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Task 
Direct the development, maintenance, and evaluation of a department records 
management system so that completeness and accuracy are achieved. 

Conditions and Outcome 
Given department policies and procedures, the candidate shall direct the development, 
maintenance, and evaluation of a department record and management system in which 
the candidate demonstrates the ability to use evaluative methods, organize data, and 
communicates orally or in writing. 
The candidate will complete this task with a minimum of 4 items answered correctly 

Number Task Steps First Test Retest #1 Retest #2 
Pass Fail Pass Fail Pass Fail 

1 Evaluate current policies and procedures for developing, 
maintaining, and evaluating department records. 

      

2 Determine the need for developing or purchasing a 
department records management system based on review of 
policies and procedures. 

      

3 Organize data on various records management systems 
available to fire departments. 

      

4 Establish and communicate in verbal or written format 
maintenance guidelines for the system that has been 
purchased or developed. 

      

5 Develop an evaluation method to determine effectiveness 
and accuracy of the records management system. 

      

Final Test Result for Entire Task       
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