CORPORATE INFORMATION POLICY
Sample Format
A corporate information policy is not just about technology and libraries. An information policy is concerned with identifying, delivering, and managing internal and external information resources needed by employees at all levels of the enterprise to perform their jobs as competently and efficiently as possible in order to meet business objectives. An information policy also provides a tool for management to prioritize spending and resources to deliver business-critical information to the enterprise as economically as possible. As more and more companies enter the realm of electronic commerce, the information policy may be extended to cover this area of the business.
Areas typically covered in an information policy include guidelines for: 

· Identification and evaluation of internal content repositories

· Publishing and dissemination of internal documents

· Web site publishing standards

· Archiving & retention of information

· External content acquisition

· Use of external (including Internet) information

· Access levels

· Security and permissioning procedures

· Networks and systems architecture development

· Training requirements.

A sample high-level outline for a corporate information policy could be as simple as:

· Background & Objectives

· Information Needs of the Organization

· Internal information resources and access requirements

· External Information resources and access requirements

· Responsibilities of Teams & Individuals

· Deployment

· Access and Security

· IT Systems

· Assessment & Review

We will look at how each of these sections could be developed. In fact, this is a very time- and labor-intensive undertaking and will require weeks and months of effort that cannot be fully described here. Information policies will be unique to individual organizations, but some common threads will be found in all policies.

Background & Objectives

If an information policy does not already exist, this section would describe the vision and objectives for establishing an information policy for the organization. Background on how information resources have been managed would be included—partly to serve as a milestone for measuring enhancements, and partly to justify changes recommended with this new or updated policy. The scope of this information policy would also be detailed; a staged approach to setting and implementing an information policy may be necessary, depending on the readiness of the organization. If a policy already exists, this paragraph would describe successes and failures of the existing policy and why changes and updates are needed. Discussion of how the information policy is aligned with and supports corporate business objectives is the most important part of this section.

Information Needs of the Organization

It may be necessary to conduct an information audit to gather all the data necessary for this section. The audit would reveal not only what information each business unit needs, but what is currently being used, in what format, and at what cost. The audit could also detect what information is created internally, how it is structured and coded, and how it is being disseminated and shared. Requirements for internal and external information should be stratified at the enterprise, department and job function levels. For global organizations, there may be special requirements for local information resources for specific sites. The extent to which these requirements are being met will be considered, and recommendations should be made for additional resources to be provided.

Once the information requirements for the business units are identified, it is necessary to pinpoint logical internal resources as well as external resources.   A catalog describing the resources, (databases, web sites, internal reports and documentation, multimedia presentations, print publications, etc.) and how the information is gathered, from where and by whom, is an extremely valuable outcome of preparing an information policy. 

Responsibilities of Teams & Individuals

Persons or teams responsible for preparing guidelines or performing specific tasks are identified, and timelines and deliverables are established in this section. Given the magnitude of such a project, it may be necessary to hire persons to create the information policy and oversee implementation. Persons working on this in conjunction with other jobs will need to negotiate relief from some of their other activities. Responsibilities may include establishing guidelines for various aspects of the information policy, identifying the appropriate resources for deployment, evaluating comparable resources, negotiating contracts for purchasing or licensing systems and content, creating internal databases from available data, establishing access rights, and dealing with systems and connectivity issues. 

Deployment

Systems and services covered by the corporate information policy are likely to be deployed as the policy is being developed given the urgency to manage information resources strategically. Because of the complexity of the process from the technology and content points of view, original assumptions may change once policy development is underway. A critical part of the deployment effort is getting buy-in from all areas of the organization. Significant change management issues arise as new systems and procedures are put into place and as legacy systems are retired. Planning will be required for marketing activities to build awareness and sell the value of new information management systems. Training programs to support the new services and systems may also be required.

Assessment & Review 

What standards and metrics will be put in place to evaluate and measure the value of enhanced information systems resulting from the establishment of a corporate information policy? The establishment of these standards and metrics should be part of the information policy. It is important to monitor the level of acceptance of new or different tools and services, and work with users in areas where the acceptance and utilization levels are low. Metrics for establishing value should be based on metrics which resonate with the organization’s management team, e.g., creating shareholder value, reducing cycle time, responding quickly to competition, or demonstrating return on investment. The systematic deployment of information resources throughout the enterprise reduces the chances for unbalanced levels of investments in information services across the organization. Specialized information requirements for specific job functions must still be addressed, and these needs may only be discovered by an ongoing dialog with users. As new requirements are brought to the attention of persons working on the information policy, the process for identification of potential resources starts again, according to the guidelines established in the information policy.
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