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1. Purpose of Document
<This section provides the purpose of the document.>
<Recommended text:>
The purpose of this document is to outline the document management approach for <insert name of project> It provides standard terminology, clear roles and responsibilities, and a detailed description of expectations of team members regarding document control. It is designed to guide the project team.

2. Definition of Document Management
<This section provides a definition of document management.>
3. Objectives of Document Management
<This section lists the goal and objectives of document management.>
4. Terms, Acronyms and Abbreviations
<This section informs readers where they can access definitions for the terms, acronyms, and abbreviations used in this document.>
5. Document Management Methods

<This section describes the methods used to control project documents.>
5.1 Document Templates

<This sub-section provides a listing of document templates team members are expected to use and a description of the key elements of deliverable templates for document control purposes.>
5.1.1 Listing of Templates

<This sub-section provides a listing of templates and the software and version they use.>
	Template Name
	Description
	Software and Version

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


5.1.2 Key Components of Templates

<This sub-section provides the key elements of templates for document control purposes.>
	Element
	Description
	Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


5.1.3 Document Naming Conventions

<This sub-section specifies the standard format for document file names.>
5.2 Document Storage

<This sub-section outlines where and how documents will be stored.>
5.3 Document Recovery and Backup

<The recommended document backup and recovery procedure for documents are provided in this section.>
	Type
	Description
	Frequency
	Storage Location

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.4 Document Security

<This sub-section outlines the recommended documents security of documents.>
5.4.1 Confidentiality

<Clarify confidentiality levels for different types of project documents.>

5.4.2 Clear Desk Policy

<Clarify requirement for all document users to adopt a “Clear Desk Policy” for confidential and sensitive papers.>
5.4.3 Removal of documents

<Clarify requirement that sensitive and confidential documents on any form of electronic media must not be taken off-site without appropriate authorization.>
5.4.4 Equipment Security guidelines

<Clarify requirement that equipment should be physically protected from security threats and environmental hazards.>
5.4.5 Virus controls

<Clarify requirement that virus detection and prevention measures and appropriate user awareness procedures should be implemented.>
5.5 Document and Media Destruction

<This section should clarify the requirements for document destruction.>
5.6 Document Approval

<This sub section should clarify the expectation that all documents requiring Sponsor approval first go through a compliance review and technical review.>
6. Roles and Responsibilities

<This section outlines roles and responsibilities for everyone involved in the document management process.>
	Role
	Responsibilities
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