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Greetings!

Sound records management is an indispensable element for good governance,
effective administration, transparency, accountability and delivery of quality services. It is
important to have policies and procedures guidebook to ensure that complete, accurate
and comprehensive records are created and maintained, that records can easily be located
and retrieved when needed, that records are not destroyed when still required and, most
importantly, that records management responsibility is assigned. A guidebook seeks to
facilitate standardization and consistency in the application of procedures and practices in
the management of records in line with existing laws, regulations and international best
practice standard (I1SO 15489).

However, everyone has a particular type of fear that puts up road biocks to writing.
Many are reluctant and find it difficult to write, organize their writing or decide on content.
To this end, we are pleased to invite your staff to the Assoclation’s live-out seminar-
workshop on “Formulating and Writing a Recordkeeping Policies and Procedures
Handbook” to be heid at the Skylight Hotel Convention Center, Puerto Princesa, Palawan on
10-12 September 2018,

The registration fee of P 5,000.00 is inclusive of training kit, lunches and snacks.
Enclosed is the program of activities. Participants should register online by simply opening
the URL (https://go0.gl/KO9k32) on device(s) they want to use it on,

Thank you very much for your support to the Association in its cause to
professionalize records and information management.

Very truly yours, _
it :i .
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EMMY E. BALLESFIN
President

Mailing Address: Unit 1A Sandrose Place, Ruby St., Umali Subdivision, Los Bafios, Laguna Telephone: (049) 536-2546
Email: prma_manila@yahoo.com.ph Web: hitp://philrecordsmanagement.blogspot.com
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