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Unit T/506/1901; Principles of Business Document Production and Information Management
Activity 2 – Understand the distribution of business documents (AC 2.1, 2.2)
As part of your role you may be required to store and distribute documents so it is important you understand the procedures to follow when doing this. Complete the activities below about the storage and distribution of business documents

1. Complete the table below with the requirements of legislation on document storage and distribution.

	Aspect of legislation
	Storage requirements
	Distribution requirements

	Security
	
	


	Data Protection
	
	


	Copyright
	
	


	Intellectual property
	
	





2. In the table below, identify the distribution channels for business documents and the key features of each.

	Document distribution channel
	Key features
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