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Introduction

Repeatable process to analyze unstructured files and migrate records to an
electronic content management system.

Two years to develop. Successful proof of concept: 42,000 files; 34,000 files
classified as records, renamed, and migrated; 45 business days; 1 FTE plus
tech support.

Estimate two years to analyze and migrate the balance: 27 shared drives; 2.9
million files; 2 million++ records.

This presentation is an overview of the Share Care process.
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Shared Drive Migration Toolkit

The manual has seven sections; two sections apply to the organization:
1. Defining the organizational context
2. Defining the technical context

Five sections apply to each business unit:
3. Defining the business context
4. Completing a business analysis
5. Completing a technical analysis
6. Completing a classification analysis
7. Migrating records

Appendices:
Templates, Utility Applications Guide, Glossary, Bibliography
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Corporate Records Manual
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1.0 Defining the Organizational Context
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1.0 Defining the organizational context

1. Reviewing the legislative context
2. Reviewing the Corporate Records By law
3. Reviewing staff responsibilities
4. Defining corporate records
5. Defining electronic records requirements
6. Reviewing records classification
7. Reviewing the records lifecycle
8. Defining transitory records

For this presentation, a more external view of the organization is provided.
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History

• 1879 Incorporated as a municipality; logging and farming

• 1969 Sons of Norway’s Viking Lodge No. 104 formed

• 1974 Agriculture Land Reserve established

• 1993 Becomes a city of 100,000+

• 2008 Population reaches 452,000
• Second largest city in BC
• Twelfth largest in Canada
• Growing at 1,000 people a month
• Mixed use: industrial, commercial, residential, farming

• 2010 Participates as an Olympic venue city

• 2025 Expected to become the largest city in the region 9



Organizational culture

• Low ratio of employees to citizens
• CoS = 452,000 citizens : 3300 employees
• CoV = 578,000 citizens : 9000 employees

• Stable environment
• Same Mayor and Council for two terms (and longer)
• Many long term employees
• Promotion from within
• Cooperative union environment

• Tradition of a practical “journeyman” approach now overlaid with
professionals

• “Lean and mean”
• Citizens want value for dollars; employees are also citizens 10
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Yesterday and today
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Today and tomorrow



Records environment

• 1966 First file plan adopted as policy

• 1979 Records Centre opens; microfilming begins

• 1992 Records retention by law; first shared drives implemented

• 1996 Provincial Freedom of Information and Protection of Privacy Act

• 1999 MOA functional classification adopted; first manual published

• 2000s Large database systems implemented

• 2005 Electronic records overtake paper; scanning program begins

• 2008 RM program renewal; ECM selection process begins

• 2010 Corporate Records By law adopted; first ECM implementation
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“Everything all at once”

• Formalize the records program
• Records Census (paper)
• Updated Corporate Records By law
• Publish the Corporate Records Manual (four volumes)
• Build staff capacity (Records Centre, Central File Areas)
• Develop a corporate wide training program (CBT)

• Contribute to the ECM project
• Requirements, RFP, selection committee, Council Report, contract
• Gap analysis, use case testing, design decisions, Model Office
• Migration of all unstructured content stored on shared drives
• Change management, user training, support
• Maintenance activities (information model, metadata model,

permissions management, electronic disposition…) 14



2.0 Defining the Technical Context
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2. Defining the technical context

1. Conducting a server inventory
2. Analyzing server roles
3. Conducting a shared drive inventory
4. Identifying shared drives for migration
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Scope definition

• 310 servers
• 907 shared drives

• 26+ shared drives of primary interest
• 2.9 million files, 1.8 terabytes
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3.0 Defining the Business Context
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3 Defining the business context

1. Creating an administrative history
2. Creating a record history
3. Creating shared drive benchmarks
4. Creating a user history
5. Creating private storage benchmarks
6. Updating the Corporate File Plan
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Shared drive (root/secondary)
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Creating benchmarks
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User histories
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9 series – no change
5 series – new
10 series – cancelled



4.0 Completing a Business Analysis
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4.0 Completing a business analysis

1. Providing a change management framework
2. Launching a Share Care project
3. Reviewing private storage
4. Reviewing shared storage
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5.0 Completing a Technical Analysis
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5.0 Completing a technical analysis

1. Preparing an appraisal environment
2. Removing business discards
3. Extracting zip files
4. Resolving long file names
5. Removing duplicate files
6. Evaluating file formats
7. Removing empty folders
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Removing duplicate files
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Evaluating file formats
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Removing empty folders
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6.0 Completing a Classification Analysis
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6.0 Completing a classification analysis

1. Reviewing file property metadata
2. Applying a unique identifier
3. Validating the naming standard
4. Applying global changes
5. Renaming and classifying records
6. Conducting quality assurance on named and classified records
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Applying a unique identifier



6.4 Implementing a record naming standard

PLN-A 2009-1001 Proper Noun sA01 Subject Author YYYY MM DD v01-9.fmt

1. Record Type
2. Project Number
3. Proper Noun
4. Sequence Number
5. Subject
6. Author
7. Event Date
8. Version Number
9. File Format
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Applying global changes
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Renaming records
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7.0 Migrating Records
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7.0 Migrating records

1. Migrating the appraisal copy
2. Conducting quality assurance on appraisal migration
3. Migrating the differential(s)
4. Decommissioning the shared drive
5. Migrating missing records
6. Destroying the shared drive backups
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Closing Comments
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Closing comments
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• Think about whether or not the SDMT process applies

• Look at the business case, know how to sell the effort

• Recognize the technical and human resource requirements

• Expect that existing politics and trigger points will intensify



End
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