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Project Management Pack is an extensive library of material used to help manage 
your projects from start to finish. Project Management Pack also includes the 
Records Management Toolkit for developing a detailed records management 
program. 
 
Project Management Pack is part of the Proposal Kit Professional Bundle. 

http://www.proposalkit.com/htm/business-proposal-kit-professional.htm
http://www.proposalkit.com/htm/business-proposal-kit-professional.htm


Records Program Metadata 
 
The metadata for the records program may come from multiple sources, and the metadata model should be developed with 
the intent for application development of an electronic content management system.  Sources for the metadata may be 
found on the record, inherited, external sources and databases, or the metadata may be generated automatically when 
capturing the record for archival purposes.   
 

Metadata Model  
Records Type Metadata Attributes  Field Length  

(Characters) 
Data source  Drop-down List  

Taxonomy 
Classification   

     Functional Level 
(i.e., Finance) 

Document 
Title 

Number/Character  250 Metadata within 
the record 

N/A 

 Document 
Type 

Character  250 Manual data entry 
from drop-down 
list 

Accounts Payable 
Accounts Receivable  
Budget Management  
Charitable Contributions 
Company's Minute Book 
General Accounting 
Reports and Tax Records 
General Banking Records 
Lists, Registers and Logs 
Procurement 

 Author Character  250 Metadata 
generated 
automatically 
during capture of 
the record 

N/A 

 
 
The rest of the content has been removed from this sample. The 
entire contents of the document are included in: 

 
 Proposal Kit Professional 

 

http://www.proposalkit.com/htm/business-proposal-kit-professional.htm
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This sample has been truncated to only show a portion of 
the content.  The complete editable version of this 
document is included in Proposal Kit Professional at: 
 
http://www.proposalkit.com/htm/proposal-software-products.htm 
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