Proposal

Proposal for a Document Storage Procedure
Submitted to Jenni Lofgren 3/22/96 by Mike Sawyer

Jenni:

Because of the demands of our internal customers, we never know when somebody will need a printout of a document. Sometimes we’ve been caught unprepared and had to give them an old version of the doc instead of the more current version, simply because only the old version was truly ready for printing. The files themselves have often been difficult to track down, because multiple versions of different dates and names are stored all over the place, and we have to figure out which one is the most recent, printable version. Sometimes it has even been difficult to determine which file is the current working copy. If we had some sort of a standard for naming, storing, and archiving docs, document management will be less time consuming, we would have more time to work on other projects, and the company would ultimately save money.

Purpose

The goals of this procedure will be:

· To always have a printed and a softcopy  master ready for each of our completed manuals.

· To always have the document stored in more than one location.

· To make the documents easy to identify and locate.

Summary

Printed masters will always be stored in the same location, and master softcopies will be stored in specific network directories and on diskettes. Working soft copies will be stored in different locations than the master soft copies, and the working copies will be saved on both the workstation and the network at any given time. The directory structure of our network drive will be easy to follow, using easy-to-understand directory names, and filenames will also be easy to decipher. Parts of the procedure are only clarifications of tasks we are already working on.

Details

Printed masters will be used for any manual or part of a manual that needs to be photocopied.

1. Starting out: If no printed master is stored in the file cabinet, a master will be printed and placed in the file cabinet. 

2. Printed masters will be kept in the file cabinet, in a folder or hanging file, with a cover page specifying the name of the manual, the filename and location of the file used for printing, and the date it was printed.

3. A log will be kept next to the printed masters and diskettes so people can “sign out” when they borrow a master printout. This way, if somebody takes a master, we know where to go to track it down, or at least we’ll know it’s missing and we need a new master printout. Writers will also indicate on the log when they file a new master printout.

4. Somebody will check the file cabinet and log file weekly to determine what new master printouts are needed.

Master soft copies (.DOC) will be used for editing.

1. Starting out: In each document directory on the G: drive, create a directory to be used specifically for storing only ready-to-print files (for example, G:\CALLWARE\SYSADMIN\READYDOC) and copy the latest ready-to-print Word DOC file to that directory.

2. As projects are worked on and new ready-to-print DOC files are created, the writer will copy that latest ready-to-print Word DOC file to the READYDOC directory.

3. Working copies of DOC files will be stored on the network and copied to the writer’s hard drive daily. Copying the file to the workstation may be part of the end-of-day shutdown routine.

4. The only DOC file stored in the main document directory will be the working copy.

Master soft copies (.PRN postscript) are not editable, but will be used as preliminary “bluelines” and for our publisher to use for the final product.

1. Starting out: If no postscript output file (PRN) is stored in the product’s READYDOC directory, the writer will generate a postscript file from the latest ready-to-print Word .DOC file and store it in the READYDOC directory.

2. When a document becomes ready to print, the writer will generate a PRN file and store it in the document’s READYDOC directory.

3. The writer will also copy the PRN file to a readydoc diskette and store it with the printed master in the file cabinet.

4. A log will be kept next to the printed masters and diskettes so people can “sign out” when they borrow a readydoc diskette. Writers will also indicate on the log when they file a new readydoc diskette.

5. Each readydoc diskette will be clearly labeled, showing the product, the filename used, and the date it was created.

Archived soft copies (.ZIP) will be used for emergency backups.

1. Starting out: The writer will use WINZIP to archive the latest ready-to-print DOC file into a ZIP file, then store that file in G:\ARCHIVE and on an archive diskette in a binder sleeve in the filing cabinet.

2. As one ready-to-print document file is replaced with an updated version, it will be archived into a .ZIP file in the archive directory on G:\ARCHIVE and on an archive diskette in a binder sleeve in the filing cabinet.

3. Each archive filename will follow the format “xxyymmdd.zip”, where “xx” is the two-letter code for the product and language, and “yymmdd” is the date it was archived (for example, “CE960624.DOC”). This file naming convention will result in File Open menus displaying the list of files sorted first by product, then by language, then by date.

4. The writer will store the archive diskettes in binder sleeves in the filing cabinet. The diskettes will be clearly labeled, showing each filename stored on it. 

Network directory structure
1. The directory structure of our network drive will be easy to follow, using easy-to-understand directory names. This step has already been implemented.

Procedure name

1. I think “ReadyDoc” is catchy.

Result

The end result of following the above procedure will be the following:

· A Microsoft Word 6/7 .DOC file for any project will always be available for printing.

· A Postscript .PRN file for any project will always be available for printing or sending to Banta.

· A laser-printed master for any project will always be available for copying.

· Masters will be easy to find for “outsiders,” because all of us will be using the same storage and naming conventions.

· File versions (.DOC or .PRN) of the documents will be saved redundantly: on the writer’s 
· workstation, on the network, on the network backups, and on archive diskettes.

· Master files will be completely isolated from the working copies.

· We will save time and aggravation looking for files, which will save the company money.

· Our customers will be happy with our service.

· “Moment’s notice” requests for docs will be less frustrating for us.

· We will be less likely to shoot Dick when he loses another master.

Facilities and Equipment

We already have most of the equipment we will need to implement this procedure. We only need the following items:

· Blank diskettes

· Diskette labels

· Diskette storage sleeves for 3-ring binders

Training

None of this procedure will be difficult to do; if the writers have the guidelines handy, they should have no trouble following them. In any case, I’d be willing to try this out for a few weeks to see how it goes before suggesting others do it, too.

Budget

Blank diskettes: about $10 for 10

Diskette labels: usually come with the diskettes

Diskette storage sleeves for 3-ring binders: probably about $10 for several

Total: about $20
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Figure 1: locations of documents
