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 Aurora 

 East Gwillimbury 

 Georgina

 King

 Markham

 Newmarket 

 Richmond Hill 

 Vaughan 

 Whitchurch-
Stouffville
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York Region at a glance...

 About 1,024,650 people – June 30, 2009

 Sixth largest municipality in Canada

 30,000 new residents annually

 Almost 75% of our population lives in Markham, 
Vaughan and Richmond Hill

 Top employers are Magna and IBM

 “Big city” and rural challenges

 $2.3 Billion annual budget and approx. 3,500+ FTE

 One of Top 100 Employers in Canada for 2007/08

 One of Top 75 Employers in GTA 2009
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What you will learn today

 What an “Information Management (IM) 
Snapshot” is

 How and why this initiative was designed and 
implemented

 How it is helping to improve efficiency and the 
organization of the Region’s information

 Future plans and goals for this initiative

 Lessons Learned
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What an Information Management 
(IM) Snapshot is
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 Purpose
 Summarizes key Records & Information 
Management (RIM) activities in the department 
and consolidates into corporate totals

 Use
 As a visualization (“big picture”) and planning 
tool, including annual recommendations

 Scope
 Includes electronic records, paper records and 
an average breakdown according to staff 
complement (how many)

What an IM Snapshot is
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What it measures

 Electronic records

Email (Outlook and .pst files), network 
drives, eDOCS (York Region’s electronic 
document/records management system)

 Physical records

Active & inactive records, offsite storage 
including cost, number of destructions, and 
special requests
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What it doesn’t measure

 BlackBerry usage e.g. text messages, pin-
to-pin

 Databases or enterprise wide systems, 
e.g. PeopleSoft

 Volume of “transitory” vs. “official” records

 Measurement of human effort in terms of 
time (e.g. searching and filing, etc.)

For example:
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3 Levels of data and reporting
 Corporate

 Larger picture
 Numbers for all departments in same report
 Allows comparisons between departments
 Some numbers not available by department (e.g. 

local hard drive data is corporate wide only)

 Department – Summary 
 Numbers specific to the individual department
 Same template used for all departments 

 Department – Detailed 
 Numbers broken out by branches/divisions
 Format varies according to department’s needs
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Timeline

 December
 Determine requirements
 Inform Information Technology Services (ITS) to collect 

data at year end

 Beginning of January
 Collect data 

 January – March
 Compile final numbers
 Create Corporate reports
 Create IM Snapshots (Department Summary and Detail 

reports)

 April – May
 Present IM Snapshots to departments
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Sample Department Summary Report
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 Year in review 

 Positive indicators

 Key areas of concern

 Recommendations for future action

Annual Snapshot meeting

Highlights discussed with each Department 
include:
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Why this initiative was developed
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Legislation

 The Municipal Act
 Requires each municipality to retain and preserve its 

records in a secure and accessible manner
 Records can only be destroyed if their retention period has 

expired – By-law A-0381-2006-062
 The Municipal Freedom of Information and Protection of 

Privacy Act
 Provides that a “record” includes all electronic records 

(including email and voice mail)
 Must give access to all responsive records, subject to 

privacy and certain other exemptions
 The Evidence Act R.S.O. 1990 c.E.23 – Electronic records

 The person seeking to introduce an electronic record has 
the burden of proving the electronic record’s authenticity

 Several other Statutes, Regulations and Case Laws



2010 ARMA Canada Conference Session: M23

18

18

YR Corporate RIM policy
Approved by CAO in July 2006

 Departments and staff are responsible for 
managing records in their custody or control

 Records are to be managed consistently using 
the Corporate Records Classification System 
and the Records Retention By-law

 Corporate RIM Manager is to provide 
classification codes, training and information

 ITS is to provide systems to protect integrity, 
authenticity of records
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 Can’t manage what you can’t measure

 Benchmarks internally & externally

 Shows trends & challenges

 Controls growth

 Provides planning and work direction

 Improves compliance rates

 Safeguards the public record

 Reduces the Region’s risk

 Helps our customers manage their information 
efficiently and effectively 

Why we need it
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Where and How we get the data
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 Information Technology Services (ITS)
 Network
 eDOCS
 Outlook
 Local drives

Human Resources
 Employee numbers from PeopleSoft

Records and Information Management
 Active files (physical inventory)
 Active files (Versatile Enterprise (VE) software)
 Inactive files / boxes (VE, Iron Mtn, physical inv.)
 Destructions (internal tracking system)
 Training (Corporate and internal sources)

Where the data comes from
From multiple sources…
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 Network and local drives
 ITS uses CA tool to crawl drives, outputs data to 

Excel

 eDOCS 
 Underlying Oracle database is queried every month 

and data is output to Excel

 Versatile Enterprise
 Underlying Access database is queried and data is 

output to Excel  

 Paper inventory 
 Manual collection of data is input into Excel

 Iron Mountain (off-site storage)
 Invoice totals output to Excel
 Query of vendor’s database

What format the raw data is in
…multiple formats



2010 ARMA Canada Conference Session: M23

23

23

Raw data
 Much data manipulation
 Used for summary spreadsheets

Summary spreadsheets
 Corporate totals (shows all departments)
 By department/branch
Outlook statistics
.pst and .msg statistics (network)
 Total files and records (network)
“00” classification statistics (network)

 Year-over-year changes

How the data is compiled & what 
the output is
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How the data is presented

 IM Snapshot – Dept Summary Report

 PowerPoint presentation
 Diagrams, charts and graphs – User friendly

 Most importantly – Humour  
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WARNING!

This Presentation contains scenes of 
coarse numbers and information that 
may startle some viewers. These 
graphics are not for the faint-hearted 
and may be hard to digest. Accordingly 
this Presentation is recommended only 
for a mature audience.
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Outlook
6.7 m
13%

 50.3 million emails
 Approx. 14,708 per staff .msg

(Network)
0.4 m
0.8%

eDOCS
0.3 m
0.6% .msg

(Local)
0.1 m
0.2%

.pst
(Local)
8.2 m
16%

.pst
(Network)

34.6 m
69%

Email volume as of Dec. 31, 2009
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Outlook Emails in eDOCS Emails in .pst
Files (Network &

Local)

2007

2008

2009

40%
from 2007

115%
from 2007

100%
from 2007

4,770,934

5,714,606

144,010

211,332

21,404,983

42,783,527

33,973,482

6,693,643

309,057

Email growth
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Overall Growth Since 2003 48.6%

Corporate paper records storage
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Iron Mountain 12,622 14,439 17,018 19,062 20,439 18,821 19,797

CRC 2,443 2,394 2,558 2,558 2,488 2,591 2,817

Archives 513 534 529 577 581 648 545

2003 2004 2005 2006 2007 2008 2009

15,578

17,367

20,105
22,197

23,488
22,060

23,159
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How Many Records Do We Have? Compliance Rates

Corporate volumes & compliance
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Department ABC –
email (.pst files)

↑ 87%3,997,7812,133,737Estimated email messages stored 
in .pst files on network drives

↑ 100%183 GB92 GBTotal GB of .pst files stored on 
network drives

↑ 42%727512Number of .pst files stored on 
network drives

% 
change

20092008ABC DEPARTMENT

 Overall increase in number and size of .pst files stored on     
network drives

 Evidence emails are being saved to the network drive, not 
in eDOCS and are not being classified
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How this has helped the Region 
manage its information
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It’s helped RIM - corporately

 Increase RIM awareness

 Improve image/profile within the organization

 Use numbers successfully in business cases 
for new hires 

 Got ITS’ attention 

 Present at senior management levels for 
strategic purposes, e.g. Corporate Technology 
Review Committee (CTRC), Senior 
Management Team (SMT) 
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Make the case for hiring RITs (Records & 
Information Technicians) / RICs (Clerks)

 Identify areas of risk / inefficiency

Develop and prioritize the work plan of annual 
projects

 Benchmark within the department, i.e. branch to 
branch

 Set achievable, measurable goals, then report 
back on progress 

It’s helped RIM - departmentally  
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Success with Senior Management

Senior management endorsed

 Full roll-out of eDOCS

 Reflecting Information Management in job 
descriptions and core competencies for all 
staff

 Mandatory RIM training for all staff 

 Corporate clean-up campaign

 Rein in use of “00”s and .pst files
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 A once-a-year picture of where the issues are

 Sets the bar for uniformity within their 
department as well as corporately

 Provides a road map for work plans and projects 

 Ties the numbers to everyday behaviours; can 
be used for performance management

Managers more confident in making decisions

Benefits for managers
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 Educates, tells them they are “information-
savvy” (more willing to accept change)

Confidence and awareness of their 
accountability – understanding that managing 
information is part of their job and the records 
are not “theirs”

Helps them to think about their programs and 
processes in new ways, not just “getting the job 
done” or “customer service” but their impact on 
the Corporate information infrastructure

Benefits for all staff
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Future plans and goals for this 
initiative
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Other things to measure

 Many other possible metrics, e.g. 

 Turn around times for retrieval requests,  
destructions

 Classification categories and retention periods

 Time spent doing specific tasks, e.g. email 
management

 Corporate training results and ratings
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 Develop a software tool to streamline data 
collection 

 Benchmark against Corporate Best Practices 
e.g. % of records classified using “00” codes 

 New audit and compliance assessments 

 Feedback from departments

 Streamline Department Summary report to 
become a Report Card with sign-off from the 
department

Corporate strategic direction
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Lessons learned
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 Ask for access to senior level managers but don’t 
ignore any opportunities to present

 Look at what numbers you are already collecting 
– start slow and build scope

 Analyze what they tell you and what they don’t 
tell you – identify gaps

 Start creating a picture of what you want to tell 
people, then…

 Set about filling in the data to paint that picture; 
be selective so as not to overwhelm them (and 
you!) with numbers

Lessons learned
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 Don’t focus only on compliance aspect; instead tie 
in numbers as “support” for department objectives

 Be clear about your definitions (e.g. files vs. 
records)

 Check and re-check your data

 Be prepared for questions about how you acquired 
your data

 Privacy of individuals must be respected

 You may have to live with incomplete data from 
previous years, which is why it’s important to…

Lessons learned
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Lessons learned

Document everything, especially your data 
collection methodology and assumptions

Have one person compile corporate totals, or 
at least keep good track of your data and 
versions

 Settle on the “look and feel” and content of 
what you will be providing well in advance

Watch for organizational splits and mergers 
as they will complicate matters
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Thank you!

Questions?

Penny Clayson
905.830.4444 ext. 1703

penny.clayson@york.ca

eDOCS 1853934

Denise Bruno
905.830.4444 ext. 13333
denise.bruno@york.ca


