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Training Methodology
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Course Content & Outline

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

e Your geographical responsibilities.

e Managing your people and processes.
 Electronic document management.

e International Standards and Your Obligations.
e Data Quality.

e |SO audit management.

Section 2: Record Management

e Your file plan and classification.

e Retention and disposal processes.
e Vital records management.

e Updating your storage solutions.
* |SO 15489 and ISO 30300.

e Corporate file planning.

¢ Implementation frameworks.

Section 3: Quality Assurance

e Data quality management.

e Highlighting errors and assessing integrity.

e Data quality assessments and fixes.

* Metadata standards.

e Creating your 8-point action plan using new technologies.

Section 4: Continuity Planning & Disaster Recovery

e Your vital records.

 Your obligations under legislation.

e Monitoring your document maintenance.

¢ Quality compliance and assigning accountability.

» Knowledge management and cross organisation communication.



 Risk assessments and restructuring after disasters.

e Creating a solid continuity plan.

Section 5: Enterprise 2.0

e The best collaborative tools.

e Essential tools and techniques.

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

Section 6: Knowledge Management

e Auditing and knowledge exchange matrices.

e Reviewing your operation.
e Communicating health and safety essentials.
e 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.
e Cashable benefit systems.

e Dependency and recovery budgeting and management.

Section 8: Your Information Management Strategy

 Your information security processes.

» What information needs to be documented?
e Refresh data and recording.

e Your IM strategy.

e Practical change management.
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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/PnI7MQOpvhA?si=BwINgFMmlalnhvGO
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