April 17, 2001
NV 12. 2001

MEMORANDUM TO AGENCY RECORDS OFFI CERS: Training Opportunity on My 3-
4, 2001, Electronic Records and Cost Analysis Sem nars at NARA
Archives 11, College Park, Maryland

The National Archives and Records Adm nistration (NARA) and the

Nati onal Association of Governnment Archives and Records Admi nistrators
(NAGARA) are offering two semnars by Dr. WIIiam Saffady, based on his
ARMA | nternational books of the sane titles, Managing El ectronic
Records and Cost Anal ysis Concepts and Methods for Records Managenent
Projects. NARA records nanagenent trainers and thousands of other
records and informati on managenent specialists have benefitted from
attending Dr. Saffady's practical and notivating prograns. Federa
records and informati on managers shoul d al so consi der attending.

Managi ng El ectroni c Records and Cost Analysis on May 3, 9:00 a.m to
3:30 p.m, wll include:

Definitions, Challenges, and Conponents of a systematic Programto
manage el ectronic records

Ret enti on Concepts
I nventoryi ng el ectronic records,
Maki ng retention deci sions about el ectronic records,
Legal considerations for retention including |legally mandated
recor dkeepi ng requirenments and adm ssibility of electronic records as
evi dence, and
Operational consideration for retention of electronic records

Conput er St orage Devices and Medi a
Suitability for electronic recordkeeping and retention
Stability of electronic records
Stability of magnetic and optical nmedia: lifetinme estimtes and
limting factors, and
Care and handling guidelines, storage conditions and ot her
consi derations

Vital Electronic Records
Definitions, identifying vital electronic records, and protection
nmet hods

Cost Anal ysis Concepts and Methods for Records Managenent Projects on
May 4, 9:00 a.m to 3:30 p.m, distills the nost inportant cost

anal ysis concepts for records and i nformati on nanagenment applications.
Terns and concepts will be illustrated with commonly encountered record
and i nformation managenent exanpl es. The sem nar will include:

Introduction to Cost Analysis Concepts
Ter mi nol ogy, busi ness purpose of cost anal ysis,
Cost calculation vs. cost justification, and
Rel ati onshi p of cost analysis to accounting

I denti fying and Categorizing Costs



Direct vs. indirect costs, manufacturing vs. non-nmanufacturing,
Fi xed vs. variable costs, total vs. unit costs, actual vs. standard
costs, avoidable costs, start-up vs. on-going costs

Cost Justification
Rol e of cost justification in systens anal ysis,
Al ternative choice problens: differential analysis for nmake vs. buy
Determ ni ng i nvestnent return, accounting return rate, discounted cash
fl ow concepts

Each seminar costs $175 (or $250 for both sem nars). Registration
i ncl udes refreshments and catered lunch. Certificates will be awarded
to participants.

To register, you may use a Government or personal credit card, purchase
order, or check.

Pl ease contact NARA staff nenber, Bonnie Curtin by tel ephone at 301-
713-7100, extension 270 or Email, bonnie.curtin@ara.gov. A
registration formthat can be telefaxed to NAGARA is al so avail abl e at
WWw. nagar a. or g.
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