
OAD 138 : RECORDS/INFORMATION MANAGEMENT 

This course is designed to give the student knowledge about managing office records and information. Emphasis is on basic 
filing procedures, methods, systems, supplies, equipment, and modern technology used in the creation, protection, and 
disposition of records stored in a variety of forms. Upon completion, the student should be able to perform basic filing 
procedures. 
Credits  3 
Lecture Hours  3 
Lab Hours  0 
Course Tags 
CORE 
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