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Unit T/506/1901: Principles of Business Document Production and Information Management
Level: 2
Credit Value: 3
Guided Learning Hours: 21
Unit Brief
In a business environment, the production of documents and the managing of information are crucial skills. Most administrative roles require the job holder to produce documents in a variety of formats, usually using information communication technology to do so. Knowing how to store and distribute documents, and understanding how the management of information contributes to the efficient running of a business is vital. An important part of these functions is to know the requirements regarding data protection, copyright, intellectual property and the security of data. 
In this unit you will learn how to prepare different types of business documents using different types of information communication technology. You will understand the regulatory requirements for producing, storing and distributing documents. You will also learn about the requirements for storing and distributing documents and how information is managed in business organisations.
This session is designed to cover the following learning aims:
	You will:
	You can:

	1. Understand how to prepare business documents
	1.1 Describe different types of business documents that may be produced and the format to be followed for each

	
	1.2 Explain the use of different types of information communication technology (ICT) for document production

	
	1.3 Explain the reasons for agreeing the use, content, layout, quality standards and deadlines for document production

	
	1.4 Explain the importance of document version control and authorisation

	
	1.5 Explain how the requirements of security, data protection, copyright and intellectual property legislation may affect the production of business documents

	
	1.6 Explain how to check the accuracy of business documents

	2. Understand the distribution of business documents
	2.1 Explain how the requirements of security, data protection, copyright and intellectual property legislation may affect the distribution and storage of business documents

	
	2.2 Describe different types of distribution channels

	3. Understand how information is managed in business organisations
	3.1 Describe the types of information found in business organisations

	
	3.2 Explain the need for safe storage and efficient retrieval of information

	
	3.3 Describe the features of different types of systems used for storage and retrieval of information

	
	3.4 Describe the legal requirements for storing business information
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