
 

     
      
      
      

      
   

              
              
              
              
              
              
              
  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DON’T MISS THIS LIVE WEB-BASED 

TRAINING OPPORTUNITY! 
  
WWiitthh  iinntteerraaccttiivvee  pprreesseennttaattiioonnss  aanndd  cchhaatt  
rroooomm  ddiissccuussssiioonnss,,  tthhiiss  wweebbiinnaarr  iiss  aa  ccoosstt--
eeffffeeccttiivvee  wwaayy  ffoorr  iinnddiivviidduuaallss  oorr  ggrroouuppss  ttoo  
lleeaarrnn  wwiitthhoouutt  lleeaavviinngg  tthhee  ooffffiiccee..  
  
LLeeaarrnn  hhooww  ttoo  mmaannaaggee  FFeeddeerraall  rreeccoorrddss,,  
iinncclluuddiinngg::  
  WWhhaatt  aarree  FFeeddeerraall  RReeccoorrddss??  
  WWhhaatt  aarree  RReeccoorrddss  RReeqquuiirreemmeennttss??  
  WWhhoo  iiss  RReessppoonnssiibbllee  ffoorr  FFeeddeerraall  RReeccoorrddss??  
  HHooww  ddoo  II  MMiittiiggaattee  RRiisskkss??  
  WWhheerree  ccaann  II  ggoo  ffoorr  HHeellpp??  
  

 
 

 

 
 

Our Workshops… 
 
NARA’s records management workshops are 
designed to train Federal managers and staff in 
standard records management practices. Our 
workshops, which are offered at little or no cost to 
your agency, focus on Federal and agency 
requirements. 

Web-Based Training  
Recordkeeping: A Program 
Manager’s Survival Guide 

To register: 
 
CCrreeaattee  aann  aaccccoouunntt  oonn  oouurr  LLeeaarrnniinngg  
MMaannaaggeemmeenntt  SSyysstteemm,,  http://nara.learn.comhttp://nara.learn.com..

QQuueessttiioonnss??    PPlleeaassee  ccaallll  uuss  aatt  ((220066))  333366--55111155..  
  

Recordkeeping:  A Program 
Manager’s Survival Guide 
Cost:  FREE 

January 27 and 28, 2009 
(The class consists of two sessions) 

1:00pm – 3:00pm Pacific Time 
 
With interactive presentations and chat room 
discussions, this webinar is a great way for program 
managers and staff to learn to properly manage paper 
records, electronic records, and e-mail without leaving 
the office.  This short course provides a practical guide 
to policies, procedures, and legal requirements for 
managing program information as well as explaining 
agency records retention schedules.   

http://nara.learn.com/

