=B

@51l oron)ldeoly
EVERYONE'S SMART UNIVERSITY

Everyone’s Smart University

Project (Spring 2021)

Student Name

Mohammed Ahmed Alghamdi

AUl s

Students I.D

2021203393

alall B8 )l

Advanced project Management

Instructions:

Bl 4 deludl pled 3 2021-05-828 (el pg2 90 eabul] de go 45
Aoyl AL dnaladl Olllaganll 0555 O Blelpe an duyadl &3 o LYl UL d>-lin 412

(ST Olitie (ST s () Ansladd] Z3ga3 PN ao pdf - Cale diuo (3 89 Rimedl o o

Gl ddybo cliterature Review dalw dule clulys cdintroduction dedie) duws ! Gl (ol.u..”ei dlelyo Cazo

wla=ls Jla 08 Olg . References gyl 14319 ¢ Results and Discussion 4adllly zbullc Methodology
(Ledls] o2 Appendices

i WS d>90 Theme o plAY oo

1.5 line spacing yawd! ¢y délusll

.12 sl >
Arial lasdl £45
Sl lasdl g




Laila (Documentary Show on TV)

Project Records Management,

1- Introduction:

Advanced Project Management is a controlled approach to managing projects. Part of
that control involves preparing detailed documentation relating to the planning,
monitoring, ongoing management, and closure of a project. The ISO 15489-1: 2001
defines it as the field of management responsible for the efficient and systematic control
of the creation, receipt, maintenance, use, and disposition of records, including the
processes for capturing and maintaining evidence of and information about business

activities and transactions in the form of records. (1)

It can be challenging to determine how to appropriately and effectively classify these
records using a functional business classification scheme. A functional business
classification scheme divides records into categories based on functions, activities, and

transactions.

In my case study, we have a lot of documents that we must preserve, in addition to the
fact that the work is historical and deserves to be documented, but the owner also
wants this item to be documented in his records so that it remains a witness to the

Saudi heritage.

The project is a TV documentary program that travels around the Kingdom of Saudi

Arabia and focuses on people’s connection to their lands.



1.1- Records Importance for the project successful

Documenting this project remains the most important point for its success, despite the
presence of simple paper transactions at the beginning of the project, which we still
keep, but we can say that 99% of the project documentation plan is electronic until now

and we are in the closing phase.

Without documenting the project, the project will be useless. Many of the great works

did not become popular until many years after their inception.
1.2- Research goal

The goal of the research is to convey to the recipient a general picture of the nature of
the documentation work in this project and how we will reach 100% digital

documentation (paperless).

2- Literature Review:

Many studies have dealt with the subject of documentation in projects. We will review
two previous studies that talked about how to document.

2.1 Records management and information processing on construction sites using digital
pen and paper. ‘2’

The communication and information/records management process in the construction

the industry is still heavily biased towards traditional methods of paper transfer and

although the use and awareness of IT has increased over the past decade many

construction site records management processes are still lacking in quality and prone

to errors. The use of IT within all facets of industry is now taken for granted as the awareness of
its benefits increases. However, the exception to this general rule may be

the construction industry, where many of the professionals still insist on using

traditional communication methods to collect and transfer a wealth of general and

project information. The issue and collection of information and records on

a construction project is a process still centered on the use of pens and paper.



2.2 Study on Implementation of Electronic Records Management System in Yogyakarta

City Government Office.’3’

“ In line with the development of information and communication technology, as well as the
development of various types of work and the type of file is generated, then the electronic
records management becomes a necessity for an institution. Electronic records management
has some advantages that lead to the achievement of the effectiveness and efficiency of
records. Management of electronic records can save storage space, simplify

and accelerate the recovery of the records, as well as improving the security records.”
2.3 Literature Review Conclusion:

| wanted from reviewing these previous studies to clarify the two most common methods
of documentation, which are paper-based and digital, and in this case study, we want to

reach 100% digital use in documentation.
3.0 Methodology

It was agreed between the work team and the funder (TV Channel) that a methodology

for preserving the project documents will be implemented according to the following:
1- Create Project Files:
There are five common requirements to project file creation:

e Prompt. Afile is to be created as early and quickly as possible.

e Simple. File content should have a structure that is as simple as possible.

e Separate. Every file is a single and separate record; two or more files can’t be
combined; if there’s a need to combine the content of several files, a new file
should be created.

e Up-to-date. When a project file is updated, a versioning number, as well as
the date revised, should be added to the file header.

e Confidential. A file should be maintained with complete confidentiality; only

authorized personnel can access the file and its content.



2- File project documents:

Here list of the documents and data we use and file it as a digital copy to the project

files:

e Official mail and email correspondence, including letters, attachments,
pictures

e Papers if project meetings

e Project request, proposal, brief.

e Stakeholder contact details

e Change and variance requests

e Project diary

e Issue logs/risk logs/decisions made

e Status reports and summaries

e Procurement papers

e Team guidelines, instructions, notes, etc.

e Handover/closure documents

3- Archive and Destroy Project Records:

we can keep all of our files forever. As a digital copy, we will do that, the only thing

we are going to destroy will be the paper after we made a scan for all that sheets.

4.0 Results:

We are in the last stages of the project, so far we have reached 100 percent of not
using paper and documenting the project, we have many hard disks to save and
document all documents after the final montage by the competent team and send them
to the channel to be displayed at exactly six in the evening, and after each end A
working day, the person in charge of documenting the program saves the produced
episode on 3 different hard disks for documentation to the work team. | do not know the

documentation mechanism in the channel, but | am sure that they deal with the subject



with a higher letter than our modest attempts. Today is 29-Apr-2021 and we presented
15 episodes in Ramadan, and the montage is still in full swing to produce the rest of the

episodes.

5.0 Resources:
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3- https://www.researchgate.net/publication/316677521
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