
TSTM 270 RECORDS MANAGEMENT    

Instructor:  Darlene Roberts    

Fall 2008 

M/W 1-2:15 

HH206 

Office: Bradley 219 

Office Hours: Monday/Wednesday 10-12, T/T 1:30-2:30 

Phone: 313-7032 

Email: Droberts@gwm.sc.edu    

 
 
COURSE DESCRIPTION 

 

TSTM 270 consists of the analysis and control of office records, 

including creation, processing, and disposition. 

 

COURSE OBJECTIVES 

 

1.  To develop an understanding of the storage and retrieval 

 procedures used in business offices. 

 

2.  To develop an understanding of the major filing systems used 

 in business today. 

 

3.  To develop an understanding of the various forms of records 

 storage and retrieval. 

 

4.  To develop an understanding of the complete records cycle:  

 creation, retention, transfer, and disposal. 

 

5.  To develop an understanding of the organization and                                   

operation of a records management system. 

 

6.  To present the basic feature of electronic data bases using 

Microsoft Access. 

 

7.  To create a small data base and manipulate data in it. 
 

REQUIRED TEXT: 

 

New Perspectives on Microsoft Office Access 2007, Introductory, 1st Edition  

Joseph J. Adamski |  Kathleen T. Finnegan  

ISBN-10: 1423905881 | ISBN-13: 9781423905882 | 536 Pages  | © 2008  | Published  
 

Alphabetic Indexing Rules, Joseph S. Fosegan, Thomson Publishing 

 



COURSE REQUIREMENTS 

    

 Manual Applications 30% 

 Computer Applications-Microsoft Access 50% 

 Term Project and other Assignments 20% 

 

  

GRADING SCALE 

 

92-100   A 

90-91    B+ 

87-89    B 

84-86    C+ 

78-83    C 

75-77    D+ 

70-74    D 

 

ATTENDANCE 

 

Attendance will be taken by the instructor at the beginning of 

each class period.  If you are tardy, you need to check at the 

end of class and make sure you were not marked absent.  More 

than four excused or unexcused absences from class may result in 

your grade being lowered one letter grade.  Be careful!!! 

 

PROJECT 

 

Visit an office of a company, church, bank/financial 

institution, or school, and interview someone finding out what 

type of records management system is utilized (Manual or 

computerized).  Write a one page report on your findings naming 

the business and the person you interviewed.  Please type and 

date this report.  This project is due December 4 by 5                              

p.m. Bradley 219. 

 

CLASSROOM POLICIES 

 

   1) Turn off your cell phone before entering the classroom. 

   2) Do not leave the classroom to answer your cell phone. 

   3) Children are not permitted in the computer lab. 

   4) No food in the classroom. 



  

 ACADEMIC CALENDAR 
FALL 2008 

  FALL  FALL I  FALL II  

Registration August 18 & 19  August 18 & 19  October 14 & 15 

Classes begin August 21 August 21 October 21 

Last day to apply for December graduation with 
BAIS or BLS 

August 22  NA NA 

Last day to register, change a schedule or drop a 
course without a grade of "W" 

August 27  August 25 October 22 

Labor day holiday (no classes) September 1  September 1  NA 

Last day to apply for December graduation (other 
than for BAIS or BLS)  

September 11 September 11 NA 

Last day to drop a course or withdraw without a 
grade of "WF" 

October 3  September 12 November 11 

Fall Break  October 9 & 10 October 9 & 10 NA 

Election Day (no classes) (even years only)  November 4  NA November 4  

Thanksgiving Holiday (no classes) Nov 26 - 28 NA Nov 26 - 28 

Last day of class December 5  October 13 December 11 

Reading Day  December 6  NA December 12  

Final Exams Dec 8 -16 Oct 14 & 15 Dec 15& 16 

Grades due December 19 October 20 December 19  

 

Final Exam Schedule revised 8/14/08 
Fall 2008 Sixteen Week Courses 
 

DAY CLASSTIME EXAM DAY EXAM TIME 

MWF 8:00 a.m. – 8:50 a.m. Monday, December 8, 2008 8:00 a.m. – 10:30 a.m. 

MWF 9:00 a.m. – 9:50 a.m. Wednesday, December 10, 2008 9:00 a.m. – 11:30 a.m. 

MWF 10:00 a.m. – 10:50 a.m. Friday, December 12, 2008 10:00 a.m. – 12:30 p.m. 

MWF 11:00 a.m. – 11:50 a.m. Monday, December 8, 2008 11:00 a.m. – 1:30 p.m. 

MW 1:00 p.m. – 2:15 p.m. Wednesday, December 10, 2008 1:00 p.m. – 3:30 p.m. 

MW 2:30 p.m. – 3:45 p.m. Monday, December 8, 2008 2:30 p.m. – 5:00 p.m. 

MW 4:00 p.m. – 5:15 p.m. Wednesday, December 10, 2008 4:00 p.m. – 6:30 p.m. 

MW 5:30 p.m. – 6:45 p.m. Monday, December 8, 2008 5:30 p.m. – 8:00 p.m. 

MW 7:00 p.m. – 8:15 p.m. Monday, December 15, 2008 7:00 p.m.– 9:30 p.m. 

MW 8:30 p.m. – 9:45 p.m. Wednesday, December 10, 2008 8:30 p.m. – 11:00 p.m. 

    

TTH 8:00 a.m. - 9:15 a.m. Tuesday, December 9, 2008 8:00 a.m. – 10:30 a.m. 

TTH 9:30 a.m. – 10:45 a.m. Thursday, December 11, 2008 9:30 a.m. – 12:00 p.m. 

TTH 11:00 a.m. – 12:15 p.m. Tuesday, December 9, 2008 11:00 a.m. – 1:30 p.m. 

TTH 1:00 p.m. – 2:15 p.m. Thursday, December 11, 2008 1:00 p.m. – 3:30 p.m. 

TTH 2:30 p.m. – 3:45 p.m. Tuesday, December 9, 2008 2:30 p.m. – 5:00 p.m. 

TTH 4:00 p.m. – 5:15 p.m. Thursday, December 11, 2008 4:00 p.m. – 6:30 p.m. 

TTH 5:30 p.m. – 6:45 p.m. Tuesday, December 9, 2008 5:30 p.m. – 8:00 p.m. 

TTH 7:00 p.m. – 8:15 p.m. Thursday, December 11, 2008 7:00 p.m. – 9:30 p.m. 

TTH 8:30 p.m. – 9:45 p.m. Tuesday, December 9, 2008 8:30 p.m. – 11:00 p.m. 
 

Fall 2008 1
st
 Eight Week Evening Courses 

 



DAY CLASSTIME EXAM DAY EXAM TIME 
MW 2:30 p.m. – 5:00 p.m. Wednesday, October 15, 2008 2:30 p.m. – 5:00 p.m. 

MW 5:30 p.m. – 8:00 p.m. Wednesday, October 15, 2008 5:30 p.m. – 8:00 p.m. 

MW 8:15 p.m. – 10:45 p.m. Wednesday, October 15, 2008 8:15 p.m. – 10:45 p.m. 

TTH 2:30 p.m. – 5:00 p.m. Tuesday, October 14, 2008 2:30 p.m. – 5:00 p.m. 

TTH 5:30 p.m. – 8:00 p.m. Tuesday, October 14, 2008 5:30 p.m. – 8:00 p.m. 

TTH 8:15 p.m. – 10:45 p.m. Tuesday, October 14, 2008 8:15 p.m. – 10:45 p.m. 
 

Fall 2008 2nd Eight Week Evening Courses 
 

DAY CLASSTIME EXAM DAY EXAM TIME 

MW 2:30 p.m. – 5:00 p.m. Wednesday, December 15, 2008 2:30 p.m. – 5:00 p.m. 

MW 5:30 p.m. – 8:00 p.m. Wednesday, December 17, 2008 5:30 p.m. – 8:00 p.m. 

MW 8:15 p.m. – 10:45 p.m. Wednesday, December 17, 2008 8:15 p.m. – 10:45 p.m. 

TTH 2:30 p.m. – 5:00 p.m. Tuesday, December 16, 2008 2:30 p.m. – 5:00 p.m. 

TTH 5:30 p.m. – 8:00 p.m. Tuesday, December 16, 2008 5:30 p.m. – 8:00 p.m. 

TTH 8:15 p.m. – 10:45 p.m. Tuesday, December 16, 2008 8:15 p.m. – 10:45 p.m. 

 

 
 


