xxxxxX Editorial Guide

Information, Records, Documents

Information is the all-encompassing term and includes both structured and unstructured
records—corporate and transitory— and published material. Avoid using the term “information”
in a way that puts it on the same level as one of its components.

Replace this with one of these
Information and records ..........cooeveeieeiiieeieiivieeeeeene, Records and other information
................................................................................ Records and published materials
................................................................................ Information

Records are a subset of information and are defined in the Bank’s IM Policy. A determination
that something is a record results in the obligation to comply with the Records Management
Guidelines. Avoid using the term loosely. Records include documents, messages and structured
data.

Documents are one kind of container for unstructured information. Other kinds are e-mail or
SMS messages, wikis, and videos). The term “document” is appropriate to describe the output
of most MS-Office programs, and includes text documents, spreadsheets, images, project plans
and presentation decks.

Replace this with one of these

Documents and reCords ...........eeeeeeeeeeeieevieiiieneeenes Records and other information
................................................................................ Documents and other records

Files

Files is a particularly confusing term.

As a noun, restrict the use of the word file to mean a business file, being an aggregation or
collection of information all related to the same matter. So, for example, we’re working on a
single matter with the Jones Corp., so we have one Jones File that contains many documents.
Those documents can be physically or electronically found in three separate folders. The
sentence “This folder contains three files” means that three separate matters are all found inside
the same place.

In the electronic world a “file” may represent a document, but it may also be a data file, a
shippet of code or a software program. If you mean to refer to “computer files,” then use that
term in full.

Replace this with one of these



Files on the shared drive..........cccovvviiieeiiiiveeeeeene, Documents on the shared drive
Computer files on the shared drive

Electronic files and folders .........ccooovvevvieiiiivieeeeennnn. Electronic documents and folders

As a verb, to “file” a document is often used to mean both “to classify it” and at the same time
“to place it in a storage location” (although even in the paper world there are ways to file
documents without reference to a classification system). When the context is not clear, replace
the word “file” with “classify” or “store,” depending on your meaning.

Replace this with one of these

File the document in the Jones folder .................... Store the document in the Jones folder
Place the document in the Jones folder
Keep the document in the Jones folder

File the document under “policy” .........cccccovviuvrnneen. Classify the document under “policy”
Classify the document as “policy”
Use “policy” as the document classification

File the information for later use...........cccooeevvieeeeen. Store or keep the information for later use
Put the information in a safe location

Personal vs. Non-business

Personal information is information of a private nature about an individual, and is specifically
defined under the Privacy Act. Non-business information is information unrelated to the work
of the Bank. Avoid confusing the two terms.

Replace this with one of these

Employees’ personal (or private) files.................... Employees’ non-business documents
Employees’ own documents
Non-business documents

YOUN flES .. The files (or documents) you work on
................................................................................ The files in your care

The files under your control

The files you are responsible for

Electronic mail

E-mail is a shortened form of “electronic mail,” and can be used whenever the full form can be
used. It can also be used as a verb meaning “to send a message by electronic mail.” Avoid
using the word e-mail alone as a synonym for message, mailbox, e-mail address or MS-
Outlook.



Replace this with one of these

She sentme an e-mail .........cceeeeiiiiiiiis She sent me a message
................................................................................ She sent me an e-mail message
................................................................................ She sent me some e-malil

Use my office e-mail to contact me...............c...... Use my office e-mail address to contact me
Save this e-mail into SharePoint..........ccccccceeevennns Save this message into SharePoint

................................................................................ Save this e-mail message into SharePoint
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