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Introduction

The paperless office will happen because the “less-paper” office is already happening!

Organizations should be finding it easier to achieve their paperless office objectives these days because the
“less-paper” office is already the de-facto operational reality. The main reason is that electronic
communications and transactions are clearly outpacing paper-based ones and this trend will continue. This
is readily apparent by the fact that most organizations are being deluged daily by a steady stream of
electronic documents that flow from both internal and external sources. Unfortunately, very few are
prepared to diligently manage this ever-growing burden because when it comes to electronic document
management, a “laissez-faire” attitude often prevails. However, there is hope! By being proactive and
investing a little time, potential problems can be alleviated. A basic solution can be as simple as following
best practices for electronic file management by instituting document management policies for the various
business activities or departments in the organization. Once established, these policies could and should be
followed by all stakeholders either manually or with the help of document management tools.

Electronic document management policies are used to ensure that all electronic files are properly classified
and stored as per the operational requirements of the organization to facilitate fast and precise retrieval.
The proper classification of the applicable electronic files can be easily achieved by categorizing, indexing,
and storing them in designated folders. The most common methods of Indexing are done by naming files
and folders as per established naming rules/conventions, as well as through the use of metadata keywords.

The major challenge in creating a practical document management policy plan is the actual planning of the
folder structures and the folder/ file naming conventions; the other is documenting the policies so that
they can be shared and adopted by all stakeholders. The eXadox™ WIZ document storage and name
planning wizard that is featured in this White Paper is a software tool uniquely positioned to assist
specifically with the planning and documenting of storage and naming policies.

To assist organizations in establishing document management policies for their electronic information
assets, MultiCIM Technologies Inc. has been oroviding free file naming and storage nolicv templates on
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download a free 10-day trial version or purchase the tool for a nominal fee.

The purpose of this white paper is to sensitize productivity-driven leaders about the importance of
instituting document management policies as an operational necessity; and provide some basic direction in
the planning and documenting of filing policies. Although the policy planning and documenting process will
be discussed on a general level, the main purpose is to illustrate how the eXadox™ WIZ document
management planning tool can be used to simplify these tasks. References will also be made to how the
eXadox DT document management tool can be used to automate the adherence to these policies.
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