Digital LongTerm Preservation for
Smalland Medium-Sized Organizations

Smalland mediumsizedorganizationg SMOspare often not ableto keeptheir digital recordsfor longperiodsavailable Theinvestmentin technicalinfrastructure
IS beyondits capacityaswell asthey hardlyachievethe organizationalequirements

Criticalsuccesdgactorsfor the introduction of recordsmanagementat SMOsare the shortageof humanresourcesthe organizationakculture andthe acquisition
andoperatingcostsfor a recordsmanagemensystems

Non-systematic storage structure on file
server
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Records Management Policy

Supported by a consulting firm in workshops, the staff will be persuaded from the benefit of a systematic done recordsnadanagbusinesselated fields
a processoriented storage structure will be build and the processes and responsibilities are written down in a pragmatrecilest of

Processoriented storage structure
on file server
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A simple application manages the file plan and synchronize it wit
the filing.

Metadata are provided for the retention and completeness of a
dossier

Yisual information about ongoing, incomplete and completed
dossier

Finished file can be automatically appraised

Migration into archival formats
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The procedure allows to use the file serverfor storing documentsand managethem with small tools. Thus enablessmall organizationsto managelegal
requirementsto files,convertthem into a crediblelong-term archiveandto draw on their knowledgebase

Thecentral part of the solutionis to iImplementthe necessaryrganizationalmeasuresadaptedto the environment(industry,companyculture and size)and
offer alow-tech solutionthat buildson the existinglT. Thisapproachalsoallowsto reducethe necessarexternalsupportto a minimum
heso-establishedecordsmanagemenenablesa SMO40 preserveandarchivetheir information economically
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