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The leadership of the Institute of Certified Records Managers has always been very attentive to the development and administration of the examination process.  "Testing for the Best" has not been an idle motto.  People who successfully attain the CRM designation have achieved a lot.  And it is not simply a matter of being "test wise", although that skill does play a role.  Rather it is a matter of being "knowledge wise" in the diverse areas covered by the six examinations.
Studying with a partner or with a group of team members helps.  Use the same study strategies that were successful for you in college.  Years ago, Darlene Curtice, now Records Officer for Snohomish County P.U.D. but then working for a bank in Portland, teamed with me, then living and working in Seattle, to make a long distance study group of two.  At the time no-one else in either the Seattle or Portland chapters was interested in pursuing the goal of certification.  Obviously our efforts paid off for both of us!
In planning your approach to exam preparation think in terms of your advanced college courses, those that you were taking as a junior, senior, or even done in a post graduate setting.  The CRM examination questions are created by twelve to fifteen members of the ICRM's Examination Development Committee, all of whom have baccalaureates, and a number of whom have advanced degrees.  They take a lot of time making each test question (of which there are now over 3000 total) the best it can be.  As a candidate don't ever underestimate the sophistication of a question.  People sometimes do.  That is why the Fail Rate on some examination parts have in the past been as high as 60%!
Part 3, entitled "Records Systems, Storage, and Retrieval" covers the principles, techniques, systems and evaluation of manual and automated applications.
The candidate should be familiar with generally accepted rules for alphabetic and numeric filing; the purpose, use and design of specific types of systems such as middle digit filing, terminal digit filing, phonetic alpha systems and batch filing; and the principles, techniques and appropriateness of color coding both numeric and alpha systems.  In addition, the applicant should understand all aspects of filing by subject, whether alphabetically or numerically coded.  This includes functional analysis for system design; principles of classification; file pattern development; and understanding the advantages and disadvantages of numeric and alpha systems of  classified subject filing, integrating retention and disposal procedures into the system; developing the file manual; and evaluating the desirability of centralization or decentralization and uniformity.

In addition, Part 3 tests the candidate's knowledge of filing equipment systems and the principles regarding inactive records centers, their design and operation.  As mentioned in previous columns of "About the ICRM", the interested reader should acquire and carefully read the Institute's publication Preparing for the CRM Examination: A Handbook. 
Next time: about Part 4.
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