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Surrey timeline

1879

1974

1993

2008

2010

2020

Incorporated as a municipality
Agriculture Land Reserve established
Becomes a city

Population reaches 452,000
* Second largest city in BC
*  Twelfth largest in Canada
*  Growing at 1,000 people a month

Participates as an Olympic venue city

Becomes the largest city in the region
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Organizational culture

* Low ratio of employees to citizens

* 452,000 citizens: 3300 employees :1700 inside workers

*  “Lean and mean”
* Citizens want value for dollars
*  Employees are also citizens

* 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
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Records environment

1966

1979

1992

1996

1999

2000s

2005

2008

2010
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First file plan adopted as policy

Records Centre opens; microfilming begins
Records retention by-law; word processing begins

Provincial Freedom of Information and Protection of Privacy Act
MOA functional classification adopted; first manual published
Large database systems implemented

Electronic records overtake paper; scanning program begins
RM program renewal; ECM requirements and RFP completed

Corporate Records By-law adopted; first ECM implementation
7
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“Everything all at once”

* Establish a records program

*“I-.

Records Census

Corporate Records By-law
Corporate Records Manual (three volumes)

Build staff capacity (Records Centre, Central File Area)
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
Shared drive assessment and preparation for migration

Change management, user training, support

New maintenance activities (Information model, metadata model,8
permissions management, electronic disposition...)



Sub-cultures

Eight departments, 31 divisions, 117 sections, 95 locations

City Managers

* Corporate Records
Human Resources
Finance and Technology
Planning &Development
Engineering
Parks Recreation and Culture
* Archives

Library
Fire Services
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Corporate Records

* Pockets of RM compliance
* Paper and microfilm focus
* Decentralized for active records, centralized for semi-active

* Activities passed down from one clerk to another

* Records manager a new position (2008) required for e-records
* New positions on the horizon

* Records analysts (2), permissions manager, business-side database
admin, functional application analyst (1+1)

* Lead on the ECM project until recognized as a top-ten initiative
*  Working “behind the curtain”
* Archives is a “community archives” run by Parks Rec and Culture
*  Community history with little to no involvement with other BUs
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Information Technology

* Maintenance focus
* See themselves as corporate services

* Journeyman, promote from within, self-taught

*  Many long-term employees

* Qutsource project management and business analysis
* See ECM as an application rollout
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Business Units

* Pockets of RM compliance
* Managers participate in authorization for destruction process

* Clerks participate in corporate records training

* High pain point with legacy records and especially stored drives

*  Preparing for and implementing the ECM marks the first corporate-wide
attempt to engage with BUs at the staff level on records management

*  “Everything, all the time”
*  Experiment in progress



Share Drive Migration

For the organization:

M SURREY
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Define the organizational context
Define the technical context

For each business unit:

Define the business context
*  Create Admin History, Records History, User History, Benchmarks

Complete a business appraisal

*  Provide RM training program; build capacity; assess and sort records

Complete a technical appraisal
* Use new tools

Prepare records for migration

*  Rename and classify — business case

Migrate records 13

*  First round, differential, missing records, decommission drives, destroy backups...
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Business Case for Share Care

°* Legal

* Operational

°*  Administrative
*  Financial

*  Historic

14
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Files
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21
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11

2
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5,890
1821
1,626
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20
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20
10
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16
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Percent
373 %
293 %
124 %
02 %
01 %
01 %
01 %
0.0 %
0.0 %
16.2 %
128 %
13%
1.0 %
0.6 %
03 %
01 %
01 %
0.0 %
0.0 %
0.0 %
0.0 %
26 %
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1.0 %
1.0 %
0.5 %
0.5 %
01 %
0.0 %
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Description

Files containing pictures, in
JPEG Image 1
TIFF Image

DWG File

Photoshop Image

Bitmap Image

Paintbrush Picture

EPS File

GIF Image

PMG Image [
Documents and files of offi
Adobe Acrobat Document |
Microsoft Office Word 97 - |2
Microsoft Office Word Doc|
Microsoft Office Bxcel 97-2(
Microsoft Office PowerPoir|
Rich Text Format

Microsoft Office Excel Work
Microsoft Visio Document
Microsoft Office Pu:lwerF'cuiré
Microsoft Office Word 97 - |
Microsoft Office Publisher [|
Temporary files and backug
BAK File _
Files containing videos or a
Video Clip

Ernail messages and files of
Outlook Item

Unknown file types

DWE File

DWT File

DXF File -

File Branch View Sort FileSearch Tools Help
MAFACLIT APRRET| & & ODE
B [e % & 88| 2[5 || «e[wslcs
MAFACILTYY  Files: 34,158 Size: 27.011.5MB  Creation Date: 2000-05-12  Last Change: 2010-05-27
o | 27.01L5MB MAFAGLITY\ B - | (@ ciovt | = Detit] 5 Exensions
& 10,732.8 ME DRAWINGS i o o
F+3 38488 MB Assets T AW EE & = (5 | E
B 28755 MB PM Asset Management Extension Size W
3 16466 MB Facilities Library = Graphic Files 21 4864 MB
Y 1,600.7 ME Administration = Jpg 10,082.2 MB
Y 13713 ME Projects o if 79039 ME
G 1,041.6 ME Design & Construction || «dwg 3,3421 ME
2 998.5 MB Reports @l .psd 642 ME
£ 7285 MB DO MOT DELETE - oldfiles{CAD DWGS) [&| brnp 39.2 MB
& 677.4 MB Mark &) wmf 31.5 MB
e 2558 ME Digital Pictures ] -eps 22.8 MB
& 216.8 MB Preventative Maintenance £ 5| .gif 0.2 MB
Y 2058 MEB Building Information by Township Rl .png 0.0 ME
[ 201.0 MB Walve Tag Schedules = Office Files and Documents 43737 MB
e 1413 MB budgets ™ pdf 34598 MEB
2 1121 ME Risk Management ] .doc 3447 ME
= 67.3 ME Energy Management ] docx 2657 MB
’+3 48.2 ME Janitorial_Security_Waste_Graffiti IE_] B [ 170.4 MB
E 421 MB ALARM REPORTS & .ppt 729 MB
& 294 MB Cyclical Maintenance L 332 MB
Y 242 ME JayneKim 63 s 13.6 MB
Y 228 MB ASBESTOS 5] vsd 73 ME
e 216 MB Oliver | 6] pptx 4.2 ME
201 ME Tom Digital Pics EI‘GJ (ot 0.9 ME
18.7 MEB City Hall Security Reports £b] .pub 0.9 MB
’+3 171 ME Fire Safety Plans = Temporary and Backup Files 694.8 MB
e 6.3 MB BACKUP || bak 6945 ME
55 MB Facility Asset to be closed August 2008 (old data) = Video Files 2772 MB
£ 4.7 ME City Hall B .avi 2712 MB
Y 4.2 MB lodi = Mail Files 1397 MB
# 4.0 MB Q&M Manuals = .msg 138.7 ME
R 30 ME Fire Protection = Miscellaneous Files 39.5 ME
Y 26 MB Snow Rermoval and Ground Mtce || dwf 129 MEB
23 MB Manuals || dwt 123 ME
21 MB Pre-Approved Contractors - [ ] «cef 10.2 MEB
. — - S —
Free Space: 74.0 GB (of 185 GB) 34159 Files 0Excluded 4096 Bytes per Cluster (NTFS)
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Assets

PP Asset Management

Facilities Library

Administration

Projects

Design & Construction

Reports

DO MOT DELETE - eldfiles{CAD DWGS)
Mark

Digital Pictures
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Yalve Tag Schedules

budgets
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Oliver

Tom Digital Pics
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BACKUP
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Size
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7345 MB
509.7 MB
476.5 MB
1437.7 MB
2824 MB
679.2 MB
216 MB
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0.3 MB

Allocated
9.780.8 MB
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613.0 MB
612.5 MB
18120 MB
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51256 MB
479.5 MB
1.440.5 MB
2847 MB
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222 MB
2388 MB
1016 MB
2503 MB
58.3 MB
36.6 MB
11.0MBE
85.5 MB
451 MB
24 MB
10.7 MB
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28 MB

8.5 MB

9.5 MB

01 MEB

0.3 MB

Percent
36.2%
4%
107 %
o
P
6.7 %
1%
19 %
18%
53 %
10 %
25%
01 %
09 %
0.4 %
09 %
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Search Report i_-Nc:Cl-nne.News:i Search Result |
186 duplicateds), 186 group(s), 372 files, 186 marked, 1 selected, max. 7.33 MB recoverable |

Search Complete with 0 emorfz).  Viewlog.. G -

Mext. you have to review the search result Marke Folder Path File Name File Size

Then, mark duplicate files for removal or archival [~ —— > = [t I

&g using Smaﬁcer Macer C:xLlsers'-gI_:-E'-.Deslctnp'-.TrIDnE!t Files“triddefs_xml :alp.tndml . h243

Ry es OV il W Ry e s [¥] |C:\Users\gb3\Desktop'Old PoC Stuff\Files from the L Drive'testing duplicates triddsfs_xml | aip irid i | 5243

Limitation of number of files: /| |CM\Users\gh3\Desktop\Old PoC Stuff\Files from the L Drive'testing duplicates'triddefs_saml - amd trid xmi 6956

Free Edition: 100,000 :
Home Edition: 300,000 |1 CAUzers'gb3\Desktop  TriDnet Fles‘triddefs_xmi

amd trid xaml 6956
Exsase Elioe. il ¥ |CiUsers\gb3yDesktop Old PoC StuffFiles from the L Drivetesting duplicates triddefs_xml :apl-a-:dsee.tridml 3582

| _ ChUsers'gb 3 Desldtop TriDnet Fles‘triddefs_xml

Duplicate files defintion: :---- apl-acdses trid xml _5552

- Same File Content [7] |C\Users'ab T\Dskiop \Did PoC Stuff e from the L, Dive tesing dupiicates\biddets i | approachd. Sapr... | 9625
{Eyte-by-byte same content) — | !
- Same File Extension | EAUsers\gb 3\ Desktop’ Trilnet Fles'triddefs_xml approachd_b-apr... 9525

= N S [¥] |CiUsers\gb3sDesktop Old PoC StuffFiles from the L Drivetesting duplicates’triddefs_xml | adaware_plugint... | 12508

_C:"-.Usem"gb I Desktop™ TriDnet Files'triddefs_xml
[ 'CUsers'gh3\Desktop Old Fol Stuff\Files from the L Drive’esting duplicates
V] CilUsers\gh3\Desktopi2ld PoC Stuff\Files from the L Drive

Fitering Range:

Duplicate files statistics
This Session Al sessions

adaware_plugint... 12508
DCT File Share 5... | 22103
DCT File Share 5... 22103

SN ool L C:\Users\gb3\Desktop\Old PaC Stuff\Files from the L Drive M Drive Facilty D... | 25647
Tell my friends. .. [ .|:Z"‘-.USEFS"-.QE3"'-.DE.'SHD|:I"'-.O|E| PoC StuffFiles from the L Drive'testing duplicates . N.DCI-::neHemnve... :EE-EM?
Smart Marker... SaveSpace... V] | CA\Users\ob3\Desktop\Old PoC Stuff\Files from the L Drive |LST MSG Files xlsx | 32077
] | C:\Users'\gb3\Desktop'Old PoC Stuff\Files from the L Drive'testing duplicates LST Date Create... | 32077
New Search | | <<Backto Search B |C:\Users\gb3\Desktop\Old PoC. Stiff\Files from the | DriveMesting duplicates\triddefs_xmi | anb-c trid xmi | 24003
I .C:"-.Usem"gE3"-.Deslctnp"-.Tr|Dnet Files‘triddefs_xml | anb-c trid saml 34003
V] | CA\Users\gb3\Desktop\Old PoC Stuff 'R9from DOpus.c... 824496
] C\Users'gb3\Desktop'0Old PoC Stuff\PaC  R9from DOpus.c... 884496
il .C:"-.Llsers"-gl:-3"-.Deslctnp"-.0|d PaC Stuff\PaC | Final Cutput 2 C5V | 1313979
[ |C:\Users\gb3\Desktop\Old PoC Stuff\PoC\DUPLICATES Final Output 2CSV | 1313979
| Ci\Users\gh3\Desktop\Old PoC Stuff\Files from the L Diive'testing duplicates LST Date Create... 5159720 _
V] | C:\Users\gb3\Desktop\Old PoC Stuff\Files from the L Drive LST Date Create... 5159720 =

00:00:24.9902913 elapsed.
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Select 3 file to analyze:
“Desktop*RPT 1512 Building Alamm Report 2010 02 22 Browse...

Match |E:rt A |Type
100.0% PDF Adobe Portable Document Format

Diefinitions path:
Rescan Defs IC:\Llsers\.ng-‘mDeslﬂanTrlDrret Files"triddefs xmi Browse...
Definitions in memony:; 3324
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"8 Rémove Empty Directaries =
), Scan | 5 Settings | @) About

Flease choose a folder:

PAFACILITY

FACILITY || lcon descriptions:
) A\dminisiratior L4
-2l C.0.5 Photo ID Project ® Root Folder
L May-14-2008 || Default folder
=== PLANMING & DEVELOPMENT _
: Lo[27) Area Plan & Dev - Urban Design (gl Contzdns freish
tof 2] Operating Budgets 2010 ... Hidden folder

5| ALARM REPORTS

B-[23] Cloverdale Seniors

| ] Locked folder

L[ 2009 £\ Could not delete
-{E CRUS (7| Protected folder
R =5 2010
l%j---;___. Blection Depot +¢ Deleted folder
L [E3) 200
B-[23] Fraser Heights
L a0 B Wil not touched
-5 Green Timbers Bl will be deleted
L 20i0 i

— -, Found 1843 E!I'I'Ipt}" folders {ChE-‘Cl'-'.E-‘d 6205 fDldE-‘fE}

:15 Scan again ‘ ‘ [T Delete folders & Cancel @ Exit




b PAFACILITY\ALARM REPORTS\1912\2010 =5 Eol )
o File Edit View Go Favorites FTP Settings Tools Help
b e, = ) | = I= ¥ g {agt | [ - = | Ij - - T .ht = ar e
@-0-WaDbb|e M0BR-ME EAEE- 220N % Q0
Styles: | Comrmander | Dual Horizontal | Dual ‘ufertical| Explorer | Filmstrip | Images | Single| 7
Folder Tree P4 @ P:\FACILITY\ALARM REPORTS\1912\2010 y .
L Whalley Library || Mame Description Type * Modified — Attr
B Wiiilley Serars Sentie 5 RBT 1613 Building Alarm Report 2010 01 21pdff  0740-30-1912 Bulding Adobe Rorabal Buck: 2007-04-17 11:53 AM -~
& 0775-% "% RPT 1912 Building Alarm Report 2010 05 12.pdf 0740-30-1912 Bulding Adobe Acrobat Docu... 2007-04-1711:53 AM  -a---
ly 0775-30 ™% RPT 1912 Building Alarm Report 2010 06 14.pdf 0740-30-1912 Bulding Adobe Acrobat Docu.., 2007-04-17 11:52 AM  -a---
8 COPY 2 (M)

¥ net-apps (Vsysserverd) (M)
@ COPY 3-PoC (P
|, FACILITY
1. Administration
. ALARM REPORTS

1 Cloverdale Library
|, Cloverdale Rec

| Cloverdale Seniors
Cloverdale Youth
4 CRU'S

Election Depot
Fleetwood Library
Fleetwood Rec

. Fraser Heights

[ L

|, Green Timbers

Guildford Library

Guildford Rec

Hemlock Works Yard

|, Hjorth Road Peol

| Kensington Prairie Elernentary

—

| Kwantlen Pool

& 1912

|, 2007 -

1) 2008

.. 2009 @ Set Description - Directery Opus

- ma : = '-'] Enter description for 'RPT 1912 Building Alarm Repor.:
B o F ' prmriii -
1) BC Pavilion

Cloverdale Ice Arena |:| Set this description for files within selected folders

| okToan |

| ok

] [ Cancel

Tir

1 Museum <
Merwtnn Tee Arena S
4 | 1] | r L2010
Location | v Computer » P: » FACILITY » ALARMREPORTS » 1912 » 2010 »

» | Content Type |<Disabled> =

040 folders, 0/3 files, 0 bytes selected

61% full, 74 GB free )’ SOURCE




=

@ Rename - Directory ﬁpus
File

Old name: **

Presets; o (L

Mew name: RFT City Hall Alarm Repurtl{name}

Tvpe: [Standa rd Rename

DAutnmatically rename if new filename exists

| standard Rename
Find And Replace
Regular Expressions
Last Rename

|_—| (Case sensitive 108 3
[¥] Enable file information fields 3 Do gl
. . 2[0-9]

Include file extension ACFE i
D Rename files in selected sub-folders Date
[] Rename matching filenames as one Double Space
[] script mode Mumber Files
Dh’lndif}r capitalization: All Upper-case PHO
[] sequential numbering from 1 = by ELN I -
Criginal Mame Mew Name
E.EL'IICI 01 21.pdf RPT City Hall Alarm Report 2010 01 21.pdf
Eznm 0512 pdf RPT City Hall Alarm Report 2010 05 12, pdf
t 2010 06 14, pdf RPT City Hall Alarm Report 2010 06 14, pdf
LEF

I Simple... ] [ PrevimA” Test

1L

| ok || skp || aber ]
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