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Course Description

Introduction

In today’s data-driven and digitally connected environment, records and electronic document management has

become a strategic organizational capability that directly influences governance, operational efficiency,

regulatory compliance, risk management, institutional memory, and decision-making effectiveness.

Government entities, ministries, public sector organizations, and large corporations generate and manage vast

volumes of information, documents, correspondence, contracts, reports, policies, and records that must be

securely controlled throughout their lifecycle.

The ability to effectively capture, classify, store, retrieve, protect, retain, and dispose of records is no longer

simply an administrative function. It has become a critical organizational requirement that supports

transparency, accountability, business continuity, knowledge management, digital transformation, and

organizational performance. Poor records management can result in compliance failures, operational

inefficiencies, security vulnerabilities, information loss, reputational damage, and reduced decision-making

quality.

The Records & Electronic Document Management program is designed to equip professionals with the

knowledge, frameworks, tools, and best practices required to establish and manage modern records and

document management systems that align with international standards and organizational objectives.

Participants will learn how to design effective records governance frameworks, implement electronic document

management systems (EDMS), improve information accessibility, support regulatory compliance, and

strengthen organizational knowledge assets.

Through practical workshops, executive case studies, simulations, and applied exercises, participants will gain

the capability to transform records management from a transactional administrative activity into a strategic

organizational function that enhances productivity, supports leadership effectiveness, improves service

delivery, and contributes to sustainable organizational success.

Course Overview and Strategic Impact
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The Records & Electronic Document Management program is a comprehensive executive and professional

development course designed to help organizations establish effective records governance, strengthen

information management capabilities, and maximize the value of organizational knowledge assets.

Modern organizations face significant challenges related to information overload, fragmented document

repositories, compliance requirements, data security concerns, inefficient retrieval processes, regulatory

obligations, and digital transformation initiatives. Without structured records and document management

systems, organizations risk operational disruption, loss of institutional knowledge, poor decision-making,

increased costs, and reduced organizational agility.

This program addresses these challenges by providing participants with practical methodologies, governance

frameworks, electronic document management strategies, and records lifecycle management techniques.

Participants learn how to develop records management policies, establish classification structures, implement

retention schedules, improve information accessibility, and ensure compliance with legal and regulatory

requirements.

The strategic value of effective records and electronic document management extends far beyond

administrative efficiency. Well-managed information assets support executive decision-making, improve

communication effectiveness, strengthen stakeholder confidence, enhance operational performance, and

facilitate organizational transparency. Organizations benefit from improved productivity, reduced information-

related risks, stronger compliance capabilities, and more efficient business processes.

The program also contributes to leadership development by enabling participants to align records management

initiatives with organizational strategy, digital transformation objectives, governance frameworks, and

performance improvement programs. Through practical implementation approaches and real-world

applications, participants gain the expertise required to build resilient, future-ready information management

environments that support sustainable growth and institutional excellence.

Course Objectives

By the end of this program, participants will be able to:

Understand the strategic importance of records and electronic document management.

Apply records lifecycle management principles effectively.

Develop records management policies and governance frameworks.

Design classification systems and document taxonomy structures.

Establish retention and disposition schedules aligned with organizational requirements.

Improve document accessibility and information retrieval processes.

Support regulatory compliance and information governance initiatives.
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Implement electronic document management systems effectively.

Strengthen information security and confidentiality controls.

Reduce risks associated with poor records management practices.

Support digital transformation through intelligent information management.

Enhance organizational knowledge management capabilities.

Improve operational efficiency through document process optimization.

Develop practical implementation plans for records modernization initiatives.

Measure and improve records management performance within organizations.

Course Content (5-Day Training Outline)

Day 1: Foundations of Records and Electronic Document Management

Key Topics

Introduction to records management

Strategic value of information assets

Records governance principles

Records lifecycle management

Subtopics

Definitions and concepts

Types of records and documents

Information as a strategic asset

Records management standards and frameworks

Organizational responsibilities and accountability

Practical Applications

Records management maturity assessment

Identification of organizational records

Governance framework evaluation

Records inventory exercises

Day 2: Classification, Retention, and Information Governance

Key Topics

Records classification systems

info@skillslab-training.com | WhatsApp: +966 559 653 447

Skills Lab Training

Event Brochure



Document taxonomy development

Retention schedules

Information governance frameworks

Subtopics

File plans and classification methodologies

Metadata management

Retention and disposal requirements

Legal and regulatory considerations

Compliance management practices

Practical Applications

Developing classification structures

Designing retention schedules

Metadata creation workshops

Compliance assessment exercises

Day 3: Electronic Document Management Systems (EDMS)

Key Topics

Electronic document management technologies

Digital records management

Workflow automation

System implementation strategies

Subtopics

EDMS architecture and functionality

Document capture and indexing

Search and retrieval optimization

Version control and audit trails

Integration with business systems

Practical Applications

EDMS evaluation exercises

Workflow design simulations

Digital filing structure development
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System implementation planning

Day 4: Security, Risk Management, and Business Continuity

Key Topics

Information security management

Records-related risks

Business continuity and disaster recovery

Data protection requirements

Subtopics

Access controls and permissions

Confidentiality and privacy protection

Risk assessment methodologies

Disaster recovery planning

Cybersecurity considerations for records

Practical Applications

Risk assessment workshops

Security control evaluations

Continuity planning exercises

Incident response simulations

Day 5: Strategic Records Management and Digital Transformation

Key Topics

Records management leadership

Digital transformation initiatives

Performance measurement

Future trends in information management

Subtopics

Strategic planning for records programs

Change management and stakeholder engagement

Performance metrics and reporting

Emerging technologies and AI applications
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Continuous improvement strategies

Practical Applications

Records modernization planning

Transformation roadmap development

Performance dashboard creation

Organizational implementation projects

Target Audience

This program is designed for:

Records Managers

Document Controllers

Information Management Professionals

Records Officers

Administrative Managers

Executive Assistants

Office Managers

Governance Professionals

Compliance Officers

Risk Management Professionals

Knowledge Management Specialists

Digital Transformation Leaders

Government Records Personnel

Public Sector Administrators

Corporate Information Governance Professionals

Course Requirements

Participants will benefit most from the program if they possess:

Basic administrative or office management experience.

Exposure to document handling or records management activities.

Understanding of organizational processes and workflows.

Experience working within government, public sector, or corporate environments.

Interest in information governance, compliance, or digital transformation initiatives.

No advanced technical expertise is required; however, familiarity with office technologies and document

management processes is advantageous.
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Training Methodology

The program utilizes an interactive and highly practical learning approach designed to maximize workplace

application and measurable organizational impact.

Methodologies include:

Interactive workshops

Executive case studies

Group discussions

Simulations

Practical exercises

Scenario-based learning

Peer learning

Feedback sessions

Records management audits

Governance framework workshops

Risk assessment activities

Digital transformation case studies

Team-based implementation projects

Performance improvement exercises

Participants will engage with real-world organizational challenges and develop practical solutions that can be

immediately applied in their workplaces.

Learning Outcomes

Upon successful completion of this program, participants will be able to:

Establish effective records and document management frameworks.

Strengthen information governance and compliance capabilities.

Apply records lifecycle management principles consistently.

Develop records classification and retention systems.

Improve information accessibility and retrieval efficiency.

Support organizational decision-making through effective information management.

Enhance communication and collaboration through structured document control.

Reduce operational and compliance risks associated with information assets.

Implement and optimize electronic document management systems.

Strengthen records security, confidentiality, and privacy protection.
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Support business continuity and disaster recovery planning.

Contribute to digital transformation and modernization initiatives.

Improve organizational productivity through process optimization.

Develop performance measurement systems for records management functions.

Create sustainable records management strategies aligned with organizational objectives.

Instructor Profile

This program is delivered by an internationally certified expert with extensive practical and consulting

experience in records management, information governance, digital transformation, compliance management,

and organizational performance improvement.

Executive Advisory Expertise

Advising executive leaders on information governance strategies.

Supporting records modernization and digital transformation programs.

Enhancing organizational effectiveness through information management excellence.

Strategic Consulting Experience

Development of enterprise records management frameworks.

Information governance strategy design and implementation.

Regulatory compliance and risk management consulting.

Business process optimization initiatives.

Government Transformation Experience

Public sector records modernization projects.

Government information governance initiatives.

Digital government and paperless office transformation programs.

Institutional performance enhancement projects.

Corporate Transformation Experience

Enterprise document management implementations.

Corporate governance and compliance programs.

Knowledge management and digital workplace initiatives.

Information risk management projects.

Practical Implementation Expertise

Electronic document management systems deployment.
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Records lifecycle management implementation.

Classification and retention framework development.

Information security and compliance integration.

Change management and stakeholder engagement.

Participants benefit from practical insights, proven methodologies, implementation frameworks, and real-world

experience that support immediate workplace application and long-term organizational value creation.

info@skillslab-training.com | WhatsApp: +966 559 653 447

Skills Lab Training

Event Brochure



Contact Us
To secure your place or request further information about this event, please contact us:

Website www.skillslab-training.com

Email info@skillslab-training.com

WhatsApp +966 559 653 447
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