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Introduction

Records management rarely fails in obvious ways. Problems surface later, during an audit, a
legal dispute, or a system migration, when the evidence is missing or unverifiable. Advanced
records management work means confronting those underlying issues before they become
expensive. This Advanced Records Management Issues Training Course examines the
difficult areas practitioners actually face: hybrid paper and digital environments, retention
conflicts, metadata quality, system migration, and legal admissibility. Furthermore, it covers
governance, auditing, and continuous improvement of records programmes. As a result,
participants leave able to solve the problems that stall records initiatives.

Advanced Records Management Issues Course
Objectives

- Diagnose common failure points across the records lifecycle.

- Resolve conflicts between legal, operational, and fiscal retention needs.
- Improve metadata quality and consistency for reliable retrieval.

- Manage hybrid paper and digital records environments coherently.

- Plan and control system migration and legacy data conversion.

- Establish legal admissibility and evidence integrity requirements.

- Design records governance with clear roles and accountability.

- Audit records programmes against ISO 15489 and ISO 30301.

- Address privacy, confidentiality, and information security issues.

- Build a continuous improvement plan for the records function.

Course Methodology

- Interactive workshops built around real records problems.
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- Guided diagnosis of retention, metadata, and migration issues.
- Case analysis of audit findings and legal disclosure failures.

- Structured debate on governance and privacy dilemmas.

- Self-assessment of current records programme maturity.

- Action planning that links each solution to the participant’'s own function.

Who Should Take This Course

- Records and information managers and supervisors.

- Archivists and information governance specialists.

- Compliance, legal, and internal audit officers.

- Administrative managers responsible for records functions.
- IT staff supporting document and archive systems.

- Consultants and advisers working on records programmes.

Advanced Records Management Issues Course
Outlines

Day 1: Diagnhosing Records Management Failures

- Identifying failure patterns across the records lifecycle.

- Reviewing common causes of lost, duplicated, or unverified records.
- Assessing organizational records maturity reliably.

- Mapping stakeholders and accountability gaps.

- Understanding the cost of poor records practice.

- Prioritizing issues by risk and impact.

- Completing a records problem diagnosis.
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Day 2: Retention Conflicts and Legal Issues

- Reconciling legal, fiscal, operational, and historical retention needs.
- Handling conflicting retention requirements across jurisdictions.

- Applying legal hold and litigation preservation correctly.

- Managing personal data and privacy obligations.

- Addressing confidential and privileged records.

- Documenting retention decisions and authorisations defensibly.

- Resolving a retention conflict scenario.

Day 3: Metadata, Classification, and Retrieval Problems

- Diagnosing metadata quality and inconsistency issues.

- Rebuilding classification schemes that scale over time.

- Applying controlled vocabularies and thesauri.

- Improving search, indexing, and retrieval performance.
- Managing version confusion and duplicate records.

- Fixing legacy classification backlogs.

- Designing a metadata remediation plan.

Day 4: Hybrid Environments and System Migration

- Managing paper and digital records together coherently.
- Planning digitization with legal admissibility controls.

- Planning EDMS migrations with minimal data loss.

- Validating converted records and testing retrieval.

- Managing system decommissioning and legacy archives.

GENTEX

TRAINING CENTER



LEARN BOLD. LEAD BEYOND

GENTEX Training Center LLC | Orlando - FL, USA
Info@gentextraining.com

- Applying backup, redundancy, and disaster recovery safeguards.

- Reviewing a migration and validation plan.

Day 5: Governance, Audit, and Continuous
Improvement

- Designing records governance with clear roles and RACI.

- Setting policy, standards, and performance measures.

- Auditing records programmes against ISO 15489 and ISO 30301.
- Reporting records risks to management and audit committees.

- Training staff and building records discipline.

- Reviewing programme performance and planning improvements.

- Preparing a 90-day records improvement action plan.

Conclusion

By successfully completing Advanced Records Management Issues, participants will gain
the knowledge to diagnose records failures, resolve retention and metadata conflicts, and
manage migration and legal admissibility risks with confidence. They will acquire skills in
records diagnosis, retention and legal compliance, metadata remediation, and migration
and governance that protect the organization's evidence base. Gentex Training Center
builds this course around real records problems, so learners return ready to fix what actually
stalls records programmes.

FAQs
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Q1 What is the "Advanced Records Management
Issues” course about?

It addresses the difficult problems that undermine records programmes in practice. The
course covers failure diagnosis, retention conflicts and legal holds, metadata quality and
retrieval, hybrid paper and digital environments, system migration and validation, legal
admissibility, and records governance and auditing.

Q2 What are the key benefits of the "Advanced
Records Management Issues” course?

Participants find and fix the causes of lost, duplicated, or unverifiable records, resolve
retention conflicts with legal justification, and migrate systems without losing evidence.
They also audit their programmes credibly, protect privacy and confidentiality properly, and
report records risk to management with confidence.

Q3 What skills will I gain from the "Advanced Records
Management Issues” course?

You will gain records problem diagnosis, retention and legal compliance resolution,
metadata remediation and retrieval improvement, and migration control and governance
auditing. These four skills work together to turn a struggling records function into a reliable
one.

GENTEX

TRAINING CENTER



LEARN BOLD. LEAD BEYOND

GENTEX Training Center LLC | Orlando - FL, USA
Info@gentextraining.com

Q4 What tools, methods, or standards are covered in
the "Advanced Records Management Issues” course?

The course covers ISO 15489 records management and ISO 30301 management system
guidance, maturity assessment models, retention schedules and legal hold procedures,
privacy and confidentiality frameworks, controlled vocabularies and thesauri, metadata
quality checks, classification remediation methods, EDMS migration validation testing, legal
admissibility controls, RACI governance matrices, records programme audit checklists, and
records risk reporting formats.

Q5 How is the "Advanced Records Management
Issues” course applied in real-world practice?

Participants diagnose a real records problem in their organization, resolve a retention
conflict scenario, and build a metadata remediation plan. They also review a migration and
validation plan, conduct a self-audit against ISO 15489 requirements, and complete a 90-
day improvement plan for their records function.
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