
Overview

Records management is from creation and 

disposal of documents. Keeping good records 

help companies protect institutional memory. 

This course will assist you to implement a solid 

records management to improve organizational 

efficiency.

Records are a basic tool of business and 

organizational administration. Records provide 

information for planning and decision making, 

form the foundation for accountability, and are 

often subject to specific legal requirements. 

Records are essential for effective and efficient 

business and organizational administration, but 

if poorly managed they can become a liability, 

hampering operations and draining resources.

An effective records management program 

helps an organization get the most out of its 

records. It also helps limit costs and the risks 

that can come with poorly managed records.

Objectives

● To learn all the aspects of record and data 

management related to understanding the 

processes involved, the guidelines that apply, 

the steps that need to be taken, best 

practice examples and easy reference 

templates for use, storage and retrieval of 

data.

Who Should Participate

● Anyone in the workplace whose job 

requires systematic filing and records 

management.

Key Topics

I. Understanding record and data 

management and the related processes 

II. Overview of the guidelines that relate to 

record and data management 

III. Record and data management: data, 

storage and retrieval aspects 

IV. Planning a storage and retrieval system 

V. Implementing and maintaining a filing 

system 

VI. Guidelines for retention and disposal of 

records 

VII. Practical tips and templates for use at 

work 

VIII. Practical application to own work 

environment and related types of data that 

are worked with 

WEBINAR: Filing and 
Records Management

Reserve now! Call us at:
Tel. (02) 8.727.56.28 / (02) 8.727.88.60 

Mobile Numbers: Globe: 0915-205-0133 / Smart: 0908-342-3162 

/ Sun: 0933-584-7266

Website: www.businesscoachphil.com



Duration

● 3 hours

Webinar Fee

● Php 1,500.00 per participant 

(inclusive of e-Handouts and 

e-Certificate) to be paid at 

least 3 banking days before 

the event

Requirements

● Mobile phone, tablet, 

computer or laptop

● Download free ZOOM app 

● Internet connection

● Good audio connection

Reservation

● Please call to register (0915.205.0133|0908.342.3162 | 

0933.584.7266|(02) 8.727.5628) or use the registration form below. 

Kindly fill-out and email to businesscoachphil@gmail.com. You will 

receive a confirmation within 48 hours.

Mode of Payment

● Deposit/Transfer cash payment to Banco de Oro:

Savings Account Name: BUSINESSCOACH, INC.

Savings Account Number: 00235-003-71-22 

● Kindly email deposit slip or screen capture of payment details 

(indicate name of participant and seminar title) to confirm 

reservation.

Webinar Title_____________________________________________________________

Date_____________________________________________________________________

Participant__________________________ Participant _________________________

Mobile Number ______________________ Mobile Number ______________________

Email ______________________________ Email ______________________________

Participant__________________________ Participant _________________________

Mobile Number ______________________ Mobile Number ______________________

Email ______________________________ Email ______________________________

Company Name ____________________________________________________________

Address __________________________________________________________________

TIN _____________________________________________________________________

Contact Person _____________________________________________________________

Designation _______________________________________________________________

Landline________________________________________________________________

Mobile Number __________________________________________________________

Email Address _____________________________________________________________

(You may use a separate sheet for additional registrations)

*Kindly email form to businesscoachphil@gmail.com

Register Now! (Limited Slots Available)


