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Yes, classifying document can be troublesome. 

One have to understand the context of the 

document and classify into the relevant subject or 

purpose. 

 

Many has challenged, with the powerful search 

engines available today, classification is 

unnecessary, since I can always retrieve a 

document through search.  

 

Well, this is not entirely true. The reason to 

classify is not just to facilitate fast searching. Let 

me explain; 
 

 

• The whole picture. Search by key words will retrieve 

documents that meet search criteria. Relevant documents that 

does not meet the search criteria are left out. Classification 

ensures all relevant documents are provided. 

 

• Relevant document to relevant people. It is pretty 

useless if a search yields 300 documents. Ranking helps, but it is 

with reference to the search criteria and not the “interest” to the 

“searcher”. Understanding the “interest” of the searcher (e.g. CFO 

would be interested in finance matters) and subject classification 

of documents (e.g. Financial records), can narrow to 

more meaningful search results. 

 

• Changing confidentiality over time. A document’s 

confidentiality is determined by the subject classification that it 

refers to. So, when a subject’s confidentiality changes, all 

documents related to the same subject should change at the same 

time. (For example, records related to an investment is highly 

confidential until such investment is made). 

 

• Retention, Disposal and compliance with 

policies. Search is not the only activity done on documents. 

One have to decide when and how to dispose or preserve a 

document. Different type of document may also need to comply 

with company and regulator policies. (For example, document 

containing personal data need to comply with privacy act). Good 

classification ensures compliance. 

 

 

Thus, a good Record Management System must 

classify. A Great Record Management System helps 

users to classify their document easily and correctly. 

KRIS from SQL View offers features to help users 

classify and retrieve relevant records easily … click 

here to find out more. 
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