Shared Drive Reorganization & Offsite Storage Cleanup - DRAFT Updated: January 20, 2022
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Portfolio Charter

Portfolio Title

Shared Drive Reorganization & Offsite Storage Cleanup

Start Date February 15, 2022
Target End Date November 1, 2023
Project Sponsor Jennifer Fox
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Project Team Members
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Lavassuer, Monica Laube, Staff as assigned

Last Updated 2022-03-09,

Approvals
Name Role Signature Date
Jennifer Fox Project Sponsor
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10portfolio Overview e Deleted: Project )

Form a Records Taskforce to prepare LCRB’s electronic and offsite files in anticipation of an eventual
amendment to LCRB’s ORCS, last updated in 2006, validate compliance to the Information Management
Act, and to ensure the LCRB fulfills its long-term records directives and objectives.

2.0 Objectives

The LCRB will form a Records Taskforce, chaired by Management Services FOI Records Officer with
membership from each of the working units, to perform a holistic review of LCRB’s divisional records
practices; prepare the electronic and offsite files in anticipation of an eventual amendment to LCRB's
ORCS; and ensure the LCAB fulfills its long-term records maintenance objectives.

This Portfolio requires the completion of various Projects including: . (Deleted: roject )
= Formation of the LCRB Records Taskforce Sy (Deleted: work streams )
= Review of LCRB's current records practices :
= Offsite file clean up and reorganization .| Deleted: Coordinate, plan and implement an
= Electronic file clean up and reorganization electronic and o
= Long-term records maintenance processes : Deleted: Development and implementation of

|

3.0 Scope

3.1 In Scope

The porifolio scope is dependent on continual validation of business needs and priorities as part of the ...(Deleled: project ]

hybrid-agile framework. Some potential improvements identified during the project may be deferred
until after the project is complete and will be part of ongoing operational improvements. A repository
will be created to track these improvements.

The following key components have been identified as withinscope:  (Deleted:se )
= Formation of the LCRB Records Taskforce
= Analysis of LCRB’s current records practices and determine divisional records business needs
= Electronic and offsite file clean up and reorganization in preparation of an eventual amendment
to LCRB's ORCS
= Determine long-term records maintenance needs and develop operational procedure
= Routinely review LCRB’s records status and assess alignment to the Information Management

Act, ARCS/ORCS and LCRB’s business needs

3.2 Out of Scope ) Commented [MLL1]: Any out of scope items?
The following components are outside of scope: Possibly:
" *  Analysis and clean up of employees outlook
1 email

*  Analysis and clean up of documents stored
in Dynamics and Sharepaint

4.0 Approach _ . _ ‘ _ | (Commented [WRL2R1]: | think this is something
The Records Taskforce, chaired by Management Services FOI Records Officer, will consist of a Records | |thatis in scope actually, as many people keep
Clerk and 1 member from each of LCRB’s working units. Management Services will work with each . |important business related documents in their email

| |instead of where they are supposed to go on the
. |shared drive. This falls under electronic file cleanup,
' |but is just a component of that.

(Deleted: se )

P5§5-2023-33235 , Page 6 of 222



working unit’s representative individually to complete their LAN Restructure and Cleanup. Once
respective teams achieve completion, the team’s member will remain on the Taskforce to ensure their
new LAN structure receives sufficient maintenance. Continued attendance to regular meetings will
facilitate additional support to the work unit whose restructure is in progress.

The Project Lead will provide regular updates to the Project Sponsor. Any unresolved issues or changes
to scope will need to be reviewed by the Project Sponsor for decision.

The roles of the project team are provided in the Resources section of this document.

4.1 Project Governance
The project governance depicted below will be used to provide oversight and support to the project.

Project Governance Structure

Project Sponsor

Jennifer Fox

Project Lead
* Richard Webster

Project Delivery Team

Management Services Delegate - Richard Webster
Records Clerk = Greg Olaussen

Licensing Delegate = Meghan Glover Higgs

C&E Delegate - Janeanne Levassuer
Communications/Policy Delegate — Monica Laube
Staff as assigned

L R

4.2 Resources

Role Primary Responsibility

Project Sponsor » Establishes project level business objectives and ensures established
governance structures and mechanisms are adhered to;
¢ Confirms and approves project scope, and signs off on project plans;

¢ Ensures sufficient funding and operational resources are acquired for
the duration of the project;

¢ Promotes project to stakeholders and monitors overall project
progress;

» Reviews and resolves issues arising from the project;

« Reviews and approves change/decision requests;

P5§-2023-33235 , Page 7 of 222



« Responsible for final sign-off and success of the project.

Project Lead

budget and quality specifications);

basis;

team.

o Acts as primary point of contact for communication with the Project
Sponsor, including providing project progress updates;

s |eads, facilitates, and monitors project activities to meet all
deliverables through to successful project completion (within time,

» Supports the appropriate engagement of stakeholders;

« Motivates and provides leadership to the project team on a day-to-day

» Chairs project status meetings and provides guidance to the project

Project Delivery Team

regular basis as agreed;

oversees review of deliverables.

¢ Provides first point of contact for communication with the sub-
component project (project stream) team;

« Works with Sponsor/Project Lead on delivery dates;

« Responsible for delivery of products within project stream including
planning, definition of deliverable, resource requirements, completion
of tasks, issue resolution, changes and escalation as appropriate;

¢ Collects status from team and communicates to Project Lead on a

= Participates and contributes to the delivery of the overall project; and

5.0 Schedule; Deliverables and Milestones

| Proposed Start Date

| February 15,2022 |

| Proposed Close-out Date

| November1,2023 |

The detailed portfolio timeline visual is available in AppendixA.

The major deliverables/milestones are summarized below:

___(Deleted: project

Deliverable/Milestone

Target Completion Date

Formation of LCRB Records Taskforce

February 15, 2022

Management Services LAN clean up and reorg July 15, 2022
Licensing LAN clean up and reorg December 15, 2022
C&E LAN clean up and reorg June 4, 2023

Policy and Communication LAN clean up and reorg

October 31, 2023
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| Offsite records storage clean up

| October 31, 2023

*Deliverables/Milestones and schedule are subject to change dependent on continual validity of
business needs and resource availability

5.1 Critical Success Factors

These key components have been identified as critical success factors:
« Executive support and sponsorship

Access to records

Support of program area staff and Subject Matter Experts (SME)

Availability and access to SMEs
Sufficient readiness in each division to implement change

6.0 Risks/Challenges and Mitigation

Risk Assessment

Risk Probability | Impact | Response Strategy Residual Risk

Unresponsive program area staff Med High Clearly establish task and Med
milestone owners

Reorganization of the program area | Med Med Revaluate businessneedsand |Med |
adjust timeline as required

Differing opinions between Execand | Med High Clearly communicate goals & | Med

staff/ expectation of change set expectations

Competing priorities may delay Med Med Establish realistic timelines; Med

targeted completion dates obtain Exec support

Change of Taskforce membership Med Med Develop membership Med
succession plan

Hindered or blocked access to Low High Consensus on access for High

records success in meeting milestones

‘Scope-Creep’ stalling or slowing the | Med Med Refer to development material | Med

project due to additional changes to affirm goals, take note of

and expectations additional expectations for
review period.

Missed deadlines Med Med Communicate, adapt, adjust Med
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7.0 Appendix A
7.1 Records Taskforce Details

Records Management Task Forc
st | Drive R ization & Offsite S Cl Pl

file clean up and reorganization in anticipation of an eventual amendment to LCRB’s ORCS, last updated
in 2006.

Structure of the Task Force:
. wi
Services will work with each working unit’s representative individually to complete their LAN

cstructurcf! Icmup g nce rg\pg;g,tng teams a(,hlcvt‘ L()mnlt:h(m thc tcam s mcmbcr Wl" remain

]

Records Clerk: Creates the folders, assists teams moving/deleting files, monitoring the ALL

STATUS report from Government Records gcwme (GR"}} to 1dcnt1fv and fix/report

1rlwnslstenuesf’anunul|cs in ()ffSltt: fi les

Lomrmttcc Team Delegates: Movcs f11e‘; mLQ appmpnare folders, destruction of records,

consulting with home team for in ant milestones to home team. resolves
home team’s offsite anomalies w1th hcln from the Records Clerk.

" . . e e

Provides hands on assistance where required.

members of the commi rior to the first meeting. Members can find the course in the Learnin

Centre.
» Spreadsheet for tracking each unit’s file deletion count in the cleanup and restructure phases.
. Trackmcr sheet for ORCS planning (What’s workmwwhar s not working) will allow for
» Communication Templates need to be created to be sent out to impacted teams at key intervals
files ect.)
. s which is g 1 G

Meeting Minutes:
o The Records Clerk will maintain meeting minutes for the task force and save the minutes to the
LAN in the Records Management folder with a link to One Note.

Meeting Frequency:
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» Meetings Will commence Once per month as a group: however, each of the working units will Deleted: Purpose of the Committee: To
require additional consultation as they work through their LAN restructure. coordinate, plan and implement an electronic

and offsite file clean up and reorganization in

|anticipation of an eventual amendment to

. To align as closcl\« w |th the current LAN structure as rmmblc We W ill adopt the * Tcarm || LCRE's ORCS, last updated in 2006.

/| Structure of the Committee:

| The Committee will consist of 1 member from
each of LCRB's working units. Management
Records Clerk will create a prototype in H Drive to adopt in phases on each of the teams. A clean | |Services will work with each working unit’s
slate approach will be needed to address the poor state of the LAN | |representative individually to complete their LAN
' |Restructure/Cleanup. Once respective teams

| |achieve completion, the team’s member will
Phases of Restructure: . [remain on the committee to ensure their new

© |LAN structure receives sufficient maintenance.
Continued attendance to regular meetings will
also facilitate additional support to the work unit

and ORCS does not need consultation, as it is a legislated mdnddl{,

» Preliminary Cleanup Phase - Transitory records need to be deleted. Gives teams a chance to
prepare for the restructure and purge. Also allows for communication to go out to the teams (2

weeks) whose restructure is in progress.
o Re-Org Phase: - 4 months to complete the job on each team. Create skeleton, move files into the Hec?"’ig'f’:_: Cr'l?lates the "tmqersi :ssﬁlfl’_tf teams
s it e, S L . |moving/deleting files, monitoring the
correct classification. - |STATUS report from Government Records
L L. make adjustments ' |Service (GRS) to identify and fix/report
and plan for Ihc next team. | |inconsistencies/anomalies in offsite files, assists
. |teams with miscellaneous records tasks, takes
Sequence of LAN U_Pitdﬂll timeframes ' |the minutes for each meeting, facilitates offsite
1. Man: as 2 | |shipping/receiving.
2. Mdnagemem Senlces Re Org- March 1 -Jul 12022 | |Committee Team Delegates: Moves files into
3. Management Services debrief phase July 1-15 2022 ! apprapriate Falders, deStrUGtiUf! of records,
4. Licensing Clean up Phase July 15-312022 consultln}; WIﬂ:I home team_ for input,
50 Licensing Re-Orgs Aug 1- Déc.] 2022 | [communicats important milestones to home
PP Gcb BB < Dec TR0 . te_arn, resolves home team’s offsite anomalies
e, * ' |with help from the Records Clerk.
7. C&E Clean up Phase January 7-21 2023 | |Fol Records Officer: Oversees the project, chairs
8. C&E Re-Org- January 21-May 21 2023 . |the meetings and provides technical guidance.
9. C&E debrief phase May 21 -Jun 4 2023 | |Provides hands on assistance where required.
10. Policy and Comms Clean up Phase Jun 4- Jun 18 2023
11. Policy and Comms Re-Org Jun 18-Oct 18 2023 | |Tools:
12. Poliey and Comms debrief phase Oct 18-31 2023 ; One Note will be used to organize the project

and each of the committee members will be able
to access One Note for reference. One Note will
also be promoted as a useful tool for organizing
information, as it can be linked to the LAN itself.

Offsite storage clean up:

o Pull the All-Status Report from GRS on a monthly basis. Digital Record Keeping course & Developing
» Records Clerk will order materials for each of the program area’s organizational excellence should be taken by all
e Records Clerk and Records Officer will provide assistance and seek direction from working units | members of the committee prior to the first
to determine final disposition/coordinate destruction or correct classification. meeti‘ng. Members can find the course in the
i Learning Centre.

Spreadsheet for tracking each unit’s file deletion
count in the cleanup and restructure phases.
Tracking sheet for ORCS planning (What's

Internal Destruction Directive (April 2022):

* Develop a process for file destruction including establishing roles. i working/what’s not working) will allow for
e Determine final approval route for internal destruction incorporation of cannabis ORCS and update of
o Prepare branch communication surrounding change Liquor OF,!CS',
o Develop tracking sheets for oversight on destroved files (except transitory or redundant) | Communlcatlorl nempietes nead 0 be_ gra
= . . : - : : ' i be sent out to impacted teams at key intervals
& i |though the process (Example: Email to teams to

~[Deleted:

-
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7.2 Timeline

Shared Drive Reorganization & Offsite Storage Cleanup Updated: January 20, 2022
AR IS =R VTN (A S TN/TN N A AU NS5 ) A T 15 Ot O R F= A T\V/T B IR BRT/1 0 B A | A IS O B BT
d e a P =] u u u e C o] e da e a P da u u u e Cc [o]
n b r I3 Y n | g P t \ c n b r I3 Y n | g P t v
Mgmt Services LAN Clean up and
Reorg
Licensing LAN Clean up and Reorg
C&E LAN Clean up and Reorg

Policy and Comms LAN Clean up
and Reorg

Work Streams: _ Mgmt Services Licensing C&E Policy & Comms

Schedule is subject to change dependent on continual validity of business needs and resource availability
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Project Charter

Project Title Management Services Electronic File Cleanup & Reorganization
Start Date February 15, 2022
Target End Date July 15, 2022
Project Sponsor Jennifer Fox
Project Lead Richard Webster
Project Team Members | Richard Webster, Greg Olaussen, Staff as assigned
Last Updated 2022-03-23
Approvals
Name Role Signature Date
Jennifer Fox Project Sponsor
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1.0 Project Overview

Prepare Management Services electronic files in anticipation of an eventual amendment to LCRB’s ORCS,

last updated in 2006, validate compliance to the Information Management Act, and to ensure the LCRB
fulfills its long-term records directives and objectives.

2.0 Objectives

Management Services will perform a holistic review of the division’s records practices, prepare the
electronic files in anticipation of an eventual amendment to LCRB’s ORCS; and ensure the LCRB fulfills its
long-term records maintenance objectives.

This Project requires the completion of various workstreams including:
* Review of Management Services current records practices
= Electronic files clean up
= Electronic files reorganization
* Document long-term records maintenance process needs

3.0 Scope

3.1In Scope

The project scope is dependent on continual validation of business needs and priorities as part of the

hybrid-agile framework. Some potential improvements identified during the project may be deferred

until after the project is complete and will be part of ongoing operational improvements. A repository
will be created to track these improvements.

The following key components have been identified as within scope:

= Analysis of management services current records practices and determine divisional records
business needs

= Management Services electronic file clean up and reorganization in preparation of an eventual
amendment to LCRB’s ORCS

* Determine long-term records maintenance needs

= Routinely review LCRB'’s records status and assess alignment to the Information Management
Act, ARCS/ORCS and LCRB's business needs

3.2 Out of Scope

The following components are outside of scope:
= Offsite records clean up and reorganization
= Clean up and reorganization of electronic divisional files outside of Management Service’s LAN

4.0 Approach
The Project Lead will provide regular updates to the Project Sponsor. Any unresolved issues or changes
to scope will need to be reviewed by the Project Sponsor for decision.

P55-2023-33235 , Page 17 of 222
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The roles of the project team are provided in the Resources section of this document.

4.1 Project Governance
The project governance depicted below will be used to provide oversight and support to the project.

Project Governance Structure

Project Sponsor

lennifer Fox

Project Lead

*  Richard Webster

Project Delivery Team

*  Management Services Delegate - Richard Webster
* Records Clerk - Greg Olaussen
*  Staff as assigned

4.2 Resources

Role Primary Responsibility

Project Sponsor o Establishes project level business objectives and ensures established
governance structures and mechanisms are adhered to;
» Confirms and approves project scope, and signs off on project plans;

e Ensures sufficient funding and operational resources are acquired for
the duration of the project;

* Promotes project to stakeholders and monitors overall project
progress;

+ Reviews and resolves issues arising from the project;
» Reviews and approves change/decision requests;
» Responsible for final sign-off and success of the project.

Erojectiaad ¢ Acts as primary point of contact for communication with the Project

Sponsor, including providing project progress updates;

» Leads, facilitates, and monitors project activities to meet all
deliverables through to successful project completion (within time,
budget and quality specifications);

« Supports the appropriate engagement of stakeholders;
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Motivates and provides leadership to the project team on a day-to-day
basis;

Chairs project status meetings and provides guidance to the project
team.

Project Delivery Team

Provides first point of contact for communication with the sub-
component project (project stream) team;

Works with Sponsor/Project Lead on delivery dates;

Responsible for delivery of products within project stream including
planning, definition of deliverable, resource requirements, completion
of tasks, issue resolution, changes and escalation as appropriate;

Collects status from team and communicates to Project Lead on a
regular basis as agreed;

Participates and contributes to the delivery of the overall project; and
oversees review of deliverables.

5.0 Schedule: Deliverables and Milestones

| Proposed Start Date

| February 15,2022

|

| Proposed Close-out Date

] July 15, 2022

The detailed project timeline visual is available in Appendix A.

The major deliverables/milestones are summarized below:

Deliverable/Milestone

Target Completion Date

Review of Management Services records practices

Draft future state LAN structure

Electronic file inventory

Electronic file cleanup

Electronic file reorganization

July 15, 2022

Determine long-term maintenance needs July 15, 2022

*Deliverables/Milestones and schedule are subject to change dependent on continual validity of
business needs and resource availability

5.1 Critical Success Factors

These key components have been identified as critical success factors:
« Director support and sponsorship

Access to records

Support of working unit staff and Subject Matter Experts (SME)

Availability and access to SMEs

P55-2023-33235 , Page 19 of 222
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« Sufficient readiness in each working unit to implement change

6.0 Risks/Challenges and Mitigation

|

)

)

Risk Assessment
Risk Probability | Impact | Response Strategy Residual Risk
Unresponsive program area staff Med High Clearly establish task and Med
milestone owners
Reorganization of the program area | Med Med Revaluate business needs and Med___ [ Commented [MLLA4]: Is there a response strategy
adjust timeline as required fcr this? Possibly: rm_riew program structure at regular
Differing opinions between Execand | Med High Clearly communicate goals & | Med il et U st st
staff/ expectation of change set expectations [Commenled [WRL5RA4]: Revaluate business
Competing priorities may delay Med Med Establish realistic timelines; Med needs and adjust timeline as required
targeted completion dates obtain Exec support (Commented [MLL6R4]: Added
Change of Taskforce membership Med Med Develop membership Med
succession plan
Hindered or blocked access to Low High Consensus on access for High
records success in meeting milestones
‘Scope-Creep’ stalling or slowing the | Med Med Refer to development material | Med
project due to additional changes to affirm goals, take note of
and expectations additional expectations for
review period.
Missed deadlines Med Med Communicate, adapt, adjust Med

7.0 Appendix A
7.1 Records Taskforce Details

Records Management Task Force
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Shared Drive Reorganization & Offsite Storage Cleanup Plan

Purpose of the Task Force (Committee): To coordinate, plan and implement an electronic and offsite
file clean up and reorganization in anticipation of an eventual amendment to LCRB’s ORCS, last updated
in 2006.

Structure of the Task Force:

Tools:

The Task Force will consist of 1 member from each of LCRB’s working units. Management
Services will work with each working unit’s representative individually to complete their LAN
Restructure/Cleanup. Once respective teams achieve completion, the team’s member will remain
on the task force to ensure their new LAN structure receives sufficient maintenance. Continued
attendance to regular meetings will also facilitate additional support to the work unit whose
restructure is in progress.

Records Clerk: Creates the folders, assists teams moving/deleting files, monitoring the ALL
STATUS report from Government Records Service (GRS) to identify and fix/report
inconsistencies/anomalies in offsite files, assists teams with miscellaneous records tasks, takes the
minutes for each meeting, facilitates offsite shipping/receiving.

Committee Team Delegates: Moves files into appropriate folders, destruction of records,
consulting with home team for input, communicate important milestones to home team, resolves
home team’s offsite anomalies with help from the Records Clerk.

FOI Records Officer: Oversees the project, chairs the meetings and provides technical guidance.
Provides hands on assistance where required.

One Note will be used to organize the project and each of the task force members will be able to
access One Note for reference. One Note will also be promoted as a useful tool for organizing
information, as it can be linked to the LAN itself.

Digital Record Keeping course & Developing organizational excellence should be taken by all
members of the committee prior to the first meeting. Members can find the course in the Learning
Centre.

Spreadsheet for tracking each unit’s file deletion count in the cleanup and restructure phases.
Tracking sheet for ORCS planning (What’s working/what’s not working) will allow for
incorporation of cannabis ORCS and update of Liquor ORCS.

Communication Templates need to be created to be sent out to impacted teams at key intervals
though the process (Example: Email to teams to advise of addition of new folders, movement of
files ect.)

All Status Report, which is generated by GRS (for the offsite component)

Meeting Minutes:

The Records Clerk will maintain meeting minutes for the task force and save the minutes to the
LAN in the Records Management folder with a link to One Note.

Meeting Frequency:

Meetings Will commence Once per month as a group; however, each of the working units will
require additional consultation as they work through their LAN restructure.

Structure of Shared Drive clean up/reorg:
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10
To align as closely with the current LAN structure as possible, we will adopt the “Teams”
Structure as outlined in the Digital Record Keeping course. This will allow the project to go ahead
without lengthy consultation. Incorporating appropriate classification folders according to ARCS
and ORCS does not need consultation, as it is a legislated mandate.
Records Clerk will create a prototype in H Drive to adopt in phases on each of the teams. A clean
slate approach will be needed to address the poor state of the LAN

Phases of Restructure:

Preliminary Cleanup Phase - Transitory records need to be deleted. Gives teams a chance to
prepare for the restructure and purge. Also allows for communication to go out to the teams (2
weeks)

Re-Org Phase: - 4 months to complete the job on each team. Create skeleton, move files into the
correct classification.

Debrief Phase: - Allows teams to debrief and promote the finished product, make adjustments
and plan for the next team.

Sequence of LAN Cleanup timeframes:

Management Services Clean up Phase Feb 15-28 2022
Management Services Re-Org- March 1 - Jul 1 2022
Management Services debrief phase July 1-15 2022
Licensing Clean up Phase July 15-31 2022

Licensing Re-Org- Aug 1- Dec 1 2022

Licensing debrief phase Dec 1 - 15 2022

C&E Clean up Phase January 7-21 2023

C&E Re-Org- January 21-May 21 2023

. C&E debrief phase May 21 -Jun 4 2023

10. Policy and Comms Clean up Phase Jun 4- Jun 18 2023
11. Policy and Comms Re-Org Jun 18-Oct 18 2023

12. Policy and Comms debrief phase Oct 18-31 2023

o

Offsite storage clean up:

Pull the All-Status Report from GRS on a monthly basis.

Records Clerk will order materials for each of the program area’s

Records Clerk and Records Officer will provide assistance and seek direction from working units
to determine final disposition/coordinate destruction or correct classification.

Internal Destruction Directive (April 2022):

Develop a process for file destruction including establishing roles.

Determine final approval route for internal destruction

Prepare branch communication surrounding change

Develop tracking sheets for oversight on destroyed files (except transitory or redundant).
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11

7.2 Timeline

Shared Drive Reorganization & Offsite Storage Cleanup Updated: January 20, 2022
AR IS =R VTN (A S TN/TN N A AU NS5 ) A T 15 Ot O R F= A T\V/T B IR BRT/1 0 B A | A IS O B BT
d e a P =] u u u e C o] e da e a P da u u u e Cc [o]
n b r I3 Y n | g P t \ c n b r I3 Y n | g P t v
Mgmt Services LAN Clean up and
Reorg
Licensing LAN Clean up and Reorg
C&E LAN Clean up and Reorg

Policy and Comms LAN Clean up
and Reorg

Work Streams: _ Mgmt Services Licensing C&E Policy & Comms

Schedule is subject to change dependent on continual validity of business needs and resource availability
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ROTT is detrimental in five important ways. First, it creates excessive storage, infrastructure and
maintenance costs. Second, it impairs employees’ ability to demonstrate compliance with regulatory
guidelines or respond to FOI requests. Third, it impairs employees’ ability to quickly access the right
information and make data-driven decisions in an agile manner. Fourth, ROTT is often unmanaged and
consequently, is vulnerable to data breaches. And fifth, information that is retained beyond its legal
retention period poses a liability risk because it can be used against the organization in legal actions or
financial audits.

Redundant

Is data that has duplicates stored across multiple locations, perhaps on a different
system entirely, perhaps on the system. Intranet systems often contain a large
amount of redundant data.

Obsolete

As the name suggests, is information that is no longer accurate or no longer in use.
It might be outdated information that has been replaced. It is important to note that
not all obsolete files can be arbitrarily deleted. It is only rendered obsolete, if it
doesn’t fall into the ARCS or ORCS classification. Many government records may
appear obsolete but still have a retention schedule.

Transitory

Are government records that have short-term use only and do not need to be filed. They are
produced or received in the course of routine actions, in the preparation of other records which
replace them, or for convenient reference.

Trivial

Is information that isn’t necessary to store. It is data that is providing no value to
the organization and could be easily removed without any change to the business.
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Formal Approval Process

Canvasser/SME — Identifies Records on the LAN for Deletion and places records in the “Pending
Destruction folder on the LAN”

Preparer (Records Clerk) Accesses the Pending Destruction folder, groups similar files together and files
records using the ARCS/ORCS Master list into the “Final Destruction Folder”

Preparer (Admin Clerk) Prepares necessary paperwork and completes the required spreadsheets for
the Records Officer to Approve the Destruction.

Approver (Records Officer) Spot checks accuracy and approves/destroys records, applies digital signature
to paperwork.
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File Movement Workflow

File/LAN Canvasser

PENDING DESTRUCTION
ROTT FOLDER RETURN TO LAN FOLDER BLAL
Records Clerk Reviews files

$

FINAL DESTRUCTION
FOLDER

Project Lead verifies and

Records Clerk reverse files
records for destruction
into ARCS and ORCS using
templates

deletes ROTT

Project Lead verifies,
authorizes and destroys
records.
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OLD LAN STRUCTURE

4 39

Pending
Destruction
(Formal)

Redundant,
Obsolete,
Transitory, Trivial

(ROTT) R.C. Classifies

Return to LAN
R.C. Classifies

Project
Lead or Project Lead or
SME SME Verifies

Verifies . .
Final Destruction

(Formal)

Admin Preps
Paperwork

rojec Repopulate Files to

Lead or

NEW LAN
STRUCTURE
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ROLES AND RESPONSIBILIES WORKFLOW

The chart below illustrates the order and flow of LAN cleanup; defines each step by role.

*  Subject Matter Expert (SME): A resource to identify nature and enduring value of LAN content.

*  Canvasser: Identifies records to keep or delete. A canvasser refers content to the SME.

*  Records Clerk: Assists as needed, classifies active records and records for destruction

*  Admin Staff: prepares paperwork for destruction

e Project Lead: Assists where needed, moves files, classifies information, provides advice, leads project, creates new
LAN structure, provides as much support as required by program area.

e Task Force Member: Assists where needed, moves files, classifies info, provides advice, helps leads project, creates
new LAN structure, provides as much support as required by program area.

®  Manager/Director: Set’s parameters surrounding roles and responsibilities and allocates resources.

Mapping the LAN (Before)

Roles: Records Clerk, Admin Staff, Project Lead, Task
Force Members

Mapping the LAN (Proposed)
Roles:, SME, Project Lead, Records Clerk

LAN Analysis

Roles: SME, Project Lead, Records Clerk, Task Force
Members

Preliminary Cleanup

Roles: Canvasser, SME, Project Lead, Records Clerk,
Task Force Members

Formal
Destruction
Approval
Moving Files 57
Naming ole: .
: Deleting Files:
Roles: Project Lead, Conventions Roles: Records Clerk, Manager g

j Task Force Members,
Admin Sglag:l,( Records Roles: SME Project Lead,

Canvasser.

Creating New Folders

Roles: Project Lead
ROTT
Destruction
Approval

Role: Manager,
SME, Project
Lead
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cormnia - Regulation Branch

RECORDS MANAGEMENT STRATEGY 2022-2027 — LAN CLEAN-UP & RE-ORG



BRITISH

COLUMBIA

WHY SHOULD WE MAKE RECORDS MANAGEMENT A PRIORITY?

FOI Requests Become Easier to Manage

Public Scandal Risk

Chief R.O. 2019 Directive for all Public Bodies to Comply with IMA s.6(1)
Better Transparency

Time Savings

Storage Costs

A
000“%
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LCRB Destruction Tracking 2022 (File Count)

Mar Apr May Jun Jul TOTALS
C&E 0
Licensing 0
PManaqement Services 18895 6947 11476 37318
Policy 0
Communications 0
Daily Totals 18895 6947 11476 37318

LCRB Destruction Tracking 2022 (GB - Electronic Storage)

Feb Mar Apr May Jun Jul Aug TOTALS

C&E

Licensing

Management Services 50 11

Policy

Communications

Daily Totals 0 134
GB P/ Unit ¢ 17
Annual SV
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DESTRUCTION AUTHORIZATION RESPONSIBILITIES

GRS Launched service change project April 1, 2022

Ministries are responsible for creating a defensible information destruction model

formal destruction model integration with lan clean up
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‘TEAMS’ LAN STRUCTURE

o THE TEAMS MODEL AIMS TO MIRROR THE SHARED DRIVE TO THE DIVISIONS IN THE
BRANCH

o WITHIN EACH AREA ARE THE ARC OR ORCS THAT ARE RELEVANT TO THE UNIQUE
WORK EACH GROUP DOES.

o THE ADMINISTRATION FOLDER IS USED BY ALL THOSE WITH ADMINISTRATIVE
RESPONSIBILITIES.

o THE MANAGEMENT FOLDER IS RESTRICTED TO MANAGERIAL STAFF

A
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BRITISH
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SHARED DRIVE (LAN) CLEANUP

< IDENTIFY AND REMOVE TRANSITORY & REDUNDANT SOURCE RECORDS

< IDENTIFY AND REMOVE RECORDS MEETING RETENTION SCHEDULE

<+ CREATE A SHADOW LAN STRUCTURE TO ALIGN WITH ARCS AND ORCS

<+ ESTABLISH APPROPRIATE NAMING CONVENTIONS

<+ MIGRATE RECORDS INTO APPROVED BLOCK NUMERIC ARCS/ORCS CLASSIFICATIONS

OF PRIMARIES (FUNCTIONS) AND SECONDARIES (ACTIVITIES)

A
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T e T e e L — | el LR . e ——— =

700 Equipment & Supplies, General

825 Procurement of Equipment & Supplies
900 Financial Management, General

975 Audits & Compliance Reviews

985 Banks & Banking

1000 Budgeting

1050 Financial Transaction Batching & Po...
1070 Procurement & Contract Managem...
1100 Expenditure Control

1240 Travel Authorization

1300 Human Resource Management, Ge...
1310-01 Awards and Recognition

1360 Job Description & Classification

1385 Employee Supervision & Developm...
1550 Leave & Time Reporting

1560 Occupational Health & Safety

1580 Staffing Projections & Planning

1665 Staffing, Recruitment & Competitio...
1730 Training & Development, General
1735 Training & Development Course Del...
6880 Telecommunication Network Mana...
Adobe Desinger (LiveCycle Replacement)
Beta Testing

Correspondence

Dynamics Manual Entry Documents
Facilities

forms

New Employee Checklist

MNiche WorkPace_2.5

OneStop Help Desk

POSSE

Reports

Revenue Clerks

RM Project Final Dispositions
SystemsTesting

TLAM, HR Processes and Admin Guide

30 Vacation Schedules - Shortcut

== BCO10 Security Report

duplicate assistant

Electronic transactions summary 2003 04
filing project

HUB Messaging States Sheet

# Shortcut to POSSE TEST CASES

HI!

2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2022-03-26 12:08 AM
2020-03-10 9:32 AM

2007-07-13 2:34 PM

2021-02-22 8:43 AM

2004-06-18 9:42 AM

2011-09-169:16 AM

2012-12-19 9:20 AM

2002-09-06 12:17 PM

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
Shortcut

Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel C...
Microsoft Excel W...

2KB
40 KB
861 KB
18 KB
3KB
10KB
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Redundant, Pendin_g
Obsolete, L Ctllon Return to LAN
Transitory, Trivial (Formal) R.C. Classifies

(ROTT) R.C. Classifies

Project
Lead or
SME
verifies

Project Lead or
SME Verifies

Final Destruction
(Formal)

Admin Preps
Paperwork

Project
Lead or
SME
Verifies

Repopulate Files to
NEW LAN
STRUCTURE

A
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Versions

Up Procendures
LAN Finance
ed

Name

(202-80) Monthly Branch Conference Calls
1560 JOHS Occupational Safety, Health and Accidents
2019 (March 4-5) All-Branch Strategic Planning Session
Benefits Information

C&E

C&E refresher

CIiff

Competencies by Position

Delegation Matrix

Employee Recognition Program

Flex Day Schedule

Floor Plan - 645 Tyee

Health and Weliness

Hiring Tools

Interpreter Services Information
LCL_RegionalManagers

LCLB Job Descriptions

LCRB Staff Events

Lean Projects

Leave Forms

Licensing Dashboards

Mary Sues News

New Employee Onboarding

Org Charts

Orientation Manual

Pacific Leaders

Performance Mgmt

Records Management Task Force

Date modified

2014-05-26
2020-06-19
2019-04-26
2022-05-26

2022-04-06

12:51 PM
12:38 PM
10:25 AM
4:39 PM

10:02 AM

f 12:28 PM

2022-02-15
2019-03-12
2021-06-18
2022-02-10
2022-02-28
2022-02-02
2022-05-20
202 2-23

2022-05-09

3:04 PM

10:17 AM
10:43 AM
1:15 PM
12:35 PM
10:04 AM
4:22 PM
9:43 AM
3:11 PM
12:24 PM

10:48 AM
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RISK AND CRITICAL SﬁéEEgg;ACTORS

Risk Identification

e unresponsive program area staff

e reorganization of the program area

e change of the membership involved in the project

e unforeseen operational priorities which may put the project on hold

e hindered or blocked access to records

e ‘scope-creep’ that stalls or slows the project because of additional changes or expectations
* missed deadlines on the part of reviewers and the project sponsor

Critical Success Factors

e executive support and sponsorship

e support of program area staff (subject matter experts)
e access to the records (file permissions)

e availability of and access to SMEs

e KPI’s

A
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Policy Destruction Tracker

Destruction Tracker July 2022 (FILES)

Policy & Communications 7 8 11 12113 ] 14 15 18 19 20 21 | 22| 25 | 26 27 28 29 [30|31| TOTALS
0
Policy 185 1813 | 877 2875
0
0
0
0
Daily Totals 0 0 0 010 0 0 0 0 0 0 0 |185]| 0 1813 | 877 0 0]0)| 2875
Destruction Tracker July 2022 (GB)
Policy & Communications 7 8 11 12113 ] 14 15 18 19 20 21 | 22| 25 | 26 27 28 29 [30|31| TOTALS
0
Policy 0.584 1.81 10.83 3.224
0
0
0
0
Daily Totals 0 0 0 010 0 0 0 0 0 0 0 1 0 1.81 1 0 ofo 3

Eee=zllo =355 .
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Policy Destruction Tracker

Destruction Tracker July 2022 (FILES)

Policy & Communications 8 9 10 |11 | 12 15 16 17 18 19 22 | 23 | 24 25 26 29 [30]31] TOTALS
0
Policy 1174 178 [ 2711 78 4141
0
0
0
0
Daily Totals 0 0 0] 0 0 0 1174 0 0 178 12711 O 0 0 0 0 0(78] 4141
s. 17
Destruction Tracker July 2022 (GB)
Policy & Communications 8 9 10 |11 | 12 15 16 17 18 19 22 | 23 | 24 25 26 29 [30[31] TOTALS
0
Policy 1.3 0.411] 5.21 0.1 7.049
0
0
0
0
Daily Totals 0 0 ofo0] o0 0 1 0 0 [0411]521]| O 0 0 0 0 0 |0.1 70
s. 17

ezl =355

I
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Policy Destruction Tracker

Destruction Tracker September 2022 (FILES)

Policy & Communications 8 9 12 113 | 14 15 16 19 20 21 22 | 23 | 26 27 28 29 130 TOTALS
0
Policy 428 3950 | 2627 7005
0
0
0
0
Daily Totals 0 0 [428] 0 0 ]3950 | 2627 O 0 0 0 0 0 0 0 0 0 7005
s. 17
Destruction Tracker September 2022 (GB)
Policy & Communications 8 9 12 113 | 14 15 16 19 20 21 22 | 23 | 26 27 28 29 (30 TOTALS
0
Policy 0.58 4.76 | 2.52 7.864
0
0
0
0
Daily Totals 0 0 1058 0 0 4.76 3 0 0 0 0 0 0 0 0 0 0 8
s. 17

ezl =355

I
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Management Services — Records

Project: Electronic File Cleanup and Reorganization

Date: 04/19/2022 Last Updated: 04/19/2022

LCRB — Records and Administration- MGT Services
Effective Date: 04/19/2022

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. The Destruction Coordinator acts to ensure appropriate paperwork is
completed and sees the destruction process through.

Role: Destruction Coordinator Role — Records Officer

Provides governance, oversight, and administration of the Model

Acts as a liaison with ministry IM employees (e.g., privacy, security, access, and records)
to ensure consistency and collaboration across IM initiatives.

Liaises with Information Management Branch (IMB) or equivalent, to support
coordination of destruction of ministry data.

Ensures that the necessary resources, tools, and forms are available for ministry
program areas to adequately document destructions.

Defines, documents, and communicates ministry-specific training and knowledge
requirements (e.g., destroying government information within a ministry line of
business application).

Ensures that destruction control numbers are issued, and that documentation of
approvals is maintained.

Leads reviews in collaboration with appropriate staff on the effectiveness of the Model
and implements improvements, as required.
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Management Services — Records

Project: Electronic File Cleanup and Reorganization

Date: 04/19/2022 Last Updated: 04/19/2022
LCRB — Records and Administration- MGT Services
Effective Date: 04/19/2022

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. The Approver is authorized to permit the destruction of electronic and physical
Government Information within the branch’s custody and control.

Role: Approver Role: Records Officer, SME, Manager, Director

e Responsible for verifying the destruction is appropriate based on program area
knowledge.

e Confirms that records are not needed to meet operational or administrative
requirements, related litigation, legal action, requests made under FOIPPA, or
investigations that are underway or anticipated.

e Ensure records are only destroyed in accordance with approved information schedules

e Coordinate and ensure appropriate paperwork and spreadsheets are completed to
support the defensible destruction of Government Information

e Provides guidance and support to the Preparer and Data Custodians.
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Management Services — Records

Project: Electronic File Cleanup and Reorganization

Date: 04/19/2022 Last Updated: 04/19/2022
LCRB — Records and Administration- MGT Services
Effective Date: 04/19/2022

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. Preparing documents for destruction and filing them in appropriate
classification folders will assist the Approver/Coordinator to execute bulk deletions.

Role: Preparer/Data Custodian — Records Clerk, SME

« Responsible for preparing adequate documentation pertaining to government
information destructions based on knowledge of records management principles and
practices.

« Ensures physical and digital records are only destroyed in accordance with approved
information schedules

« Moves electronic files into destruction folders based on classification (ARCS/ORCS) for
the Approver and Records Officer to approve/destroy digital information.

» Prepares physical documents for destruction if applicable.

« Oversees the management of data in their program area throughout its lifecycle.

» Meets the requirements of the Data Management Policy and ensures information
schedule retentions are applied.
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Management Services — Records

Procedure: Electronic File Cleanup and Reorganization

Date: 05/02/2022 Last Updated: 05/02/2022

LCRB — Records and Administration- MGT Services
Effective Date: 05/02/2022

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. Once a canvasser or SME moves irrelevant files (requiring formal destruction
approval) from the old LAN structure to the Pending Destruction Folder, preparations must be
made to facilitate the file’s destruction.

Procedure: Preparing Records for Destruction

Role: Records Clerk

Access the Pending Destruction Folder to determine contents.

Utilize the ARCS/ORCS master file list templates located in the LCL_Staffinfo folder,
located in the Records Management Task Force sub-folder.

Copy and paste relevant ARCS/ORCS master template folders into the Final Destruction
Folder

File records in the Pending Destruction Folder into the relevant ARCS/ORCS folder in the
Final Destruction folder, grouping similar records together.

The Files should now be ready for admin staff to complete the appropriate paperwork
to complete the destructions. Once the paperwork has been completed, the preparer
will move the file into the ‘Nuke’ folder for final deletion.
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Management Services — Records

Procedure: Electronic File Cleanup and Reorganization

Date: 04/20/2022 Last Updated: 04/20/2022
LCRB — Records and Administration- MGT Services
Effective Date: 04/20/2022

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. Preparing paperwork for destruction is an important but heavy administrative
endeavor that must be accurate.

Procedure: Recording Branch Destruction Authorizations
Role: Preparer/Data Custodian — Records Clerk, Records Officer or SME
Step 1: Generate a new Information Destruction Authorization Number (IDA)

o Create a new folder in the Destructions folder to place all the paperwork. The
Path to this folder is shown below. The File name for the itemized destruction is
the IDA number:

Path: I'\LCL_MgmtServices\FOI Records and Administration\Active\ARCS\ARCS 432-Records
Management\432-30-Destruction Case Files-Internal\30 File Destruction - Authorized
Internally\Destructions\2022\April

ﬂ Link to File
A = Active ARCS » ARCS 432-Records Management * 432-30-Destruction Case Files-Internal > 30 File Destruction - Authorized Internally * Destructions * 2022 * Ap
Organize ~ New folder
LAN Clean Up Procendures 2 MName Date modified

I Microsoft OneMote DE22-0001-PS5-LCRB
DE22-0002-P55-LCRB

& OneDrive
DE22-0003-P55-LCRB
= This PC DE22-0004-PS5-LCRB
# 3D Objects DE22-0005-PS5-LCRB

Step 2: Select a destruction list to complete. You can locate a list of files ready for destruction
by locating the “Final Destruction” folder in the LAN in the team’s folder you are working on.
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Management Services — Records

Procedure: Electronic File Cleanup and Reorganization

Example shown below, using Management Services:

e 1E e 17
innabis_Fit_and_Proper #, MName Date modified

’’’’’’’ Eans 146-20-Agreement Development Files 2022-04-13 12:06 PM

o 195-01-General 2022-D4-13 11:47 AM
ympliance 195-20-Intemal Ciriculars, Bulletins&Directives 2022-04-13 233 PM
11111 195-35-Pre2009 Opperational Manual Development Files 2022-04-13 234 PM
220-20-Conference8Event Files 2022-04-11 8:35 AM

Path: I:\LCL_MgmtServices\RM Project Final Dispositions\Final Destruction
Step 3: Complete the ARS651 Form

e See One Note (Records MGT Task Force/Formal Destruction/Links) to access the
ARS 651 template.

e Review the File List Procedure for guidance on exporting data from the LAN to an
Excel Spreadsheet.

e Fill'in the following fields below:

ARS661 Last Revised: 2014-08-18 BOX CONTENT FILE LIST

MINISTRY: PSSG |BR-’J\\ICI~: LCRE |ﬁ.::e;sior.-':![!.i #: Electronic APPLICATION #: N/A

BOX# ~[schedule ~ [Primary/Secondary < [FILEID _~ |FILETITLE (include secondary title and file name) | ~[OPR [¥/N) [~ [Start Date _ ~ [End Date ~ [Retention Schedule _~ [50 Date (if applicable) |~ [Final Disposition Date -
N/A ARCS/ORCS  100-00 (example) N/A Enter File Title N Mot Important Very Important SONILDE Destruction Date OK Destruction Date

e Save the completed form to the newly created IDA file in the destruction folder.

e Rename the file by removing the word template and replace it with the IDA
number (DE22-XXXX-PSS-LCRB)

e Since the destruction date is supposed to equal the “start date” of the records
series, do not enter any dates, as the Records Officer will complete it upon
destruction.

Step 4: Complete the Authorization Form (IDA)

e See One Note (Records MGT Task Force/Formal Destruction/Links) to access the
Information Destruction Authorization Form Template.
e Most of the template is already filled out, please change the following fields:
o Section 3 (Information Identification)
o Section 4 (Ministry Approver Authorization) except the name of the
Approver; the approver will enter his/her name at the time of destruction
e Save the completed form to the newly created IDA file in the destruction folder.
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Management Services — Records

Procedure: Electronic File Cleanup and Reorganization

e Rename the file by adding the IDA number (DE22-XXXX-PSS-LCRB) to the end of
the naming convention.

Step 5: Complete the Destruction Log Spreadsheet with the IDA entry

e See One Note (Records MGT Task Force/Formal Destruction/Links) to access the
Destruction Log link.
e Fill in the following fields below:

Has a Review for =
Ministry

DA Number DA Number Moproul Decrighionch L Flit Migaton Digtition? "POTe o Been DiteSentto 0, Derution Destrucion

ey | | e | (| (e S ea | | Completd e, F0,  Utgaton 0 Ote

[} - | [} - - -] -] [} - g ltisten g [} [} -]

MGT Manual File af Mo, records
DEZ2-0005-PSS-LCRB| 4114/ 2002 LR  (Greg Olaussen |Richand Webster | One-Time |  ARCS 25045 a LN ! N N Y Lt WD | N Deleted ]
- i n

J Generally, there will not be Iit'igatio'n associated with the destr'uctic':n; h'owe'ver, if
there is, the Records Officer will update the spreadsheet accordingly once the list
of ongoing litigations are referenced.

Step 6: Move the destruction list to “Nuke Folder” for deletion. You can locate a list of files
ready for destruction by locating the “Final Destruction” folder in the LAN in the team’s folder.
Please remember to add the DE# to the group of records you are destroying by
renaming/adding the DE number to the folder before you move it into the “Nuke Folder”.
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Management Services — Records

Project: Electronic File Cleanup and Reorganization

Date: 03/17/2022 Last Updated: 07/18/2022
LCRB — Records and Administration- MGT Services
Effective Date: 03/17/2022

Background: The following document outlines the folders the Records Team will be
creating/using inside the LAN to facilitate the clean-up.

Procedure: Folder Description Guide

e Each secondary folder should correspond to an ARCS or ORCS and should also have the
following subfolders:

o A “pending destruction” or (DON'T USE) folder — The pending destruction (Don’t
Use) folder will contain electronic documents that need to be vetted before
moving into the final destruction, legacy or ROTT folders. Task Force reps will
need to identify divisional staff (canvassers) authorized to certify the movement
of records from the pending to final destruction folders, or seek help from the
Records Team.

o A “Final destruction” folder — Is the last step in a document’s life cycle. From this
point, the Records Clerk will apply for and create a record of the file’s
destruction.

* Inside the final destruction folder, contains a template folder, where the
records clerk is able to access empty ARCS and ORCS folders. The Records
Clerk can duplicate template folders to bundle files for bulk deletion.

o AROTT folder — Files that can be destroyed because it’s considered ROTT
(Redundant, Obsolete, Transitory, Trivial)

o A Semi Active Folder — Semi active records have legal, evidential or operational
value but are not used on a regular basis. The Semi-Active status is determined
by ARCS and ORCS.

o An Active folder — Contains active/relevant material in regular course of
business.

o AlLegacy Folder (optional) - The Legacy Folder is optional and may be required to
preserve documents that may add value and have either met their retention or
do not have a category in the ARCS or ORCS.
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o AReturn to LAN folder (USE FOLDER) — The Return to LAN folder or Use folder is
for files that were inappropriately moved to the Pending Destruction folder that
need to be returned to the LAN because they are considered Semi-Active or
Active. The Return to LAN folder is also a temporary folder that active and semi
active files can be moved to while the new LAN structure is set up. Once the
setup is complete, team members can move files into their final resting place on
the newly restructured LAN by accessing the Return to LAN folder. This folder is
for things teams need to keep.

o AForReview Folder (Not Sure Folder) - The For-review folder (not sure folder) is
where files are placed to be vetted by either the Records Officer or the SME. The
files are reviewed and either moved into the “Return to LAN Folder” or to the
various other folders. File Lists can be used to generate discussion for teams if
deemed necessary.

o Final Disposition Folders are where SR and FR files are kept. These files have
passed their active and semi active schedules and must be kept indefinitely or
until an Archivist can do an appraisal on the Selective Retention files.
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Date: 03/14/2021 Last Updated: 03/14/2021

LCRB — Records and Administration- MGT Services
Effective Date: 03/14/2021

Background: To perform a LAN cleanup, each division will need to know where all their files are
located on the share drive. The current LAN structure contains multiple Primary root folders.

Procedure: Map of LAN Before

Open the excel template named “Excel Template to Map LAN” provided in the Task
Force Notebook under your division’s dedicated tab.
Utilize the template to create a high-level overview of your division’s LAN structure
o Fill'in your division’s existing primary folders
o Fill'in your division’s existing secondary folders
Utilize the note section to describe the content of each secondary folder.
Review the current mapped overview with divisional stakeholders:
o Determine if any primary folders require restricted access
o Review proposed changes and document feedback
Schedule a meeting with Project Lead and Records Clerk to review
Begin canvassing the LAN and identify ROTT, Active, Semi Active and records that
require destruction.
Use the mapping document to identify who is working on a particular section of the LAN
Use the mapping document to flag if your section is “in progress or complete”.
Use the mapping document to identify the SME of the section of the LAN.
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Date: 03/15/2021 Last Updated: 04/07/2022
LCRB — Records and Administration- MGT Services
Effective Date: 03/15/2021

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. Once a viable and accurate map of the division’s LAN has been drafted and
approved, it’s time to start creating the folders that will mirror the map itself. The folders will
be the foundation for the overall structure’s permanent location on the LAN.

Procedure: Creating New Folders

Who has authority to create folders? Records Clerk, Project Lead, Task Force Members

e Management Services has created all the ARCS and ORCS folders for each division to
use.
o Thefiles are located in the “all staff info” folder on the LAN but can be accessed
VIA the RM Task Force One Note.
o All folders have a convenient guide embedded within for each ARCS or ORCS
e (Copy and paste desired empty folders into an H Drive to match the map created in the
LAN mapping excel spreadsheet.
e Follow the instructions below to create the folders in the correct sequence:
1. Create your division’s primary (root) folders
o Additional folders may be required to restrict access
2. Create subsequent secondary folders by topic, or teams within each division.
3. Within each secondary folder should have an Active and a Semi Active folder and
Final Disposition folder.
o Within Active and Semi Active folders will contain ARCS and ORCS to
correspond with each category.
o Within the Final Disposition folder will contain Pending Destruction, Final
Destruction, Legacy and ROTT subfolders.

% Please see folder “Folder Description Guide” for a detailed description of each
folder.
e Management Services can assist with this phase depending on divisional operational
resources.
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e Once empty folders have been created, send email to the Project Lead/Records Officer
for review.
o Project Lead/Records Officer will review the work to ensure accuracy and aligns
with the standards.
o After consultation with divisional stakeholders, new empty file structures can be placed
on the LAN for next steps (moving files)
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Date: 03/21/2021 Last Updated: 04/11/2022
LCRB — Records and Administration- MGT Services
Effective Date: 03/21/2021

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. After the creation of new folders, the removal of ROTT and records eligible for
destruction, the remaining LAN folders should be relevant and can be placed into the
corresponding ARCS and ORCS folders.

Procedure: Moving Files After Cleanup

Who has authority to move files into pending or ROTT folders? Records Officer/Project
Lead/Task Force members.

e Utilize the ARCS guide linked to the Records Management HUB tab

e Utilize the LCRB ORCS guide (2006)

e Utilize your LAN MAP

e Review the record and determine function

e Move records into corresponding folders by function, accessing the ‘return to LAN
folder’.

o Notify your division by email at least 24 hours before you move a group of
records into the new location.

o Advise your division not to go into the folder you are working on during specified
timeframes.

o Notify your division when a section of the LAN movement has been completed

o Review the newly classified folder(s) with the Project Lead and divisional
stakeholders.

e Insome instances, you may come across files in your team’s folder that should reside in
another team’s folder.

o Keep arunning list of files in excel spreadsheet to review with SME before
moving the files.

o If cross divisional files reside in another team's folder, move files to the
respective team's folders and create a “MISC” folder, so the information can be
canvassed by the team’s SME. This way the SME can accurately track what their
file counts are.
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It is imperative that all members of the project team should only move files that are
ROTT or have met their retention periods to the Final Disposition folders (Unless it
clearly should be for another team’s folder, as outlined in the above bullet). If you locate
a file that you feel may be out of place, leave it in it’s current location, as the working
units may need the file to operate. Moving files like this could cause confusion. Only
move files to their final destination /return to LAN folder once we establish the new LAN
folders and communication has been sent to the impacted working units.

o An alternative to this would be to add to the name of the file with a clue to

where it should belong. For example:
» File named (Melissa_101) belongs in folder A but you found it in folder B,
you could rename it Melissa_101_movetofileb
e This will flag us to move the file once the re-org takes place.

Depending on divisional resource availability, the Records Team in Management
Services is flexible in your team’s clean-up and re-org. If there is limited staffing, teams
may opt to simply place all the records that have no enduring business value in the
‘Pending Destruction Folder’ and our records team can move to appropriate final or
semi-active destinations.
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Date: 04/07/2022 Last Updated: 04/07/2022

LCRB — Records and Administration- MGT Services
Effective Date: 04/07/2022

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. The Final Destruction folder is the final step in the record life cycle. Records
flow from the pending destruction folder into the Final Destruction folder

Procedure: Organizing the “Final Destruction Folder”

Role: Records Clerk, Project Lead,

The Records Clerk accesses the pending destruction folder and identifies groups of
records with the same retention/classification schedule to be moved to the Final
Destruction folder.

The Final Destruction Folder contains a subfolder called the ‘template folder’. It contains
ARGS and ORCS skeleton folders.

The Records Clerk copies relevant skeleton ARCS and/or ORCS folders from the template
folder and posts them to the Final Destruction folder

The Records Clerk moves bundled files from the Pending Destruction folder into the
relevant copied skeleton folders so a bulk deletion can occur.

The Records Officer will complete the appropriate authorization forms, review and
destroy records residing in the Final Destruction folder

For more information on the formal destruction process, please see the Formal
Destruction tab in One Note.
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Date: 03/29/2021 Last Updated: 03/29/2021
LCRB — Records and Administration- MGT Services
Effective Date: 03/29/2021

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. Files on the LAN that are up for deletion; or need to be formally destroyed, the
final act of either deleting or approving the destruction will take place. The “ROTT” folder will
be emptied without formal destruction and the “final destruction folder” will be emptied when
management approves the destruction of files that have met their retention schedule.

Procedure: Deleting Files and Approving Destruction

Who has the authority to delete files? Project Lead

e Deleting files will generally happen in the ROTT folder. ROTT doesn’t need to be formally
destroyed and therefore, can be deleted

e Precautions still need to be taken to ensure ROTT is correctly identified and vetted
before deletion. This is why the Project lead has the special permission granted to
delete the files to ensure nothing has been incorrectly identified.

e Subject Matter Experts and Management can identify ROTT and the Project Lead should
always confirm before deleting ROTT

e The Project Lead is tracking the metrics of the project and therefore, it is advised that
the project lead deletes the files to ensure appropriate KPI’s are being documented
correctly.

Who has the authority to Approve files for destruction? Management

e Files meeting their final disposition requirements need to be formally destroyed
according to ARCS and ORCS. Once Identified, these files move into the “pending
destruction folders”.

e Management will access these folders and double check that these files meet the
requirements for destruction.

e Management may opt to keep something they deem valuable and place it in the ‘legacy
folder’.

e Once approved, the Records Clerk can perform the destruction tasks associated with the
record.
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Date: 06/10/2022 Last Updated: 06/10/2022

LCRB — Records and Administration- MGT Services
Effective Date: 06/10/2022

Background: For LCRB to gain control of its data, a shared drive cleanup and reorganization
must take place. When files reside in the Pending or Final Destruction folder, it will be
necessary to generate content list of those files from time to time. The following procedure
outlines the instances where a file list must be generated.

Procedure: Establishing the New LAN Structure

Once all files have been moved into the respective ‘holding folders’, The Records Team
will create the skeleton of the new LAN structure with help from the SME’s of the
respective program area.

Templates located in the LCL_Staffinfo folder will be used to create the skeleton
structure. Each folder has a user guide.

The Records Team will access the ‘Return to LAN folder’ and repopulate the new LAN
structure with the active and semi active files that need to be retained.

The Records Team will send communication out to the impacted areas before actions
take place to ensure staff are aware of document locations through the process

The Records Team will create a Map of the LAN using a spreadsheet or a file list to
provide a tutorial of the new LAN structure.
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Project Charter

Project Title Licensing File Cleanup & Reorganization

Start Date TBD

Target End Date TBD

Project Sponsor Josh Huska

Project Lead Richard Webster

Project Team Members | Richard Webster, Greg Olaussen, Karen Hodgkinson
Last Updated 2022-12-05

Approvals

Name Role Signature Date

Josh Huska or Designate | Project Sponsor
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1.0 Project Overview

Prepare Licensing’s electronic files in anticipation of an eventual amendment to LCRB’s ORCS, last
updated in 2006, validate compliance to the Information Management Act, and to ensure the LCRB
fulfills its long-term records directives and objectives.

2.0 Objectives

Management Services will perform a holistic review of the division’s records practices, prepare the
electronic files in anticipation of an eventual amendment to LCRB’s ORCS; and ensure the LCRB fulfills its
long-term records maintenance objectives.

This Project requires the completion of various workstreams including:
= Review of Licensing’s current records practices
» Electronic files clean up
= Electronic files reorganization
* Document long-term records maintenance process needs

3.0 Scope

3.1 In Scope

The project scope is dependent on continual validation of business needs and priorities as part of the

hybrid-agile framework. Some potential improvements identified during the project may be deferred

until after the project is complete and will be part of ongoing operational improvements. A repository
will be created to track these improvements (lessons learned).

The following key components have been identified as within scope:

= Analysis of management services current records practices and determine divisional records
business needs.

» Electronic file clean up and reorganization in preparation of an eventual amendment to LCRB’s
ORCS.

* Determine long-term records maintenance needs.

* Routinely review LCRB’s records status and assess alignment to the Information Management
Act, ARCS/ORCS and LCRB’s business needs

3.2 Out of Scope

The following components are outside of scope:
= MS Outlook Cleanup
» SharePoint Cleanup

4.0 Approach
The Project Lead will provide regular updates to the Project Sponsor. Any unresolved issues or changes
to scope will need to be reviewed by the Project Sponsor for decision.

The roles of the project team are provided in the Resources section of this document in Appendix A.
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4.1 Project Governance
The project governance depicted below will be used to provide oversight and support to the project.

Project Governance Structure

Project Sponsor:

Josh Huska

Project Lead:

Richard Webster

Project Delivery Team :

Management Services Delegate — Greg Olaussen/Karen
Hodgkinson, staff as assigned.

4.2 Resources

Project Sponsor o Establishes project level business objectives and ensures established
governance structures and mechanisms are adhered to;

e Confirms and approves project scope, and signs off on project plans;

o Ensures sufficient funding and operational resources are acquired for
the duration of the project;

e Promotes project to stakeholders and monitors overall project
progress;

o Reviews and resolves issues arising from the project;
¢ Reviews and approves change/decision requests;
e Responsible for final sign-off and success of the project.

Project Lead ¢ Acts as primary point of contact for communication with the Project

Sponsor, including providing project progress updates;

o Leads, facilitates, and monitors project activities to meet all
deliverables through to successful project completion (within time,
budget and quality specifications);

e Supports the appropriate engagement of stakeholders;

o Motivates and provides leadership to the project team on a day-to-day
basis;
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team.

o Chairs project status meetings and provides guidance to the project

Project Delivery Team

regular basis as agreed;

oversees review of deliverables.

e Provides first point of contact for communication with the sub-
component project (project stream) team;

o Works with Sponsor/Project Lead on delivery dates;

e Responsible for delivery of products within project stream including
planning, definition of deliverable, resource requirements, completion
of tasks, issue resolution, changes and escalation as appropriate;

o Collects status from team and communicates to Project Lead on a

o Participates and contributes to the delivery of the overall project; and

5.0 Schedule: Deliverables and Milestones

| Proposed Start Date

TBD

| Proposed Close-out Date

TBD

The major deliverables/milestones are summarized below:

Deliverable/Milestone

Target Completion Date

Review of Licensing’s records practices TBD
Draft future state LAN structure TBD
Electronic file inventory TBD
Electronic file cleanup TBD
Electronic file reorganization TBD
Procedure Manuals TBD

*Deliverables/Milestones and schedule are subject to change dependent on continual validity of

business needs and resource availability

5.1 Critical Success Factors

These key components have been identified as critical success factors:
e Director support and sponsorship

Support of working unit staff and Subject Matter Experts (SME)

Access to records

Availability and access to SMEs

Sufficient readiness in each working unit to implement change
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6.0 Risks/Challenges and Mitigation

Risk Assessment

Risk Probability | Impact | Response Strategy Residual Risk

Unresponsive program area staff Med High Clearly establish task and Med
milestone owners

Reorganization of the program area | Med Med Revaluate business needs and | Med
adjust timeline as required

Differing opinions between Exec and | Med High Clearly communicate goals & | Med

staff/ expectation of change set expectations

Competing priorities may delay Med Med Establish realistic timelines; Med

targeted completion dates obtain Exec support

Change of Taskforce membership Med Med Develop membership Med
succession plan

Hindered or blocked access to Low High Consensus on access for High

records success in meeting milestones

‘Scope-Creep’ stalling or slowing the | Med Med Refer to development material | Med

project due to additional changes to affirm goals, take note of

and expectations additional expectations for
review period.

Missed deadlines Med Med Communicate, adapt, adjust Med
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7.0 Appendix A
7.1 Records Taskforce Details

Records Management Task Force
Shared Drive Reorganization & Offsite Storage Cleanup Plan

Purpose of the Task Force (Committee): To coordinate, plan and implement an electronic and offsite
file clean up and reorganization in anticipation of an eventual amendment to LCRB’s ORCS, last updated
in 2006.

Structure of the Task Force:

Tools:

The Task Force will consist of | member from each of LCRB’s working units. Management
Services will work with each working unit’s representative individually to complete their LAN
Restructure/Cleanup. Once respective teams achieve completion, the team’s member will remain
on the task force to ensure their new LAN structure receives sufficient maintenance. Continued
attendance to regular meetings will also facilitate additional support to the work unit whose
restructure is in progress.

Records Clerk: Creates the folders, assists teams moving/deleting files, monitoring the ALL
STATUS report from Government Records Service (GRS) to identify and fix/report
inconsistencies/anomalies in offsite files, assists teams with miscellaneous records tasks, takes the
minutes for each meeting, facilitates offsite shipping/receiving.

Committee Team Delegates: Moves files into appropriate folders, destruction of records,
consulting with home team for input, communicate important milestones to home team, resolves
home team’s offsite anomalies with help from the Records Clerk.

FOI Records Officer: Oversees the project, chairs the meetings and provides technical guidance.
Provides hands on assistance where required.

One Note will be used to organize the project and each of the task force members will be able to
access One Note for reference. One Note will also be promoted as a useful tool for organizing
information, as it can be linked to the LAN itself.

Digital Record Keeping course & Developing organizational excellence should be taken by all
members of the committee prior to the first meeting. Members can find the course in the Learning
Centre.

Spreadsheet for tracking each unit’s file deletion count in the cleanup and restructure phases.
Tracking sheet for ORCS planning (What’s working/what’s not working) will allow for
incorporation of cannabis ORCS and update of Liquor ORCS.

Communication Templates need to be created to be sent out to impacted teams at key intervals
though the process (Example: Email to teams to advise of addition of new folders, movement of
files ect.)

All Status Report, which is generated by GRS (for the offsite component)

Meeting Minutes:

The Records Clerk will maintain meeting minutes for the task force and save the minutes to the
LAN in the Records Management folder with a link to One Note.

P55-2023-33235 , Page 67 of 222



Meeting Frequency: 10

e Meetings Will commence Once per month as a group; however, each of the working units will
require additional consultation as they work through their LAN restructure.

Structure of Shared Drive clean up/reorg:

e To align as closely with the current LAN structure as possible, we will adopt the “Teams”
Structure as outlined in the Digital Record Keeping course. This will allow the project to go ahead
without lengthy consultation. Incorporating appropriate classification folders according to ARCS
and ORCS does not need consultation, as it is a legislated mandate.

e Records Clerk will create a prototype in H Drive to adopt in phases on each of the teams. A clean
slate approach will be needed to address the poor state of the LAN

Phases of Restructure:

¢ Preliminary Cleanup Phase - Transitory records need to be deleted. Gives teams a chance to
prepare for the restructure and purge. Also allows for communication to go out to the teams (2
weeks)

¢ Re-Org Phase: - 4 months to complete the job on each team. Create skeleton, move files into the
correct classification.

e Debrief Phase: - Allows teams to debrief and promote the finished product, make adjustments
and plan for the next team.

Sequence of LAN Cleanup timeframes:
1. C&E Estimate January 30 2023- May 30 2023

Offsite storage clean up:

e Pull the All-Status Report from GRS on a monthly basis.
e Records Clerk will order materials for each of the program area’s

e Records Clerk and Records Officer will provide assistance and seek direction from working units
to determine final disposition/coordinate destruction or correct classification.

Internal Destruction Directive (April 2022):

Develop a process for file destruction including establishing roles.

Determine final approval route for internal destruction

Prepare branch communication surrounding change

Develop tracking sheets for oversight on destroyed files (except transitory or redundant)
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LCRB LAN Clean-up and Reorganization Project Fact Sheet.

Purpose: To align the branch’s records framework with the Information Management Act and the Chief
Information Officer’s directives.

Quick Facts

The project launched in April 2022
Management Services, Policy and Communications have completed the clean-up &
Reorganization.
The project has resulted in the destruction of over 75,000 files, 185 gigs of data, equating to an
annual savings s. 17
LCRB is in a que to receive the assistance of an archivist from Government Records Service to
perform an ORCS amendment.

o last update was in 2006 (doesn’t include cannabis). A LAN cleanup and reorganization

must take place so we can uncover the gaps in the ORCS for the eventual amendment.

As of Dec 31, 2022, Government Records Service shifted destruction responsibilities solely to the
ministries, therefore requiring an appropriate record keeping system to complete the
destructions.

What to Expect

Files will be moved from their current location to temporary folders while the new structure is
built.

Significant volumes of files will be classified for destruction because the LAN contains records
that no longer need to be kept.

Records on the LAN will be organized into Administrative and Operational Record Classification
System (ARCS and ORCS) folders.

Staff will need to have basic knowledge of ARCS and ORCS so they can file and access their
records with ease during the transition and after the reorganization.

Staff will be required to assist with project related tasks at various points in the timeline. Select
staff could be asked to allocate 3-10 hours per week.

Divisions will need to identify subject matter experts to assist the records team in identifying the
purpose and scope of the LAN’s contents so appropriate classification and destruction can take
place.

Divisions should be aware that the process can be disruptive and ‘bumpy’ at times. A level of
readiness needs to be accepted before the project begins.

Timelines will vary depending on complexity, allocation of resources and volumes. The process
could take 3-8 months per division.

Steps in the Process

Mapping the Lan: All root folders and content on the | drive related to your division will need to
be mapped prior to file movement using supplied the mapping spreadsheet.
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Identifying Subject Matter Experts (SME’s): Using the mapping tool, SME’s will need to be
identified to speak to the file content as it relates to the division’s operational needs.

Content will need to be classified under ARCS/ORCS and moved to temporary locations.
Content eligible for destruction will be moved to a destruction folder and await approval for
deletion.

Content identified to be kept will be sorted into Active, Semi Active, Selective and Full retention
categories.

Once all content has been identified, classified and marked for destruction, ARCS and ORCS
folders will be created to house the data and the data transfer will take place.
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COMMS Destruction Tracker

Destruction Tracker Aug - Dec 2022 (FILES)

Communications TOTALS
0
Communications 0
ROTT 1388 1388
Formal 11422 | 11422
0
0
Daily Totals 12810| 12810

Destruction Tracker September 2022 (GB)

Communications TOTALS

0
Communications 0
ROTT 1.06 1.06
Formal 10.1 10.1

0

0
Daily Totals 11.16 11

ezl =355

I
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COMMS Destruction Tracker

Destruction Tracker 2022-2023 (FILES)

Communications TOTALS
0
Communications 0
ROTT 1685 1685
Formal 10906 | 10906
0
0
Totals 12591 | 12591
I
Destruction Tracker 2022-2023 (GB)
Communications TOTALS
0
Communications 0
ROTT 2.34 2.34
Formal 13.86 13.86
0
0
Totals 16.2 16

ezl =355

I
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Date: 03/20/2023 Last Updated: 03/20/2023
LCRB — Records and Administration- MGT Services
Effective Date: 03/20/2023

Background: On February 13, 2023, ADM David Hume approved DN Cliff: 638161, which
delegated the Manager, Finance, Facilities and Records as Ministry Approver, in the defensible
destruction of information at LCRB in accordance with the Information Management Act. The
Ministry Approver is the final signing Authority for records that have met their retention
schedule as per their approved classifications of ARCS/ORCS. Once approvals have been
documented, the records are deleted, shredded or otherwise obliterated.

Procedure: Getting Ministry Approval to Destroy Records
Roles: Destruction Coordinator, Preparer, Approver, Product Owner, Data Custodian

Step 1 Quality Assurance: Data Custodians work in concert with Preparers to get records ready
for destruction. By now, records have been identified and all the required documentation has
occurred including:

¢ Information Destruction Authorization Form (IDA)
¢ Information Destruction Log
e Approval email from the Director (Product Owner) of the relevant division

Before the Ministry Approver receives a request to approve the destruction of records, the FOI
Records Officer must review work to ensure accuracy. In the event large volumes of records
require approval, a sample QA review is acceptable.

Step 2 Notify the Ministry Approver: The Ministry Approver needs to be notified of the records
ready to be destroyed. The FOI Records Officer sends an email to the Ministry Approver. The
following needs to be provided to the Ministry Approver Via email:

e The destruction number (or range) in the subject line of the email along with the action
being requested Example: DE-2023-01234 or DE-2022-54321 to DE-202254333 FOR
APPROVAL

e Apath link to the LAN address where the documentation resides.

e Apath link to the LAN address where the destruction log resides.

e A confirmation statement that the records are not related to an active FOI request.
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e |f physical records require destruction, the IDA forms should be provided in the email.

e Antemplate can be used as long as the email contains the pertinent details.

e The FOI Records Officer should file the sent email into a ‘pending approval’ folder in MS
Outlook to keep track of the status.

Step 3 Ministry Approver Review & Approval: The Ministry Approver must review the
destruction documentation to determine:

e |f Ongoing litigation relates to the records (from an ongoing litigation list from Legal
Services Branch)
o The approver can get a list of ongoing litigation from Nathaniel Carnegie at LSB
Nathaniel.Carnegie@gov.bc.ca
e If an active FOI request relates to the records (on the advice of the FOI Records Officer)
e If any risks could arise from the destruction of the records
e Any inconsistencies in documentation (There should be none at this point)

Once the Ministry Approver is satisfied that the destruction criteria is met, an email is sent by
reply to the initial email indicating the destruction is approved or denied.
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From: Webster, Richard LCRB:EX

To: Koehle, Leah LCRB:EX
Cc: Laube, Monika LCRB:EX
Subject: Approval of Destructions
Date: February 16, 2023 10:20:00 AM
Attachments: image001.png
fensi ion M -02-09 F
Hi Leah

Now that we have largely isolated all the destructions for COMMS, we just need you to review the
content to make sure nothing stands out to you as far as risk in deletion. Ongoing litigation and FOI
considerations should be made when reviewing, and, content that may have enduring value but has
met retention.

Once we get your approval, we have ADM support to get rid of the content. | have attached that BN
for your review, so you understand what is happening during the destructions and all the
implications

Please review:

I"\LCL_Communications\Z.RECORDS MANAGEMENT PROJECT FOLDERS\FORMAL
DESTRUCTION\NUKE FOLDER (PAPERWORK COMPLETE)

IX\LCL_Communications\Z.RECORDS MANAGEMENT PROJECT FOLDERS\OUTLOOK DATA FILES
I:\LCL_Communications\Z.RECORDS MANAGEMENT PROJECT FOLDERS\ROTT

Once reviewed, please provide an email approval for the actual deletion.

Thanks

2]

Richard Webster

Records & FOI Officer [Management Services
Liquor and Cannabis Regulation Branch
Ministry of Public Safety and Solicitor General
Phone: 778-698-5939

Email: Richard.Webster@gov.bc.ca
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LCRB LAN Clean-up and Reorganization Project Fact Sheet — Shared Folders .

What’s Happening? : LCL_Staffinfo, LCL_GMshared and LCL_Referencedata LAN folders are undergoing
a clean up and reorganization. The folder content will be organized differently after the clean-up.

Purpose: To align the branch’s records framework with the Information Management Act and the Chief
Information Officer’s directives. Administrative Classification System (ARCS) and Operational
Classification System (ORCS) folders will be implemented.

What to Expect

Files will be moved from their current locations and organized into categories.

Significant volumes of files will be classified for destruction because the LAN contains records
that no longer need to be kept.

Records on the LAN will be organized into Administrative and Operational Record Classification
System (ARCS and ORCS) folders.

Staff will need to have basic knowledge of ARCS and ORCS so they can file and access their
records with ease during the transition and after the reorganization. The Records Team is there
for support and to refer staff to relevant training material.

Steps in the Process

The records team will contact content owners to consult on file movement and destructions.
Content will be classified under ARCS/ORCS.

Content eligible for destruction will be moved to a destruction folder and await approval for
deletion.

Content identified to be kept will be sorted into Active, Semi Active, Selective and Full retention
categories.

Once all content has been identified, classified, and marked for destruction, ARCS and ORCS
folders will be created to house the data and the data transfer will take place.

Things to Note:

There are safety buffers in place to ensure that content is not prematurely deleted. In the
unlikely event something deleted is needed, it can be retrieved and restored.

Some content may be moved to other divisional folders in consultation with relevant divisions.
Some content (example: The Training folder in LCL_referencedata), will need to be kept intact
temporarily because the content is linked to other applications. Once a plan is in place to resolve
those limitations, a coordinated approach will take place.
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Kick Off — C&E Admin LAN Clean-Up
Richard Webster, FOI Records Olfficer 05/09/2023

Pu rpose: LCRB is in the process of aligning it's physical and electronic records with approved ARCS
and ORCS Information Schedules. After a thoughtful and collaborative LAN clean up, the shared drives
will look different. These initiatives will pave they way for the development and integration of an
updated Operational Records Classification Schedule. The project also aims to ensure records are
destroyed according to their information schedules.

Overview of Project Components:

e Project Charter

e Workplan Tracker

e Destruction Tracker

e Mapping Document

e Project Folders

o ARCS/ORCS Folder Templates
e ARCS Website Resource

Quick Facts

e The project launched in April 2022

e Management Services, Policy and Communications have completed the clean-up &
Reorganization.

e The project has resulted in the destruction of over 75,000 files, 185 gigs of data,
equating to an annual savings of s. 17

e LCRBis in a que to receive the assistance of an archivist from Government Records
Service to perform an ORCS amendment.

o last update was in 2006 (doesn’t include cannabis). A LAN cleanup and
reorganization must take place so we can uncover the gaps in the ORCS for the
eventual amendment.

e Asof Dec 31, 2022, Government Records Service shifted destruction responsibilities
solely to the ministries, therefore requiring an appropriate record keeping system to
complete the destructions.

What to Expect

o Files will be moved from their current location to temporary folders while the new structure is
built.

e Significant volumes of files will be classified for destruction because the LAN contains records
that no longer need to be kept.

e Records on the LAN will be organized into Administrative and Operational Record Classification
System (ARCS and ORCS) folders.
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Kick Off — C&E Admin LAN Clean-Up
Richard Webster, FOI Records Olfficer 05/09/2023

Staff will need to have basic knowledge of ARCS and ORCS so they can file and access their
records with ease during the transition and after the reorganization.

Staff will be required to assist with project related tasks at various points in the timeline. Select
staff could be asked to allocate 3-10 hours per week.

Divisions will need to identify subject matter experts to assist the records team in identifying the
purpose and scope of the LAN’s contents so appropriate classification and destruction can take
place.

Divisions should be aware that the process can be disruptive and ‘bumpy’ at times. A level of
readiness needs to be accepted before the project begins.

Timelines will vary depending on complexity, allocation of resources and volumes. The process
could take 3-8 months per division.

Steps in the Process

Mapping the Lan: All root folders and content on the | drive related to your division will need to
be mapped prior to file movement using supplied the mapping spreadsheet.

Identifying Subject Matter Experts (SME’s): Using the mapping tool, SME’s will need to be
identified to speak to the file content as it relates to the division’s operational needs.

Content will need to be classified under ARCS/ORCS and moved to temporary locations.
Content eligible for destruction will be moved to a destruction folder and await approval for
deletion.

Content identified to be kept will be sorted into Active, Semi Active, Selective and Full retention
categories.

Once all content has been identified, classified and marked for destruction, ARCS and ORCS
folders will be created to house the data and the data transfer will take place.
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Date: 05/18/2023 Last Updated: 05/18/2023
LCRB — Records and Administration- MGT Services
Effective Date: 05/18/2023

Background: ROTT consists of Redundant, Obsolete, Transitory, and Trivial files. ROTT doesn't need to
be formally destroyed, but it does need to be reviewed and approved for destruction before files can be
deleted. It’s generally easy to identify trivial and transitory files, but redundant and obsolete files can be
difficult to identify as ROTT once they are removed from the context of their original locations. This
makes the process of revision unnecessarily difficult, especially if the ROTT folder is being reviewed by a
SME who did not participate in the cleanup of the original folder. Sorting ROTT files into general
categories during the cleanup process will make it easier for future reviewers to identify which files need
further review, and which files can be safely destroyed.

Procedure: Organization of ROTT files within the ‘ROTT’ folder

e Within each department's ROTT folder, create 3 subfolders: General ROTT, Drafts, and
Duplicates. When adding files to the ROTT folder, make sure to place them in the most relevant
folder.

e General ROTT: Trivial files, transitory notes, empty folders.
o These files are easily identified as ROTT even when viewed in isolation.

o Drafts: Transitory drafts are preliminary or incomplete drafts that do not contain significant
annotations, comments, approvals, or substantial changes providing insight into the evolution of
the final version.

o Transitory drafts are usually self-evident, but they can be more difficult to confirm as
ROTT once removed from their original folder.

e Duplicates: copies of existing records made for purposes of convenience or reference. This is
data that has duplicates stored elsewhere on the LAN or in another location such as SharePoint.
These transitory duplicates are redundant once they are no longer needed for reference.

o These are the most difficult to identify once they have been removed from the original
folder. When viewed in isolation, most duplicates will look like files that should be kept -
many are even titled 'FINAL".
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Examples of ROTT

The section below contains examples of the various types of ROTT encountered during the cleanup

process.

General ROTT

Transitory systems information, as well as trivial files and transitory notes.

¢ Transitory Systems Information
Empty folders and shortcuts that are no longer useful can be destroyed as ROTT.

","D DN Licensee education program LPR 29 -... 2023-04-13 4:02 PM

Missing Shortcut

Windows is searching for DN Licensee education program
), LPR =9.docx. To locate the file yourself, dick Browse.

X PM
PM
PM
AM
0 AM
AM
7 AM

Browse...

Shortcut 3KB
Text Document 1KB
Text Document 1KB

osoft Excel W... 0 KB
ft Excel W... 0 KB

o Trivial Files

The Chrome HTML document shown below is a link to a webpage published by a non-governmental
organization. This is not a government record and can be destroyed informally as ROTT.

‘G Stress and Happiness

2009-04-08 3:51 PM

Chrome HTML Document 38 KB ‘

This crossword, despite being created by LCRB staff, is not a government record and does not need
to be formally destroyed.

[ Christmas Crossword 2013 - Final

2013-12-16 1:37 PM

Microsoft Edge PDF Document 153 KB |

[ cta christmas crossword - 2013
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o Transitory Notes
The title and content of the document below indicates that it was used as a temporary and informal
organizational tool. This is ROTT.

ﬁ:TODO 2016-01-28 9:15 AM Microsoft Word D..

Personal Kanban

55

The document below was created as a temporary reference, not a formal record of official
procedure, and is considered ROTT.

U R RS R (N1 2 3 415161718 LIRS [ RIS SRS ¥ 13 14 150 <16 1 <17 0 <18

AT THE END OF EACH DAY

Al the end of each business day you must deposit the days
Income electronically from the POS. This is called a “Batch Posting™.

To deposit the days take
Press 8 then 1 on the key pad then Enter

That's it.

The printer will print out two receipts; put these
in the deposit book or the top drawer. Finance
will collect these each day.

Drafts, Rough Notes, and Working Materials

Some drafts provide insight into the evolution of the final document and are needed to understand a
key decision-making process. These drafts would be considered records and need to be kept or formally
destroyed. However, drafts that do not contain significant comments or substantial changes are
considered transitory and can be informally destroyed as ROTT. Similar types of ROTT include rough
notes and working materials.
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o Transitory Drafts, Working Materials, and Rough Notes
The document below is an example of a transitory draft because the only edit made to the
document is a single comment reminding the author to insert a link into the text. Despite the title of
this document, it is not the final version, and the edits it contains are not significant or substantial.

@ Email to staff re TESA process - Final 2022-02-22 8:37 PM Microsoft Word D... 32KB |

Email to all staff

Subject: Process to make outdoor sampling areas permanent

Policy Directive 22-01 Picnic areas, updated policy and terms and conditions
Hello everyone,

The Liquor and Cannabis Regulation Branch (LCRB) is aware that some lguor manufacturers that have
Temparary Expanded Service Area (TESA] authorizations associated with thelr sampling areas have
anperiencad challenges when apphying to make those TESAs permanent

1 am writing to clarify the options avallable and advise of recent palicy changes described in Policy

Diractive 22:01 vhich will provide greater flaxibility in those options H .
Robertson, Janks LCREEX

Manufacturers seeking 1o make TESAS assoclated with outdoor sampling areas permanent should Link to PD

consider ane of the following two aptions: = 22, 1004 AM

*  Lounge endorsement with a patlo — lets you sell and serve alcohol outside with food and
provides the most flexdbility in hours and capacity but has more extensive application
requirements. The application fee is 5330 and requires local government or First Nation
(LG/FMs) r d. and public c I dingly, typical processing time for this
type of application is seven months.

The text found in the document below (Conference feedback) is exactly duplicated within the final
version of another document (Conference evaluationt). Therefore, this document would be
considered ROTT.

@ Conference feedback 2005-11-09 12:56 PM Microsoft Word 9... 30 KB ‘

The most common topics or issues that a future conference should address:

» A greater emphasis on fraining, e.g., note taking, collecting evidence

* Policy issues, e.g., gambling, overcrowding, liquor agents, food primanes with lounge endorsements, legal aspects of C&E Officer
duties

+  Officer safety

+ Organized Crime/gangs

In addition, we received feedback that there should be more hands-on workshops and there should be more time spent on C&E and
licensing working together

The final version of the document (Conference evaluationt):

@ Conference evaluation1 2005-11-09 4:06 PM Microsoft Word 9.. 75 KB

| left the conference with new knowledge, skills or abilities 30 3 91%

The most common topics or issues that a future conference should address:

A greater emphasis on training, e g.. note taking, collecting evidence

Policy issues, e g, gambling, overcrowding, liquor agents, food primaries with lounge endorsements, legal aspects of C&E Officer duties
Officer safety

Organized Crime/gangs

.- .

In addition, we received feedback that there should be more hands-on workshops and there should be more time spent on C&E and licensing
working together.
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The document below is a preliminary outline used in the creation of a Project Note template. It is
incomplete and doesn’t provide meaningful context to the creation of the final document. This

would be ROTT.

51 PPC Project Note

2006-09-13..  Microsoft Word 97 - 2003 Document

28 KB ‘

MINISTRY OF PUBLIC SAFETY AND SOLICITOR GENERAL
LIQUOR CONTROL AND LICENSING BRANCH
POLICY PLANNING & COMMUNICATIONS
PROJECT NOTE

Project / Issue:
Division:

Lead:

Other Resources:
Due Date:

This may include GM or Minister

Background:
« See briefing note or
+ Brief background provided here

Current Status
-

Duplicates

This is data that has duplicates stored elsewhere on the LAN or in another location such as SharePoint.
Copies of existing records made for purposes of convenience or reference are considered ROTT.

e The documents below were found in two different locations within the LAN. Looking at the file
properties for each of the documents, we can clearly see that these are duplicate files and can

@ BN - Minors in rec centres 2009-12-03 11:32 AM Microsoft Word 9... 71 KE|
@ BN - Minors in rec centres 2009-12-03 11:32 AM Microsoft Word 9... 71 KB ‘
- ¥ m 14-13 Minors in LPs Properties bt

I Generd Securty Detsls Frevious Versions OMfine Fles General Securty Detals Frevious Versions
L
- ] [18-13 Mncrs in LPs ) [Por] 1413 Minors in LP
] 3 3
P Tweoffle: Mcrosoft Edge FDF Document (odf) Type cffle:  Meroacht Edge PDF Document (odi)
" Opens wih: (8 Microsoft Edge Change. Opens wih: (8 Microsoht Edge Changs
n
1 an: Location:
e s 17 A f
| s 229 KB (235,421 bytes) Gz 24 KB (235,421 bytes)
Size on dsk: 240 KB (245 760 bytes) Size cndsk: 212 KB (237,568 bytes)
Created: My 18, 2023, 100245 AM Creted:  September 26, 2013, 122312 FM
Modfled:  June 23, 2014, $00:35 A Modfied:  dune 23, 2014, 3.00.35 AM
H  ccessed:  May 18,2023, 10:0245 AM Aecessed:  June 22023, 124423 PM
"t
i Atvbutes:  []Readonly [ Hdden Advanced Atbutes: [ JReadonly [JHdden  []Amchive
i
I
i
| oK Cancel Aepy Cancel ey
id
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Transitory Messages

Many emails are considered transitory and do not need to be kept. Transitory messages are only needed
for short-term reference and do not document substantial actions or decisions.

e This email contains an attachment, but there is no text in the body of the email itself. The
attachment would be considered a record, but the email itself adds no meaningful context to the
attachment and would therefore be considered ROTT.

‘ 1 Oath 2018-06-18 3:42 PM Outlook ltem 52 KB
Oath
€ \ & -
CISTEPHE <Cindy.Stephenson@gov.bec.ca> D Reply D Reply All | —> Forward
To Stephenson, Cindy LCLB:EX Mon 2018-06-18 3:24 PM

Scan_20180618.pdf
K

The emails below were saved to the LAN for several years. However, because they only indicate that
an incoming email was forwarded to the correct department for processing, these are considered
transitory messages and do not need to be treated as official government records.

FW: Ubrew/Uvin Licence Renewal

: : &5 | € Repl % ReplyAll | —> Forward
LCRB Liquor Policy LCRB:EX pcinit O RS s orwar
To LCRB Liquor LCRB:EX Mon 2020-02-03 7:44 AM

Over to you!

FW: Internal Share Transfer
&« <
o LCRB Liquor Policy LCRB:EX ) Reply | 9 ReplyAl | -3 Formard

To LCRB Liquor LCRB:EX Fri 2020-01-31 11:52 AM

Over to youl

P55-2023-33235 , Page 85 of 222



P

BRITISH
COLUMBIA

Management Services — Records

Project: Electronic File Cleanup and Reorganization

The emails below record day-to-day work relating to government business, but they don’t document
any significant actions or decisions and can be destroyed as ROTT.

Hi everyone,

As | mentioned in our meeting, the Correspondence Coordination Unit (CCU) have a really
helpful resource for Ministers’ correspondence. You can find information about writing
letters, the approvals process, Ministers’ preferences and more.

https://intranet.ga.gov.bc.ca/justice/tools-resources/tools/ag-
correspondence/guide/process

Thank you!

Kind regards,

Subject: FW: Signed - 576866 - LCRB's DBN re: Independent Wine Store Conversions
Forwarding for your information as well.
Thanks,

Nicole

Subject: Signed - 576866 - LCRB's DBN re: Independent Wine Store Conversions

Hello Kathleen and Nicole,

Please find attached a copy of 576866 — DBN — re: IWS conversions, signed off by Minister Farnworth, for your records.
Thank you,

Andra
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ROTT is detrimental in five important ways. First, it creates excessive storage, infrastructure and
maintenance costs. Second, it impairs employees’ ability to demonstrate compliance with requlatory
guidelines or respond to FOI requests. Third, it impairs employees’ ability to quickly access the right
information and make data-driven decisions in an agile manner. Fourth, ROTT is often unmanaged and
consequently, is vulnerable to data breaches. And fifth, information that is retained beyond its legal
retention period poses a liability risk because it can be used against the organization in legal actions or
financial audits.

Redundant

Is data that has duplicates stored across multiple locations, perhaps on a different system
entirely, perhaps on the system. Intranet systems often contain a large amount of redundant
data.

Obsolete

As the name suggests, is information that is no longer accurate or no longer in use. It might be
outdated information that has been replaced. It is important to note that not all obsolete files
can be arbitrarily deleted. It is only rendered obsolete, if it doesn't fall into the ARCS or ORCS
classification. Many government records may appear obsolete but still have a retention
schedule.

Transitory

Are government records that have short-term use only and do not need to be filed. They are
produced or received in the course of routine actions, in the preparation of other records which
replace them, or for convenient reference.

Trivial

Is information that isn't necessary to store. It is data that is providing no value to the
organization and could be easily removed without any change to the business.
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Destruction Tracker 2023 (FILES)

GM Shared TOTALS

0

ROTT 4411|4411

Formal 4025 4025

0

0

0

Totals 8436 8436

Destruction Tracker 2023 (GB)

GM Shared TOTALS

0

0

ROTT 0.36 0.36

Formal 0.425| 0.425

0

0

Totals 1 1
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Destruction Tracker 2023 (FILES)

LCL_Staffinfo

TOTALS

0

ROTT

871

871

Formal

2063

2063

0

0

0

Totals

2934

2934

Destruction Tracker 2023 (GB)

LCL_Staffinfo

TOTALS

0

0

ROTT

0.232

0.232

Formal

5.09

5.09

0

0

Totals

5

ezl =355

I
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C Destruction Tracker

Destruction Tracker 2022-2023 (FILES)

C&E -Admin TOTALS
0
0
ROTT 49 0
Formal 2668 0
0
0
Totals 2717 0
|
Destruction Tracker 2022-2023 (GB)
C&E - Admin TOTALS
0
0
ROTT 1.53 1.53
Formal 0.331 0
0
0
Totals 1.861 2

ezl =355

I

Page 98 of 222



PSSG PSD FOI PSSG:EX

From:
Sent:
To:

Cc:

Subject:

Hi Exec team,

PSSG PSD FOI PSSG:EX

Monday, November 29, 2021 3:26 PM

Castillo, Billy R PSSG:EX; Lewis, Glen PSSG:EX; Pilling, David PSSG:EX; Sims, Brian A
PSSG:EX; Lymburner, Ward C PSSG:EX; Lipp, Jamie M PSSG:EX; Gunnarson, Jess PSSG:EX;
Brown, Matthew G PSSG:EX; Rideout, Wayne PSSG:EX; Winegarden, Cole PSSG:EX
Tupper, Linsey PSSG:EX; Levesque, Starr PSSG:EX; Grove, Juliet PSSG:EX; Khelawan,
Sharon PSSG:EX; Singh, Rochi PSSG:EX; Sangha, Jivan PSSG:EX; Lamoureux, Tanya
PSSG:EX

FYl - FOIPPA Royal Assent and impacts to PSB

There have been some changes to the FOIPPA legislation that the executive team should be informed of. | don’t think
the changes will impact PSB much, it will mostly be on the processing side at IAO, but it’s good to be informed. The
changes to legislation are captured here:

Bill 22 — 2021: Freedom of Information and Protection of Privacy Amendment Act, 2021 (leg.bc.ca)

Here is my overview for PSB:

e First—there is a new $10 application fee for all general requests going forward as of November 29, 2021. This
will be processed by the |IAO intake team before the request reaches us. May reduce number of general
requests — nominal effect to PSB

o Second —the bill was reviewed with an Indigenous lens. Much of the language has been updated to reflect th<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>