
Commercial in confidence 
Computer Mediated Communication - Document Management V10.docx  i 

To add a new picture to the front cover, follow Process 1 OR Process 2 below :

Process 1

(1) Right click on this box and select ‘Change Picture’.  

(2) Locate new image (image will need to be saved on system somewhere) and select ‘Insert’ 

(3) Resize image to fit space. (Picture should sit behind white bar at top & bottom of this box.)

OR

Process 2

(1) Delete this box and select ‘Picture’ from the ‘Insert’ ribbon.

(2) Locate new image (image will need to be saved on system somewhere) and select ‘Insert’ 

(3) Depending on your default insert settings you may need to change one or both of the following (you must have 
image selected)

(a) Change picture wrapping to ‘Behind Text’ – either via right click on your mouse or the Picture Tools ribbon, 
under the ‘Wrap Text’ menu.

(b) Select ‘Send to Back’ either via right click on your mouse or the Picture Tools Ribbon

(4) Resize image to fit space. (Picture should sit behind white bar at top & bottom of this box when the previous 2 steps 
are followed.)

TIP ON IMAGE QUALITY

Wherever possible, images should fill this space without having to stretch or enlarge them beyond their original size as this 
can cause pixilation & blurring.  To check this you simply insert the image into Word, right click with your mouse and select 
‘Size and Position’.  Then look under the ‘Scale’ heading to check that the Height and Width are no greater than 100%. 
Also try to keep the Height & Width the same percentage – especially with the E&P logo or images with people in them.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Martina Redmond - D13123992 

Computer Mediated Communication                    
Document Management - TRIM 

 

 

 

 

College of Engineering and the Built Environment 

Department of Construction Economics  

Post Graduate Diploma in Construction Informatics 

Course Code: CE6014 

Lecturer: Dr. Matevz Dolenc  



Computer Mediated Communication - Document Management V10.docx 

Table of Contents  

1 Background ............................................................................. 3 

2 Gap Analysis – Maturity Assessment .................................... 5 

2.1 Business Benefits of TRIM 7 

3 TRIM ......................................................................................... 9 

3.1 What will TRIM Achieve? 9 

3.2 What should be captured in TRIM? 9 

3.3 What is captured in TRIM: 9 

3.4 Then create a record that shows: 10 

3.5 Records can be: 10 

4 Project Control Branch: NDRRA and Council/Agency 
Filing Structures .................................................................... 12 

4.1 NDRRA Submission Folders 12 

4.2 Council/Agency Enquiries and Advice Folders 12 

4.3 Saved Searches 13 

5 NDRRA Submission Folders - breakdown of the five 
phases: .................................................................................. 14 

5.1 Application Grouping Folder: 14 

5.2 Assessment Grouping Folder: 17 

5.3 Approval Grouping Folder: 18 

5.4 Monitoring & Reporting Grouping Folder: 18 

5.5 Finalisation Grouping Folder: 19 

6 Conclusion ............................................................................ 21 

 

Figure 1 Maturity Assessment by Key Area - Sample ....................................................................... 7 

Figure 2 Grouping Folder ................................................................................................................. 12 

Figure 3 Advice Folder ..................................................................................................................... 12 

Figure 4 Saved Searches ................................................................................................................. 13 

Figure 5 Submission Folder ............................................................................................................. 14 

Figure 6 Application Folder .............................................................................................................. 16 

Figure 7 Sample Document Titles .................................................................................................... 17 

Figure 8 Tracking Folder - Variations / Scope ................................................................................. 18 

Figure 9 Briefing Note Samples ....................................................................................................... 18 

Figure 10 Monitoring and Reporting Grouping Folder ..................................................................... 19 

Figure 11 Finalisation Grouping Folder ............................................................................................ 19 

Figure 12  Council / Agencies Enquiries and Advice Folder ............................................................ 19 

Figure 13 Progress Reporting Folder ............................................................................................... 20 



Computer Mediated Communication - Document Management V10.docx 

Figure 14 Quarterly Review Folder .................................................................................................. 20 

Figure 15 before & After - Management of NDRRA Submissions ................................................... 21 

 

 

List of Appendices 
Appendix A References: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Computer Mediated Communication - Document Management V10.docx 

1 Background  

In December – February 2010 – 2011 Queensland, Australia seen the worst floods 

recorded in its history. The floods forced the evacuation of thousands of people 

from towns and cities. At least 70 towns and over 200,000 people were affected 73 

Councils / Shires were activated as a disaster zone which is over three-quarters of 

the state of Queensland. Damage initially was estimated at around Aus$1 billion 

before it was raised to $2.38 billion.  

 Between November 2010 and April 2011, Queensland was struck by a series of 

natural disasters. Extensive flooding caused by periods of extremely heavy rainfall, 

destruction caused by a number of storm cells including Cyclones Tasha, Anthony 

and Severe Tropical Cyclone Yasi, and subsequent monsoonal flooding including 

in the Maranoa, have resulted in all Queenslander being declared as disaster 

affected. 

In response to the disaster events, the Queensland Government established the 

Queensland Reconstruction Authority (the Authority) under the Queensland 

Reconstruction Act 2011. The Authority’s mission is to reconnect, rebuild and 

improve Queensland communities and its economy. 

The Authority’s role has also been extended to cover historical and continuing 

disaster events in Queensland. 

The activities of the Authority are guided by a comprehensive and integrated plan 

– Operation Queenslander – The State Community, Economic and Environmental 

Recovery and Reconstruction Plan 2011-2013. 

1.     Establishing the Queensland Reconstruction Authority to coordinate and 

manage the rebuilding and recovery of affected communities, including the repair 

and rebuilding of community infrastructure and other property; and 

2.     Establishing the Queensland Reconstruction Board to oversee the operations 

of the authority; and 
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3.     Providing for the following to facilitate flood mitigation for affected 

communities, or the protection, rebuilding and recovery of affected communities 

4.     The declaration of declared projects and reconstruction areas; 

5.     The making of development schemes for declared projects and 

reconstruction areas. 

Three-quarters of the state of Queensland was declared a disaster zone. 

Communities along the Fitzroy and Burnett Rivers were particularly hard hit, while 

the Condamine, Ballone and Mary Rivers recorded substantial flooding. An 

unexpected flash flood caused by a thunder storm raced through Toowoomba's 

central business district. Water from the same storm devastated communities in 

the Lockyer Valley. A few days later thousands of houses in Ipswich and Brisbane 

were inundated as the Brisbane River rose and Wivenhoe Dam used a 

considerable proportion of its flood mitigation capacity. Volunteers were quick to 

offer assistance and sympathy was expressed from afar. A large mobilization of 

the Australian Defense Force was activated and a relief fund created. The head of 

the recovery taskforce was Major General Michael Slater. The Queensland 

Reconstruction Authority was formed to co-ordinate the rebuilding program beyond 

the initial taskforce and a Commission of Inquiry established to investigate all 

matters related to the floods. 
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2 Gap Analysis – Maturity Assessment 

 

It is essential for the Queensland Government to carry out internal assessments 

and audits of the internal document control systems of each of the organization to 

ensure they are of a regulatory standard. In place is an internal assessment to 

determine the level of maturity of not only the internal processes and procedures, 

but of the knowledge based level of Maturity of the staff.   

The initial assessment of the levels of maturity within the Authority, was measured 

using the Queensland State Archives – Recordkeeping Maturity Model – Levels of 

Maturity, by utilizing this tool, the Authority was able to establish where its current 

practice is in relation to document control and sharing and where the Authority 

need to be with a measurable outcome of targets –v- time 

  

Level 1:  Ad Hoc – The Organisation has no systematic or formal approaches to 

recordkeeping. Processes and practices are fragmented or non-existent. Any 

pockets of maturity that the organisation has are based on experience and 

initiatives of individuals. 

Level 2: Repeatable – The Organisation has limited enterprise-wide recordkeeping 

processes. Basic management controls and disciplines are in place; however 

policies and practices are not applied consistently. 

Level 3: Defined – The Organisation has a significant degree of recordkeeping 

maturity. Enterprise awareness, policies, procedures and processes exist and are 

used consistently across the Organization 

Level 4: Managed – The Organisation manages records and recordkeeping 

processes consistently and comprehensively across the organisation. Processes 

and practices are routinely measured to ensure delivery of desired results. 

Level 5: Optimized - Organisation considers records and recordkeeping to be an 

asset that underpins all business processes. Recordkeeping processes and 
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practices are regularly measured and monitored and the results are analysed and 

used for continuous improvement. 

The determinations of the Overall Maturity Assessment should adhere to the 

Principles set out in the IS40: Recordkeeping, this document provided by the 

Queensland Government is to set a precedence of data capture and control 

across the State; however these are guideline and each Document and record 

management system is set up to suit the functionality of the task in hand.  

Principle 1: Public authority recordkeeping must be compliant and accountable. 

Principle 2: Recordkeeping must be monitored and audited for compliance. 

Principle 3: Recordkeeping activity must be assigned and implemented. 

Principle 4: Recordkeeping must be managed. 

Principle 5: Recordkeeping must be reliable and secure. 

Principle 6: Recordkeeping must be systematic and comprehensive. 

Principle 7: Full and accurate records must be made and kept as long as they are 

required for business, legislative, accountability and cultural purposes. 
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Furthermore, the analysis is broken down into “Key Areas” to Information Standard 

40: Recordkeeping - Maturity Assessment by Key Areas Figure 1

 

Figure 1 Maturity Assessment by Key Area - Sample 

 

2.1 Business Benefits of TRIM 

The benefits of the TRIM electronic documents and records management system 

within the Reconstruction Authority include: 

- Systematic management of previously unstructured information 

- Version Control through the use of Revisions 

- Email Management through integration 

- Organisational focus replaces personal ownership and restricted 

accessibility 

- Corporate consistency in capture and retrieval 

- Provides for individual/personalised approaches (Favourites) 

- Accuracy and completeness of searching and reporting 
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- Reduced risk of deletion/loss of information 

- Security may be configured to ensure evidential integrity (individual access 

and permissions) 

- Audit Log captures the complete evolution of every item 

- Full or passive integration with Microsoft suite and other software and 

systems (including GMRS and the DEKHO spatial data system) 

- Client Management capabilities 

- Reduce duplication of information and resource effort/costs 

- Replacement for existing registers and databases (correspondence 

management, data spread sheets) 

- A single source of truth (single record can be alternatively contained) 

- Consistency in decision making through accessibility of precedents 

- Facilitation of compliance with legislative obligations and standards. 
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3 TRIM  

 

TRIM is QRA’s electronic Document and Records Management System (eDRMS). 

TRIM enables the capture and management of all electronic and physical 

documents and records in a single system. 

Ultimately it can provide centralised storage and management of information that 

was previously spread out across e-mail accounts, network drives, desktops, 

personal drives and other devices.  

3.1 What will TRIM Achieve? 

- Enhance corporate memory; 

- Enable information sharing; 

- Facilitate organisational learning; 

- Provide efficient methods for searching, identifying, accessing records of 

business activity and decisions; 

- save and manage the evolution (revisions) of documents; 

- and secure documents where necessary 

3.2 What should be captured in TRIM? 

 

A public record is any form of recorded information, both received and created, 

that provides evidence of the decisions and actions of a public authority while 

undertaking its business activities. 

3.3 What is captured in TRIM: 

- Make a decision 

- Act on an order or request 
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- Investigate an issue 

- Provide advice 

- Assemble information 

- Conduct business 

3.4 Then create a record that shows: 

- When it took place 

- Who was involved 

- How it happened —whether it happened through face to face contact, 

email, in writing, 

- Telephone conversations or meetings 

- What happened 

- What advice or instruction was given 

- What decision was made 

- What approval was given 

- The order of events and/or decisions. 

3.5 Records can be: 

- Agenda, meeting papers and minutes 

- Draft documents containing significant changes or submitted for approval or 

comment by others 

- Correspondence 

- File notes 

- Work related email documenting actions or decisions 
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- Data within databases or information systems that document business 

processes or actions 

- Records generated from a project or policy initiative. 
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4 Project Control Branch: NDRRA and 
Council/Agency Filing Structures 

Purpose: To provide an explanation of the two structures created to support 

Project Control Branch in the capture and management of documents in TRIM in a 

consistent manner. The accuracy, effectiveness and efficiency of searching are 

reliant on the integrity of data entry. 

4.1 NDRRA Submission Folders 

The below structure has been established in TRIM for every individual NDRRA 

Funding Submission. The Grouping Folders have been created to effectively 

manage the five phases of a submission from commencement to completion, and 

to enable fast and efficient identification of all documentation: 

 

Figure 2 Grouping Folder 

4.2 Council/Agency Enquiries and Advice Folders 

The below structure has been established in TRIM for every individual 

Council/Agency. The Grouping Folders have been created to effectively capture 

and manage documents/information pertaining to an individual Council/Agency 

that is not NDRRA Submission specific. 

 

Figure 3 Advice Folder 
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4.3 Saved Searches 

The below searches have been set up to aid all PCB staff to access the relevant 

folders and Information/documentation pertaining to the functions and activities 

undertaken in the delivery of the Authority’s NDRRA program: 

 

Figure 4 Saved Searches 
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5 NDRRA Submission Folders - breakdown of 
the five phases: 

 

Figure 5 Submission Folder 

5.1 Application Grouping Folder:   

Contains all information submitted by Council/Agency. The following screen shot 

provides examples of the documents likely to be submitted along with the standard 

titling to be used: The information captured on site by Council of the damaged 

infrastructure may be selected through various avenues and there will be external 

influences that shape the data capture when creating a Submission  

 Submission can be determined by the following factors: 

  

- The geographical location of an asset or multiple assets 

- Level of damage (Some project are stand-alone due to the level of works 

involved, some of the assets have had catastrophic damage resulting in a 

one off project)  

- Types of works (Sealed & Unsealed)  

- If there are contractors on site working on an asset and it is re-damaged 

as a direct result of an activated event.  

- Level of serviceability of the asset, also the social and economic 

implications of the asset.   
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All of the above should flow through into their Procurement strategy, Council is 

responsible for this, and however we can assist the process through the creation 

and prioritisation of submissions. Also the data captured on the ground is 

transferable into the schedule and or a bill of quantities.  

  

The Authority has a series of standard application Form, this allows the Authority 

to keep consistency across all of the 73 Councils. The official forms range from 1 – 

12, however at the data capture stage a Form 4 contains the most information.  

  

Data input into a Form 4 

 -       Start Chainage / Finish Chainage (The start to finished chainage indicates 

the location of the damage on the asset it also gives validation to the distance) 

-       X&Y Co-ordinance (This is required through the GIS system, this data is 

recorded internally with the Authority for flood mapping)  

-       Distance (The distance reflects the length of damage on the road, this is 

validates the start and finish chainage) 

-       Road width (Council validate the widths of the road through an asset register) 

-       Photo Reference (A minimum of 3 photo’s per 100m of damage stamped, 

date, time, X&Y Co-ordinance)  

-       Asset Description / Service Level (Council validate the Asset Service level of 

the road through an asset register) 

-       Cause of Damage  

-       Description of asset damage  

-       Proposed treatment (There may be multiple proposed treatment to restore 

the damaged asset to its original serviceability, this can also see the data input 

grow rapidly) 
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-       Quantity (These are validated through the areas provided – length x width) 

-       Unit (The unit is self-generated from the selection of the proposed treatment) 

-       Rate (The rate is self-generated from the selection of the proposed 

treatment) 

-       Total (The total is self-generated) 

To get an appreciation of the level and volume of information that is required within 

a submission, Council have to provide data in the above list for all of the damage 

recorded on each asset. The data inputting at such a micro level results in an 

exponential growth of information within a single submission. Councils submit 

multiple submissions per single event; this may reflect their procurement strategy 

or program of works.  

The Authority provides a drop box which is linked through the website, due to the 

volume of data within a submission and the size of the file containing photographic 

evidence pertaining to the submission, this process is time consuming, however 

the preferred method of transfer is through the post: Large packs containing both 

hard and soft copies of the application are required. Note: Signatures on the 

application are to be provided for legal and accountability purposes.   

 As the assessment of the submission are from a desk top, it is imperative that the 

information provided to the Authority is clear, concise and with all relevant 

supporting information, in order for the funding to be approved the submission is 

placed under scrutiny at various levels of the Authority, the more information 

provided will accelerate the assessment of the submission through the approval 

process

 

Figure 6 Application Folder 
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5.2 Assessment Grouping Folder:   

This folder contains all documentation pertaining to the initial assessment of the 

submission from Council/Agency. There are various level of assessment and 

scrutiny carried out on the applications  submitted by the Councils, these are 

carried out by a Compliance department, this is the initial assessment or “triage” 

assessment to ensure the application of works required are in fact eligible for 

funding through the State and Federal Government. This initial assessment in vital 

in collating all of the necessary documentation required to carry out the other 

processes following.    

Any email / correspondence to and from any Councils and Agencies, worksheets, 

photographs and supplementary information etc. are contained with the 

assessment file; this file should contain the latest of any revision. One of the key 

processes carried out in the Authority is the Value for Money, this is when a 

determination is made on the scope of works and the costs associated with the 

proposal. The Value for Money assessment is only carried out on works that have 

been made eligible by the Compliance, so it is imperative that all of the worksheets 

pertained within the Assessment Grouping folder at of the latest revision. Trim 

enable the user to check the document out into an off line record file, by doing so 

no other used can make any changes to this document, which alleviate the need 

for constant document revision and renaming.  It is also give a history of changes 

made from the initial loading into the system, TRIM give accountability and 

ownership if things are to go wrong.    

The following screen shot provides examples of documents likely to be created 

along with the standard titling to be used: 

 

Figure 7 Sample Document Titles 
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5.3 Approval Grouping Folder:  

This folder contains all documentation associated with all formal 

decisions/approvals and outgoing correspondence, this allows any Trim user to 

access the file to see what stage of approval the funding is at, this alleviates the 

need for “handing over of file” or work relating to certain Council.  The following 

screen shots provide: 

1. Examples of QRA Tracking Folders created to contain the documents 

pertaining to the approval of the Council/Agency submission and/or 

subsequent variations: 

 

Figure 8 Tracking Folder - Variations / Scope 

2. Examples of the briefing note, outgoing council letter, funding agreement 

and other supporting documents, along with the standard titling to be used: 

 

Figure 9 Briefing Note Samples 

 

5.4 Monitoring & Reporting Grouping Folder:  

This file contains all documentation pertaining to the review of progress of the 

submission. The following screen shot provides examples of documents likely to 

be created along with the standard titling to be used: 
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Figure 10 Monitoring and Reporting Grouping Folder 

5.5 Finalisation Grouping Folder:  

This folder contains all documentation pertaining to the finalisation of the entire 

submission/program. The following screen shot provides examples of documents 

likely to be created along with the standard titling to be used: 

 

Figure 11 Finalisation Grouping Folder 

 

Council/Agency Enquiries and Advice Folders - breakdown of grouping folders: 

 

Figure 12  Council / Agencies Enquiries and Advice Folder 

RLO Reports – The Regional Liaison Officers are the used as a point of contact 

between Council’s and the Authority used to capture data/outcomes/findings of 

regional inspections within the Council area. The data captured from the on-site 

inspections  

ESP Reports – External Service Providers, such as engineers, quantity surveyors 

and economists used to provide as experts in their fields as consultants to the 

Authority. ESP are used in the field to provide clarity and validation on the work 
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carried out on the ground, due to the volume of work and the area of coverage 

ESP’s are brought in to assist the RLO, ESP’s have also been engaged to carry 

out inspections on behalf of the Authority for the Federal Government, this 

provides a none optimist and bias approach to the data capture. All of the 

information captured documentation/reports provided by ESPs following 

inspections within the Council area are to be accessible to the whole of the 

Authority.  

Correspondence - used to capture all inward and outward correspondence 

between the Authority and Council/Agency. 

Hot Topics - used to monitor activities and items of interest within the 

Council/Agency. 

Progress Reporting - used to capture, manage and report on all progress 

payments to Council/Agency including: Forms 9, 10, 11; General Ledger, 

Worksheet; Briefing Note; and Council/Agency advice letters. 

 

Figure 13 Progress Reporting Folder 

Quarterly Review - used to capture, manage and report on all progress payments 

to Council/Agency 

 

Figure 14 Quarterly Review Folder 
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6 Conclusion 

The TRIM document control system can be tailored to suit any organisation, due to 

the volume of incoming data into the Reconstruction Authority and the rigor of 

processes and procedures in place, the selected structure enable all levels of 

users to access the data, it also give accountability and ownership to the users. 

Being a Government organisation one needs to have an appreciation of the level 

of “openness” for the shared documents and the need to achieve a maintainable 

level of maturity for recordkeeping not only with the systems, but with the users. 

This system may also give high levels of security, if an external source wishes to 

gain access to the documents; Trim enable one to limit what the external source 

can see. 

Trim provides a “single source of truth” a single record can be alternatively 

contained, one of the Key attributes of the records management system is the 

facilitation of compliance with legislative obligations and standards. This system is 

an internal system, it does have the functionality for “Cloud integration” however 

this was not an option at the time of set up and will be looked at in the future.  

 

Figure 15 before & After - Management of NDRRA Submissions 
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