GKC ARMA Chapter Meeting 1/12/2011

Practical Project Management
for Records Management

HUSCHBLACKWELL

Key Steps

1) Get a Written Scope of Work

2) Build a Project Plan

3) Analyze Your Needs and Resources
4) Prepare a Budget

5) Re-Evaluate Your Project Plan

6) Develop a Communication Plan
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Mi ft Project
9  |TeskName | Duration ‘ Start Finish  |Predecessars |Resource Names
1 =l Pre-Disposition 54days  Tue 11240  Fri 171411
[z | =/ Submit Final Policy and Plan to GC 12days  Fri 1112:10 Mon 1129/10
: @ Draft Memo Tday  Fri1112010) Frit14240 Cara Brian
4 = Davidl Approves Memo 1 dday Mon11/15/10) Mon 114510 3 Daidt
5 Send Memo to Bret and Get Approval Idays Tue 1THEMD Thu11ASH0 4 Davict
6 Send Memo to GC, Get Final Approval Tdays  Fri1149/10 Mon 112940 § Bret Dave Mike
7 =l Department Compliance 17 days | Tue 112340 Wed 1211510
8 |m Draft Meimo to Obtain Compliance and Lisison for each department Tday Tue 1102310 Tue 1172340 Cara Brian
g Get Memo Approved & Sert 1 day Ved 11724110 Wed 11/2410 & Daridt Bret
105 Scheduls Meetings with Department Leadsr ship Zdays Mon 1172810 Tue 113040 9 Marla
| ] Holdl Meetings vwith Leacership - Get sioned complisnce acknowlec Sdays  Mon 12810 Fri12M0M0 10FS+3 days  Davwid Bret
12 Get Lisizon chaices Idays Mon 1241310 Wed 124540 11 Cara Brian
13 =l Train Records Liaison Hdays  Frit11940 | Fri 171411
14 Draft Training Correspondence 1day Mon 121310 Mon 124340 1255 Cara Brisn
15 Send Correspondence about training (mandsatary) Tday Thu12M8M0 Thu12AEA0 14FS+2 days | CaraBrian David
ECRE] Creste External Procedure to Flag Material as Eliible for Disposition Zdays  Fri114810 Mon 112240 5 Cara Brian
17 Creste Training Program and Documentation 15days  Fri111810) Thu 12810 1655,5 Cara Brian Bab, Davic
18 Schedule Training ddays  Fri12A7/10) Wed 122240 15 Cara Brian Marla
EERE] Conduct Training Sdays  Mon A0 Frild4m Cara Brian
R Obtain Verification of Attendance Sdays  Mon 14011 Fri1A441 1955 Cara Brian
21 =l Software 26days  Tue 11240 Tue 12710
p7] Uprdate RM with new Schedule/Buckets Zdays Tue 1173010 Wed 12440 & Cara Brian Bob
23 | Define how Reports are runto find files for dispostion Zdays  Thu120210)  Fril12/EA0 22 Bob
2] Determing whether addiional software is nesdsd and if t is budgste| 17 days Tue 11/2/10 Wed 112440 Bob
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Microsoft Project - Gantt
@ [TaskName Duration Hov 14,10 Mo 21, 10 Now 28,0
S SIMT|WITF[S SMTWTF[SSMTWTIF
1 = Pre-Disposition 54 days
T2 = Submit Final Policy and Planto GC 12 days ]
Eer| Draft Memo 1 day| -CaraBrian
4+ |/ Davidt Approves Memo 1 day
5 Send Memo to Bret and Get Approval 3olays
5 Send Mema to GC, Get Final Approval 7 days| o oo Bret,Dave
7 =l Department Compliance 17 days p—
& [ Draft Memo to Obtain Compliance and Lisison for sach department 1 dlay) Cara,Bi
a Get Memo Approved & Sent 1 day %-ﬂmd.ﬂ
10 |54 Schedule Meetings with Department Leadership 2days
11 | Hold Meetings with Leadership - Get signed compliance acknowledg 5 days
12 Get Lisison choices 3 days
[ 13 | = Train Records Liaison H days
14 Draft Training Correspondence 1 day
15 Send Correspondence about training (mandatory) 1 day
18 |[Eq Creste External Procedure to Flag Material a3 Eligible for Disposition 2 days] CaraBrian
|
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Microsoft Project - Calendar

| Mondary | Tuesday Wizdnesday | Thursaday | Friclay
13 14 15 16 17
Get Liaizon choices, 3 days | [5end Correspondence abou] Schedule Trai

Draft Training Corresponden
Mest with Debbis & Jackn al

Determine If disposition can be a=signed to individual emsils, § days

Determine Disposition Procedures, § days \
Determing which Records Personnel Assist with Off-Site Wiork, 5 days

20 21 22 23 24
Schedule Training, 4 days

termine If disposition can be assigned to individual emails, 5 days

HUSCHBLACKWELL

Building the Plan

‘Task Hame

=l Pre-Disposition
H H = Submit Final Policy and Plan to GC
= Brainstorming v

David Approves Memo
Send Memo to Bret and Get Approval
Send Mema to G, Get Final Approvel

= Department Compliance
Craft Memo to Obtain Compliance and Lisison for each department
Get Memo Approved & Sert
Schedule Meetings with Department Leadership
Hold Mestings with Leadership - Get signed compliance acknovlsdy
Get Ligison choices

=! Train Records Liaison
Dratt Training Correspondenss

] Send Correspondence about training (mandatary)

Creste External Procedure to Flag Material s Eligible for Disposition
Creste Training Program and Documentation
Schedule Training
Conduct Training
Oktain Yerification of Aftendance

=l Software
Updste RM with nev ScheduleBuckets
Define how Reports are run to find files for dispostion
Determing whether additional software is needed and if it is budasts
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Building the Plan

e Brainstorm

= Train Records Liaison HMdays  Fri114940  Fri1i4m
Draft Training Correspondence

1day Mon 121310 Mon124310 1255 Cara Brian
Send Correspondence about training (mandstory) 1day Thu12M6M0 Thu12HM6M0 14FS+2 days  Cara Brian David
Create External Procedurs to Flag Material &5 Eligible for Dispostion Zdays  Fri11M8M0 Mon11022M0 5 Cara Brian
Create Training Program and Documentstion 15days  Fri11M9M0  Thu12/9M0 16555 Cara Brian,Bok C
Schedule Training ddays  Fri121710 Vied 122210 15 Cara Brian Marla
Conduct Training Sdays  Mon 171041 Fritiam Cara Brian
Ohtain Yerification of Attendance Suays  Mon 110M1 Fritid/1 1955 Cara Brian

HUSCHBLACKWELL

Building the Plan

e Timeline
— Start to Finish
* Flexible End Date
— Finish to Start
 Defined, Inflexible End Date
e Contingencies
— Start Task B, After Task A
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Building the Plan

» Resourcing Tasks

= Communication with Off-Site Storage 38 days  Wed 12810 Fri128M1
@ Determine Disposition Procedures Bdays  Wed 12840  Fri124740 25 David Bok
Determine which Records Personnel Assist with Off-Site Wiork Boays  Wed 12/810  Fri1207H0 3285 David Bob Jordan Pa
@ Determine Off-Site Yiewing Facilties Zdays Wed 12/810 Thu 128910 3258 Marla
HUSCHBLACKWELL

3. Analyzing Resources

e Who is going to do all the work?

» Will you need additional resources?
e How many hours is it going to take?
» Will we need overtime?

HUSCHBLACKWELL
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Analyzing Resources

e Time Yourself

e Reorganization
— 24 hours to reorganize 136 feet of files
— 5.67 feet per hour

— 300 feet = 52 hours
e 2 days of 3 people for 8 hours = 48

e Carting Files
— 15 minutes per unit

— 32 units = 8 hours
e 2 groups work 4 hours simultaneously

HUSCHBLACKWELL

Analyzing Resources

- Keep up appearances

e Select appropriate tasks for your
team

e | ook for additional resources within
your organization

e Hiring temp/professional help
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4. Preparing a Budget

e Time, Quality, Expense
e Ask for what you want

HUSCHBLACKWELL

St. Louis
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Kansas City
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Jefferson City

HUSCHBLACKWELL

Chicago
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Budgeting

e Documentation
Get at least two quotes/options
Build Your Case

“If it was your money, would you
spend it?”

HUSCHBLACKWELL

5. Re-Evaluate Your Plan

= ldentify Materials 96 days,  Thu 2/26/09 Fri 6/26/09
|dentify where all materials are - floarplan 2 days Thu 4/209 Fri 4/3/09
Obtain practice area suppon for identificatio 23 days Thu 4/209 Thu 43002
|dentify letter v. legal files 96 days Thu 22609 Fri B/26/09
|dentify and Isolate boxes 4 days Fri &/2209 Fri 8/29/09
ldentify and label unmarked materials 72 days Fri 3/2709 Fri G/26/09
Identify Files an 12th floor 21 days Tue 52603 Fri B/19/09
Identify Files an 11th Floor 20 days Tue 52603 Thu B/18403
ldentify workload - OT? o odays Fri 572209 Fri 5/25/09

HUSCHBLACKWELL
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6. Develop a
Communication Plan

HUSCHBLACKWELL

Communication

e Who is this going to affect?

» Who needs to be told first?

e Who is going to tell them?

» What do they really need to know?

1 —
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Communication

e Don’t forget your staff
 Regular updates/meetings
e Who are you forgetting?

— Think outside the box

e Add Communication to your Project
Plan

HUSCHBLACKWELL

Conclusion

» Be flexible

» Keep your sense of humor
e Don’t take it personally

» Keep an open mind

HUSCHBLACKWELL
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Jordan Ockerman, M.A.
Husch Blackwell
Records Supervisor
jordan.ockerman@huschblackwell.com
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