
Non-systematic storage structure on file 
server

Digital Long-Term Preservation for
Small and Medium-Sized Organizations

Smallandmedium-sizedorganizations(SMOs)areoften not ableto keeptheir digital recordsfor longperiodsavailable. Theinvestmentin technicalinfrastructure
isbeyondits capacity,aswell asthey hardlyachievethe organizationalrequirements.
Criticalsuccessfactorsfor the introduction of recordsmanagementat SMOsare the shortageof humanresources,the organizationalcultureandthe acquisition
andoperatingcostsfor a recordsmanagementsystems.

.

The procedureallows to use the file server for storing documentsand managethem with small tools. Thusenablessmall organizationsto managelegal
requirementsto files,convertthem into a crediblelong-term archiveandto drawon their knowledgebase.
Thecentral part of the solution is to implement the necessaryorganizationalmeasuresadaptedto the environment(industry,companyculture and size)and
offer a low-techsolutionthat buildson the existingIT. Thisapproachalsoallowsto reducethe necessaryexternalsupportto a minimum.
Theso-establishedrecordsmanagementenablesa SMOsto preserveandarchivetheir informationeconomically.

Process-oriented storage structure
on file server

Records Management Policy
Supported by a consulting firm in workshops, the staff will be persuaded from the benefit of a systematic done records management, in business-related fields 
a process-oriented storage structure will be build and the processes and responsibilities are written down in a pragmatic set ofrules.

OSTool
�‡A simple application manages the file plan and synchronize it with 
the filing.
�‡Metadata are provided for the retention and completeness of a 
dossier
�‡Visual information about ongoing, incomplete and completed 
dossier
�‡Finished file can be automatically appraised
�‡Migration into archival formats
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SIP

The long-term digital archiving is 
offered by a trusted, private service 
providers.

Delivering to dLZA
�ƒIntegrity check
�ƒCreate SIP
�ƒIngest

dLZA


