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Training summary
Efficient and effective document management enables
quality and control. It also helps centralize and control
various forms of data on a project enabling deliver on
schedule. This program is packaged to equip prospective
document controllers with all the skills required to
manage their documents.
It includes advanced knowledge of document control
systems and documentation and document control tasks
and processes.

Training summary

Located at the
heart of Dubai
Learners Point is a well-recognized institute in
corporate and individual training in the MENA
region and has contributed to the career success of
more than 110,000 professionals since its founding
in 2001. We are ISO 9001:2015 quality management
system certified.
Our training institute is licensed by the Government
of Dubai, UAE, and our certifications are widely
recognized by employers around the globe.

We are also associated with CPD UK, the premier accreditation service provider in the United Kingdom.

Objectives

Upon completion of the course, one will be able to build a document control system that complies with their quality control systems and
business needs. One can devise a system for the entire lifecycle of the document right from creation through archiving and discarding.
One will learn how to define multi-levels of electronic document control and collaboration.

Objectives

Course outline
Introduction to
document control
The basics of
document control
Document
identification

Course outline

Document
classifying & filing
Document distribution
Managing documents
throughout their lifecycle

As-built and final
documentation
Document control
procedures and
specifications
Electronic document
management systems

Interactions with
projects teams,
engineering teams,
managers
Engineering
document control
Project configuration
management

About our trainer
We, at Learners Point, take immense pride
in our teaching methods and instructors. Our
instructors are some of the best experts from
their fields and employ a practical approach to
learning. Many of them are globally recognised
and have a diverse set of experience in their
field of expertise. You are always sure to have
the best in the industry as your teachers who
are ready to guide you at every step and make
the experience informative yet enjoyable. Apart
from the focus on learning your chosen course,
our instructors also encourage students to
develop communication skills and interpersonal
skills necessary to excel in the practical world.
We offer one of the best Document Control
courses in Dubai.

Trainer

Our cutting edge teaching methods make every
program an immersive and productive experience for
the learners. Our learning methods are research-driven
and are continuously updated to stay relevant to present times as well as the future. You will enjoy practical
applications of everything learned through theory and
regular mock examinations to help monitor your
progress. Our courses are led by an instructor in a
classroom setup and we do offer online high-quality
sessions as well for individuals. We also monitor the
training sessions with a progress tracker to maintain
high standards of instruction & ethics.

Students review
Chitra Kumar
“I found the trainer excellent and could answer all
questions asked and delivered the course in an
interesting format”
Rameez Ahmed
"The program's content was so well structured that it
helped me grasp concepts very new to me. I would
definitely endorse the program for its rich content and
comprehensive approach to document controlling"
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