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MODULE 6. OFFICE MANAGEMENT IN SPORTS ORGANIZATIONS  
 
Office management is essential to ensure the smooth running of the organization and its various 
departments. The tasks and duties carried out in the office will depend on the type and importance 
of the scope of the organization and the applicable legislation in each case, although there are a 
series of common functions and relevant aspects to be taken into account in all of them. 

Following the completion of the Module, the participant will be able to:  

• Understand the main concepts, functions and processes of office management; 

• Organise, prepare and conduct meetings in sports organizations; 

• Explain and conduct the main administrative obligations of sports entities; 

• Understand, explain and interpret the policies and regulations concerning data protection;  

• Explain and understand the regulations and procedures involved in archiving and storage of 
archival material. 

The topics, content, learning outcomes and workload of each of the topics that make up the module 
are shown in Table 1: 
 
Table 1 

Module 6: Office management in sports organizations 

TOPICS CONTENT LEARNING OUTCOMES WORKLOAD 
1 Introduction to 

office operations 
of sports 
organizations 

• The concept of office 
business in sports 
organizations 

• Administrative affairs 
and work 
environment in sports 
organizations 

• Means of work and 
consumables in sports 
organizations 

• Office business 
functions in sports 
organizations 

• Explain the concept of 
office business in sports 
organizations 

• List administrative tasks 
and describe the work 
environment in sports 
organizations 

• List the means of work 
and consumables in 
sports organizations 

• List the functions of 
office operations in 
sports organizations 

2 T 

2 Basic concepts of 
office business 

• Archives - concept 
and function 

• Document / 
documentation - 

• Explain the concept and 
function of the office 
and archives 

• Specify procedures for 

2 T 
2 P 



 

 

monitoring 
procedures 

• Electronic document - 
management 
procedures 

• Electronic document - 
management 
procedures 

• Written (submission 
or act) - receipt 
procedure 

• Attachment - receipt 
procedure 

• File (subject) - 
management 
procedures 

• Dossier - the process 
of grouping items 
within a dossier 

• Numerical 
designations - plan of 
classification 
designations and 
registration number 

monitoring documents / 
documentation 

• Specify procedures for 
managing electronic 
documents 

• Specify procedures for 
managing electronic 
documents 

• Explain receipt of letters 
• Explain the procedure 

for receiving 
attachments 

• Specify file management 
procedures 

• Explain the process of 
grouping cases within a 
file 

• Describe the plan of 
classification marks and 
explain the registration 
number 

3 Processes in 
office business 

• Receipt, opening and 
inspection of 
shipments 

• Writing letters 
• Delivery of writs to 

work 
• Use of seals, stamps 

and stamps 

• Conduct receipt, 
opening and inspection 
of shipments 

• Prepare writing letters 
• Demonstrate delivery of 

writs to work 
• Demonstrate the use of 

seals, stamps and 
stamps 

2 T 
4 P 

4 Organization of 
meetings in 
sports 
organizations 

• Preparation of a 
business meeting in a 
sports organization 

• Coordination of a 
business meeting in a 
sports organization 

• Describe and conduct 
the preparation of a 
business meeting in a 
sports organization 

• Coordinate a business 
meeting in a sports 
organization 

1 T 
2 P 

5 Administrative 
obligations of 
sports entities 

• Communication with 
membership in the 
sports community and 

• Explain the entry in the 
register 

• Coordinate 

1 T 
3 P 



 

 

the county 
professional 
association 

• Control of payment of 
administrative fees 
and charges 

• Annual inventory 
procedure 

• Cash register and cash 
register report 

• Control of liabilities 
and receivables 

communication with 
membership in the 
sports community and 
the county professional 
association 

• Explain the control of 
the payment of 
administrative fees and 
charges 

• Conduct an annual asset 
inventory procedure 

• Explain the cash register 
and the cash register 
report 

• Explain the control of 
liabilities and receivables 

6 Personal data in 
sports 
organizations 

• General Data 
Protection Regulation 

• Identification of 
personal data in the 
business and 
information system 

• Policies and 
procedures related to 
personal data 
protection 

• Explain the general 
regulation on data 
protection 

• Explain and apply the 
identification of personal 
data in the business and 
information system 

• Interpret policies and 
procedures related to 
personal data protection 

1 T 
2 P 

7 Archiving and 
storage of 
archival material 

• Regulations applicable 
in archiving 

• Obligations of the 
holder and creator of 
archival material 

• Records management 
• Procedures in archival 

business 
• Use and availability of 

archival material 
• The procedure of 

handing over archival 
material to the 
competent archive 

• List the regulations that 
apply in archiving 

• State the obligations of 
the holder and creator 
of the archive material 

• Explain record 
management 

• List the procedures in 
the archival business 

• Explain the use and 
availability of archival 
material 

• Explain the procedure 
for handing over archival 
material to the 
competent archive 

1 T 
2 P 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Teaching Methods:  
Verbal methods (oral presentation method, method of lecturing and teaching, writing method, 
method of conversation, case display method, method of discussion, problem solving method) and 
practical methods (practical working method, method of independent learning, learning in an online 
environment) 
 
VLE Delivery:  
VIDEO CONTENT – video materials intended for each of the module’s topics; 
THEORETICAL CONTENT – reading materials created in order to broaden the video content; 
PRACTICAL CONTENT – various exercises that will foster the learning process; 
KNOWLEDGE ASSESSMENT – short quizzes; uploads of completed tasks will be expected. 
 
Note: The ratio will depend on the type of the module’s topic, as it will put greater emphasis on e.g. 
theoretical content when the topic is introductory / practical content when the topic offers the 
greater opportunity to introduce various tasks. 
 
Staff prerequisites: trainer in the field of the module in question 
Literature and other information sources for students: Instructional Materials according to the 
Curriculum 
Literature and other information sources for teachers:  

• Axtell, P. (2015). Meetings Matter: 8 Powerful Strategies for Remarkable Conversations. 
Jackson Creek Press 

• Axtell, P. (2016). The Right Way to End a Meeting. In Making Every Meeting Matter, pp. 115-
118. Harvard Business Review Press.   

• Bluedorn, A. C., Turban, D. B., & Love, M. S. (1999). The effects of stand-up and sit-down 
meeting formats on meeting outcomes. Journal of Applied Psychology, 84(2), 277–
285. https://doi.org/10.1037/0021-9010.84.2.277 

• Conrad, M. (2017). The business of sports (3rd Edition). Routledge.  

• DLM Forum Foundation (2011). MoReq2010®: Modular Requirements for Records Systems 
— Volume 1: Core Services & Plug-in Modules. http://moreq2010.eu/  

• Donnnes, C. T. (2016). Practical Law Office Management (4th edition). Delmar Cengage 
Learning. 

• European Union (2012a). Charter of Fundamental Rights of the European Union. Official 
Journal of the European Union C326/2, 55, 391-407. https://eur-lex.europa.eu/legal-
content/EN/TXT/HTML/?uri=CELEX:C2012/326/02&from=EN  

• European Union (2012b). Consolidated Version of the Treaty on the Functioning of the 
European Union. Official Journal of the European Union C326/1, 55, 47-390. https://eur-
lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:12012E/TXT&from=EN 

• European Union (2016). Regulation (EU) 2016/679 of the European Parliament and of the 



 

 

Council of 27 april 2016, on the protection of natural persons with regard to the processing 
of personal data and on the free movement of such data, and repealing directive 95/46/EC 
(General Data Protection Regulation).  Official Journal of the European Union L119, 59, 1-88. 
https://eur-lex.europa.eu/legal-content/EN/TXT/HTML/?uri=CELEX:32016R0679&from=EN  

• Frisch, B. & Geene, C. (2016). If You Can’t Say What Your Meeting Will Accomplish, You 
Shouldn’t Have It. In Making Every Meeting Matter, pp. 19-24. Harvard Business Review 
Press.   

• Gino, F. (2013). Sidetracked: Why Our Decisions Get Derailed, and How We Can Stick to the 
Plan. Harvard Business Review Press 

• Meinecke, A. L., & Allen, J. A., & Lehmann-Willenbrock, N. (2020). Managing Meetings in 
Organizations. Emerald Publishing. 

• Pant, P. R. (2010). Business studies. Budha Academic Publishers and Distributors.  

• Read, J. & Ginn, M. L. (2016). Records Management (10th Edition). Cengage Learning. 

• Saunders, E. G. (2016). Do you really need to hold that meeting? In Making Every Meeting 
Matter, pp. 11-14. Harvard Business Review Press.   

• Schwarz, R. (2016). How to Design an Agenda for an Effective Meeting. In Making Every 
Meeting Matter, pp. 25-31. Harvard Business Review Press.   

• Smallwood, R. F. (2013). Managing Electronic Records. Methods, best practices and 
technologies. Wiley. 

• Stroman, J., Wilson, K., & Wauson, J. (2014) Administrative Assistant's and Secretary's 
Handbook (5th edition). American Management Association. 

 

-CONTENTS- 
 
Topic 1. Introduction to office operations of sports organizations 
The initial topic within the module Office management in sports organizations is aimed to introduce 
the concept of office business and its main functions in sports organizations. In addition, issues 
related to administrative affairs, work environment and means of work and consumables in sports 
organizations will be discussed throughout this chapter. 

 

1.1 The concept of office business and main functions. 
When it comes to the concept of office, there are two approaches: the traditional and the modern. 
On the one hand, the traditional concept refers to the place where a particular kind of business is 
transacted or a service is supplied. In this place, managerial and administrative activities are 
performed. On the other hand, the modern approach understands office as an activity instead of a 



 

 

place, giving importance to a functional area of business, an important part of the organization in 
which different administrative and clerical functions are performed (Pant, 2010). For this reason, it 
is essential for the correct development and functioning of the organization to properly manage 
these places, the processes that take place in them and the people involved in these tasks, as the 
office is considered the brain of the organization. 

Concerning the functions of the office, a distinction can be made between basic and administrative 
managerial functions. The basic ones are the primary functions, understood as the regular activities 
of collecting and distributing information (collection, recording, analyzing, storing and distribution) 
(Pant, 2010). 

• Receiving and collection of information. The difference between both terms is that receiving 
is when an office gets information voluntarily, whereas collecting means getting 
information after an enquiry or demand. Two sources: internal (received from within the 
organization, from different units of the business) and external (received from outsiders, 
such as customers, government departments, shareholders, suppliers, etc.). 

• Recording information. Both received and collected information must be recorded, in 
inward book when the information comes from outside the organization and in dispatch 
book when the information is provided by the organization to outside. 

• Analyzing. Refers to the analysis of the collected information, which also allows the 
production of useful reports for the organization (market, financial, etc.).  

• Storing information. Records should be preserved under control and supervision, in a 
manner established by the legislation in force, depending on their level of sensitivity. The 
outdated records can be destroyed in the appropriate manner depending on the data it 
contains. 

• Distribution of information. The information collected is distributed to different persons and 
departments to assist them in decision-making and other activities. 

 
The administrative managerial functions are those referring to management of a business 
organization, and include the following ones (Pant, 2010): 
 

• Managerial function. Refers to those activities related to business management, such as 
planning, leading, etc. 

• Human resource’s function. Place the right employee in the right position (recruitment, 
induction, follow-up, promotion, etc.). 

• Purchase and control function. Provide the necessary resources and assets to the 
organization. 



 

 

• Public relation. Concerning the relationship with people that are directly or indirectly 
related to the organization. 

• Safeguarding properties. 

• Forms design and control. 

• Development of office system and procedure.   
  
The functions detailed above may vary depending on the type of organisation and activities carried 
out, so some of them could be added or removed, adapting these tasks to the requirements of the 
company and sector in which it operates. 
 
1.2 New trends in office business. 
Recent years have seen a transformation of the traditional office concept, which has been 
accelerated by the COVID 19 pandemic. However, these changes vary to a greater or lesser extent 
depending on the sector concerned, and even within the same sector the differences can be 
significant. However, there are a number of general trends: 

• Telework and remote work vs face-to-face work. In contrast to the traditional version of 
face-to-face office work, telework and remote work are emerging as growing trends. 
Telework is understood as working from home, a satellite office, or shared space rather 
than commuting to a nearby office, whereas remote work does not need the existence of 
an office close to the employee. The results of a UK survey show that the benefits that 
matter most to employees are, firstly, flexible working hours (67%) and, secondly, the 
possibility of working from home (50%)1. The winning option for both companies and 
employees seems to be the hybrid working model, combining remote and in-person 
working days, although it depends on the sector, as this model does not permeate sectors 
such as logistics, security or health care. 

• Unassigned seats and collaborative workspaces. The need to collaborate effectively within 
teams and across departments inspires new forms of meeting space in offices. Nowadays, 
new working habits are becoming more and more similar to those of everyday life, which is 
why shared, flexible, minimalist and mobile workspaces are appreciated, allowing multiple 
possibilities to work both alone and in groups, thus stimulating creativity and innovation. 
This has led to the creation of new spaces and furniture such as phone boxes, relaxation 
rooms, café furniture, gaming tables, rooms with interactive technology, etc. Office design 
is also a powerful marketing tool used to strengthen the brand and transmit the company's 

 
1 What Workers Want. New Possible, December 2021. https://newpossible.io/resources/what-workers-want-2021-
findings  



 

 

values, projecting the corporate culture not only to the company's employees, but also to 
external clients. 

These flexible, nomadic and itinerant workspaces allow the worker to move around 
different areas of the office depending on the task they are performing, the visitors they 
receive or even the worker's mood. For example, standing desks are becoming more and 
more common, allowing an employee to work sitting or standing, so that he or she is always 
on the move and thus avoids a sedentary work environment, encouraging mobility between 
areas. 

• Sustainability. As a way of life must also permeate working life and become part of company 
policy. This can be achieved from many points of action: use of organic, recycled and 
recyclable raw materials for furniture, coverings and textiles; efficiency and energy saving 
in all lighting and climatic elements; good management of waste generated by the company 
for recycling or reuse, prioritising the reduction of paper with the use of new technologies. 

• Technology adoption. According to the The Future of Jobs Report 20202, the pace of 
technology adoption is expected to remain unabated and may accelerate in some areas. 
This will require companies to transform tasks, jobs and skills by 2025. Regarding how it will 
affect the company's current human resources, 43% of the companies surveyed indicate 
that they will reduce their workforce due to technology integration, 41% plan to expand the 
use of contractors for specialised work and 34% plan to expand their workforce due to 
technology integration. 

• Optimisation of roles, reskill and upskill. Although hierarchy has always characterised 
companies, every day, workforces incorporate workers with similar skills and competencies. 
These "flat structures" aim to drive the strategic advantages by which the organisation itself 
operates, focusing on the employee's profile and skills. The changes expected in the coming 
years, driven by the presence of technology in companies, will require a continuous 
reskilling and upskilling of employees in order to be able to adapt to new organisational 
demands.  

• Employee monitoring and analysis. Despite the criticisms that this measure generates, due 
to the invasion of privacy by a company, it plays a fundamental role in productivity. There 
are different types of software that allow monitoring of employee activity, attendance both 
in person and remotely, email control, productivity analysis, time tracking and screen 
activity recording, among others. 

The issues discussed above can be applied in the same way in sports organisations, taking into 
account their specific activities, as it is a sector that must also adapt to the prevailing changing 

 
2 The Future of Jobs Report 2020. World Economic Forum, October 2020. https://www.weforum.org/reports/the-
future-of-jobs-report-2020/digest  



 

 

environment, thus allowing for the improvement of the processes and resources necessary for the 
correct functioning of the organisation. 

 
Topic 2. Basic concepts of office business 
The second topic within the module Office management in sports organizations focuses on the 
basic concepts related to office business, as well as their main functions and processes involved. 

 

2.1 Archives: concept and function. 
Both public and private organisations carry out a variety of transactions, which give rise to records 
in the form of delivery notes, invoices, orders, etc. Many of these documents need to be kept in an 
orderly and systematic way, so that they can be quickly located when needed for any reason. In 
general, an archive consists of an ordered set of documents that are kept for a specific purpose in 
accordance with previously established rules and criteria, being the one of the most important 
tools, as it contains all documents of interest to the organisation. 

In terms of the characteristics that a good archive should have, these are: 

- Easy to use by everyone 

- Quick, it should not take more than a few minutes to find what we are looking for. 

- Flexible, it should allow oscillations without creating great difficulties. 

- Secure, so that the documents do not deteriorate. 

- In short, cost-effective. 

 

The functions of the archive within a company are as follows: 

- To collect all the documents that circulate in the company in an orderly manner. 

- To ensure that they are kept in perfect condition and that they can be found as quickly as 
possible. 

- To comply with legal regulations. 

 
More specifically, in relation to the daily management of archives in the office, the following 
functions of the persons responsible for these tasks can be highlighted:  

- The formation of the files and the correct organisation of the documentary series produced 
by the office itself as a result of its daily management.  

- The creation of control and information instruments (files, databases, etc.) for the 



 

 

documentation generated by the office itself.  

- The administrative consultation service.  

- The preparation of transfers to the archive. 

 

There are several types of archives depending on the documentation they contain and their 
relevance to the company at any given time: 

• Active archives. Those where the documents are consulted frequently or where the 
documentation, whether due to its administrative, legal, operational or fiscal value, does 
not lose its validity. In general, the date of issue of the records is no more than five years 
and they are consulted more than once a month. 

• Semi-active archive. Documents that have been withdrawn from the active archive at the 
end of the fiscal year are retained. Its purpose is to provide information to verify operations 
carried out. 

• Inactive archive. Documents that are not consulted frequently are kept here, which are of 
temporary use according to their value. They are stored there until they are destroyed once 
they have fulfilled their function. 

 

2.2 Documents and dossier: monitoring and management procedures. 
When it comes to the organisation of documents, this should be done in the same way for both 
paper and electronic files, in order to be able to relate them correctly according to the procedure 
involved. In this sense, in order to promote transparency in organisations and to allow citizens and 
users to access procedures electronically, there is a tendency to digitise documents and processes, 
which leads to better control of the organisation's documentation. For this reason, as well as to 
encourage the auditing processes to which organisations are nowadays subjected and the transfer 
of documentation, many of the public administrations in European countries have enacted 
legislation and regulations to face these issues, both in the private and public sectors. 

Moving on to the document management processes, they reflect the life cycle of documents and 
electronic records, from their creation to their disposal or transfer to the archive for final retention.  

For this purpose, the implementation of a Document Management System (DMS) is highly 
recommended. A DMS is a computerised system designed to store, manage and control the flow 
of documents within an organisation. It is a way of organising digital documents and images in a 
centralised location that can be easily and simply accessed by employees. A DMS manages the 
storage, tagging, structure and versioning of discrete documents in multiple formats, each 
associated with metadata (data linked to documents that describe them). By using it, costs are 
reduced through structured information, there is a lower error rate in documents and the speed of 



 

 

content creation is increased. Nowadays, 90% of DMSs are cloud-based solutions, which means 
that the repository is located on a server machine, often outside the organisation itself, and is 
accessible via web protocols if not simply through a browser. Depending on the needs of the 
company, there is a wide range of software solutions available, both paid and free of charge. 

In terms of the functions that a DMS should have, the following are listed: 

• Incorporation of documents and files. Either by manual and automatic insertion, allowing 
direct creation through our own or third-party text editing tools, by e-mail, in different 
formats and at the same time being able to establish the relevant access restrictions.  

• Integration with other tools of the organisation. Mainly, with the office suite used by our 
employees. 

• Workflow control. The system should allow documents to be added, edited and shared 
collaboratively and between members of the organisation following a regulated process up 
to publication or storage. 

• Project management. The tool must allow the documents created, captured or generated 
to be organised, labelled and stored in relation to projects or project stages, accessible to 
team members with the necessary permissions.  

• Collaboration. The system should allow work to take place anywhere and across multiple 
devices, simultaneously among team members, and provide them with different 
communication tools, both synchronous and asynchronous. 

• Version control. In collaborative processes and workflows, in which several people can work 
on the same document/content at the same time, a DMS editor with the appropriate 
permissions must be able to easily identify the latest version of a document, the latest 
changes made to it and revert to a previous version of the same document by reversing 
those changes. 

• Security and permissions control. Possibility of controlling what and when each of the tool's 
users can do and their access (authentication factors). 

• Compliance with legislation and other standards. Many sectors are strictly regulated and 
therefore the document management system used by organisations that carry out their 
activity within these sectors must be prepared so that the documentation generated and 
managed by these organisations can comply with this regulatory framework. 

Continuing on document management processes, the following phases can be broadly 
distinguished:  

1) Creation: by the organisation itself or externally, either digitally or paper. 

2) Capture: document management process that involves the incorporation of a document 
into a document management system. At this phase, the relationship between the 



 

 

document, its producer and the context in which it originated, which is maintained 
throughout its life cycle, must be detailed. This phase may involve digitisation of the 
document if the initial format was paper-based, as well as conversion to a format other than 
the original if necessary. 

3) Registration: the process of document management parallel to capture, which indicates the 
incorporation of a document into an organisation's document management system by 
assigning it a unique identifier at the time of its entry into the system.  

4) Classification: ISO 15489 defines classification as the ‘systematic identification and 
arrangement of business activities and/or records into categories according to logically 
structured conventions, methods and procedural rules represented in a classification 
system’. 

5) Description: the assignment of metadata is fundamental, providing the information 
considered of interest to enable a subsequent search of the document, as well as to know 
its content quickly. 

6) Access: access and editing permissions must be determined according to the type of 
document and the information it contains, creating different roles. 

7) Qualification: document management process which aims, on the basis of an analysis of 
document values, to establish the time limits for the permanence of documents in the 
management system, their transfer and removal where appropriate, as well as the time 
limits for access and possible qualification as an organisation's essential document. 

8) Retention. 

9) Transfer.  

10) Removal. 

 
The organisation of electronic documents and the way they are named is a prerequisite for their 
identification and subsequent retrieval. Therefore, if we want to manage documents correctly, we 
must start by naming them appropriately. The following is an example of how this can be done, 
although it will depend on the organization. 

 

1. Folder designation. In order to standardise the name of the general folders where the 
documentation related to a certain activity is kept, the following recommendations should 
be taken into account: 

- Avoid using articles or conjunctions and words that do not provide information. 

- Avoid using the following characters: ¿ / : * " < > [ ] & $ , . 



 

 

- Avoid using accents. 

- Separate words with an underscore "_" instead of using spaces. 

- Use standard abbreviations. 

For this purpose, the organisation should establish a classification chart of document series, 
depending on the structure of the company and the activities carried out therein. A 
document serie is a set of documents produced by a subject in the course of the same 
administrative activity and regulated by the same legal and/or procedural rules. Another 
definition refers to a set of documents belonging to the same documentary type and 
generated by the same producing body, its antecedent and its consequent, provided that it 
is not part of another archive collection, in the performance of a specific function. The 
document type, refers to a documentary unit produced by an organisation in the 
development of a specific competence, regulated by a procedural rule and having a 
homogeneous information content. 

The following is an example that allows documents to be named and classified according to 
a set of requirements (Figure 1): 

 

Figure 1 

Example of classification of documentation 

 

 
 
 

2. Name as briefly as possible. Very long access paths should be avoided, when the name of 
the document and the folders and subfolders that contain it should be included. It is 
necessary to remove subfolders that do not provide information whenever possible; or to 
use only the code of the box, when this is sufficiently representative. 

3. Name the document in a descriptive way. It is important that the name of the document 
includes all descriptive information regardless of where it is stored. This is the safest way to 



 

 

do it, and it will also make it easier to search for the document in the Windows search 
engine (Figure 2). 

 

Figure 2 
Example of a document’s description 

 
 

 
 

4. Personal names. Type the surname and first name separated by _. This way, it will be sorted 
in alphabetical order on your computer (Figure 3). 
 
Figure 3 
Example for personal names 
 

 

 
 

5. Numerical order. When the name includes a sequential enumeration, it is essential to use 
leading zeros. As a consequence, it will be necessary to make a prior estimate of the digits 
that we are going to need. For example, if we are going to have between 10 and 99 
documents, a numbering with two digits will be sufficient, but if there is a possibility of 
exceeding that number, we will need three (Figure 4). 

 

 

 



 

 

Figure 4 
Example numerical order 

 

 
 

6. Date data following the format YYYYYMMDD. When the date is relevant information, and 
for the documents to be better organised, it is useful to use the structure: YYYYYMMDD. 
This way they will be sorted by years, months and days automatically, and grouped in 
chronological order (Figure 5). 

 
Figure 5 
Example date data format  

 

 
 
 

7. Version control. In Word the version control can be used but, usually, it is added at the end 
of the name and before the extension of the document v01, v02, v03, etc. to each of the 
versions or drafts created (with two digits so that the documents appear later in a logical 
order in the browser). This addition would be removed from the final document, and the 
previous versions or drafts would be deleted if it is considered appropriate.  

The metadata of documents and files must be filled in correctly in order to contextualise and 
manage them. Most of the metadata can be automated in management applications, however, 
there is a need for manual descriptive metadata to be filled in by the employees in charge of the 
procedures. This metadata, especially at file level, is essential to facilitate the search and rapid 
identification of the file in the future. From the moment the document is created, the minimum 
mandatory metadata and the corresponding signature(s) must be assigned to the content file, and 
the original signed document or the certified true copy must be kept for subsequent comparison if 
necessary. 

 

 



 

 

2.3 Receipt procedures. 
All organisations should create a protocol for the registration of incoming documents and goods, 
which should take into account the applicable legal provisions, as well as the types of documents 
and goods to be received and the persons responsible for the process. The main purpose is to 
register the entry of documents, recording their content in the register entry before they are 
forwarded to the competent office or administrative body for processing. 

As a general rule, the reception process should take into account the following issues and steps to 
be followed: 

1. Receipt of the document. The document (letters, communications and applications) is 
received in the department in charge of the registration through the channels established 
for this purpose (in person, by inter-office mail, ordinary mail, certified mail, e-mail or 
courier companies). The person in charge of the register must check the details of the 
document and if there are any errors or missing information, and if so, inform the sender 
so that he/she can correct it. If the sender submits attached documents and indicates this 
in the document, the person responsible for registration must check that these documents 
are included. If any of the documents that the sender claims to submit are missing, the 
document cannot be registered until the defect is remedied. When attached documents 
have to be certified, the person in charge of the register must check that the photocopy 
corresponds to the original and then stamp each sheet with the certification stamp 
containing the certification procedure, the date, the registry office, the name and the 
signature of the person carrying out the certification. Once the documentation has been 
checked and found to be correct for forwarding to the relevant department or person, an 
acknowledgement of receipt must be provided to the sender. 

2. Document registration. The person in charge of the register proceeds to make the entry in 
the software used for this purpose or in a physical entry register book, for which he/she 
must proceed to: 

- Provide a consecutive entry code, according to the order of entry and, as a general 
rule, starting the numeration each year. 

- Give details of the information of the document, such as identification details of the 
natural or legal person from whom the document originates, the department or 
administrative body of destination in the organisation and a brief summary of the 
content of the document. 

- Check entry data (date, channel, etc.). 

- Stamp the original document and, where appropriate, a copy provided by the 
sender. The stamp is preferably affixed in the upper right-hand corner. 

- Digitise the original document. 



 

 

3. Forwarding the documents to the corresponding department or person. The person in 
charge of the register, in the event that the document has been delivered in physical format, 
places the document in an envelope or internal mail folder or, for documents received by 
post, in the same envelope received, detailing the department or person to whom it is 
addressed in the management of the procedure. The documents can be deposited in a 
documentation tray so that the staff responsible can proceed to distribute them on a daily 
basis. In the case of documents received electronically, they can be forwarded through the 
same channel after review and registration. If the department or person to whom the 
document is addressed is not competent to process it, the document must be returned to 
the person responsible for the register in order to change the destination of the document 
in the entry and forward it to the appropriate unit. 

4. Daily checking of entries. In order to ensure effective control and to allow for immediate 
correction if necessary, it is recommended that the person responsible for the register 
checks the entries that have been made on a daily basis. 

 

Topic 3. Processes in office business 
The third topic within the module Office management in sports organizations describe the main 
processes that are carried out in office business, such as the receipt, opening and inspection of 
shipments, letter writing and delivery and the use of seals and stamps.  

 
3.1 Receipt, opening and inspection of shipments. 
In order to release payment to the supplier, all purchases must be previously received, opened and 
checked. For this purpose, the department or person responsible for receiving the goods must 
determine whether the goods or services received are accepted and whether they conform to the 
terms and conditions of the purchase order.  

This process can be broadly grouped into three different phases: reception, inspection and 
acceptance, which are explained below. 

1. Reception. This phase refers to the act of receiving the products, with the aim of proceeding 
to their inspection, placing them in the inventory or delivering to the end user who ordered 
them. At this point, the supplier must be asked for a list of the products to be delivered, in 
order to confirm by the reception department that the request had been made beforehand, 
and it must coincide with the purchase order. If there is no record of the purchase order, or 
if the package is sufficiently damaged to make it impossible to guarantee that the goods are 
in good condition, the shipment may be refused. 

2. Inspection. In this phase, the products received are examined to determine their conformity 
with the purchase specifications. Once the receipt of the order is confirmed, the products 



 

 

must be inspected to ensure that the following minimum conditions are met: 

- The products match what was requested in the purchase order, in terms of model 
number, type, colour, etc.  

- The quantity of product received matches the quantity ordered. 

- No damage to the product is detected and the product fulfils its function. 

- The supplier encloses the necessary documentation with the delivery of the product 
(list of products, certifications, etc.). 

If any irregularities are detected, they must be reported both to the purchasing department 
of the organisation or person who requested the order, as well as to the supplier, in order 
to be able to proceed to rectify them. To facilitate this process, the necessary evidence must 
be provided regarding the product, as well as sufficient information for its identification 
(purchase order number, date of receipt, supplier, description of the problem, etc.).    

3. Acceptance. Once the products have been received and inspected, if they comply with the 
purchase requirements, they are accepted so that payment can be made to the supplier. 
For this purpose, a receipt document is generated by the requester and recorded in the 
same way in the pending payment accounts, and an acknowledgement of receipt is 
provided to the supplier so that the correct transaction is confirmed. If irregularities are 
detected and not accepted, this must be communicated within the time limits set in 
advance by the supplier. In addition, for the return of the product, if necessary, there must 
be prior authorisation by the supplier, who must provide the organisation with a return 
authorisation number, so that it can be attached to the product and facilitate its 
identification. Once the product has been accepted, it can be delivered and registered in 
the corresponding department that requested it. 

 

3.2 Writing letters and delivery of writs. 
Nowadays, due to the technological revolution prevailing worldwide, the way in which 
communications are produced in organisations has also undergone a notable change to adapt to 
these new times, with a tendency to digital ones. Nevertheless, paper format is still used for formal 
and official communications, so both options coexist in the organisation and recording and delivery 
systems must be set up to allow for their joint use. 

With regard to the business letter, it also becomes the company's cover letter. For example, a 
cluttered or ungrammatical letter gives the impression that the product or service offered by the 
company is equally flawed. In contrast, when receiving a well-spaced, well-constructed and well-
organised letter, the customer unconsciously assumes that it comes from an up-to-date, well-
organised and successful company (Stroman et al., 2014). 



 

 

According to Stroman et al. (2014, pp. 473-474), the parts of a business letter are, as follows: 

• Date line. It is located two to six lines below the last line of the printed letterhead. The date should 
be written out in this form: February 1, 2022. If a letterhead is not used, the full address of the 
writer must be detail above. 

• Reference line. It must be included, when necessary, a numerical file number, invoice number, 
policy number, or order number should appear on a new line below the date. 

• Special mailing notations. Special notations such as “confidential” should appear two lines below 
the date. 

• Inside address. It should include the title and full name of the recipient, company title, business 
name and full address. 

• Attention line. When the letter is not addressed to a specific person, skip one space after the inside 
address and add, “Attention:___________.” You can make the letter go to the attention of a 
department. 

• Salutation. One line after the attention line or the inside address. For example: Dear___________, 
Ladies and Gentlemen, Dear Sir or Madam, Dear [company name]. If the letter is not addressed to 
a particular person, department or company, “To whom it may concern” must be detailed.  

• Subject line. Provides an overview of what the letter is about. Can be used in place of a salutation 
or reference line. For example: “Sports Equipment Returned, Shipping Order 5633”. 

• Message. The body of the letter with paragraph breaks; optional indentations for paragraphs, 
bullet lists, and number lists. It should be brief and straightforward; the length of the letter should 
be in accordance with its importance. 

• Complimentary close. Appears two lines below the last line of the message. Either left justified or 
five spaces to the right of center. For example: “Yours trully”, “Sincerely”, etc. 

• Signature block. Justified with the complimentary close with options of typed name and title, 
signature, or just signature. Also, it can be signed with the full name of the company. 

 

The writing letter can be adapted to e-mail format, although this option is not recommended when 
confidential information is involved, in which case it should be sent in a sealed envelope. 

Having detailed the key aspects to be included in the drafting of business letters, another important 
issue is the correct delivery of writs. To this end, it is essential to have the address database with 
the necessary information for the correct sending of letters, especially when this is done on a 
massive basis to several recipients. The use of appropriate software will allow us to personalise 
letters and generate address labels for mailing. 



 

 

An example would be the use of "mailings" of Microsoft Word, through which we can create 
address lists, labels and envelopes, personalise letters (such as saludation), bulk email, etc. The first 
step would be to create an Excel database containing the information of the possible recipients 
(e.g. first name, last name, company name, street address, city, state or region, zip code). 

Mailings – Start Mail Merge: It allows to create one document and send it to multiple people, being 
able to insert fields like name or address, replacing those fields with that person’s information. 
Clicking on “Step-by-Step Mail Merge Wizard” the software will guide you through each step, 
informing you of the actions to be taken: 

1. Select what kind of document you would like to create (letter, e-mail message, envelopes, 
labels or directory).  

2. Select starting document (current document, template or existing document). 

3. Select recipients (existing list, Outlook contacts or new list). 

4. Write your letter (if you have not done it before). Insert address block, insert date and time, 
greeting line, etc. Use “Insert Merge Field” anytime you want to include automatically filled 
in data. 

5. Preview and make changes if needed. 

6. Print or save it.  

 

Once the letters and/or labels and/or envelopes have been designed and created, it is time to 
decide on the type of mailing, among which we can differentiate between regular mail, certified 
mail and registered mail. The regular mail is the cheapest one and most commonly used, but when 
it comes to business and governmental communications, certified and registered mail are usually 
used. These services are provided by both post offices and courier companies, depending on the 
type of document or item to be sent, as well as the required security and delivery time, the 
organisation will choose one option or the other. 

In case documents are sent via e-mail, the anonymity of the other recipients must be guaranteed 
in the case of bulk mailings, using Blind Carbon Copy (Bcc). Similarly, sometimes the usual e-mail 
managers have certain limitations on sending bulk e-mails (Gmail 500 e-mails received-sent in 24 
hours and Outlook 300, which can temporarily disable your e-mail account), so in these cases you 
should have a specific programme for sending bulk e-mails. 

 

3.3 Use of seals and stamps. 
It is common for organisations to use stamps and seals to mark documents as legitimate. In the 
case of seals, these may leave an embossed or raised impression on the paper, be embedded as a 
watermark to prevent forgery, or be computer-generated. Stamps serve to validate the originality 



 

 

of a document by means of a signature with an emblem or an inked identification. The use of a 
stamp, a seal or both depends on the type of document and the applicable legislation. 

With regard to seals, organisations generally have an official seal with the emblem representing 
the organization and, in some countries, it may be required by law. The organisation’s seal is 
generally decided at the first meetings after the incorporation of the organisation. This is used as a 
signature for authorisations or to guarantee the authenticity of the document, as an organization 
is an artificial person that cannot sign documents. Therefore, the seal of the organisation may only 
be used by persons who have been authorised to do so, and always in accordance with the rules 
imposed by the organisation for its use. The information it must contain depends on the applicable 
legislation, but usually includes the registered name of the organisation, the relevant logo or 
symbol and/or year of creation. Sometimes organisations decide to set up an Official Seal Registry. 
Traditionally, sealing wax was used to imprint a seal on organization documents but nowadays is 
more common to use two metal plates engraved with the organization seal, or even using ink pad 
and rubber stamp. 

In relation to stamps, their use simplifies office tasks by allowing a professional mark to be placed 
on important documents that do not require a seal. Usually, the information on the stamp can be 
changed. 

 

Topic 4. Organization of meetings in sports organizations 
The fourth topic within the module Office management in sports organizations, is related to the 
preparation and coordination of meetings in sports organizations, taking as a reference the phases 
involved and main processes and documents to be developed: 1) Before the meeting: prepare, 2) 
During the meeting: conduct and participate, and 3) After the meeting: close and follow up.  

 
4.1 Before the meeting: prepare. 
The most important question to consider before organising a meeting, is whether it is really 
necessary. For this purpose, the decision tree proposed by Saunders (2016) can be useful (Figure 
6): 

 

 

 

 

 

 

 



 

 

Figure 6 

Should I hold a meeting? 

 

 
 
 
Note. From Saunders (2016) Do you really need to hold that meeting? In Making Every Meeting 
Matter, p. 12. Harvard Business Review Press.   

 

If, after having answered the above questions, it is considered necessary to hold the meeting, it is 
time to start preparing it, taking into account some of the issues detailed in this section. 

 

• What is the ideal number of participants? 

 

Keep the meeting as small as possible. No more than seven people.  

                                                                                                           Axtell (2015) 

 

Although there is no set maximum number of people according to previous research, Axtell (2015) 
details from his experience that limiting participation to four or five people ensures that everyone 
can participate in a meeting of about 60 minutes. It also allows for better follow-up of the meeting 
and promotes everyone's participation. However, this will depend on the scope and objectives of 
the meeting since, for example, small groups are preferable for decision-making, while larger 
groups are preferable for idea generation (Frisch & Greene, 2016). Therefore, as a guideline, this 
maximum could be established for problem solving and decision making, while for idea generation 
this amount could be increased. If the objective is simply to present information, all stakeholders 



 

 

should attend, although it is advisable to take this into account for organizational purposes and on 
the understanding that the possibility of participation of all attendees will be reduced to fit in with 
the time available. 

 

• How long should it last? 
 

As short as possible, no more than one hour. 
 
People tend to be more focused in short periods of time and, in addition, setting a maximum time 
allows people to be more efficient and efforts to be directed to the objective of the meeting (Axtell, 
2015; Gino, 2013). There have been in the last years, several research concerning options 
considered for shortening the meeting time such as standing-up. In this sense, the results of the 
research carried out by Bluedorn et al. (1999) found that sit-down meetings were 34% longer than 
stand-up meetings, although the decisions where no better than in stand-up meetings.  

However, this duration is for guidance only, as there are topics to be discussed that may need less 
or more time. To do this, the time needed for each of the topics to be discussed should be 
estimated realistically, depending on the number of people to be involved and the process 
envisaged for each of them (e.g. introduction, opinions, consensus, etc.). In this sense, different 
time slots (20 minutes instead of 30, 50 instead of 60) have proved to be efficient in order to fit in 
with the rest of the participants' schedule by allowing time in between tasks, useful for rest, change 
of location, answering e-mails, etc. 

 

• How to set the date and time of the meeting? 

 
In order to be able to choose the date and time of the meeting, in addition to the needs imposed 
by the issues to be addressed, it is important to know both the availability of the participants and 
the location where the meeting will take place. 
Anytime you bring together a group of people, there are many factors to consider. Concerning the 
participants, it is recommended to avoid scheduling meetings for early Monday morning or late 
Friday afternoon and, whenever possible, should be convened within their working hours and their 
rest periods should be respected. Because of this, the first step will be to find time in the schedule 
of those attending the meeting. For this purpose, there are several free online tools, which can 
even be synchronised with participants' calendars, to make an initial survey of their availability and 
preferences. As an example, Doodle3 is a free online meeting scheduling tool which allows 
participants to be offered different date and time options so that they can vote for those slots in 
which they would be able to attend. 

 
3 https://doodle.com/es/  



 

 

Once the information regarding the availability of each of them is available, it is time to decide 
when it will take place. Sometimes, it is not possible to reach a common agreement on a specific 
day/time, so some of the participants will have to be absent. This should take into account the 
hierarchical order and the importance of a particular person's participation in the meeting; some 
participants are more important than others, so the last ones must change their schedules, if 
possible, to accommodate them (Stroman et al., 2014).  
Once the decision has been taken, the invitation should be sent to participants, as well as reminders 
in the days before the event. 
 

• What resources do I need to organize the meeting? 

 
In order to define the resources needed for the meeting, it is essential to be clear about the format 
of the meeting (e.g. face-to-face or online).  
 
Face-to-face: 

- Meeting room: this must be large enough for the number of participants, sufficiently 
ventilated, with an adequate temperature and good lighting. It is recommended that tables 
or similar are available to enable participants to take notes if they consider it necessary. The 
layout of the furniture should encourage visual contact between participants and foster 
friendly discussion.  

- Computer, projector and pointer: it would be useful to visual support to make it easier for 
attendees to follow up on the issues discussed at the meeting. It is important, so as not to 
condition them with later ones, that only the one being discussed at that time is visible. 
Although it can also be done with a blackboard as a support, the use of ICT makes the task 
easier and faster, and through this system, you can also provide information about the 
project, discuss any image or video, etc. 

- Sheets and pens: on many occasions the attendees want to outline some idea, or take notes 
of interesting aspects discussed by the other participants, etc. Whatever the reason, it is 
advisable to provide them with this material to encourage their participation as much as 
possible. 

- Water and/or coffee, tea or soft drinks: although in most cases the duration of these 
meetings does not exceed one hour, some drinks should be offered to the participants as a 
courtesy (preferably water and, the rest, on demand). If the meeting is large and includes a 
break, it is advisable to set up an area for this purpose. 

- Audiovisual recording devices: if deemed necessary due to the topics to be discussed at the 
meeting, a recording shall be made and may be attached to the final minutes of the 
meeting. It is important with regard to the data protection of the participants that they are 
informed about the recording of the meeting and the use that will be made of it, with the 
prior consent of the attendees. It would be advisable to have a plan b, in case one fails, the 



 

 

meeting can continue without further incident.  

 
Online: 
 
Another option for holding the meeting is to do it online. Some of the advantages are cost savings 
(e.g. travel, hotel accommodation, travel allowances, etc.), greater availability of attendance by 
participants and the possibility that the meeting be recorded automatically, being able to send the 
file to the rest of the participants. To guarantee its correct celebration, the software through which 
it is going to be carried out (Google Meet, Zoom, etc.) must be informed well in advance (usually 
reflected in the agenda), so that all the participants can verify their access to it. 
In both modalities, a person must be designated to lead the meeting and another one must be in 
charge of organizational matters during the meeting, as well as taking notes for the subsequent 
generation of the minutes. 
 

• What information should be provided to attendees? 

 
Well in advance of the meeting, it is very important to develop and send the agenda to the 
participants, giving enough information about what is going to happen, so that participants come 
knowing what they are going to do (Axtell, 2015). In order to know what should be discussed at the 
meeting, we should ask ourselves two questions in order to begin drafting an initial outline of the 
meeting's objectives (Frisch & Greene, 2016, p.20): 

• What do you want to have debated, decided, or discovered at the end of this session 
that you and the team haven’t already debated, decided, or discovered?  

• What do you want attendees to say when their team members ask, “What 
happened at the big meeting?” 

 
Once the objectives are available, it is useful to provide this information to other key stakeholders 
at the meeting, so that they can provide input on what should be included or removed. Once 
consensus has been reached, this should be communicated to the other participants. Having the 
input and needs of the meeting attendees is essential to ensure their engagement (Schwarz, 2016). 
It is also important to provide information about who will lead each of the topics and what needs 
to be prepared in advance (presentation, documentation, etc.). 
 
According to Stroman et al. (2014) a meeting agenda should include (Figure 7): 

- Date  
- Meeting start/end time 
- Meeting location 



 

 

- Meeting objective and scope 
- Topic headings 
- Topic detail for each heading 
- How much time each topic discussion is expected to last 
- Which meeting participants will facilitate the discussion of a particular topic  
- List of attendees 
- Facilitator and scribe 

 
Figure 7 
Example of a meeting agenda 

 
 
Note. From Stroman et al. (2014) Administrative Assistant's and Secretary's Handbook (5th edition), 
p. 160. American Management Association. 
 
For the development of the agenda structure, default templates (e.g. from Microsoft Word) or own 
design can be used. Once the final design of the agenda is available, it should be provided to 
participants well in advance so that they can prepare, if necessary, their intervention. 



 

 

If meeting participants have to travel to the meeting from other places, it is advisable to provide 
them with an info pack including hotel recommendations, public transport information, contact 
person on arrival, etc., together with the agenda. 
 
4.2 During the meeting: conduct and participate. 
 
As with the preparation of the meeting, there are a number of aspects to be taken into account 
during the meeting, which are outlined below. 
 

• Welcome. 

Prior to the meeting, in case any attendees are unfamiliar with the facilities, sufficient information 
should be provided and accompanied by visible and distinct signs to facilitate their access and 
arrival. In addition, reception staff should be informed of the event to be held and the venue, as 
well as the contact person, so that they can, if necessary, guide participants on arrival. In addition, 
the proper functioning of equipment and the availability of planned resources should be checked 
well in advance. 
Before the meeting begins, the person in charge should welcome the participants, remind them of 
the planned agenda and possible last-minute changes, and establish the guidelines for the meeting. 
For example, intervention protocol, policy on the use of devices, etc. According to Gino (2013) 
devices distract from the meeting because, although some people believe they can multitask, 
recent neuroscience findings suggest otherwise, with 50% more time taken to complete the task 
and 50% more mistakes made. In addition, devices can be distracting to other participants and are 
not considered socially polite. 
 

• Participation in the meeting. 

Despite having planned the meeting perfectly, in the real situation it can be difficult to put it into 
practice. In most cases, this is due to the behaviour of the participants, so in this case, the action 
of the person leading the meeting will be crucial. Whether it is due to poor participation, diversion 
of the conversation towards non-relevant topics, excessive speaking time for a certain person, etc., 
the leader must take control of the meeting and, in a polite and responsible manner, bring it back 
to what was initially planned. 

The level of participation in a meeting varies from person to person, and some people do not 
participate unless they are asked for their opinion on the topic being discussed. This may be due to 
cultural, language or general dispositional barriers (Axtell, 2015). Therefore, it is important that the 
person leading the meeting is aware of this fact, encouraging whenever possible the participation 
and commitment of each of the attendees, asking their opinion and even informing them before 
the meeting about certain topics that may be of interest to them, allowing those with more 
difficulties to intervene to have enough time to prepare their intervention. 



 

 

 

• Meeting minutes. 

One of the important issues to be taken into account during the meeting is the preparation of the 
minutes, understood as a record of what took place during a meeting. Minutes allow the meeting 
participants to review what was discussed later to check outstanding issues and action items. This 
document is, in some cases, required by law and included in the company's minute book 
(shareholder and board meetings) (Stroman et al., 2014). 
To this end, the scribe or person in charge of the minutes, can make handwritten notes, type on a 
computer, or use a recording device and transcribe the meeting later. Concerning the essential 
information that should be included is, as follows: 
 

- Name of the company conducting the meeting 
- Date, hour, and location of meeting 
- List of those present and those absent 
- Reading of previous minutes and their approval or amendment 
- Discussion and agreements reached on each of the agenda items 
- Issues not initially proposed and discussed at the meeting 
- Questions and requests 
- Date of next meeting 

 
In each of the points, reference should be made to which participant is involved, trying to get the 
essence of the discussion, but not recording every single comment. In order to facilitate this task, 
an outline must be prepared in advance based on the agenda, so the main topics will be already 
written down, which allows to keep the notes organized.  
 
4.3 After the meeting: close and follow up. 
Before ending the meeting, it is important to summarise what was discussed, the agreements 
reached, who is responsible for the next steps, etc. and to thank the participants for their 
participation. According to Axtell (2016), to close a conversation, the following should be done: 

- Check for completion. Ask participants if there is anything else they would like to add or 
have any proposals for future meetings. 

- Check for alignment. Ask if everyone agrees with the decisions and conclusions reached. 
- Agree on next steps. To ensure progress between meetings, agreement must be reached 

on the next steps to be taken. 
- Reflect on the value of what you accomplished. By way of feedback and to find out whether 

the meeting's objectives have been achieved, it is useful to ask the participants about their 
assessment of what was discussed at the meeting. 

- Check for acknowledgements. Reinforce the discussions held, support the participants in 



 

 

the meeting and encourage everyone's desire to achieve the expected results. 

 
Another way to find out if the meeting has met expectations is to create a checklist with the most 
relevant points, not only referring to the agreements reached and topics discussed, but also 
regarding the organization of the meeting. 
Finally, proceed as soon as possible to send the minutes to the participants in the meeting, giving 
them the possibility to correct any questions that concern them before the final minutes are drawn 
up. 
 
 
Topic 5. Administrative obligations of sports entities 

 
The fifth topic within the module Office management in sports organizations is about the main 
administrative obligations of sports entities, such as the communication with membership in the 
sports community and other professional associations, annual inventory procedure and control of 
payment and cash register. 
 
5.1 Communication with membership in the sports community and the county 
professional association. 
Effective communication with the sporting and professional community is fundamental for the 
development of the organisation, as it favours collaboration with the stakeholders in the sector. 
This communication should be bidirectional in order to be able to know and adapt to the existing 
needs, as well as on a regular basis to keep the sector and all the activities and projects carried out 
up to date. This knowledge of the sector makes it possible to personalise and plan the information 
to be sent and to set targets in line with the organisation's objectives, as well as the appropriate 
means to do so, depending on the content and recipients of the information. 
Although this communication can sometimes be informal and in response to the specific needs of 
a particular moment, it is advisable to carry out prior planning by addressing five key issues that 
will help define the strategy: 

• Target audience 
• Context. 
• Expected results. 
• Key messages. 
• Communication channel.  
• Persons in charge of dissemination. 

 



 

 

With regard to the target audience, both the number of people to whom the message is addressed 
(individual, small groups, mass) and the role or position held (manager, users, organization itself, 
etc.) can determine the content of the message and its structure, as well as the channel through 
which it is sent. Another issue affecting the factors detailed above is context, understood as the 
environment in which communication takes place. In particular, historical, psychological, cultural, 
social and physical issues must be taken into account to ensure appropriate communication 
between the parties, without interference that hinders understanding. 

Another important point to bear in mind is related to the expected results of the communication. 
Specifically, knowledge of these results will allow the communication to be designed in an 
appropriate way to achieve them, as well as the establishment of the necessary instruments to 
evaluate whether they have been achieved, precisely determining the indicators, measurement 
tools and the person in charge of impact analysis.   

In relation to other key aspects such as key messages, this refers to those messages that are key to 
the development of the organisation within the community, and will therefore be treated with 
greater priority and even established at the time of developing the communication strategy, at 
what time they should be carried out, through what channel, who is responsible and, if necessary, 
to be able to assess their possible automation. In the same way, whenever a communication action 
is carried out by the organisation, the key message to be transmitted must be taken into account, 
highlighting it in an appreciable way to prevent the receiver from focusing on other aspects and 
the message from not achieving the pre-established objective. 

Continuing with the factors to be taken into account, the communication channel is one of the most 
important parts of the communication system. It is understood as the channel through which 
information travels between the transmitter and the receiver and vice versa. Therefore, the 
selection of a suitable transmission channel is essential to ensure that the message reaches the 
recipient in a proper and timely manner. In order to do so, the type of communication to be carried 
out (e.g. verbal, non-verbal, written, visual, etc.) should first be established. In order to do so, the 
type of communication to be carried out (e.g. verbal, non-verbal, written, visual, etc.) should first 
be established. Then, according to the above, the most appropriate type of channel should be 
selected, e.g. phone call, videoconference, face-to-face, social medial, instant message, e-mail, etc. 
It is important when making this choice to take into account the aspects discussed above, as there 
are channels that are not suitable for formal communications aimed at certain roles, others that 
do not guarantee the privacy of the message if necessary, some channels are more suitable for 
certain sectors of the population than others, etc. 

Finally, as regards the people in charge of carrying out the communication, they may differ 
according to the message to be conveyed and the target audience, although it is up to the 
organisation itself to determine their suitability for this purpose. Sometimes, there may be a 
specialised communication department in charge of these issues (either within the organisation 
itself or outsourced), or people designated in each of the areas of the organisation, etc. 



 

 

 
5.2 Control of payment of administrative fees and charges and cash register. 
Throughout this section, the most important concepts and processes to be carried out will be 
detailed, regardless of whether the economic management is carried out by the organisation itself 
or through a specialised external company. Its importance lies in the fact that all organisations must 
carry out financial control for auditing purposes, for legal reasons and to understand the evolution 
of the organisation, in order to be able to assist in decision-making. 

One of the most valuable accounting statements is the balance sheet (Figure 8), understood as a 
list that contains the description of and amount of property with ownership rights (Stroman et al., 
2014). It is a financial statement that reports a company's assets, liabilities and equity at a given 
point in time. This information enables the calculation of rates of return for investors and an 
assessment of a company's capital structure. 

 

Figure 8 

Example of a balance sheet 

 

 
Note. From Stroman et al. (2014) Administrative’s Assistant and Secretary’s Handbook, p. 719. 
American Management Association.   

 



 

 

Another accounting statement is known as the income statement or profit and loss statement 
(Figure 9), which shows operating income and operating costs, with the resulting increase or 
decrease in ownership. The income statement covers the periods between any two balance sheets 
(Stroman et al., 2014). 

 
Figure 9 
Example of profit and loss statement 

 
 
Note. From Stroman et al. (2014) Administrative’s Assistant and Secretary’s Handbook, p. 720. 
American Management Association.   

 

In order to make proper use of the tools detailed above, and to ensure that the information they 
contain is factual and up to date, any time a transaction takes place in the organisation, it must be 
recorded at the very moment it occurs. The account is the method used to record these individual 
transactions, and it is from this word that the subject of accounting gets its name. In order to 
facilitate control, interoperability must be ensured between all the company's systems through 
which transactions are carried out, such as the cash register. 

Nowadays, almost every modern cash register has specific software that allows not only the 
calculation, but also the generation of reports of the transactions carried out due to the generation 
of databases with the information collected by the software. In the same way, it can reflect both 
traditional and online transactions. Specifically, the main functions usually performed by this type 
of software are grouped into: calculation, inventory tracking and sales analysis. 

• Calculation. There are two main input methods data entry or automatic through bar code 
scanning. The last one is widely used as it reduces the error rate. 

• Inventory tracking. Bar code scanning allows a better control and monitoring of the product, 



 

 

as all the information is recorded when it is added to the store inventory, such as price, 
description, category and supplier. When the product is purchased, all the information 
collected in advance is reflected on the receipt and the changes in the inventory are made 
automatically. Similarly, in the sale of sports services or activities, this type of IT solution 
allows real-time information on the activities offered, their description and details, the 
number of places available, etc. 

• Sales analysis. This kind of software allows the organisation to conduct reports of the 
transactions made in a given time. For example, in addition to the income generated by 
each of the products or services offered, it is possible to appreciate the trend in terms of 
payment methods, the time of day when more or less sales are made, etc. This information 
is of great value to the company or organisation, as it allows informed decisions to be made 
based on the results of the report.  

To avoid the accumulation of errors and for proper control, the cash register should be opened and 
closed at least daily when any type of transaction takes place (sometimes even more, coinciding 
with the change of shift of a worker). This allows errors to be rectified in an efficient way that could 
otherwise be complex. However, these cash register and reporting processes should be detailed in 
a manual accessible to all employees carrying out these tasks in order to follow the same guidelines 
and policies to ensure proper control.   

 
5.3 Annual inventory procedure. 
One of the essential processes in any company is the annual inventory, as it allows to keep track of 
the inventory stock, both in terms of quantity and value, thus being able to identify possible 
discrepancies between the actual and the recorded inventory level. More specifically, this process 
refers to the checking of inventories to ensure the proper accounting of materials and physical 
stock as recorded in the company's books. 

In order to be able to carry out this process correctly, detailed planning is necessary in advance, 
taking into account the method to be used. Similarly, it should be taken into account how often the 
count is to be carried out, usually at the end of a reporting period, and the support used, either by 
means of a physical register or by using specific software for this purpose. In addition, it should be 
established which persons will be responsible for this task, both in operational terms and in respect 
of its supervision, ensuring that they have the necessary knowledge and skills or, failing that, 
providing appropriate training. 

There are several types of methods to carry out the inventory count: 

• Manual: This count uses physical means to carry out the count, such as spreadsheets and 
pencils to record the inventory. This system has the advantage of low cost, although the 
error rate is high. 

• Electronic: This method typically uses scanners, radio frequency identification (RFID), 



 

 

barcodes or mobile devices. The main advantage is the reduction of the error rate, although 
it requires more resources to carry it out and the establishment of processes and prior 
training of staff. 

 

In relation to the process for carrying out the annual inventory, an example could be the following: 

 

1) The person in charge stops all activities related to the items that are part of the inventory. 

2) The responsible staff is provided with a list of the inventory and the equipment necessary 
for its measurement, according to the system in which it is to be recorded. 

3) Responsible staff count the stock allocated to them. 

4) Responsible staff record the physical count on a physical sheet or pre-established software. 

5) The person in charge compares the count data with the actual data provided by the system 
(what is there - what should be there). 

6) If there is no match, the person in charge has to request a recount.  

7) In case of errors, the recount is submitted.  

8) If the problem is found to have been solved, it is validated by the person in charge and sent 
to the accounting department. 

9) The authorised person in the accounting department rechecks and, if no errors are 
detected, approves the inventory. 

In addition to counting, this process allows the organisation to identify damaged goods, products 
that can be disposed of or moved to other locations, and the value of the goods owned by the 
organisation. For this purpose, it is important to establish what information should be provided at 
each stage of the process, such as type of product, code, unit cost, extended cost and grand total 
of all extensions.  

 
Topic 6. Personal data in sports organizations 
The sixth topic within the module Office management in sports organizations focuses on the 
general data protection regulation at European level and, specifically, on the identification of 
personal data in the business and information system and the main policies and procedures related 
to personal data protection.  

In order to be able to carry out this process correctly, detailed planning is necessary in advance, 
taking into account the following issues: 

 



 

 

6.1 General Data Protection Regulation. 
According to the Charter of Fundamental Rights of the European Union (European Union, 2012a), 
which is binding in all member States, European citizens have the right to the protection of their 
personal data. Specifically, Article 8 states that: 

1. Everyone has the right to the protection of personal data concerning him or her.  

2. Such data must be processed fairly for specified purposes and on the basis of the consent 
of the person concerned or some other legitimate basis laid down by law. Everyone has the 
right of access to data which has been collected concerning him or her, and the right to 
have it rectified.  

3. Compliance with these rules shall be subject to control by an independent authority. 
(European Union, 2012, p. 397) 

Likewise, related to the personal data protection, Article 16 (ex Article 286 TEC) of the Consolidated 
Version of the Treaty on the Functioning of the European Union (European Union, 2012b) details 
that: 

1. Everyone has the right to the protection of personal data concerning them.  

2. The European Parliament and the Council, acting in accordance with the ordinary 
legislative procedure, shall lay down the rules relating to the protection of individuals with 
regard to the processing of personal data by Union institutions, bodies, offices and agencies, 
and by the Member States when carrying out activities which fall within the scope of Union 
law, and the rules relating to the free movement of such data. Compliance with these rules 
shall be subject to the control of independent authorities.  

The rules adopted on the basis of this Article shall be without prejudice to the specific rules 
laid down in Article 39 of the Treaty on European Union. (European Union, 2012b, p. 55) 

To this end, and with the aim of strengthening the fundamental rights of individuals in the digital 
age and facilitating business by clarifying the rules for companies and public bodies in the European 
Union's digital single market, in 2016 the European Parliament enacted the Regulation (EU) 
2016/679, on the protection of natural persons with regard to the processing of personal data and 
on the free movement of such data (General Data Protection Regulation [GDPR]).  

This regulation is made up of several chapters concerning: I) General provisions, II) Principles, III) 
Rights of the data subject, IV) Controller and processor, V) Transfers of personal data to third 
countries or international organizations, VI) Independent supervisory authorities, VII) Cooperation 
and consistency, VIII) Remedies, liability and penalties, IX) Provisions relating to specific processing 
situations, X) Delegated acts and implementing acts and XI) Final provisions. 

Where this Regulation provides for specifications or restrictions of its rules by Member States' 
legislation, Member States may, to the extent necessary for consistency and to ensure that the 



 

 

national provisions are comprehensible to the persons to whom they apply, incorporate elements 
of this Regulation into their national legislation, always ensuring that the level of protection of the 
rights and freedoms of natural persons with regard to the processing of such data are equivalent 
in all Member States. 

In addition, according to Article 51 of that Regulation, each Member State shall provide for one or 
more independent public authority or authorities to monitor the application of this Regulation in 
order to protect the fundamental rights and freedoms of natural persons in relation to the 
processing and to facilitate the free flow of personal data within the Union (supervisory authority). 
Each supervisory authority shall act with complete independence in performing its tasks and 
exercising its powers in accordance with this Regulation (Article 52). They also form part of the 
highest European data protection body: European Data Protection Board4, composed of the head 
of a supervisory authority of each Member State5 and the European Data Protection Supervisor, or 
their respective representatives (Article 68). 

 

6.2 Identification of personal data in the business and information system. 
In order to begin the discussion of the main points to consider when it comes to data protection at 
the European level and how they affect organizations in general, it is useful to start with the 
definition of the concept of `personal data’. According to Article 4 of the GDPR, it means: 

 

Any information relating to an identified or identifiable natural person (‘data subject’); an 
identifiable natural person is one who can be identified, directly or indirectly, in particular 
by reference to an identifier such as a name, an identification number, location data, an 
online identifier or to one or more factors specific to the physical, physiological, genetic, 
mental, economic, cultural or social identity of that natural person. (European Union, 2016, 
p. 33) 

 
Within this general category of personal data, a distinction must be made between those belonging 
to special categories when it comes to their processing. In particular, Article 9 states that: 

 

Processing of personal data revealing racial or ethnic origin, political opinions, religious or 
philosophical beliefs, or trade union membership, and the processing of genetic data, 
biometric data for the purpose of uniquely identifying a natural person, data concerning 

 
4 https://edpb.europa.eu/edpb_en  
5 https://edpb.europa.eu/about-edpb/about-edpb/members_en#member-es  



 

 

health or data concerning a natural person's sex life or sexual orientation shall be 
prohibited. (European Union, 2016, p. 38) 

 

With regard to the above, the same article provides for a number of exceptions to this prohibition. 

In relation to the rights of the data subject and, specifically, those concerning transparent 
information, communication and modalities for the exercise of the rights of the data subject, 
Article 12 states that the controller shall take appropriate measures to provide any information 
and communication concerning processing to the data subject in a concise, transparent, intelligible 
and easily accessible form, using clear and plain language. This information shall be provided in 
writing or by other means, including electronic ones, or orally when requested by the data subject. 
The information to be collected differs depending on whether the personal data are collected from 
the data subject or not. According to Article 13, when personal data are collected from a data 
subject, the controller shall, at the time of collection of the personal data, provide the data subject 
with all of the following information: 

a) Identity and contact details of the controller; 

b) contact details of the data protection officer (when applicable);   

c) purposes of the processing and the legal basis for it;  

d) the legitimate interests pursued by the controller or by a third party;  

e) the recipients or categories of recipients of the personal data;  

f) where applicable, the fact that the controller intends to transfer personal data to a third 
country or international organization and the existence or absence of an adequacy decision 
by the Commission, or the reference to the appropriate or suitable safeguards and the 
means by which to obtain a copy of them or where they have been made available;  

g) the period for which the personal data will be stored; 

h) the existence of the right to request from the controller access to and rectification or 
erasure of personal data or restriction of processing concerning the data subject or to object 
to processing as well as the right to data portability;  

i) the existence of the right to withdraw consent at any time, without affecting the lawfulness 
of processing based on consent before its withdrawal;  

j) the right to lodge a complaint with a supervisory authority;  

k) whether the provision of personal data is a statutory or contractual requirement, or a 
requirement necessary to enter into a contract, as well as whether the data subject is 
obliged to provide the personal data and of the possible consequences of failure to provide 
such data;  



 

 

l) the existence of automated decision-making, including profiling and meaningful 
information about the logic involved, as well as the significance and the envisaged 
consequences of such processing for the data subject. 

Where the controller intends to further process the personal data for a purpose other than that for 
which they were collected, the controller shall provide the data subject, prior to such processing, 
with information on that other purpose and any other relevant information. 

Continuing with the rights of the data subject and, in particular, with those related to access to his 
or her personal data, Article 15 details that he or she shall have the right to obtain from the 
controller confirmation as to whether or not personal data concerning him or her are being 
processed, and, where that is the case, access to the personal data and information related to the 
purposes of the processing, the categories concerned, the recipients and the source (if personal 
data is not collected from the data subject). Also information about the envisaged period in which 
the data is stored, the right to request from the controller rectification and to lodge a complaint 
with a supervisory authority, and the existence of automated decision-making and the logic 
involved. 

If the data subject asks for a copy of his or her personal data undergoing processing, it must be 
provided by the controller, usually through a commonly used electronic form. For any further 
copies requested, the controller may charge a fee based on administrative costs. 

Also the data subject shall have the right to rectification form the controller of inaccurate personal 
data concerning him or her (Article 16), the right to erasure (‘right to be forgotten’) if the grounds 
stated in Article 17 applies, the right to restriction of processing according to the requirements 
detailed in Article 18, the right to data portability to another controller (Article 20), the right to 
object at any time to processing of personal data concerning him or her (Article 21) and the right 
not to be subject to a decision based solely on automated processing, including profiling, which 
produces legal effects concerning him or her or similarly significantly affects him or her (Article 22).  

 

6.3 Policies and procedures related to personal data protection. 
Concerning the main principles relating to processing of personal data (Article 5), personal data 
shall be processed taking into account the principles of lawfulness, fairness and transparency. 
Likewise, they must be collected for specified, explicit and legitimate purposes, in an adequate, 
relevant and limited way to what is necessary in relation to them. Finally, personal data shall be 
kept in a form which permits identification of data subjects for no longer than is necessary for the 
stated purposes, and processed in a manner that ensures appropriate security of the personal data. 
The controller will be responsible for, and be able to demonstrate compliance with all the 
requirements detailed above. 

Related to the lawfulness of processing (Article 6), the data subject must have given consent to 
the processing of his or her personal data for one or more specific purposes, unless processing is 



 

 

necessary for the performance of a contract, for compliance with a legal obligation, to protect the 
vital interests of the data subject, for the performance of a task carried out in the public interest or 
in the exercise of official authority or for the purposes of the legitimate interests pursued by the 
controller or by a third party, except where such interests are overridden by the interests or 
fundamental rights and freedoms of the data subject. 

When asking for consent (Article 7) of the data subject, understood by “any freely given, specific, 
informed and unambiguous indication of the data subject's wishes by which he or she, by a 
statement or by a clear affirmative action, signifies agreement to the processing of personal data 
relating to him or her” (European Union, 2016, p. 34), the organization must meet the following 
conditions: 

1. The controller shall be able to demonstrate that the data subject has consented to 
processing of his or her personal data. 

2. If the data subject's consent is given in the context of a written declaration which also 
concerns other matters, the request for consent shall be presented in a manner which is 
clearly distinguishable from the other matters, in an intelligible and easily accessible form, 
using clear and plain language.  

3. The data subject shall have the right to withdraw his or her consent at any time. Prior to 
giving consent, the data subject shall be informed thereof. It shall be as easy to withdraw 
as to give consent. 

4. When assessing whether consent is freely given, utmost account shall be taken of 
whether, inter alia, the performance of a contract, including the provision of a service, is 
conditional on consent to the processing of personal data that is not necessary for the 
performance of that contract. 

When it comes to the data protection of minors (Article 8), such processing shall be lawful only if 
and to the extent that consent is given or authorised by the holder of parental responsibility over 
the child. 

 
 
Topic 7. Archiving and storage of archival material 
 
The final topic within the module Office management in sports organizations deals with the main 
regulations, fundamentals and procedures applicable in archiving and records management. 

 

7.1 Regulations applicable in archiving and record management. 
Although several regulations, guidelines and standards are available at European and international 
level, it must be taken into account that each country has its own legislation regarding archiving 



 

 

and preservation of documents. Therefore, the design, creation and implementation of an archival 
management system must take into account the immediate context in which it is developed, as 
well as the sector in which the organisation operates and the type of documents and information 
recorded. 

 
As far as the international level is concerned, there are different standards in the field of archives 
and record management, such as: 

• ISAAR(CPF) International Standard Archival Authority Record for Corporate Bodies, Persons 
and Families. This standard provides guidance for preparing archival authority records 
which provide descriptions of entities (corporate bodies, persons and families) associated 
with the creation and maintenance of archives.  

• ISAD(G) General International Standard Archival Description. This standard provides 
general guidance for the preparation of archival descriptions. It is to be used in conjunction 
with existing national standards or as the basis for the development of national standards. 
This standard is a general guide for the creation of archival descriptions, irrespective of the 
type of records or the physical medium of the records. Its purpose is the creation of 
descriptive metadata for records at the international level. It follows a hierarchical model 
of description that is developed by levels. The rules of this standard are structured in 7 
areas, contains 26 elements and includes a glossary of terms with their definitions. 

• ISDIAH International Standard for Describing Institutions with Archival Holdings. This is the 
International Standard for Describing Institutions with Archival Holdings. The main 
objective of this standard is to facilitate the description of those institutions whose primary 
function is the preservation of records and their dissemination to the general public. In 
addition, this standard provides guidelines for linking information about the institutions 
with the description of the records they hold and with their producers. These descriptions 
should be drawn up in accordance with the ISAD(G) and ISAAR(CPF) standards. 

• ISDF International Standard for Describing Functions. It is used to draw up descriptions of 
the functions of the institutions involved in the production and preservation of documents. 
This standard is intended to complement the function descriptions in ISAD(G) and 
ISAAR(CPF). 

Other international standards come from the International Standard Organisation (ISO) which 
develops the ISO standards for the optimisation of company processes, most of which are 
applicable to all sectors. These standards offer the possibility for each company to create its own 
ISO strategy. In this strategy, a company will, for example, determine how it will archive or protect 
its own business information. To be certified by the ISO means that you have been audited by an 
independent 3rd party, and that you have demonstrated your business conforms to the 
requirements of the process standards set by this international organization. 



 

 

• ISO 11799 Information and Documentation. document storage requirements for archival 
and library materials specifies the characteristics of repositories used for the long-term 
storage of archival and library materials. It covers the location, construction and renovation 
of the building, as well as the installation and equipment to be used both in and around the 
building. It applies to all archival and library materials stored in repositories, where mixed 
media may be stored alongside paper-based materials. 

• ISO 14721 Open Archival Information System. This standard specifies a reference model for 
an open archival information system (OAIS). The objective of this standard is to establish a 
system for archiving information, both digitised and physical, with an organisational scheme 
composed of individuals who accept responsibility for preserving the information and 
making it available to a designated community. 

• ISO 15489 Records Management. It is one of the most relevant standards for information 
and records management, that identifies the following management processes: 

- determining how long to retain records;  

- creating and registering records;  

- classification of records; 

- storage and handling of records;  

- controlling access to records;  

- tracking records;  

- disposing of records; and  

- documenting records management processes. 

• ISO 16175 Principles and functional requirements for records in electronic office 
environments. This standard provides internationally agreed principles and functional 
requirements for software used to create and manage digital information in office 
environments, and it is divided into three parts: 

1. Overview and statement of principles: fundamental principles for the records 
management in a digital environment. 

2. Guidelines and functional requirements for digital records management systems: 
functional requirements for software systems aimed to manage records. 

3. Guidelines and functional requirements for records in business systems: functional 
requirements for the business systems to manage their information. 

• ISO 19005 Document Management. Electronic document file format for long-term 
preservation has the primary objective of defining a PDF-based file format, known as PDF/A, 
that provides a mechanism for representing electronic documents in a way that preserves 



 

 

them for the long term, regardless of the tools and systems used to create or store the files. 

• ISO 23081 Records Management Processes. It covers the principles that underpin and 
govern records management metadata. These principles are applicable to: 

- records and their metadata; 

- all processes that affect them; 

- any system in which they reside; 

- any organization that is responsible for their management. 

• ISO 25964 Information and Documentation. It gives recommendations for the development 
and maintenance of thesauri intended for information retrieval applications. It is applicable 
to vocabularies used for retrieving information about all types of information resources, 
irrespective of the media used. 

• ISO 30300 Management Systems for Records. This standard focuses on the design, 
implementation, maintenance and optimisation of the records management system. This 
system can be implemented integrated with other management systems, as well as in any 
organisation regardless of its size or the sector in which it operates. The system itself is 
based on the existence of a documented policy and objectives and procedures describing 
the different processes included in the management system. At the same time, the work 
processes must generate evidence to prove that they have been carried out according to 
the defined procedures. 

There are other ISO standards which, although not specific to document management, involve the 
implementation of processes to improve the organisation's management and may also affect this 
area, such as the ISO 9000 series (Quality Management System), the 14000 series (Environmental 
Management System) and the 27000 series (Information Security Management System). 

Lastly, as far as international models are concerned, we find the Model Requirements for the 
Management of Electronic Documents and Records (MoReq2010®6) which is a set of requirements 
for the organisation of electronic archives, developed in the framework of the European Union. 
The DLM Forum, through its MGB (Management Governance Board) committee, which is the body 
responsible for the maintenance and promotion of the Moreq specifications. The European 
Commission supports it through the Expert Review Group, with its international representatives in 
Europe, the United States, Canada and Australia. It is an operational approach to the ISO 15489 
document management standard. This model is aimed at all companies and institutions that are 
initiating implementation processes or already have business applications and digital document 
management systems in place: official centres, companies that manage documents (records), 

 
6 MoReq2010 Modular Requirements for Records Systems https://op.europa.eu/en/publication-detail/-
/publication/3e4c72c8-e802-4d73-bb1d-6cf3753d761c  



 

 

creators, developers and distributors of document management software and business systems 
that manage documents, and training entities and companies. 

 

7.2 Fundamentals and procedures in archiving and record management. 
Records are those pieces of information that have an intrinsic worth which makes them important 
enough to save and keep secure for their evidential value. ISO 15489 formally defines a record as 
the ‘information created, received and maintained as evidence and information by an organisation 
or person, in pursuance of legal obligations or in the transaction of business’ (ISO 15489-1:2001, 
3.15). Depending on the importance and relevance of the document for the organisation, it should 
decide whether or not to proceed with recording or not (e.g., early drafts, incomplete transaction, 
etc.).  

The management of electronic records requires the correct implementation of a wide variety of 
functions due to its complexity. In this sense, ISO 15489 proposes that an organisation should use 
a records system, defined as an ‘information system which captures, manages and provides access 
to records through time’ (ISO 15489-1:2001, 3.17). For this reason, in general an Electronic Records 
Management System (ERMS) must be implemented, understood as a software used by an 
organisation to manage records from creation to final disposition, allowing also the storage, 
retrieval and disposal of the electronic records that are stored in its repository. The main 
characteristics of this system will depend on the needs of the organization (customised, integration 
of several modules, combination of several software packages, etc.). However, it should not be 
forgotten that, in all cases, there will always have to exist procedures and policies that complement 
management on a manual basis. 

According to MoReq2010®, an electronic records management system must have the following 
qualities: 

• Performance: refers to the responsiveness, efficiency and performance of the recording 
system under load. 

• Scalability: concerns the performance and capacity of the system through time and under 
an increasing load. As the number of records grows along with the number of users and the 
resulting system load, how easy is it for the system of records to maintain the same level of 
performance. 

• Manageability: The system must consider its own administration and management 
(reporting, installation and configuration, monitoring, etc.). 

• Portability: relates to the ability of the system to succeed in different environments. 

• Security: refers to the external integrity of the system and its ability to resist unauthorised 
access, hacking or tampering, computer viruses and other forms of accidental or malicious 



 

 

damage. The implementation of the ISO 27000 standard on information security is 
recommended. 

• Privacy: the system must ensure the privacy of personal information and data, especially 
where sensitive information is held, and must comply with applicable legislation. 

• Usability: ease of use is an important consideration for user acceptance, and training and 
education programmes are essential. 

• Accessibility: the registration system should be accessible to all types of users with different 
abilities, including users with specific disabilities. 

• Availability: availability requirements are often expressed as a percentage or ratio of system 
uptime versus downtime. Depending on the organisation, some require access to the 
system of records during working hours on weekdays, while other organisations require 
24/7 access and support, bearing in mind that not all systems of records are capable of 
running indefinitely without the need for support, maintenance or upgrades. 

• Reliability: it refers to the internal integrity of a system, the accuracy and precision of its 
software, and its resistance to defects, malfunctions and unexpected operating conditions, 
all of which must be tested.  Reliability is also closely related to system availability and is 
often measured as the "mean time between failures". 

• Recoverability: it is important for the organisation to be able to recover from a failure with 
its data largely intact and in the shortest possible time to avoid affecting the organisation's 
critical activities. 

• Maintainability: the system should be relatively easy to repair and upgrade, depending also 
on the maintenance product contracted from the software supplier.  

• Supported: regardless of the maintenance of the system, the supplier must actively support 
it. Sometimes organisations have legacy systems where the supplier is no longer in business, 
or has decided to maintain but not upgrade a particular records system solution. Therefore, 
before purchasing a management system, it is important to request information about the 
level of support, frequency of upgrades, available versions and the supplier's roadmap.   

• Warranted: organisations should be aware of licences and other terms and conditions 
related to the installation and use of a particular system from a particular vendor. Even 
open-source options have intellectual property rights and terms of use associated with 
them. In agreeing to the supplier’s terms and conditions in implementing the system, the 
organisation should also ensure that it receives a warranty from the supplier covering the 
use of the system and the resolution of problems that may arise in its implementation and 
use. 

• Compliance: systems must comply with industry standards and the regulations of the 
geographical context in which they are implemented. 



 

 

According to the Article 21 of Royal Decree 4/2010, of 8 January, which regulates the National 
Interoperability Scheme in the field of e-Government in Spain, the following conditions for the 
recovery and conservation of documents must be met: 

• Define a document management policy.  

• Inclusion of an electronic index in the files. 

• Provide documents with a unique and unequivocal identification within the management 
system, allowing them to be classified, retrieved and referred to. It is also important that 
there is a record of those events that have taken place. If specific software is used, it may 
be possible to track them automatically, but in other cases it is up to the organisation to 
design and implement a protocol to record the entry, transfer and/or deletion of files and 
their constituent documents. This is also considered important in view of the audit 
processes that the organisation may face. 

• Associate to the electronic document the minimum mandatory metadata and, where 
appropriate, the complementary or necessary metadata to ensure its management and 
preservation throughout its life cycle. Metadata is defined by ISO 15489 as ‘data describing 
context, content and structure of records and their management through time’ (ISO 
15489-1:2001, 3.12). An example of the information to be provided in the metadata could 
be: title, description, owner information and contextual metadata (if any). The correct 
identification of the archives makes it possible to know not only the context of production 
of each of the documentary series, but is also the basis for their subsequent appraisal, which 
will make it possible to determine the periods of conservation and access to the documents. 
In order to ensure long-term preservation, references or links should not be used, but the 
documents should be fully incorporated and integrated into a transfer information package, 
which will also contain the index to the file. It would be advisable to include an archival 
information module to include the metadata relating to access periods, the expiry of the 
values of documents, deletion or transfer, as well as the essential character of documents 
where applicable. This data is essential for managing documents and records at all stages 
of their lifecycle, especially in the electronic archive. An example of metadata is shown 
below (Figure 10): 

 

 

 

 

 

 



 

 

Figure 10 
Example of metadata information provided by ISAD(G) 2nd edition, p.40. 

 

• Classification: in accordance with a classification table adapted to the general and specific 
functions of each of the organisations. Every record must be classified, what means that, 
from its creation, every record must always be associated with a class entity. Classes 
represent business functions, activities and transactions, and associating a class with a 
record provides it with a definitive business context that continues to link the record with 
the business process that generated it. In this regard, the model MoReq2010® details that 
records are placed into aggregations for all or some of the following reasons: 

- They relate to the same business transaction or process.  

- They have the same business classification.  

- They share the same subject area or topic.  

- They relate to the same person, place, project, case, client, event or incident.  

- They share common metadata.  



 

 

- They have the same source or format.  

- They are managed by the same business unit.  

- They are intended for the same audience.  

- They have the same level of security access control.  

- They are held under the same retention and disposal conditions.  

• Retention of documents for the period established by the corresponding classification 
commissions, in accordance with the legislation in force, the administrative rules and legal 
obligations applicable in each case, specifying the measures that ensure such retention. A 
record, once it has been created in an ERMS, can never be deleted completely, even if the 
entire record and its contents no longer exist, a residual record remains to show that it was 
once in the held by the system. It is the record’s disposal schedule that determines how 
long a record is retained and how it is subsequently disposed of at the end of its retention 
period. MoReq2010® requires that all disposal schedules must specify one of four different 
possible outcomes:  

- retain permanently;  

- review at the end of the retention period;  

- transfer at the end of the retention period;  

- destroy at the end of the retention period.  

Each disposal schedule must have a period of retention (days, weeks, months or years). This 
period begins on a particular retention start date, which is defined by a retention trigger 
event. Nevertheless, sometimes is quite difficult to forecast the importance of the 
document and the time it must be retained, so an option would be to schedule records for 
later review, rather than for permanent retention, transfer or destruction. To enable a 
proper control and monitoring, it is advisable to implement a system of alerts linked to the 
deadline and managed by a specific role  in the organisation. 

• Complete and immediate access to the documents, depending on the scheme of types of 
access to them, through online consultation methods that allow the visualisation of the 
documents with all the details of their content, the exhaustive and relevant retrieval of the 
documents, the online copying or downloading in the original formats and the printing on 
paper of those documents that are necessary. The system shall at least allow the electronic 
signature, including, where appropriate, the time stamp, and the metadata associated with 
the document to be consulted throughout the retention period. In this context it is also 
essential to have a fast and efficient search system for accessing information, which is in 
line with the nomenclature, classification and organisation of documents. This system 
should allow manual search as well as automatic search through queries. Similarly, the 



 

 

organisation must decide what information it wants the search to show, so that it can 
correctly identify the document or file. An example could be the following (Table 2). 

Table 2 

Example of information provided 

Identifier Creation Title Description Status 

a4555yu2 2002-12-02 Inventory November 
Inventory of purchase 
department - November 
2002 -Elisa Froid 

Inactive 

50014rfft 2011-03-15 Minutes of 
Management Board 

Minutes of Management 
Board meeting held 2011-
03-15 

Active 

8east6554 2021-05-24 TPM agenda 
Agenda of the 
Transnational Project 
Meeting – ADMINS - Zagreb 

Active 

… … … … … 
The results returned by searches will be user-specific and related to the user’s access 
control settings. To this end, the access to the system should be configured in such a way 
that appropriate permissions are managed for users who need to access certain 
information, restricting access otherwise. This can be done through the generation of roles 
in the organisation, which will be associated with different users and groups. The authority 
to perform functions is given to users when they are granted roles. It should be borne in 
mind that, as a general rule, it will not only be administrators and archivists who access the 
archive, but also clerical and operational staff to create, receive and retrieve documents. 

• Adoption of measures to ensure the preservation of the electronic document throughout 
its life cycle, defined as the set of stages or periods through which the life of the document 
passes, from its identification in a document management system, to its selection for 
permanent preservation, in accordance with the applicable legislation on archives in each 
case, or for its statutory destruction. According to this, a generic description of the life cycle 
of the electronic record would consist of three phases: 

- Capture phase. after the creation or production of the document, either by a citizen or 
internally within an organisation, capture involves its incorporation into an 
organisation's document management system. 

- Maintenance and use phase. Once the administrative processing has been completed, 
the documents maintain their administrative validity and are available. 

- Preservation and selection phase. Documents of ephemeral value are disposed of by 
regulation, while those of long-term value in terms of their administrative, legal, 
archival, historical or research and social usefulness, and as established by the 
competent authorities, are kept permanently. 



 

 

• Horizontal coordination between those responsible for document management and the 
other services involved in archiving matters. 

• Transfer, where appropriate, of records between the different electronic repositories for 
preservation purposes, in accordance with the provisions of the legislation. The archives are 
kept in such a way as to ensure their preservation and recovery in the medium and long 
term. 

• If the result of the document classification procedure so establishes, erasure of the 
information or, where appropriate, physical destruction of the media, in accordance with 
the applicable legislation, leaving a record of its elimination. 

• Technological training of the personnel involved in the execution and management of 
documents. 

• Documentation of the procedures that guarantee interoperability in the medium and long 
term, as well as the measures for the identification, recovery, control, processing and 
conservation of electronic documents. Interoperability is known as the ability of computer 
systems or software to exchange and make use of information. This is an important issue, 
as technological developments require constant updating and compatibility between 
different systems to enable the transfer of information. 

 

 
 

 

 
 
 

 

 

 

 
 
 


