event, unforeseen
Co&ufteficeCofally BtHer @vent that renders pres-
_entation of the event imprudent, illegal or unfeasi-
Eble. -Examples of unforeseen occurrences shall
Linglude, bug shall not be limited to: an act of God,
CIrBtifit®n& regulation, ban, suspension or re-
_striction, war por appargnt act of war, terrorism or
eaﬁ)agerﬁ £1%rQe ot‘fsne, &saster, civil disorder,
disturbance or riots leading to or resulting in the
CdiSruption or curtailment of basic services such as
transportation and or any other emergency. Ren-
CaifsancE dBes not have to prove that it used its
best endeavours, to.avpid. rescheduling, cancelling

eoreal?erﬁgearpegen? t& felient to hold Renais-

.sance harmless from all costs, damages and
egehses which are incurred by the client.
eéééé.

1. Ms. / Mrs/ Mréééééééééééeééeééeeceeceece
Emai | eeeeeeeceeecececececeeccecce
Tel : éééééééééeéeéeéeeecCel | eeeeeecee

2. Ms. / Mrs/ Mrééééééééééééééééééééé
Email : éééééééééééééééééééééééééé
Tel éééeeeeecéeéeeeéeee cCcell eeeeecee

3. Ms./ Mrs/ Mr éééééééééeéeéeéeéé
Email : éééééééééééééééééééééééééé
Tel eeeeeceeeceéeeeeéeee cCcell eeeecece

4 . Ms ./ Mrs/ Mr éééééééééeéeeéeéeé
Email : éééééééééééééééééééééééééé
Tel eeeeecéeeeceeeeeee Cell eeeecece

5. Ms./ Mrs/ Mréééééééééecececeeé
Email : éééééééééééééééééééééééééé
Tel éééeéeeceecéeééeéeéeéeeée cCcell eééeeeéeé
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