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Prom : Chief, Records Adminictreiion Steff/Ins
Subject: Workshops
3. The Agency Records Administretion Stafl has developed elght
Workshops in various phases of Records danagement. These arxe
available now for presentation to groups of people that you may
wish ¢o bave traipred in Records Managemewt. In eddition, these Work-
shops can be adaphked for presentation to stafl meebings.
2. The %itles of the Workshops and the approximate times
regquired for presentation follows:
2. ‘The Challenge of Recoxds Yawsgement - 1 Eour xxx
What g Records Maragensni?
Vhy is it needed?
Howr you can use Records Ikragement To help reduce
gpevatling costs.
b. TForms Manegement - 1-3 Hours
¢. Iiling Sysbtems Mamegement - 1-3 Hours X ¥ XXX s
&. Vital Records Mamsgement - 1-3 Bourg)¢-
e. Archives and Records Cexter Mamgement - 1-3 Houras
£ Correcpondence Manegemends - 1 Hour x xax
8. ail Management -~ 1 Houx x XX
h. Records Digpesition - 1 Hour
3. Please let me know when I can discuss these Workshops
with you. STAT
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