
DOCUMENT MANAGEMENT WORKFLOW TEMPLATE 

COLLECT MANAGE / REVIEW DELIVER STORE AND ARCHIVE 

CAPTURE 
INFORMATION 

SOURCES 

CREATE DELIVER 

PRINT / EMAIL 

STORE 
AND 

ARCHIVE 

RETENTION 

DELETION 

WEB 
PAGES 

ELECTRONIC 
DATA 

PHYSICAL 
PAPERWORK 

IMAGES 

COMMUNICATION 
INFORMATION 

REVIEW 

COLLABORATE 

DRAFT FIRST 
VERSION 

SUBMIT 

COLLABORATE 

DRAFT FIRST 
VERSION 

PUBLISH 

ACTIVE 
OR 

INACTIVE 

https://goo.gl/NgwXHD


 

 

 
 

DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for reference 
only. While we strive to keep the information up to date and correct, we make no 
representations or warranties of any kind, express or implied, about the completeness, accuracy, 
reliability, suitability, or availability with respect to the website or the information, articles, 
templates, or related graphics contained on the website. Any reliance you place on such 
information is therefore strictly at your own risk. 

 


