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So you want to image your records …..

Some food for thought:
Some valid reasons:

1. Enhance productivity.
2. Support better business decisions.
3. Better collaboration.
4. Better customer care.
Reasons not to move to electronic information.
1. Save space.
2. Better compliance.
Start with document assessment.

Analyze your retention requirements before imaging starts.
Purge duplicated and redundant materials.

Outsourcing versus In-house

1. Consider the following aspects of the project:

· What is volume of collection?

· What are security and privacy requirements?

· What is physical condition of records?

2. Also consider:

· Project space requirements.

· Equipment needs.

· Staffing needs.

· Project management capabilities.

· Time considerations.

3. Project Requirements:

· Day forward considerations

· Your access requirements (during production)

· Your Data Management System capabilities

· Your imaging equipment requirements and conversion software requirements

4. Space considerations for:

· Document preparation.

· Scanning equipment.

· Computers.

5. Back-file conversion:

· If access to documents is limited or infrequent, consider using outsourcing.

· Reduces costs for equipment and software.

· Reduces costs for staff.

6. Investigate your partner:

· Qualifications.

· Experience.

· Equipment needed.

· Software needed.

· Technical expertise and support.

· Project timeline.

· Insurance.

· Security procedures and document control.

Choice between keeping things in-house or outsourcing is very difficult if both types of conversions are needed.

Work-flow and Indexing
 - Index to document level, not to records level.

Transition
1. Illustrate advantages.

2. Eliminate delays during and immediately after.
3. Keep everyone informed.
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Workflow

Key is production

· Understand priority process.
· Automate process and manage it effectively.
Tracking

-
Keep files accessible by using file tracking software.

Audit scanned image

· To ensure integrity of long-term and archival records stored in system.

After the scan

· Electronic document availability.

· Keep paper available for back-up.

Back on shelf

· Determine if records need to remain in physical form.

