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NTRODUCTION

The competency Document Management is part of the program of study for a DVS (diploma of vocational stud-
ies) in Secretarial Studies. The program is divided into 25 competencies representing a total of 1,485 hours

of training.
e v
466,501 The Occupation and the Training Process
.515 02 Proofreading 75 5
460-526 03 Word Processing 90 6
-534 04 Quiality of Written English 60 4
460-544 05 Customer Service 60 4
.554 06 Document Management 60 4
460-562 o7 Producing Spreadsheets 30 2
.572 08 Designing Presentations 30 2
460-584 09 Business Texts in English 60 4
.596 10 Accounting Operations 90 6
460-605 11 Business Correspondence 75 5
460613 12 Creating Databases 45 3
460-623 13 Handling Cash 45 3
460635 14 Translation 75 5
460-644 15 Producing Tables and Charts 60 4
.656 16 Visual Design of Documents 90 6
460-666 17 Business Texts in French 90 6
460672 18 Digital Media 30 2
460-833 19 Interacting in French 45 3
.695 20 Following Up on Business Correspondence 75 5
460- 704 21 Meetings and Events 60 4
.714 22 Producing Reports 60 4
460-722 23 Technical Support 30 2
(60733 24 Coordinating Multiple Tasks 45 3
460: 746 25 Entering the Workforce 90 6

One credit corresponds to 15 hours of training.

vi DOCUMENT MANAGEMENT
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PRESENTATION OF THE LEARNING GUIDE

The general competency Document Management is offered as part of the Dip-
loma of Vocational Studies (DVS) program in Secretarial Studies. The educa-
tional aims of the program are to maintain and promote the quality of English,
improve the quality of customer service, develop learners’ desire to improve
their knowledge of technological tools and develop their sense of autonomy
and initiative.

Secretaries today are trained to work independently yet play an an integral role
in management team. They are indispensable assistants to managers and pro-
fessionals, handling a variety of files and assuming multiple responsibilities.
The competencies required to meet the needs of modern organizations are
numerous and increasingly varied..

This guide will help you develop your document management skills. You will
learn the basic principles of document management in both the private and
public sectors to prepare yourself for the job market. You will become famil-
iar with document management terminology. You will learn the characteristics
of administrative documents (type of information conveyed, confidentiality,
importance, value, lifespan, etc.). Using an organizational chart, you will identify
the administrative units responsible for each type of documentin a firm.

You will become familiar with and practise all the operations and techniques
used in document management: file creation, various methods of document
classification, document circulation management and the management of the
document life cycle.

In addition, the program will allow you to become skilled in electronic docu-
ment management using OneDrive for Business, a software package included
in the Office 365 Suite that enables documents to be synchronized and shared
between colleagues and to be backed up. In a scenario in which you will be
working for a municipality, you will also be called on to examine and classify
digital documents and manage them according to a records retention cycle, as
well as assign access rights to municipal employees.

PREREQUISITES

The expected outcomes in this guide take into account the general competen-
cies you already acquired in your secretarial training. You must also know how
to handle folders and files in a Windows environment.

WORK SITUATIONS

This guide consists of three work situations that will not only lead you to acquire
new knowledge but teach you to apply it with ease and use it skilfully. Each situ-
ation follows the same structure. First, you read about the work context and the
assignmentyou must carry out. The situation is divided into a series of engaging
and motivating tasks. You will be guided step by step through each task. All the
answers to the exercises are in the answer key, at the end of the guide.

Introduction
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EVALUATION OF LEARNING

This guide includes three scored activities, presented in separate booklets
that were provided with the guide. You can also download them from the
portailsofad.com website. You will find all the information you need in your
guide when you reach the appropriate stage for evaluation.

Scored activities must be submitted for correction and grading. You will hand
them in to your teacher if you are taking the course in an education centre, or
you will send them to your tutor if you are registered for distance learning. In
either case, the corrected document will be returned to you.

Scored activities are an excellent way for you to identify areas of difficulty so
that you can work to overcome them. The last scored activity in the guide was
developed following the same criteria as those of the final evaluation for the
course. It therefore serves as a realistic practice test for the official final exam-
ination, which will take place under supervision in an adult education centre.

REQUIRED MATERIALS
You will need the following materials to do this module:
« the Document Management learning guide and answer key

« three scored activities

« access to the portailsofad.com website.

RECOMMENDATIONS FOR SUCCESS

We recommend that you do all the exercises in the learning guide, as well as
the scored activities. Carefully compare your answers with the answer key and,
if necessary, review content to make sure you fully understand it before going
on to the next task.

If you have questions, do not hesitate to ask your teacher or tutor for explana-
tions.

The course is estimated to take approximately 60 hours to complete. Set up a
study schedule that takes into account your needs as well as your obligations:
family, work or other responsibilities. Follow the schedule you have set as
closely as possible.

DOCUMENT MANAGEMENT
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OVERVIEW OF THE LEARNING GUIDE

Opening pages

The title page presents
the number and title of the
work situation.

The situation begins with a
description of the context in which
you will complete different tasks to

acquire the target competency.

The total
length of all
the situation
tasksincludes
the scored
activity, if
applicable.

The Your Assignment section
summarizes and lists the tasks
you will perform during the
work situation.

ou have been a secretary at the firm
YA. 8. Structures Inc. for five years.

You have many different duties in a
wide range of areas. You make sure the
office is running smoothly, you ensure that
there are enough office supplies, you scan
all the documents and reports from the
different departments, you replace the re-
ceptionist when needed, you open the mail
and distribute it to the proper recipients,
and you carry out document management
tasks for the entire organization. You are
very versatile and manage your time effi-
ciently to avoid unnecessary stress.

A B. Structures Inc. specializes in manu-
facturing prefabricated structures for residen-
tial, commercial and industrial construction
It sells and markets its products across Canada
and wants to develop a US. market in the
very near future.

Over the last three years, this small busi-
ness, which started with ten employees, has
experienced dramatic growth, creating over
45 new jobs. As aresult of this growth, restructur-
ing was required, resulting in the creation of the
Communications Department and the restructur-
ing ofthe Sales and Production departments

The bigger a business s, the more depart-
ments it generally has. These departments are
also called administrative units, which carry
out a wide range of tasks. An organizational
chart is used to illustrate the relationships be-
tween an organization's different echelons and
its various departments.

With the help of the firmm's executive
assistant, Sophia Nunes, you are going to re:
view certain aspects of the firm's filing system.

All employees in a firm must be able to
quickly and easily get their hands on a docu-
ment when they need it. This is why a good
filing system is needed at A, B. Structures.

The entity o a firm
responsible for managing
certain projects or files

Itis composed of a group
of employees under the
responsibility of the same
immediate superisor:

- DOCUMENT MANAGEMENT

—

o 50RAD 1

You will learn how to distinguish personal documents
from administrative documents. You will get
acquainted with the preparations required

to manage documents.

Your assignment consists of the following:
1.

2. becoming acquainted with document management terms

getting ready to file documents

w

. identifying the characteristics of an
administrative document

&

applying detailed file
creation procedures

Setof dacuments related
tothe same business matter
or same theme (personnel
management, financial
management, etc.

FES T —

g & D“"m
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Situation Highlights

The task number is
clearly indicated.
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your spending, product warranties, and other things. Therefore, y

is classifying and filing your personal documents.

Filing personal documents can be v
However, if you leave piles of documents laying about in your office or on your

counter for weeks or months, it can become a more difficult task.

A personal document is any piece of information or written material, file or

memento that you have received or produced.

When you file a docu ment, you store

ocument are two different things.
ou classify a document, you

Classifying and filingad
it in the location corresponding to the code assigned to it. When y
assign a code to it using the firm’s classification plan.

O.

° List at least ten personal documents thatyou currently have at home.
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Terms that may
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understand are
defined in the
page margins.

The NB feature draws
your attention to an
important observation.
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The On Target feature
reminds you, in just a few
lines, of essential points
to remember.
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The Ergo feature offers
suggestions of good posture
and working positions to
adopt at your desk and
elsewhere in your workplace.
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At the end of Situations 1, 2
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to complete a scored activity.
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TNanaging

ou have been a secretary at the firm

A. B. Structures Inc. for five years.

You have many different duties in a
wide range of areas. You make sure the
office is running smoothly, you ensure that
there are enough office supplies, you scan
all the documents and reports from the
different departments, you replace the re-
ceptionist when needed, you open the mail
and distribute it to the proper recipients,
and you carry out document management
tasks for the entire organization. You are
very versatile and manage your time effi-
ciently to avoid unnecessary stress.

A. B. Structures Inc. specializes in manu-
facturing prefabricated structures for residen-
tial, commercial and industrial construction.
It sells and markets its products across Canada
and wants to develop a U.S. market in the
very near future.

DeclIfrERS

Over the last three years, this small busi-
ness, which started with ten employees, has
experienced dramatic growth, creating over
45 new jobs. As a result of this growth, restructur-
ing was required, resulting in the creation of the
Communications Department and the restructur-
ing of the Sales and Production departments.

The bigger a business is, the more depart-
ments it generally has. These departments are
also called administrative units, which carry
out a wide range of tasks. An organizational
chart is used to illustrate the relationships be-
tween an organization’s different echelons and
its various departments.

With the help of the firm’s executive
assistant, Sophia Nunes, you are going to re-
view certain aspects of the firm’s filing system.

All employees in a firm must be able to
quickly and easily get their hands on a docu-
ment when they need it. This is why a good
filing system is needed at A. B. Structures.

Administrative unit

The entity of a firm
responsible for managing
certain projects or files.
Itis composed of a group
of employees under the
responsibility of the same
immediate supervisor.

DOCUMENT MANAGEMENT
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You will learn how to distinguish personal documents
from administrative documents. You will get
acquainted with the preparations required

to manage documents.

Your assighment consists of the following:

1. gettingready to file documents

2. becoming acquainted with document management terms

3. identifying the characteristics of an
administrative document

4. applying detailed file
creation procedures

Set of documents related

to the same business matter
or same theme (personnel
management, financial
management, etc.).

© SOFAD - All Rights Reserved.
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Getting Ready
to File Documents

When you are classifying and filing documents, you must always
have on hand the firm’s organizational chart, which shows the
firm’s structure and different administrative departments.

An organizational chart shows the places that people occupy in an organiz-
ation. It determines the relationships between managers, employees and
departments. Consequently, all a new employee has to do to understand the
firm’s organizational structure is to consult the organizational chart. All firms
should have this very valuable tool.

Examine the organizational chart for A. B. Structures Inc. on the opposite page.
This firm consists of the following administrative units:

General management
Financial resources
Human resources
Sales
Communications

Production

The department managers are under the responsibility of the senior manage-
ment (general management), as are the executive assistant and the secretary.
Furthermore, as the organizational chart shows, each department manager
may be responsible for one or more divisions with their own employees: e.g.
after-sales service, marketing and advertising, purchasing, and design.

DOCUMENT MANAGEMENT

Organizational chart

Adiagram of the
administrative structure

of a business or organization
and the relationships
between the positions

in the organization.

© SOFAD - All Rights Reserved.
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A. B. STRUCTURES INC.
Organizational Chart

GENERAL MANAGEMENT
Charles Corriveau

EXECUTIVE
ASSISTANT
Sophia Nunes

SECRETARY
You

FINANCIAL RESOURCES HUMAN RESOURCES
Alexandra Vallieres Paul Toussaint

ACCOUNTING CLERK H. R. TECHNICIAN
Monica Ruel Isabella Lamontagne
|
SECRETARY
Sandra Adamopoulos

SALES COMMUNICATIONS PRODUCTION

Hubert DeSerres Mia Sanchez Benjamin Roy

AFTER-SALES SERVICE MARKETING AND ADVERTISING PURCHASING
Thomas Coté Jéréme Boutin Dan Proulx
CLERKS SECRETARY DESIGN
Lewis Brown Océane Moreau Michael Cryans

Artyom Norekyan
Jeanne Sylvestre |
TECHNICIANS
Léo Arsenault
Susy Chang
Alexandre Tremblay
|
EMPLOYEES
55
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1.1.1 ‘Classifying and Filing Yeur Persenal Decuments

You undoubtedly already get letters or emails or have other important documents
at home. These documents may contain personal information, information on
your spending, product warranties, and other things. Therefore, your first task

is classifying and filing your personal documents.

Filing personal documents can be very simple if you are well organized.
However, if you leave piles of documents laying about in your office or on your
counter for weeks or months, it can become a more difficult task.

A personal document is any piece of information or written material, file or
memento that you have received or produced.

Classifying and filing a document are two different things. When you file a document, you store
itin the location corresponding to the code assigned to it. When you classify a document, you
assign a code to it using the firm’s classification plan.

a List at least ten personal documents that you currently have at home.

>> Compare your answers with the ANSWER KEY. @

DOCUMENT MANAGEMENT

Means of designating the
category of a document. A
code can be alphabetical,
numerical or alphanumerical.

Descriptor

Heading in a classification
system that is used to identify
the contents of a document.

Classification plan

List of words or group

of words—accompanied
by numerical, alphabetical
oralphanumerical codes—
which is used to classify
and file a firm’s documents.
Each descriptor in the
planis accompanied by

a classification code.

© SOFAD - All Rights Reserved.
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Needless to say, personal documents have different lifespans. Some can be
destroyed after a few months or a few years, while others must be kept for your
entire life.

a To fill out the following table, refer to the webography for the competency at
portailsofad, and click on the heading “Durée de conservation des documents/Description,”
which provides a link to a Government of Québec website with helpful information (in French only).
For each document in the table, put a check mark in the proper column to indicate whether it
should be retained or destroyed.

PERSONAL DOCUMENT RETAIN DESTROY

a) Electricity bill (from four years ago)

b) Cellphone bill (from a year ago)

¢) Repair bill (for your old car)

d) Bank statement (from last month)

e) Taxreturn (from last year)

f) Birth certificate

g) Transcript of grades (from last term)

h) Sales contract for your house

i) Receipt for property taxes (from six years ago)

j) Secondary school diploma

k) Will

>> Compare your answers with the ANSWER KEY. @

You can file your personal documents in various ways. The simplest is to create
categories (broad titles or subjects) and, if necessary, subcategories, and file
the documents in file folders labelled with the name of each category.
Sometimes, you can make your life easier by buying an expanding file
(or accordion file) with the categories already created.

~
-
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e Classify the following personal documents listed in the table below by category.

You can also create sub

the category “Finances”

a. RRSP (Registered Retirement Savings Plan)

statement

categories: e.g. a credit card statement would be classified in
or the “Spending” subcategory of the “Finances” category.

i. Transcript of high school grades
Car insurance contract

—
==
b. Residential insurance contract k. Electricity bill =
¢. Sales contract for house l.  Property tax bill for current year =
d. Lifeinsurance contract m. Bank statement e
e. Telecom services bill n. TFSA (Tax Free Savings Account) /_\ -
f. Secondary school diploma statement
g. Billforcar repairs 0. Repair bill for washer —_
h. Bill for purchase of refrigerator and stove
CATEGORY DOCUMENTS

Automobile

Example: Bill for car repairs (g)

Moveable assets

Finances

Housing

Education

Utilities

DOCUMENT MANAGEMENT

>> Compare your answers with the ANSWER KEY. @
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Becoming Acguaintead

With Document

Management Terms

Now that you are comfortable with classifying and filing your
own personal documents, you will be introduced to some of
the different terms used in document management.

Your task will consist of identifying the equipment and materials
required in document management and becoming familiar with
different types of businesses, as well as good ergonomic habits
at work. This information will help you in your filing duties.

Document management is essential to an organization’s efficient function-
ing. An incorrectly filed document is a lost document.

Not so long ago, hard-copy versions of documents were used predominantly
in business. However, in recent years, digital documents have become preva-
lent and electronic document management (EDM) is used to manage
these documents. Consequently, firms must adapt their filing systems to
this new reality, either by integrating an off-the-shelf EDM program or by using
a custom-built solution.

Electronic Document Management
Systems (EDMS)

There are a number of different electronic document management programs,
some specialized, some more general. These programs are databases, i.e.
software used to enter a large quantity of information which then can be
processed automatically.

Databases make it easier to search for and sort information and to prepare
and print out various reports.

management (EDM)
Computerized process used
to organize and manage

an organization’s electronic
documents and information.
EDM also refers to the software
programs used to manage
these electronic documents.

o Managing Documents




These systems therefore allow you to manage a firm’s classification plan and
records retention schedule; create indexes; process active, semi-active

and inactive files; and provide the right information to the right person at the | [ist of all the descriptors in a

right time. classification plan, along with
their codes and synonyms.

Computerized document management also makes it quick and easy to find
information and eliminates certain time-consuming mechanical operations. In
addition, EDM facilitates the disposition of documents that no longer have
active or semi-active status and allows you to generate a document destruc-
tion list. Lastly, these systems help you manage loans of files and documents
and provide uniform and consistent indexes.

Filing systems may be organized alphabetically, numerically, alphanumerically
or chronologically. Each firm adopts the system that is best suited to its needs.
We will look at filing systems in greater depth as part of the second learning
situation.

Filing Equipment and Supplies

Filing equipment and materials are similar from firm to firm. In the Technical
Support portion of this program, you will have the opportunity to practise
ordering various materials, including those used in document management.

What am I? Using the appropriate reference tools (dictionaries, The Gregg Reference Manual, etc.),
associate each term with its appropriate definition below.

« File + Reference o Letter- or legal-sized file folder
» File storage box « Document « Hanging file folder

«  Window tab + Lateralfiling cabinet e Index

« \Verticalfiling cabinet + Archives

« Filefolder label « Document management

a) Any type of written material or computer file containing information. Any information medium,
including the data it contains, that can be read by a human being or a machine.

b) Asetof documentson a given subject.

c) Asetofdocuments, regardless of their date or characteristics, produced or received by a person
or organization to meet their needs or for the purposes of carrying out their activities and retained
for their general information value.

10 DOCUMENT MANAGEMENT
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d)

e)

f)

g)

)

k)

1)

Affixed to a hanging file folder to identify a set of files. Made of plastic. A label identifying
the contents of the file folders (name of file or series of files) is inserted in it.

Holds file folders, which in turn contain various documents. Identification tabs can be inserted
in the perforations.

Cardboard cover used for filing documents.

The organization and management of all the documents and data that a firm needs to carry out
its activities.

Generally used for storing documents that are consulted infrequently or for the conservation
of archives. Must be well labelled to allow its contents to be quickly identified and located.

Tool used to identify categories, subcategories, divisions and subdivisions for classifying
documents.

Information inserted in an alphabetical index to help users find a subject.
Piece of furniture used for filing documents that generally has between two and four drawers.

Common piece of office furniture that facilitates the consultation of documents. Only one drawer
can be opened at a time.

Used to identify files.

> Compare your answers with the ANSWER KEY. @

0 Managing Documents

11



12

Ergonomics

Ergonomics is the scientific organization of work. More concretely, it consists of
adapting work, tools and the work environment to people, rather than the
inverse. Anything that is ergonomic is therefore adapted to people.

Although administrative staff are less exposed to occupational accidents,
diseases and injuries than, say, construction workers, some tasks do involve
risks. Therefore, it is important for you to adopt good ergonomic habits in
the workplace.

e

° Summarize in your own words the habits that you should adopt when lifting a file storage box.

i

Qs

> Compare your answers with the ANSWER KEY. @
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Types of Businesses

There are different types of businesses, the most well-known being private com-
panies and public service enterprises. Public service enterprises may sometimes
be confused with parapublic firms or government (Crown) corporations.

Private companies can be distinguished from public service enterprises and
parapublic firms by the fact that they belong to one or more owners and are
not government-funded. Here are some examples of private companies:

«  Métro is a Québec-based food and pharmaceutical retailer and distributor
active across Canada.

« Vidéotron is a Canadian telecommunications firm. It is active in cable
television, Internet access services, wireless communications and cable tele-
phony in most residential and commercial markets in Québec, and also in
Ontario. Itis a subsidiary of Québecor Média.

Public service enterprises are directly associated with a government depart-
ment or agency, e.g.:

« The Ministére du Revenu, in the provincial government, is responsible for
collecting income and other taxes.

« Your neighbourhood library is run by your municipality, which is a public
agency.

Parapublic firms are indirectly associated with government bodies and are
government-funded. Examples include:

« Yourschool board
+ Your Centre intégré universitaire de santé et de services sociaux (CIUSSS)
« Yourregion’s CEGEP.

Under Article 4.1 of the Act respecting the Ministere des Finances (chapter
M-24.01), “state-owned enterprises are legal persons, the majority of whose
members or directors are appointed by the Government.” Examples include
Hydro-Québec and the Régie de 'assurance maladie du Québec.
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For each organization, put a check mark in the column corresponding to the category in which
it belongs.

GOVERNMENT
ENTREPRISE m PARAPUBLIC PRIVATE CORPORATION

a)
b)
c)

d)

e)
f)
g)
h)
i)
)
k)
)

Hydro-Québec
Desjardins
Bombardier

Centre hospitalier de
Université Laval (CHUL)

Loto-Québec

Familiprix

Air Canada

Société des alcools du Québec

Université du Québec
a Rimouski

Walmart
Home Depot

Ministére de I'Education et
de 'Enseignement supérieur

m) Canac

n) Société de l'assurance

automobile du Québec

o) Exceldor

p) SSQ Groupe financier

q) Prévost

o List four private companies in your region that you would like to work for.

DOCUMENT MANAGEMENT

>> Compare your answers with the ANSWER KEY. @
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[dentifying the
Characteristics of an
Administrative Document

The documents belonging to A. B. Structures Inc. are similar
to those in any other firm. However, each document has its
specific characteristics, which you should be aware of before
classifying and filing it.

This task will put you to work identifying the characteristics
of the documents that you must file as a secretary at
A.B. Structures Inc.

Whether internal or external, the documents that A. B. Structures produces
and receives go through the same process of creation, distribution and
reception.

Storage Media

A. B. Structures uses different media to store and preserve its documents. A
storage medium is a material on which information is recorded (paper, digital
or computer media, magnetic tape or disk, videotape, optical disk, microfilm,
etc.). Although some of these media are no longer used, they are nonetheless
preserved since they contain archives.

0 Managing Documents 15



° Name various storage media that A. B. Structures Inc. could use to preserve its documents.

e.g.:external hard drive

A. B. Structures employees produce documents using traditional and modern
tools. Documents are stored on various storage media, using the following
document creation tools:

+ Pen or pencil: telephone messages, bills of lading, etc.

« Computer: contact lists, reports, invoices, graphics, all documents that can
be recorded on digital or print media

« Digital camera: photographs that can be recorded on optical (or digital)
media and printed

« Voice recorder: dictation, meetings, conferences, etc., on a microcassette,
hard disk, flash drive or USB memory stick

Before computers, traditional methods of distributing and receiving docu-
ments included the postal service, internal mail (transmission of documents
within the same organization) and fax machine.

Today, electronic tools are used to distribute and receive information. With the
advances made in computers, the trend is to process information in a form
that makes it easier to convey, i.e. in virtual form. A. B. Structures uses various
methods, including document scanning and email messaging.

Types of Documents

A. B. Structures orders office supplies regularly from a vendor, using a cata-
logue illustrating all the items the vendor sells.

Organizations have different types of documents. Their defining features are
their contents and the nature of the document.

a List eight types of documents that you have to file as part of your duties.

Documentin which a
carrier takes responsibility
for delivering goods to a
recipient, whose contact
information and address
are clearly indicated.

>> Compare your answers with the ANSWER KEY. @
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Internal and External Documents

Organizations produce and receive a large number of administrative docu-
ments, which help them run more efficiently. An internal document is a
document that was created in one of the firm’s administrative units and is
intended to be used inside or outside the organization. An external document
originates from outside the organization and is intended for a person or
department inside the firm.

For example, staff in the Finance department at A. B. Structures deal with
similar numbers of internal and external documents, taking into account the
invoices the department generates as well as those it receives.

For each document on the list, put a check mark in the appropriate column to indicate whether it is
internal or external.

DOCUMENT | INTERNAL | EXTERNAL

a) Firm’s organizational chart
b) Complaint letter from a customer
c) Minutes of meeting of firm’s Board of Directors
d) Plans for a prefabricated structure manufactured in firm’s plant
e) Purchase invoice for office supplies
f) Salesinvoice for commercial structure
g) Employment contract with Manager of Financial Services
h) Invitation to conference organized by the Chamber of Commerce
i) Bankstatement
j) Samples of new materials

k) Board of Directors resolution

>> Compare your answers with the ANSWER KEY. @

Characteristics of Documents

The documents circulating in an organization can be characterized by a number
of criteria such as the type of information conveyed, confidentiality, importance
and lifespan. These characteristics can be used to classify documents.

What types of documents do office staff produce and receive? They are numer-
ous and varied. Here are a few examples at A. B. Structures Inc.:

« asummary of the most recent training meeting, produced in a word pro-
cessing program and stored on the computer of Isabella Lamontagne,
human resources technician
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« aseries of PowerPoint presentations created by Mia Sanchez and stored in
OneDrive, a file hosting service

+ photographs of structures taken with a digital camera and stored on
Michael Cryans’ external hard drive

« inventory reports generated by the database and sent by email.

The information in internal and external documents can either be personal
identifying information or administrative information.

Personal Identifying Information

Personal identifying information is confidential information that can be used
to identify an individual.

Examples of documents containing personal identifying information include
an employee’s CV, transcripts of grades, tax returns and personnel files.

Sometimes, office staff have to give documents to their colleagues or man-
agers. They must use a great deal of discretion when handling documents with
personal identifying information.

For example, as a secretary, you cannot give a colleague’s CV to just any
employee who asks for it. Instead, you should tell this person that, owing to
the document’s confidential nature, only authorized personnel have access
toit.

The following information in an employee’s file is administrative in nature and
is not personal identifying information:

« firstand last name

+ job status (permanent or temporary) and position

« work address and phone number.
However, if the file contains:

+ theemployee’s social insurance number
« home address and phone number

it is said to contain personal identifying information, since this information
could be used to identify the person in question.

DOCUMENT MANAGEMENT
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Administrative Information

A document is said to contain administrative information when the firm needs
this information to manage its operations.

Examples include a purchase order, financial statement, bid or the minutes
of a meeting.

Can a document contain both personal identifying and administrative infor-
mation? Yes, since some documents are necessary for the smooth running
of the firm while containing information of a confidential nature.

You have documents to file and you wonder if they contain personal identifying or administrative
information. Indicate with a check mark which type of information the following documents contain.

a) Sales contract for a building

b) Personnel files of maintenance staff

c) Anemployee’s CV

d) Minutes of the latest management meeting
e) Birth certificate of an office employee

f) Landscaping contract

g) Cheque from a supplier

h) Manager’s employee file

i) Organizational chart

>> Compare your answers with the ANSWER KEY. @
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Categories of Documents at a Glance

The nature of a document depends on the information it contains. In some
cases, measures will be required to limit the document’s circulation.

DOCUMENT MANAGEMENT

© SOFAD - All Rights Reserved.



© SOFAD - All Rights Reserved.

@ Determine the category of the following documents.

a)

Dictionary

b)

Firm’s letters patent

c)

Employee’s pay slip

d)

Patent

e)

Handwritten notes taken by participantin a
meeting

f)

Minutes of Board of Directors meeting

g

Slip for tax deductions at source

h)

Users’ guide for stationary machine in plant

i)

Application for business loan from a financial
institution

)]

Office supplies catalogue

k)

Collective agreement with production
employees

)

Invitation from Chamber of Commerce

m) Invoice for purchase of chairs

n)

Budget for current year

> Compare your answers in the ANSWER KEY. @
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Administrative Units

A firm’s administrative units are an integral part of its organizational chart. For
example, A. B. Structures’ Financial Resources Department is an administrative
unit that is in charge of managing certain types of documents. It is made up of
a group of employees who have the same immediate supervisor.

GENERAL MANAGEMENT

Coordinates the firm’s activities according to the decisions made and
ratified by the Board of Directors;

Determines the firm’s mission, objectives, action plans and business
strategies;

Makes decisions on the firm’s day-to-day operations;
Is responsible for managing information;
Represents the firm at various levels;

Sets working conditions in collective and labour agreements.

FINANCIAL RESOURCES

HUMAN RESOURCES

Draws up annual budget estimates;
Reviews the budgets of all the administrative units;

Produces financial statements, tax returns and various
other tax reports;

Processes invoices (customers’ and suppliers’);

Keeps firm’s accounting records up to date.

Coordinates recruiting and hiring processes;
Implements and enforces collective and labour agreements;

Follows up on personnel-related matters (requests for sick
or parental leave, vacations, etc.);

Develops ongoing training programs and staff development
programs;

Ensures compliance with the Act respecting occupational
health and safety;

Works in tandem with other administrative units to put in place occupa-
tional accident and disease prevention measures.

SALES

Manages the administrative portion of the sales cycle;
Formulates the sales plan;

With Customer Service, oversees order processing, to ensure compliance
with prices, timelines and quality of service.

DOCUMENT MANAGEMENT
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AFTER-SALES SERVICE
« Manages and follows up on customer complaints;
+ Keeps customer records up to date;

«  With other administrative units, discusses practices to be adopted to ensure
customer satisfaction;

« Follows up on requests for information.

COMMUNICATIONS
+  Gathers, compiles and analyzes market data;
« Develops strategies to promote awareness of the firm’s products and services;

« Promotes the firm’s activities.

MARKETING AND ADVERTISING

«  Develops marketing plans (market analysis, determination of targets, action
plan, advertising focus and media);

« Designs operations to increase the sales of the firm’s goods and services.

PRODUCTION

« Manages inventory;

« Oversees the manufacturing of products;
+ Designs new products;

« Manages production equipment;

« Purchases the raw materials required to manufacture products.

PURCHASING
«  Manages firm’s buildings and moveable assets and their maintenance;
« Ensures safety of buildings;

+ Prepares tender documents and ensures follow-up (bids, tenders
and contracts);

. Manages computer resources;

+ Ensures sustainable development by adopting
resource-use policies.

DESIGN
+ Analyzes customers’ needs;
+ Explores new technologies;

+ Creates products.
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Using the organizational chart for A. B. Structures Inc. (page 5), indicate which administrative unit
(and not division) is responsible for each of the documents listed below.

TYPE OF DOCUMENT ADMINISTRATIVE UNIT RESPONSIBLE

a) Purchase invoice for office supplies

b) Job application

c) Board of Directors’ minutes

d) Payroll journal

e) Advertising in regional newspaper

f) Contract for updating website

g) Group insurance contract

h) Purchase agreement for machinery

i) Bankstatement

j) Training expenses

k) Invitation to a convention

) Blueprint for new steel structures

m) Legal notice

n) Firm’scharter

o) Written complaint from a supplier

p) Work description

q) Proceedings of session at Canadian
Manufacturers and Exporters convention

r) Employeefile

> Compare your answers with the ANSWER KEY. @

HUMAN
RESOURCES
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Main and Secondary Documents

The main document is the original copy of a document. It is the responsibility
of the administrative unit in charge of processing, and ensuring follow-up for,
the information in the document. The secondary document is a partial or
complete copy of the main document. It can end up in one or more adminis-
trative units that are not responsible for it, where it is used as a reference.

Value of Documents

The value of a document is dependent on its contents, i.e. its subject or the
information it contains. A document can have several different types of value
at the sametime.

ADMINISTRATIVE VALUE

Documents that concern the activities or requirements of the firm’s manage-
ment are considered to be of administrative value. Consequently, most of a
firm’s documents have administrative value.

Examples: organizational chart, meeting minutes

FINANCIAL VALUE

Any document concerning a firm’s financial activities is said to be of financial
value and will also have administrative value.

Examples: invoices, budget estimates

LEGAL VALUE

Documents with administrative value and, in addition, contain
information of a legal nature that could be used in court
are considered to have legal value.

Example: a contract of sale for industrial land

HISTORICAL VALUE \

After a few months or years, a document having
one or more of these values is considered to be
of historical value if it refers to an event in the

firm’s history or the firm’s establishment. \

Example: photos of the inauguration of a new plant

0 Managing Documents
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Using the organizational chart for A. B. Structures Inc. (page 5), indicate the value of the documents
listed below and the administrative unit responsible for the main document.

m ADMINISTRATIVE UNIT RESPONSIBLE
TYPE OF DOCUMENT A F L H FOR MAIN DOCUMENT

a) Invoice

b) Aresignation letter from
an employee

c) Pressrelease

d) Manufacturing drawings for
the firm’s products

e) Mock-up for firm’s new website

f) Bid to supply raw materials

g) Complaint letter from
a customer

h) Brochure on a new product
made by the firm

i) Mortgage loan contract

j) Application for parental leave

k) Lease for machinery

) Salescontractfora lot

m) Photos of the inauguration
of the firm’s new building

n) Financial statements

>> Compare your answers with the ANSWER KEY. @
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Applying File
Creation Rules

You have a large number of documents to analyze and classify
since the firm’s restructuring. Fortunately, you have the
knowledge needed to meet this challenge, allowing you to safely
file these documents away.

I'n document management, file creation is an important step, allowing
documents to be filed based on their subject. It first requires an analysis of
the documents in question.

Process for Analyzing Documents
Before File Creation

Here is an example of the steps involved in analyzing the documents in a file.

1.

2
3
4,
5
6

. Ascertain the contents of each document.

. Ascertain the subject.

Take an inventory of the documents in the file.

Group all the documents on the same subject together.

. File the documents in existing files or create a new file.

. Give the new file a name that reflects its contents.
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A. B. Structures’ Customer Service department has received a complaint letter
from a customer. After dealing with the complaint, the department sends you
the letter so that it can be filed. Referring to the preceding steps, examine the
steps below that you will be required to follow to file this document:

1. When you receive mail or documents from employees, you put them in a
folder titled To be filed. You do the same with emails that arrive in your
inbox.

2. When you are ready to begin analyzing the documents, you peruse the
contents of the complaint letter sent to you by Customer Service.

3. You write the subject (or code if applicable) on the top right-hand corner of
the document.

4. You collect all the documents on the same subject.

5. If there is already a file folder for some of the documents, you file them
there. If not, you create a new file. Since there is already a file under this
customer’s name, you file the document in this file. You also could have
created a new file and called it Customer Complaints.

6. When you create a file, you give it an appropriate name that reflects its
contents, to make it easy to find the documents later.

@ Analyze documents D1 to D10 in Appendix 1 (see pages 143 to 147) and fill out the following tables.

Document number: D1

|ntemal|:| External|:| Mainl:l SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:
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Document number: D2

IntemalD ExtemalD

Main |:| SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:

Document number: D3

IntemalD ExternalD

Main |:| Secondarylj

Administrative unit responsible:

Subject of document:

Name of file created:

Document number: D4

IntemalD ExternalD

Main |:| SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:

Document number: D5

IntemalD ExtemalD

Main |:| SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:

Document number: D6

IntemalD ExtemalD

Main |:| SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:
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Document number: D7

|ntemal|:| Extemal|:| Main |:| SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:

Document number: D8

InternalD ExternalD I\/Iain|:| SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:

Document number: D9

IntemalD ExtemalD MainD SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:

Document number: D10

InternalD ExtemalD MamD SecondaryD

Administrative unit responsible:

Subject of document:

Name of file created:

> Compare your answers with the ANSWER KEY. @

Scored Activity 1

% You must now submit Scored Activity 1.

Go to the SOFAD website (portailsofad.com) and download
the document titled Scored Activity 1.

Complete the activity and hand it to your teacher, or send it to your
tutor, according to with the terms and conditions provided when you

registered.
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