


 What have we got? 

 What are our requirements/objectives? 

 How to ‘sell’ it to the organisation? 

 

 



 Archive 

 Policy 

 EDRMS 

 File Plan 

 Retention Schedules 

 Organisational culture/commitment 

 



 Two shared drives 

 My Documents 

 Removable media storage  

 File formats 

 



 Usable (old) electronic records 

 Authentic electronic records 

 Reliable electronic records 

 Accessible electronic records 

 An ongoing process that works for users 



What is in it for: 

 

 Senior Management 

 Departments 

 Individuals 



The Electronic Archive Drive 







 Numbering each item 

 Finding a device that reads it…. 

 Finding what software was used… 

 Producing a Droid report for each disc 
content 

 Weeding… 

 Migration… 

 Transfer to the Electronic Archive Drive 

 Cataloguing in CALM 





 Captions ‘Treasures from the National 

Portrait Gallery’ 

 Induction 

 Training 

 Staff Newsletter 

 



 Access permissions 

 Semi-current case/project files 

 Transfer 

 File structures/naming conventions 

 Slow moving process 

 



samira@recordsmanagementconsultancy.co.uk 


