
C O N T E N T S 
 

 

DAY 1 

 

Module 1: Introduction to Records 

Management 

- Why is it that records management  
is so important in an organization. 

- Terms terminology and references 
- Benefits of good records 

management practices 
- Comparison of electronic records 

and paper records 
- Charateristics of records . 
- Life-cycle of  records. 
-  

Module 2:  

Filing System 

- Components in a filing system 
- Subject Classification, naming the 

folders 
- Features of file covers, namely paper 

files, hardcover files, PVC files etc. 
- How to file documents in files and 

folders with proper recording, 
labeling etc. 

-  

Module 3:  

Filing System (Continuation) 

- Registration of newly created files, 
index etc. 

- Trecking and control of records 
movement – log book etc. 

- Labelling / tagging , cabinets, 
shelves etc. 

- Managing vital records 

 

DAY 2 

 

Module 4: Caring and Maintenance 

of Records 

- Location of a filing room 
- Access to filing room/areas 
- Environmental control- why is it so 

important 
- Precautions against records 

destroyers 
- Suitable filing equipments 
-  

Module 5: Disposal of Inactive 

Records 

- What is disposal of inactive records 
- Why is it the disposal of records is 

very essential 
- Activities involved in disposal of 

records 
- Appraisal, description, approval etc. 
-  

Module 6: Procedures / Guidelines 

Involved in Disposal of Records 

- Awareness of procedures, guidelines 
and related ordinances with regards 
to disposal of inactive records. 

 

Practical Session 

- Preparation of subjects classification 
- Opening of new files  
- Appraisal of inactive records 
- Preparation of description of records 

proposed for disposal 

 

Objectives 
 

At the end of the programme, participants 
will be able to:  

 Participants will benefit and gain 
knowledge on proper filing system; 

 Better awareness of the importance of 
good record keeping-records; 

 management practices; 

 Effective ways of organizing and managing 
records of an agency-including; and  

 creation, usage and disposal of records. 
 

Trainer 
 

Mr.S.Adikalsamy, popularly known as Eddie has 
wide experience in the field of Filing and Records 
Management. He was formerly with the National 
Archives of Malaysia for more than 25  years where 
he was involved in Records and Archives  
Management work including training programmes. 
He started his carrier at the National Archives of 
Malaysia and retired as a Senior Assistant Archivist 
with the same organization. The position he held 
prior to his retirement was a Training Officer at the 
Training and Carrier Development Branch of the 
National Archives of Malaysia. While serving as a 
Training Officer, he has conducted /  trained 
extensively within the organization and for  other 
Government agencies both locally as  well as 
participants from other countries. He has conducted 
numerous programmes on Records Management, 
filing system,subject classification, incdexing and 
archiving which are his forte. Currently he is  a 
freelance trainer for  training providers. He   had 
conducted inhouse training for numerous agencies 
both for government and private sectors. Among the 
few agencies that he had conducted in house 
programmes are;  Jabatan Peguam Negara, 
Education Department, Polis DiRaja Malaysia,  
Information Department, Road Transport 
Department,  Syarikat Fiberail Sdn. Bhd. Syarikat 
KUB Textile Sdn. Bhd. Syarikat Leader Cable Sdn 
Bhd. BP Chemical,Pustaka Negeri Sarawak, Majlis 
Perbandaran Pedawan, Hicom-Honda Sdn Bhd. 
Syarikat Sharp Roxy, Syarikat International Paint, 
Malaysia Airport Bhd. TNB, Bank Simpanan 
Nasional, Multimedia University, Kuching Water 
Board, Majlis Perbandaran Pulau Pinang, Universiti 
Putra Malaysia, Universiti Pendidikan Sultan Idris, 
Westports Sdn Bhd, White Horse 
Ceramics,Universiti Kebangsaan Malaysia, Jabatan 
Kerja Raya Sarawak, Majlis Perbandaran Sibu, 
Majlis Bandaraya Miri, Dewan Bandaraya Kuala 
Lumpur, Jabatan Perkhidmatan Awam , Jabatan 
Kerja Raya Malysia, First Unitex Tyre Retreading 
Sdn Bhd.Penang Port Sdn Bhd. Bintulu Port Sdn. 
Bhd.DRB Hicom and many others. He holds  
Diploma in Public Relations, and also  Certificate in 

Archives Studies (United Kingdom). He has attended 
many training  programmes relating to management 
and administration  including on Training 
Methodology.  (Certified Trainer by PSMB/HRD 
TTT/0641) 
 

Who Should Attend 
 

Secretaries, Administrative Supervisors and 
Clerical staff in various organizations who 
want to ensure their records are properly 
filed and managed. 
 

Administrative Details 
 

Date : May 14 – 15, 2018 (Mon-Tue) 

Time : 8.30 am – 4.30 pm 

Venue : FMM Institute  
  Level 5 (South), Wisma STA, 
  No. 26, Jalan Datuk Abang Abdul 
  Rahim, 93450 Kuching, Sarawak  

Fees: FMM members RM901 per participant5 
          Others             RM1113 per participant 
(Fees include 6% GST, course materials, 
lunch and refreshments) 
 

Completed registration form with cheque 

made in favour of FMM Institute should 
be forwarded to FMM Institute before 

May 7, 2018 
 

Those who register but do not turn up for the 
programme will be billed accordingly.  There 
will be no refund for cancellation within 2 
days prior to the programme, 50% refund for 
cancellation between 3 - 6 days and full 
refund for cancellation 7 days prior to the 
programme.  However, replacement will be 
accepted at no additional cost. FMM Institute 
reserves the right to cancel or reschedule 
the programme and all efforts will be taken to 
inform participants of any changes. 
 

For further enquiries, please contact: 

Ms Cecilia Pang or Ms Beatrice Olivia  
Tel : 082-332784/7  Fax : 082-332785 
E-mail : fmmsarawak@fmm.org.my 
 

 

 

 
 

(Registration of four (4) or more participants 
from the same organization will enjoy ONE 
complimentary seat for fifth (5) participants) 

 

 
 
Records Management is an efficient and effective way of controlling and managing the 
records and files of an agency throughout their life span right from creation to disposal. It 
will ensure that records are well organized, accurate, reliable and are able to retrieve them 
fast and efficiently.  Today in business very often we have to depend very much on 
information and documents. All correspondences with clients and financial records, in 
particular must be very well kept in files.  Usual problems highlighted were: difficult to 
retrieve documents, no knowledge under which files the documents are filed, ways to file 
documents, labelling and naming the folders etc.  Therefore Secretaries and Clerical staff 
who are handling company’s records, need to get some knowledge on good filing system so 
that documents are well organized and easy to track them whenever they are needed. 
 

 

 
 

SBL Scheme – Please apply to PSMB 
before the commencement of course. 

mailto:fmmsarawak@fmm.org.my

