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How do I fill in the document map?

Decide where each kind of document lives, who sees it and whether it's OK for Al

Watch the narrated video: https://openarmsolutions.com/guides/document-desk/fill-in-the-document-map
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How do I fill in the document

map?

Decide what goes in before anything does.

SAMPLE - FICTIONAL BUSINESS

a The document map comes before any setup. Here's how to fill it in.
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Columns
Document type Comfort Plan agreements

Where it lives Shared drive, Agreements

Who may see it Office, owner

Keep for 3 years after end
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Write one row for each kind of document, not each file. Note where it lives,
who may see it, and how long you keep it.

Decide
Your own business documents Yes
Only some people Limited

Card, ID, health and pay records No
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Then decide yes, limited or no for Al. Your own agreements and policies are
usually yes. Card, ID, health and pay records are always no.
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Also check
Client and supplier contracts Confidentiality terms

Who keeps the map current Named person
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° Check each client or supplier contract for confidentiality terms, and name the
person who keeps the map current.

@
Remember
. One row per kind

. Yes, limited or no

. Check confidentiality terms
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e One row per kind, a clear yes or no, and contracts checked first.
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