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Welcome to the course on Effective Documents and Information Management Strategy. In today's digital age, the
management of documents and information is crucial for the success of any organization. With the exponential
growth of data, businesses need robust strategies to efficiently handle, organize, and utilize their documents and
information resources. This course is designed to provide you with the most modern and advanced techniques and
principles in this field, equipping you with the knowledge and skills necessary to develop and implement effective
documents and information management strategies.

¢ Understand the importance of effective documents and information management in today's business
environment.

¢ Explore modern trends and technologies shaping the field of documents and information management.

e Learn how to assess the current state of documents and information management within an organization.

* Develop strategies for organizing, categorizing, and securing documents and information assets.

¢ Gain insights into compliance and regulatory requirements related to documents and information
management.

* Learn techniques for optimizing workflows and improving collaboration through efficient document
management practices.

e Acquire skills to evaluate and select appropriate document management systems and tools.

¢ Understand the role of information governance in ensuring the integrity, accessibility, and usability of
organizational information assets.

¢ Explore best practices for data privacy and security in documents and information management.

¢ Develop an action plan for implementing an effective documents and information management strategy
within your organization.

e Introduction to Documents and Information Management
¢ Importance and Benefits
¢ Evolution and Trends
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Assessing Current State and Identifying Needs
¢ Audit and Assessment
e |dentifying Requirements and Objectives
e Stakeholder Analysis
Day 3
Organizing and Categorizing Documents and Information
e Taxonomies and Metadata
¢ Classification Systems
* Information Architecture
Day 4
Security, Compliance, and Governance
e Data Security and Privacy
¢ Regulatory Compliance
¢ Information Governance
Day 5
Implementing Effective Strategies
¢ Selecting Document Management Systems

e Change Management
¢ Action Planning and Implementation Roadmap
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Blackbird Training Cities

Europe

izmir Podgorica (Montenegro)

Edinburgh (UK)

Dusseldorf (Germany) Paris (France) Barcelona (Spain)
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Prague (Czech) Vienna (Austria) Rome (ltaly) Brussels (Belgium) Madrid (Spam)

Berlin (Germany) Lisbon (Portugal) Manchester (UK) Milan (ltaly)

USA & Canada
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Los Angeles (USA) Florida (USA) Online Boston (USA) Washington (USA) Miami(USA)

New York (USA) Toronto (Canada)
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Blackbird Training Cities

Asia

Baku (Azerbaijan) Beijing (China)

Moscow (Russia ) Singapore (Singapore ) Sydney (Australia) Tokyo (Japan) Dubai (UAE) Kuala Lumpur
(Malaysia)

Jakarta (Indonesia)

Africa

Lagos (Nigeria) Marrakesh (Marocco) Nairobi (Kenya)

Cairo (Egypt) Sharm EI-Sheikh (Egypt) Casablanca (Morocco) Tunis (Tunisia)
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Blackbird Training Categories

Management & Admin
Professional Skills

Finance, Accounting, Budgeting
Media & Public Relations

Project Management

Human Resources

Audit & Quality Assurance
Marketing, Sales, Customer Service

Agile and Refinement

Technical Courses
Hospital Management
Public Sector
Special Workshops
Oil & Gas Engineering
Telecom Engineering
IT & IT Engineering
Health & Safety
Law and Contract Management
Customs & Safety
Aviation
C-Suite Training

Secretary & Admin

/\CKB RD

Management & Leadership
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International House 185 Tower Bridge
Road London SE12UF United Kingdom
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