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Our documentation services  and templates  
 

We provide advice  
 

For deal points and processes specific to 
your industry, market and circumstances. 
Some advice is pre-packaged - see our 
Solutions (Deal Making & Contracting 
Brochure and Solutions (Human 
Resources) Brochure. 

 

+ templates - Business Decision Support Tools 
 

Checklists  For you to quickly identify legal, 
managerial and commercial considerations 
Questionnaires For you to review your 
circumstances and identify strategic gaps in 
your own time 
Instruction Sheets  For you to save costs by 
yourself collating information for us to 
prepare documents 
Guides & Frameworks  For you to 
understand and prepare informed proposals 
to improve deal quality 

 

+ website papers  
 

For you to gain from existing knowledge. 
Visit in particular the library section of 
dilanchian.com.au  or call (02) 9269 0229 
for additional papers. 

 

+ training services  
 

For tailored and practical guidance. Review 
services at www.sydneylaw.com.au 

 

Record
Drafting

Record
Retention

Record
Storage

Record
Destruction

Education &
Training

This is the process 
of drafting records 
for  the purpose of 
creating a 
document
that provides a 
formal account of a
proceeding, event 
or other particular

Essential for the 
efficient protection 
of copyright,
patents, trade 
marks, confidential 
information
and other 
intellectual 
property (IP)
assets 

Records should 
be kept 
permanently
regarding IP 
assets, or at the 
very least the 
entire economic 
life cycle of the 
relevant product 
or service

Employees and 
contractors should 
be trained in record 
management and 
procedures 
incorporated or 
referred to in policy
and procedures
manuals

2 3 4 51

At the time of 
record storage 
ensure that the 
destruction date 
complies with 
organisational 
and legal 
requirements

�

Proper record  and document management  
calls for a systematic approach as illustrated 


