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Problem

* “Legacy Files”
— Electronic documents that reside in an
organization’s structured or unstructured record
keeping system after their paper counterparts

have adhered to retention and disposition
schedules
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Situation
* Local Area Network (LAN)

— 22 years of accumulation
— 1.5 terabytes
— 2 million files and growing

* No formal controls on the creating, naming,
managing documents or folders

* |Individual/office organizational methods are
“logical” and “intuitive”
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Questions

* How to identify the most valuable records, or
those that may be destroyed, without
examining the records file-by-file?

* How to apply retention schedules to both
paper and electronic records?
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Bottom-up LAN Analysis

* |nterviews
— Legislative Services Division
— Finance Department
— Department of Planning

* Preliminary Survey

* Open-ended questions

# InterPARES Project

‘01014

3152,

@ Donald C. Force
( Graduate Research Assistant



Findings

 The LAN is complicated web of active, semi-
active, in-active, and legacy files
 LAN Workflow Diagram

« Something needs to be done about the LAN

‘01014

InterPARES Project
Donald C. Force
Graduate Research Assistant



Progress

« Overcoming corporate culture resistance for
policy/directive implementation

 |In-roads with other City units

* |Increased support from senior management
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Taming the Digital “Wild West”?

* Policy — Preventing legacy files from
becoming legacy files

* Procedures — For consistent application of
the policy

 Directive — How best to manage legacy files
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Thank You
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