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Document control, records 

and information manage-

ment is a methodical 

system of distributing and 

maintaining key records.

INTRODUCTION TO DOCUMENT CONTROL

Document control, records and information management is a methodical 

system of distributing �les, folders, records and written information and keep-

ing them up-to-date.  It must be decided early so that all further work has a 

place and context.
    A document requires distribution control if it provides guidance, direction 

for performing work, making decisions and retaining ‘corporate memory’.

Get the necessary maps for the journey

Before building a system, establish where to �nd documents, responsibilities 

for maintaining documents, and the way of working out whether a document 

is the most recent version.

DOCUMENT CONTROL & 

MANAGEMENT INFORMATION
Establish a system to identify, record, distribute and retrieve documents.

Make sure current documents, records and information are easily acces-

sible, distributed and kept for the required time.

Include all documents, records and information, speci�cally related to 

health and safety.
Consult all employees and contractors, who are encouraged to provide 

feedback into the document control process.

Assess risks including incorrect documents are retrieved or are unretriev-

able, or if incorrect information is provided, which may lead to an incident.

Issue and keep documents, records and information, in accordance with 

documented procedures.
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