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Where 1o starte

© What have gofte
© What are our requirements/objectivese
- How 1o ‘sell’ it to the organisation?
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Background

© Archive
- Policy
e

- File Plan
- Retention Schedul




K& = » Computer » NPGDATA (\npgvm-npg0l) (

Organize v [ Open  New folder

Favorites Name

B Desktop Temporaryltems

1 Downloads Department Administration

1 Recent Places Department Communications & Development
Department Digital Programmes
Department Director
Department Exhibitions and Collections
Department Finance
Department Learning and Access

o &
B videos Department Photography Collection
Department Trading
8 Computer | DepartmentArchiveAndLibrary
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G NPGDATA (\npgvm-npg0l) (N:) DS Store
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Usable (old) electronic records
Authentic electronic records

Reliable electronic records

Accessible electronic records

An ongoing process that works for users



\I—@W fo ‘sell’ it to the
organisatione

Whatis in it for:

~ Senior Management
- Departments




\Concen’rraﬂng on the most

Important

The Electronic Archive Drive



\How does that work in
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Numbering each item
FINnding a device that reads it....
FInding what software was used...

Producing a Droid report for each disc
confent

Weeding...

Migration...

Transfer to the Electronic Archive Drive
Cataloguing in CALM




Archive Catalogue
(CALM)

Contextual
Metadata

Fonds
Series
Files
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access

N /O/ Floppy/ ZIP/ My Documents

RECORD TO KEEP |DNxxxx

catalogue \/

IDNxxxx RECORD TO
KEEP

Electronic Archive Drive

Digital Record
Object
Identification
(DROID)

i
report

/\

report

monitor /migrate

Electronic Archive
Drive

Technical Metadata

N:drive

DROID Reports
" IDNxooxxa. csv
Duplication check
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IDNxxxxb.csv

File Format.xls
(control document to
monitor file formats)
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Promoting access

© Captions ‘Treasures from the National
Portrait Galle

~ Induction

= Training
- Staff Newsletter
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Ongoing issuese

= Access p ISSIoNS

© Semi-current case/project files

~ Transfer

~ File stfructures/naming conventions
- Slow moving process
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Thank you!

samira@recor anagementconsultancy.co.uk




