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District Twenty-Two 
Organization of Bridge Units, Inc.

Document Repository Guidebook
The District Document Repository contains a host of documents relevant to board members.

The repository has over a 160 directories contains 600 files. The directories contain position and task descriptions, district financial reports, tournament financial reports, budget records, contracts, process and procedure information, etc. To make it easier to located the document you want the District Librarian maintains a set of files that explain the directory structure and contents.
On the District web site go to the District Document Repository
Login with ID and Password

After Login you are in the District Document Repository main directory
Here you will find the following files:

· Repository Directory Structure Diagram.xls
· Directory Tour.doc
· Document Index.xls

· Document Revision Status.xls
Open Repository Directory Structure Diagram.xls
This will show you the directory structure at a glance
When you are finished reviewing the repository structure - Close the document

Now Open Directory Tour.doc
This walks you through the actual directory structure

Follow the instructions - When you are finished - Close this document

Next Open Document Index.xls

This provides information of the available files and their contents

When you are finished reviewing the repository files  - Close the document

Finally Open Document Revision Status.xls
This table shows the latest revision status for documents that require update from time to time.

The revision date shown is printed on the document. Compare this to your printed copy. This is how you will know you have the latest document revision.

