Document Categorization System
Scope:

This procedure describes the system for categorizing documents within the section’s document management and control system, maintained on the Indianapolis ASQ web site.

Responsibilities:

This system is controlled by the Section Chair.

Document Categories

A “taxonomy” is, by definition, a classification into ordered categories. This Document Categorization System allows the creation of multiple, separate, taxonomies by which documents will be classified.

This system provides for documents to be classified according to three taxonomies: document type (DocType), to describe the function of the document; department, to specify who within the organization is responsible for the maintenance of the document, and for records or other documents for which it is appropriate, year.

Taxonomies can be either flat or hierarchical (having multiple levels).

The departments taxonomy is flat and consists of each of the officers and chairs making up the SLC
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The document type taxonomy is hierarchical and is structured as follows:

At the top level, documents may be classified as “controlled” or “general” (for documents that may be created or changed without specific authority)

Controlled documents are further classified by the tiered structure commonly used by ISO 9000 implementations
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Records are further subdivided into

   SLC Meeting Minutes

   Annual Business Plan (formerly Section Management Plan)

   Annual Budget Plan

   Audit Reports

   Treasurer’s Reports

   1099 Forms

   Attendance

   Other (to provide a category for records that don’t fit any of the others)
The “general” documents category is for documents that merit publication or archival storage and retrieval but do not require formal control. The “general” category will initially include:

   Metrics

   Presentations

   Training Schedules

   Officeholders (e.g. slates of officers and chairs)
   Reference

   Other

These categories will be expanded as needed. It may also be desirable to include subcategories within the uncontrolled category as well to facilitate access.

The taxonomy for years must recognize the fact that in the past, the fiscal year was July through June, but will change to January through December in 2014. There will be a transitional period from July through December 2013. Therefore, the taxonomy for years will initially be:
2011-2012
2012-2013
2013

2014

…

Note that within the system of taxonomies supported by the WCK Custom Taxonomy Generator plugin for Wordpress, both the Department and Year taxonomies must be configured as hierarchical, even though they are actually flat. This prevents assigning a multiple values to a single document.
