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Objective

Upon completion of this course, participants will be able to:  

Understand the challenges in the implementation of various document management
systems.   

Assess the security levels required in your organisation.   
Develop a clear process to maintain and manage your current documents.   

Recognise the key components of good record-keeping.   
Train employees in the importance of document management.   

Communicate risks effectively and assign auditing responsibilities.  
Discuss governance and make changes to your current processes to accommodate.   

Acquire practical and theoretical knowledge regarding quality control and metadata
protection.   

Develop effective quality assurance procedures.   
Utilise Enterprise 2.0 to make a positive impact on productivity.   

Build a formal Information Management Strategy that works for your organisation.   
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Audience

This course is designed for people involved in the management and maintenance of
documents or in managing security risks throughout an organisation. It would be most

beneficial for:  

Project Managers  
IT Professionals  

Administration Professionals  
HR Personnel   

Business Owners  
Auditors  

Risk Assessors  
Data Analysts  

Operations Managers  
Legal Representatives  

Finance Personnel  

Training Methodology

This course uses various adult learning techniques to aid full understanding and
comprehension. Participants will review security videos and presentations to understand the

importance of good record-keeping and document management.  
They will review various systems and platforms to help with document management, which

allow remote working access at the highest security level. Participants will also work together
to discuss the types of records and documents required in the oil and gas industry and

understand how these documents aid the development of the business as a whole.  

Summary

Businesses across all sectors need to acquire an accurate and reliable record-keeping system
to maintain data and mitigate risks in audit processes and procedures.  In the oil and gas
industry, document management is essential for monitoring health and safety concerns,
auditing processes, and changing the framework based on product development and the

worldwide market.  
To stay ahead of the game, it’s important to understand the best systems and techniques for

implementation that can improve the workforce's productivity and make information



accessible and available at a moment’s notice. These systems must be secure and
impenetrable but also allow for the monitoring and managing of quality procedures and

workforce tracking.  
Disaster recovery, continuity planning, staff management and product management also all

require guidance and audit trails to develop an effective trending matrix. The constantly
updated and maintained documents can tell you a lot about your organisation and even help

you predict future trends to stay ahead of competitors and protect what you have to offer.
These documents must also be available to future investors or partners to display your

profits and costs for planned projects. Managing your documents effectively will help these
external parties understand more about your organisation as a whole, building trust and

mutually beneficial relationships.   

Course Content & Outline

Section 1: Documents & Data within the Oil & Gas Industry  

Your geographical responsibilities.   
Managing your people and processes.   

Electronic document management.   
International Standards and Your Obligations.   

Data Quality.  
ISO audit management.  

 
Section 2: Record Management  

Your file plan and classification.   
Retention and disposal processes.   

Vital records management.   
Updating your storage solutions.   

ISO 15489 and ISO 30300.  
Corporate file planning.  

Implementation frameworks.  

 
Section 3: Quality Assurance  

Data quality management.   
Highlighting errors and assessing integrity.   

Data quality assessments and fixes.   
Metadata standards.   

Creating your 8-point action plan using new technologies.  

 
Section 4: Continuity Planning & Disaster Recovery  



Your vital records.   
Your obligations under legislation.  

Monitoring your document maintenance.   
Quality compliance and assigning accountability.   

Knowledge management and cross organisation communication.  
Risk assessments and restructuring after disasters.   

Creating a solid continuity plan.  

 
Section 5: Enterprise 2.0  

The best collaborative tools.   
Essential tools and techniques.  

e-collaboration tools and social computing.  
Barriers and challenges to change.  

 
Section 6: Knowledge Management  

Auditing and knowledge exchange matrices.   
Reviewing your operation.   

Communicating health and safety essentials.   
Recording and monitoring document change.   

Developing a knowledge base across multiple sites.  

 
Section 7: Cost-Benefit Analysis  

Saving types and budgeting assessments.  
Understanding the benefits of document management.   

Cashable benefit systems.   
Dependency and recovery budgeting and management.   

 
Section 8: Your Information Management Strategy  

Your information security processes.   
What information needs to be documented?   

Refresh data and recording.   
Your IM strategy.   

Practical change management.   



Certificate Description

.Holistique Training عند إتمام هذه الدورة التدريبية بنجاح، سيحصل المشاركون عل شهادة إتمام التدريب من
(e-Certificate) وبالنسبة للذين يحضرون ويملون الدورة التدريبية عبر الإنترنت، سيتم تزويدهم بشهادة إلترونية

  .Holistique Training من

وخدمة اعتماد التطوير المهن (BAC) معتمدة من المجلس البريطان للتقييم Holistique Training شهادات
  .ISO 29993و ISO 21001و ISO 9001 كما أنها معتمدة وفق معايير ،(CPD) المستمر

لهذه الدورة من خلال شهاداتنا، وستظهر هذه النقاط عل شهادة إتمام (CPD) يتم منح نقاط التطوير المهن المستمر
واحدة عن كل ساعة CPD يتم منح نقطة ،CPD ووفقًا لمعايير خدمة اعتماد .Holistique Training التدريب من

  .لأي دورة واحدة نقدمها حاليا CPD حضور ف الدورة. ويمن المطالبة بحد أقص قدره 50 نقطة

Categories

الإدارة والسرتارية, الطاقة والنفط والغاز, الشؤون القانونية والعقود

Related Articles

Your Guide to Compliance Document Management

Learn about the significance of compliance document management, its pivotal role in legal
adherence, and how technology streamlines the process. Discover crucial responsibilities,

.common mistakes, and the transformative impact of digital solutions

YouTube Video

https://www.youtube.com/embed/PnI7MQ0pvhA?si=BwINqFMmlaInhvGO

http://holistiquetraining.com/ar/course/category/القانون-والعقود-والقانونية
http://holistiquetraining.com/ar/course/category/energy-and-oil-gas
http://holistiquetraining.com/ar/course/category/الإدارة-والسكرتارية
https://new.holistiquetraining.com/ar/news/your-guide-to-compliance-document-management
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https://www.youtube.com/embed/PnI7MQ0pvhA?si=BwINqFMmlaInhvGO

