Digital Records Management Training Course

Professional Development Training Course Outline

Category Information Technology Duration 5 Days

Online / On-site

Base Fee $1,100 USD Delivery Mode _
Hybrid

Course Introduction

In today’s digital era, efficient records management is a cornerstone of organizational success. The
Training Course on Digital Records Management is designed to equip professionals with the skills and tools
necessary to manage records effectively in digital formats. This course provides comprehensive insights
into creating, maintaining, and preserving digital records while ensuring security, compliance, and
accessibility. Whether you're transitioning from traditional paper-based systems or enhancing your current
digital infrastructure, this training will empower you to achieve operational excellence.

Asbusinessesincreasingly rely on digital records for operations and decision-making, challenges such as
data loss, unauthorized access, and inefficient retrieval can hinder productivity. This course addresses these
issues by introducing best practices for digital records lifecycle management. Participants will learn how to
organize, secure, and dispose of records responsibly while leveraging cutting-edge technol ogies for
efficiency
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As businesses increasingly rely on digital records for operations and decision-making, challenges
such as data loss, unauthorized access, and inefficient retrieval can hinder productivity. This course
addresses these issues by introducing best practices for digital records lifecycle management.
Participants will learn how to organize, secure, and dispose of records responsibly while leveraging
cutting-edge technologies for efficiency. Digital records management goes beyond storage; it
encompasses compliance with regulatory requirements, improving transparency, and supporting
organizational objectives. This training emphasi zes the integration of systems and processes to align
records management with business goals. Participants will gain insights into implementing digital
solutions that enhance collaboration, reduce operational costs, and support informed decision-
making.

This course is essential for professionals aiming to streamline workflows, ensure data integrity, and
future-proof their organizations. With a mix of theoretical knowledge, practical exercises, and real-
world case studies, participants will leave equipped to handle the complexities of modern records
management in a dynamic business environment.

Course Duration
5 Days

Course Objectives
1. Understand the fundamentals and importance of digital records management.
Learn best practices for creating and maintaining digital records.
Gain skillsinimplementing a digital records lifecycle management system.
Explore tools and technologies for secure digital storage and retrieval.
Understand compliance requirements for records management across industries.
Learn to mitigate risks associated with digital records, including data breaches and | oss.
Develop strategies for transitioning from paper-based to digital systems.
Master techniques for disaster recovery and business continuity planning for records.
Enhance organizational efficiency through effective records categorization and archiving.
Gaininsightsinto future trends in digital records management and their implications.

© © N o 0 b~ w DN

=
o

Organizational Benefits

1. Ensure compliance with legal and regulatory requirements for records management.
Enhance operational efficiency through streamlined records access and retrieval.
Reduce risks of dataloss and unauthorized access.
Optimize resource alocation by transitioning to cost-effective digital systems.
Improve decision-making with accurate and well-organized records.
Strengthen disaster recovery and business continuity plans.
Foster a culture of transparency and accountability.
Integrate advanced technologies for seamless digital records management.
Support sustainable practices by reducing reliance on paper-based systems.
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10. Build afoundation for future digital transformation initiatives.

Target Participants
« Records and document management officers.
« IT professionals responsible for data security and management.
o Administrative personnel overseeing records systems.
« Compliance officers ensuring regulatory adherence.
« Project managers handling documentation-intensive projects.
« Archivists and librarians transitioning to digital platforms.
» HR personnel managing employee records digitally.
« Legal professionals dealing with sensitive documentation.
« Government officials managing public records.
« Consultants specializing in digital transformation and data management.

Course Outline

Module 1: Fundamentals of Digital Records M anagement
1. Key concepts and principles of records management.
2. Differences between paper-based and digital records systems.
3. Importance of digital records in modern business operations.
4. Overview of records lifecycle: creation, maintenance, and disposition.
5. Case Study: Transitioning to adigital records management system in healthcare.

Module 2: Designing and Implementing Digital Records Systems
1. Planning for adigital records management framework.
2. Choosing the right software and tools for your organization.
3. Setting up metadata and classification standards.
4. Integrating records systems with existing workflows.
5. Case Study: Implementing a digital records system in a government agency.

Module 3: Data Security and Compliance
1. Ensuring compliance with data protection laws and standards.
2. Strategiesto prevent unauthorized access and data breaches.
3. Secure data storage and encryption methods.
4. Auditing and monitoring digital records systems.
5. Case Study: Addressing compliance challengesin financial institutions.

Module 4: Efficient Retrieval and Archiving
1. Techniques for organizing and indexing digital records.
2. Automating records retrieval processes.
3. Long-term preservation strategies for digital archives.
4. Managing obsolete or redundant records responsibly.
5. Case Study: Enhancing efficiency in digital archiving for corporate offices.



Module 5: Disaster Recovery and Business Continuity
1. Assessing risks and vulnerabilities in records systems.
2. Developing disaster recovery plansfor digital records.
3. Cloud-based solutions for data backup and restoration.
4. Ensuring business continuity through robust records systems.
5. Case Study: Business continuity planning in retail sector digital records.

Module 6: Emerging Trends and Future of Digital Records M anagement
1. Al and machine learning applications in records management.
2. Blockchain for records authentication and transparency.
3. Mobile and remote access to digital records.
4. Trends in sustainable and eco-friendly records management.
5. Case Study: Leveraging Al for predictive analyticsin digital records.

Training M ethodology

The instructor led trainings are delivered using a blended learning approach and comprises of
presentations, guided sessions of practical exercise, web-based tutorials and group work. Our
facilitators are seasoned industry experts with years of experience, working as professiona and
trainersin these fields.

Register asa group from 3 participantsfor a Discount

Send us an email: info@fineskilltrainingcenter.com or call +254769199797

Certification

Upon successful completion of this training, participants will be issued with a globally- recognized
certificate.

Tailor-Made Course

We also offer tailor-made courses based on your needs.
Key Notes

a. The participant must be conversant with English.

b. Upon completion of training the participant will be issued with an Authorized Training
Certificate

c. Course duration is flexible and the contents can be modified to fit any number of days.

d. The course fee includes facilitation training materials, 2 coffee breaks, buffet lunch and A
Certificate upon successful completion of Training.

e. One-year post-training support Consultation and Coaching provided after the course.


mailto:info@fineskilltrainingcenter.com

f. Payment should be done at least a week before commence of the training, to FINESKILL
TRAINING CENTER account, as indicated in the invoice so as to enable us prepare better for you.

Upcoming Scheduled Sessions

Start Date End Date Location Price

10 Aug 2026 14 Aug 2026 Online $1,100
17 Aug 2026 21 Aug 2026 Online $1,100
24 Aug 2026 28 Aug 2026 Online $1,100
31 Aug 2026 04 Sep 2026 Online $1,100
07 Sep 2026 11 Sep 2026 Online $1,100
14 Sep 2026 18 Sep 2026 Online $1,100
21 Sep 2026 25 Sep 2026 Online $1,100
28 Sep 2026 02 Oct 2026 Online $1,100

Ready to enroll or request a customized program? Book online or contact us:

Register Online Now

Email: info@fineskilltrainingcenter.com | Website: www.fineskilltrainingcenter.com


https://www.fineskilltrainingcenter.com/courses/digital-records-management-training-course

