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Phase I Phase II Phase III 

• Assess current state 
• Develop a strategy for improvement 
• Preliminary investigation into 

Enterprise Content Management 
(“ECM”) 
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Phase I Phase II Phase III 

• Preparatory steps toward an ECM 
• Lay the foundation for Information 

Governance 
 
 

Primary Objectives 
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Off-Site Records 
Storage 

Divisional File Plan 
Development 

Shared Drive 
Analysis/Cleanup 

Phase I Phase II Phase III 
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• Centralized tracking 
& inventory control 

• Updated access 
rights and privileges 

• Standardized 
Procedures 
 

 

Off-Site Records Storage 
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Divisional File Plan 
Development 

Shared Drive 
Analysis/Cleanup 

Unstructured Data 
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Source: TriMet IT Department 

Shared Drive Storage Growth 
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Current Structure 

New Structure 
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Timeline 

pending 
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1. Identify and dispose of “ROT” 
2. Implement the new file plan 
3. Review/update access rights and 

privileges 
 

Shared Drive Analysis & 
Cleanup 

Objectives: 
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Analyze Cleanse Classify 

File Analysis Software 
Demo 
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General Counsel 
Shared Drive 

Analyze Data Cleanse Data Classify Data 

• Litigation & 
Legal Holds  

• Stale Data 
• Space Hogs 
• Duplication 

Public  
Records 
Requests 

Litigation & 
Legal Holds 

Other 
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• Excluded Litigation 
& Legal Hold 
records 

• Projecting 37% 
reduction in 
volume 
 

Analyze Data Cleanse Data Classify Data 

Non-
Litigation 
229.39 
GB 
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1. Build & test classification “rules” 
2. Migrate content into the new file 

structure 

Analyze Data Cleanse Data Classify Data 
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• Shared Drive Analysis & Clean-up 
• General Counsel Pilot Project 

• Divisional File Plan Development 
• Other Phase II Projects TBD 
• Next Board update: early 2016 

 
 

Next steps: 

Phase I Phase II Phase III 
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Questions? 
Kimberlee Akimoto 
Records Governance Manager 
TriMet Legal Department  
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