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	Document Management Process

	[Describe the process used to manage documents for the project:
1. Where will the documents be stored (i.e., a collaboration site)?
a. Is there a hierarchical structure involved 
2. Will there be version control?
3. Who will review the documents?
4. Is there a change control process involved (review & sign-off)?
5. What will happen to the documents when the project is closed?]






	Roles and Responsibilities

	[List the roles and responsibilities as they relate to the Document Management process.]

	Roles
	Responsibility

	Librarian - Name
	[Responsible for upkeep of documents]

	Sponsor – Name
	[Make key decisions about project]

	Project Manager – Name
	[Oversee the project]

	Business Lead - Name
	[Provide business expertise]

	Technical Lead - Name
	[Provide technical expertise]

	Legal Lead - Name
	[Provide legal expertise]
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