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	This is a controlled document.

	Description
	This document establishes the IT Service Management (ITSM) Document Management policy for Fermilab Computing

	Purpose
	Ensures 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to minimize the adverse impact on operational ability of the business due to incidents and problems caused by errors or outdated materials within the IT documentation.  

	Applicable to
	All managed documents under control of Service Management.

	Supersedes
	N/A

	Document Owner
	Marcia Teckenbrock

	Owner Org
	Computing

	Effective Date
	09-03-2010
	Revision Date
	05/13/2020
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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 Computing service by:
· Adopting and implementing a structured method to establish, update and communicate about managed documentation, which consists of both controlled and tracked documents.
· Minimizing the adverse impact on the operational ability of the business due to incidents and problems caused by errors or outdated information within the managed documentation.

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




	[bookmark: _Toc429749759]Scope

	The scope of this policy applies to documents (i.e., managed documents) overseen by  Service Management. 
Records are governed by the Fermilab Records Management Policy (http://www.fnal.gov/directorate/Directors_Policy/records_management.shtml). No Service Management documents are considered records.
The Document Management process and procedures are applied to all other elements of Service Management including:
· Managed Process documents 
· Managed Service documents
· Any document that may impact Computing’s ability to deliver agreed-to services 
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	All managed documents (i.e., those that may impact Computing’s ability to deliver agreed-upon services), are to be either controlled or tracked.
· The Service Management System Plan governs which documents are managed and which among these must be controlled or tracked.
· The Change Management process must be followed for all new and changed controlled documents unless the change is editorial in nature and does not materially affect work or decisions.  
· Tracked documents will be cataloged and reviewed on an annual basis, but are not subject to the Change Management policy, process or procedures.
· Controlled documents that are determined to be obsolete should be clearly identified as such in the document repository or shall be removed from the document repository. A change is required for either of these actions.
· 

Document Management shall be performed in accordance with established Document Management process and procedures, which must cover: 
· Rules for adding a new or updated document or a link to the new or updated document in the Computing document repository, currently DocDB
· 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 managed documents or changing existing controlled documents
· Ensuring that controlled documents are regularly reviewed
The Document Manager has the authority to assign the periodic review of documents as established in this policy to the appropriate document owners and to escalate the review in the case of non-response.
· Document Manager 
· Establishes review cycle for documents
· Notifies document owner that controlled document is to be reviewed
· Monitors documents for changes outside of the policy and outside of review cycle
· Approves final controlled document and posts document or link to document in document repository.
· Service Owner 
· Carefully reviews and updates document (controlled or tracked) for currency and accuracy of information 
· For controlled documents, updates Word document with changes tracked and submits a Change record to Service Level Manager.
· For tracked documents, posts document or link to document in document repository.
· Service Level Manager 
· For controlled documents, receives change and reviews
· For controlled documents, consults internally with Service Management team and with the Service Owner; submits tasks if needed; submits document to Document Manager.

The Document Management retention period is five (5) years. 
The Change Management process must be followed for all new and changed controlled documents unless the change is editorial in nature and does not materially affect work or decisions.  





	[bookmark: _Toc429749761]Communication

	Document Management has the ability to set process-specific meetings on an as-needed basis, along with necessary meetings with other Processes. In addition, Document Management may communicate to Process Owners and Service Providers as needed.
Often, a document change is the result of a new or changed service or a major process change. As per the Service Level Management process and Change Management process, communication plans are required for these changes. Therefore, a document change, in and of itself, may not require its own communication.
The Service Desk tool will be used to request regular review of controlled documents.
The Document Manager will provide routine status updates to interested parties as appropriate.
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	Document Name
	Description
	Relationship

	Fermilab Document Management Policy
	Policy (CS-DocDB-4063)
	This document

	Fermilab Document Management Process and Procedures
	Process Document (CS-DocDB-4063)
	Detail the process and procedures which are used to manage documents in adherence to the policy.

	Fermilab Change Management Process and Procedures
	Change Management Process associated with new or changed documents
	Defines Change Management process

	Service Level Management Process and Procedures
	Process associated with new or changing service
	

	Service Management System Plan

	
	Governs which documents are managed and which among these must be controlled or tracked

	List of controlled and tracked documents
	Schedule of document review
	Supporting documentation

	Fermilab records management policy
	Policy
	http://www.fnal.gov/directorate/Directors_Policy/records_management.shtml
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