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	This document is under the Change Management Control Policy.

	Description
	This document establishes the IT Service Management Document Management policy for Fermilab Computing Sector

	Purpose
	The purpose of this policy is to establish a Document Management policy for The Fermilab Computing Division.  The intent is to ensure that there is a structured method to establish, update and communicate controlled documentation and to minimize the adverse impact on operational ability of the business due to incidents and problems caused by errors or outdated materials within the IT documentation.  This policy requires that Document Management is performed in accordance with established Document Management procedures and to ensure that controlled and stable baselines are established for managing problems and restoring or improving IT services.  

	Applicable to
	All managed documents under control of IT Service Management

	Supersedes
	N/A

	Document Owner
	Marcia Teckenbrock

	Owner Org
	Computing Sector
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	Revision Date
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	The scope of the Document Management Policy applies equally to all documents overseen by IT Service Management. The process and procedures in Document Management are applied to all elements of Service Management including:
· Process documentation
· Service documentation
· Communications
· Knowledge articles
Out of scope items for this process include:
· Non-controlled CS documents
· Documents outside of the Computing Sector
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	Document Management shall be performed in accordance with an established Document Management process, set of procedures and standard formats. The process and procedures must cover: 
· Rules for adding a new or updated document in the CS document repository
· Monitoring and tracking documents for review
· Interfacing with Change Management
Document Management activities must be based on the established process and set of procedures referenced in this document.  They include:
· Adding new controlled documents or changing existing documents.
· Ensuring that documents are regularly reviewed.
The Document Manager has the authority to assign the periodic review of documents as established in the Document Management Policy to the appropriate document owners and to escalate the review in the cases of non-response.
· Document Manager (aka Document Librarian) - Establishes review cycle for documents; notifies document owner that document is to be reviewed; monitors documents for changes outside of the review cycle.
· Document Owner – Reviews document for currency and accuracy of information; abides by Change Management document revision policy; posts or updates document in the CS document repository; obtains the required approvals for the new or changed document.  
· Document Approver – Reviews new or revised document; signs off on document. 
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	The goal of Document Management is to contribute to the mission of the laboratory by providing the highest possible levels of IT Service by:
· Adopting and implementing a structured method to establish, update and communicate controlled documentation.
· To minimize the adverse impact on operational ability of the business due to incidents and problems caused by errors or outdated materials within the IT documentation.

The objectives of Document Management are to:
· Create a standard set of document templates.
· Establish a standard process and set of procedures for creating or updating controlled documents.
· Establish a standard process and set of procedures for tracking and reviewing controlled documents at regular intervals.
· Establish a standard process and set of procedures for communicating information about new or changed documents.





	[bookmark: _Toc231884614][bookmark: _Toc335195257]4.0 Associated Documents

	Document Name
	Description
	Relationship

	Fermilab Document Management Policy
	Policy
	This document

	Fermilab Document Management Process and Procedures
	Process Document
	Detail the process and procedures which are used to manage documents in adherence to  the policy.

	Document Management Process Metrics
	Performance Management Metrics
	 Define metrics needed to track and improve the performance of the process.

	Fermilab Director’s Policy on Document Control, No. 13.000 Rev. 0
	Laboratory Policy
	Defines Fermilab policy on document management.

	Fermilab Change Management Process and Procedures
	Process
	Defines which document changes must undergo Change Management process

	Fermilab Communication and Awareness Plan
	Communication Plan
	Defines how the policy will be communicated to ensure all impacted resources are aware of the policy.
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