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Bubject: Workshops

1. %he Agency Records Administration Staiffl bhas developed elght
Workshops in verious phases of Records Mansgement. These are
svailable now for presentation to groups of people that you may
wish $0 have treired in Records Maunagement. In addibion, these Work-
shops can be adapted for presentntion to stafl meetings.

2. The Bitles of the Workshops and the approximate time
required for presemiation follows:

a. ‘the Challernge of Records Yammgement -~ 1 Howr
Yhat 12 Recovds Management?
Why is It needed?
How you can use Records Managemend 4o help reduce
operating costs.

b. Torms Mapsgement - 1-3 Hours

¢. WFling Systems Momagenment - 1-3 Hours

4. ¥itel Records Management -~ 1-3 Rours

2. Archives surd Records Cember Manngement - 1-3 Houvs

T. Correspondence Mamagemeut - 1 Houe

g Hail Mavagement -~ 1 Four

h. Records Dispesition - 1 Hour

3. Please let me know when I can discuse these Workshops
with you.
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