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COURSE DESCRIPTION:

* The course covers basic competencies
required in maintaining and safeguarding the
important records of the cooperative.

No. of Hours required= 12 Hours
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Target Groups:

* Audit Committee

Election Committee

Ethics Committee

Mediation & Conciliation committee
Secretary

* Treasurer

* LO. 1- Explain all the activities involved in
records management

* LO. 2- Set up a system of administration and
disposition of records

* LO. 3- Secure records through preventive and
protective measures
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WHAT IS A RECORD?

A record is an output that contains valuable
information for the business and reflects
details of transactions of an institution, its
staff and its stakeholders ==

WHAT IS A RECORD?

A record is an evidence of an activity or

transaction performed by the organization

which shall require retention for a specific
period of time

Compliance Seminar on Records
Management




NATCCO-ET

WHAT IS A RECORD?

A record is information created, received and
maintained as information by the _
organization "

Serve as the memory of institutions ANBIEN /4 ]

Types of Records

* According to medium
* According to nature of document
* According to importance/future usefulness

Compliance Seminar on Records
Management
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TYPES OF RECORDS

According to medium

MICROFILM

ELECTRONIC files- e e-mails,
Including i Images of paper filg

TYPES OF RECORDS

According to the nature of the document
HISTORICAL

LECAL
PERSONNEL

FINANCIAL

COMPANY
POLICIES &
PROCEDURES

Comrmm . 0
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