Data Dictionary
Entity 007 – Document
Version 1.0

Purpose
The Document entity serves as the church's centralized digital document management system.
It stores metadata about files while the actual files are stored securely on the NAS.
A document can be linked to virtually any entity in the system, making it a shared resource rather than belonging to a single module.

Relationships
Document
│
├── Member
├── Household
├── Ministry
├── Worship Service
├── Sermon
├── Event
├── Building
├── Room
├── Asset
├── Project
├── Committee
└── Audit Log

Basic Information
	Field
	Type
	Required
	Description

	document_id
	UUID
	Yes
	Primary Key

	document_no
	VARCHAR(20)
	Yes
	Human-readable document number

	title
	VARCHAR(250)
	Yes
	Document title

	description
	TEXT
	No
	Description

	category
	Reference
	Yes
	Document category

	document_date
	DATE
	No
	Document date

	status
	Reference
	Yes
	Draft / Active / Archived



File Information
	Field
	Description

	Original File Name
	Uploaded filename

	Stored File Name
	Internal filename

	File Extension
	pdf, docx, jpg, etc.

	MIME Type
	application/pdf, etc.

	File Size
	Bytes

	Storage Path
	NAS location

	SHA-256 Hash
	File integrity check


Storing a file hash helps detect duplicates and verify that files haven't been corrupted or altered.

Document Categories
Use master data instead of hardcoding.
Examples:
· Meeting Minutes 
· Annual Report 
· Financial Report 
· SOP 
· Policy 
· User Manual 
· Quotation 
· Invoice 
· Warranty 
· Drawing 
· Blueprint 
· Certificate 
· Photo 
· Video 
· Presentation 
· Bulletin 
· Sermon Notes 
· Contract 
· Letter 
· Permit 
New categories can be added without code changes.

Version Control
Church documents change over time.
Instead of overwriting:
Document

↓

Version 1

↓

Version 2

↓

Version 3
Each version keeps:
· Version Number 
· Uploaded By 
· Upload Date 
· Change Summary 
This ensures older versions remain available when needed.

Linked Records
A document may relate to multiple entities.
Examples:
LED Wall Warranty
Linked to:
· Asset 
· Project 
· Building 
Rejoice Kitchen SOP
Linked to:
· Ministry 
· Documents 
Baptism Certificate
Linked to:
· Member 
This avoids storing duplicate copies of the same file.

Permissions
Not every document should be visible to everyone.
Examples:
	Document
	Access

	Weekly Bulletin
	Everyone

	LCEC Minutes
	LCEC Only

	HR Documents
	Administrators

	Financial Reports
	Treasurer & Authorized Leaders

	Property Drawings
	Property Committee


Access should be controlled through roles and permissions.

Search
Search by:
· Title 
· Category 
· Tags 
· Keywords 
· File Type 
· Linked Member 
· Ministry 
· Event 
· Building 
· Date 
· Uploader 

Tags
A document may have multiple tags.
Examples:
LED

Warranty

Sanctuary

Project

2026
Tags make searching easier without creating too many categories.
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Storage Strategy
The database stores only metadata.
PostgreSQL

↓

Document Record

↓

NAS File
This keeps the database small and efficient while allowing the NAS to handle large files.

File Organization
Rather than storing files in many unrelated folders, use a consistent hierarchy.
Documents
│
├── Members
├── Ministries
├── Worship
├── Events
├── Buildings
├── Assets
├── Projects
├── Finance
├── HR
└── Archive
The exact folder names are an implementation detail, but having a predictable structure simplifies backup and maintenance.

Design Rules
Rule 1
Never store duplicate files.
If two records reference the same document, both should link to a single Document record.

Rule 2
Never overwrite a document.
Create a new version.

Rule 3
Never permanently delete documents unless required by law or approved under a documented retention policy.
Normally:
status = Archived

Rule 4
Every document should have an owner.
Examples:
· Ministry 
· Committee 
· Project 
· Member 
Ownership helps with accountability and lifecycle management.
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ADR-007 – Centralized Document Management
Status: ✅ Approved
Decision:
All documents will be managed through a single centralized Document module rather than creating separate document tables for each business module.
This provides:
· One consistent upload process. 
· One permission model. 
· Version control across the system. 
· Powerful global search. 
· Reduced duplicate storage. 
· Simpler backup and recovery. 
A ministry, worship service, project, or asset doesn't own its own files—it references documents managed by the Document module.

Recommendation: Document Retention Policy
I recommend including a configurable retention policy for each document category.
For example:
	Category
	Suggested Policy

	AGM Minutes
	Permanent

	Annual Reports
	Permanent

	Worship Bulletins
	Permanent

	Sermon Notes
	Permanent

	Building Drawings
	Permanent

	Warranties
	Keep until 7 years after expiry

	Purchase Quotations
	Keep 7 years

	Event Working Files
	Archive after 3 years

	Temporary Notices
	Delete after expiry (if approved)


This ensures SACMC Connect preserves documents that contribute to the church's history while allowing less critical operational files to be managed according to church policy. As the archive grows over decades, having clear retention rules will make the document repository much easier to maintain.

