Practical Filing System Setup and Retrieval
Training Course

AGILE LEADERS

Training Center




2
‘f @ AGILE LEADERS

\‘J Training Center

Practical Filing System Setup and Retrieval Training Course

Course Overview

Practical Filing System Setup and Retrieval Training Course is a five-day foundation course for administrative
staff, filing clerks, records assistants, and office personnel who leave with a Filing System Setup Pack.
Participants identify record material, apply file plans, classify and name folders, build indexes, capture
incoming items, file physical and electronic material, track checkout and retrieval, mark access, prepare
retention handoffs, and transfer inactive files. Filing system setup and retrieval are taught by Agile Leaders
Training Center.

Who Should Attend

« Administrative support functions responsible for organizing paper and electronic files
* Filing desk functions responsible for intake, capture, storage, and retrieval

* Records support functions responsible for indexes, checkout, and inactive-file transfer
+ Office coordination functions responsible for shared folders and access markings

« Departmental support functions responsible for preparing files for retention decisions

The course assumes participants handle workplace files and leaves out advanced records governance, EDMS
configuration, and archival preservation treatment.

Departments and Industries

The course supports practical filing-system setup across service and operational environments.

+ Corporate administration and shared services
* Professional and financial services

* Healthcare and education administration

* Industrial and utility support functions

* Government and nonprofit offices

Learning Objectives

By the end of this course, participants will be able to:

* Analyze file types, users, retrieval needs, and access requirements
* Build a file plan, classification structure, naming rules, and index

* Apply intake, capture, physical, and electronic filing procedures

* Use checkout, retrieval, return, and missing-file controls

* Evaluate inactive files for retention handoff and transfer
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* Build a Filing System Setup Pack

Course Agenda
Day 1: Filing System Foundations

* Record and Working Material Decision Guide
* File User and Retrieval Need Map

* Basic File Plan Structure

* Filing Responsibility Matrix

* File Access Requirement Register

Day 2: Classification and Indexing

* Subject Classification Scheme
* File Naming Convention

* Folder Hierarchy Design

* File Index Register

* Cross-Reference Control Sheet

Day 3: Intake and Filing

* Incoming Item Capture Checklist
* Physical File Assembly Standard
* Electronic Folder Setup Guide

* Version and Duplicate Check

* Filing Quality Review Sheet

Day 4: Retrieval and Inactive Files

* File Checkout Register

* Retrieval Request Log

* Missing File Search Path

* Retention Handoff Preparation Sheet
* Inactive File Transfer List

Day 5: Filing System Practice

* File Plan Setup Exercise

* Classification and Indexing Exercise

* Physical and Electronic Filing Simulation
* Checkout and Retrieval Control Exercise
* Capstone Filing System Setup Pack
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Practical Exercises

The course uses suggested activities based on administration, healthcare, education, professional services,
and industrial support settings.

* Suggested activity: distinguish record material from working copies and assign file locations
* Suggested activity: classify and index a mixed group of paper and electronic items

* Suggested activity: process intake, filing, checkout, return, and a missing-file exception

* Suggested activity: prepare inactive files for retention review and controlled transfer

FAQs
Who does the Practical Filing System Setup and Retrieval Training Course suit?

The course suits staff who organize and retrieve workplace files and assumes direct responsibility for paper
files, shared folders, indexes, checkout, or transfer.

How does filing-system setup differ from advanced records governance?

Filing-system setup organizes and retrieves files through practical rules and registers, while advanced
records governance establishes policy, accountability, lifecycle controls, assurance, and management
review.

What belongs in a basic file plan?

A basic file plan contains classification groups, folder titles, identifiers, responsible users, access markings,
storage locations, cross-references, and links to applicable retention instructions.

How is a file checkout controlled?

A file checkout is controlled by recording the file identifier, borrower, issue date, expected return, current
location, reminders, actual return, and any missing or damaged-file action.

When are files transferred to inactive storage?

Files are prepared for inactive storage when active use has ended, ownership is confirmed, contents and
indexes are reconciled, retention instructions are available, and transfer approval and location are recorded.

Conclusion

Participants take back a Filing System Setup Pack linking file plans, classification, naming, indexes, intake,
filing, checkout, retrieval, access, retention handoff, and inactive transfer. The pack replaces improvised

folders with repeatable filing controls. It helps office teams locate current material, account for borrowed
files, and prepare inactive holdings for the next records-management decision.
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Training Course Categories

Agile PM and Project Management Training Courses Certified Courses By International Bodies

Communication and Public Relations Training Courses Data Analytics Training and Data Science Courses

Environment & Sustainability Training Courses Facilities and Real Estate Training Courses

Finance and Accounting Training Courses Governance, Risk and Compliance Training Courses

Healthcare Management Training Courses Hospitality and Tourism Training Courses

Human Resources Training and Development Courses IT Security Training & IT Training Courses

Leadership and Management Training Courses Legal Training, Procurement and Contracting Courses

Maintenance Training and Engineering Training Courses Marketing, Customer Relations, and Sales Courses

Occupational Health, Safety and Security Training

Oil & Gas Training and Other Technical Courses
Courses

Personal & Self-Development Training Courses

Quality and Operations Management Training Courses

Secretarial and Administration Training Courses Shipping, Maritime and Ports Training Courses



https://agile4training.com/programs/project-management-courses
https://agile4training.com/programs/certified-courses-by-continuing-professional-development-cpd
https://agile4training.com/programs/political-public-relations-courses
https://agile4training.com/programs/data-analytics-training-and-data-science-courses
https://agile4training.com/programs/environment-and-sustainability-training-courses
https://agile4training.com/programs/facilities-real-estate-training-courses
https://agile4training.com/programs/finance-and-accounting-training-courses
https://agile4training.com/programs/governance-risk-and-compliance-training-courses
https://agile4training.com/programs/healthcare-management-training-courses
https://agile4training.com/programs/hospitality-tourism-training-courses
https://agile4training.com/programs/human-resources-management-courses
https://agile4training.com/programs/it-security-training-it-training-courses
https://agile4training.com/programs/management-leadership-courses
https://agile4training.com/programs/legal-training-procurement-and-contracting-courses
https://agile4training.com/programs/maintenance-training-and-engineering-training-courses
https://agile4training.com/programs/branding-marketing-customer-relations-sales-courses
https://agile4training.com/programs/occupational-health-and-safety-training-courses
https://agile4training.com/programs/oil-gas-training-and-other-technical-courses
https://agile4training.com/programs/self-development-courses
https://agile4training.com/programs/quality-and-operation-management-courses
https://agile4training.com/programs/secretarial-and-administration-training-courses
https://agile4training.com/programs/shipping-maritime-ports-training-courses

2
'f @ AGILE LEADERS

Training Center

NG

Abu Dhabi

UAE

Amman

Jordan

Baku

Azerbaijan

Barcelona

Spain

Cape town

South Africa

Doha

Qatar

Geneva

Switzerland

Johannesburg

South Africa

Langkawi

Malaysia

Madrid

Spain

Milan

Italy

Muscat

Oman

Training Cities

Accra

Ghana

Amsterdam

Netherlands

Bali

Indonesia

Berlin

Germany

Casablanca

Morocco

Dubai

UAE

Istanbul

Turkey

Kuala Lumpur

Malaysia

Lisbon

Portugal

Manama

Bahrain

Montreux

Switzerland

Nairobi

Kenya

Al Jubail

Saudi Arabia

Athens

Greece

Bangkok

Thailand

Cairo

Egypt

Chicago

USA

Frankfurt

Germany

Jakarta

Indonesia

Kuwait

Kuwait

London

UK

Marbella

Spain

Munich

Germany

New York

USA


https://agile4training.com/c/training-courses-in-abu-dhabi
https://agile4training.com/c/training-courses-in-accra
https://agile4training.com/c/training-courses-in-al-jubail
https://agile4training.com/c/training-courses-in-amman
https://agile4training.com/c/training-courses-in-amsterdam
https://agile4training.com/c/training-courses-in-athens
https://agile4training.com/c/training-courses-in-baku
https://agile4training.com/c/training-courses-in-bali
https://agile4training.com/c/training-courses-in-bangkok
https://agile4training.com/c/training-courses-in-barcelona
https://agile4training.com/c/training-courses-in-berlin
https://agile4training.com/c/training-courses-in-cairo
https://agile4training.com/c/training-courses-in-cape-town
https://agile4training.com/c/training-courses-in-casablanca
https://agile4training.com/c/training-courses-in-chicago
https://agile4training.com/c/training-courses-in-doha
https://agile4training.com/c/training-courses-in-dubai-uae
https://agile4training.com/c/training-courses-in-frankfurt
https://agile4training.com/c/training-courses-in-geneva
https://agile4training.com/c/training-courses-in-istanbul
https://agile4training.com/c/training-courses-in-jakarta
https://agile4training.com/c/training-courses-in-johannesburg
https://agile4training.com/c/training-courses-in-kuala-lumpur
https://agile4training.com/c/training-courses-in-kuwait
https://agile4training.com/c/training-courses-in-langkawi-m
https://agile4training.com/c/training-courses-in-lisbon
https://agile4training.com/c/training-courses-in-london-uk
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Training Cities

Nice Paris Phuket
France France Thailand
Port Louis Porto Prague
Mauritius Portugal Czech Republic
Riyadh Rome San Diego
Saudi Arabia Italy USA
Seoul Sharm El-Sheikh Singapore
South Korea Egypt Singapore
Tashkent Thilisi Tokyo
Uzbekistan Georgia Japan
Toronto Trabzon Vienna
Canada Turkey Austria
Zanzibar Zoom Zurich
Tanzania Online Training Switzerland
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