Guidelines for creation of KMS Database

1. Identification of various types of documents (Acts, Policies, Guidelines, Office Orders, Notifications, etc.).

2. Categorization and segregation of documents based on their type, uniquely identifying the documents using a standard naming convention.

3. Creation of folders/sub folders based on the categorization.

4. Finalization of Meta Data (Title, Description, Type, Author, Language, Audience, Keywords, etc.)  for each document. This will help in searching for and retrieving the document.

5. Scanning the documents and storing them in the appropriate folders/sub folders.

6. Uploading the scanned documents with the metadata into the KMS database.

7. Storing of physical documents in accordance with the guidelines.

A sample folder structure for the preparation of the KMS database is given below:

1.    [image: C:\Users\HCL\Desktop\MoTextiles\folder_256.png]  Circular
    	 1.1. Internal
         		 1.1.1. Division 1
        		  1.1.2. Division 2
        		  1.1.3.   Division
    	 1.2.   External
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     	 2.2. External

3. [image: C:\Users\HCL\Desktop\MoTextiles\folder_256.png]  Notification
      	3.1. Internal
           		3.1.1. Div 1
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    	 3.2. External
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     	 9.1. Div 1
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     	10.2. Material
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     	 11.3. White Paper
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