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 How imaging works 
 Pros and cons of scanning records 
 Assessing your scanning needs 

 

Discussion today 
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+ Scanned Documents 
+ Born-digital Records 
+ In a System to process and store records 
+ Storage 
 = Electronic Imaging System 
 

How imaging works 
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Imaging Steps 
 Document Preparation 
 Recording by Scanner 
 Conversion to Digital Format 

(Image Capture) 
 Compression 

Sources: Information & Records Management and Records Management Handbook 
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Documents 
 Each page is imaged 
 Document can be one image or 

many 
 Each document is indexed, but 

pages must have some form of 
linkage 

 User must “prep” documents 

Patent; Wright Plane 

Document Preparation 
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Most records today are created electronically, should 
not “image” these. 
 
 
 
 
 
 

Good candidates for imaging: 
• Clean paper in good condition 
• Few shadings or multi-colored inks 

Document Preparation 
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 Making the paper “scanner ready”:  
• Remove staples, paperclips and binder 

clips 
• Remove Post-it notes, or attach notes if 

you want to capture the information 
• Mount smaller records or substantive 

Post-it notes on letter-size paper with 
transparent tape 

• Photocopy difficult to read pages to get 
a better contrasting image 

• Repair torn pages 
• Straighten folded corners 

 This is the most labor-intensive part 
of the process 

Sources: Information & Records Management and Records Management Handbook 

Document Preparation 
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Classify documents  
 Before scanning to reduce manual routing and 

indexing costs  
 Separate document types, forms, batches, 

duplex/simplex, and so on 
 Patch codes 

• Standard or customized codes  
• Pasted on the first page of a document or a 

document batch 
 Separator sheets 

• Standard or customized  
• Contain bar codes 
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National Archives and Records Administration, Frequently Asked Questions About Imaged Records 
http://www.archives.gov/records-mgmt/faqs/imaged.html 

• Scanning or “Imaging” = a process of recording an exact 
image of a document to a digital image file.  

• A digital image consists of pixels = picture elements or 
tonal values (blacks and whites – Os and 1s) in binary 
code arranged in columns or rows.  

• The number of pixels per inch determines the image's 
resolution = clarity and definition of the image expressed 
as height by width in pixels for image files or as dots per 
square inch (dpi) for prints.  

Scanning documents 

Sources: Information & Records Management and Records Management Handbook 
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A scanner divides the image into pixels 
 
Each pixel is assigned a digital value based on 
dark/light or color 

Recording by Scanner 
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• The documents may be stored as simple raster 
images, or 

• If they are text-based, they may be processed 
with optical character recognition (OCR) 
software so they can be manipulated as 
electronic text with full text search capabilities. 

Once scanned 

http://www.vendorseek.com/Deciphering-the-Differences-among-Digital-Imaging-Systems.asp 
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What does this mean? 
 Raster - Usually pictures of documents 

• These pictures are stored as 1s and 0s 
 

 
 
 
 

 OCR processed - Pictures of text can be 
transformed into letters that can be manipulated 
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Grayscale 
scan 
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Bi-tonal 
scan 
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Bi-tonal 
scan 
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200 dpi 
scan 

Grayscale 
scan 
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300 dpi 
scan 

Grayscale 
scan 
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200 dpi 
scan 
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300 dpi 
scan 
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Compression 
• Image files come in different formats, such as .gif, .jpg, and .tif. 
• Most formats are proprietary, so computers need software for 

viewing them. 
• Proprietary file formats may not be supported long term and may 

vary from each vendor.  
• Many formats use compression: 

- less storage space 
- speed transmission 

• Compression 
- Lossless = less compression but no data loss - .tif 
- Lossy = deep compression with subsequent data loss - .jpg 
 Don't necessarily look the same after compression.  

National Archives and Records Administration, Frequently Asked Questions About Imaged Records 
http://www.archives.gov/records-mgmt/faqs/imaged.html 
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Some scanners are sheet-
fed and high volume, others 
are flat-bed and low 
volume--different tools for 
different work 

Scanners 
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Scanners 

Some people use 
multifunctional machines to 
scan their documents. 
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http://www.bbc.com/news/technology-23588202 

David Kriesel found that scans he made of 
construction plans had altered room dimensions. 

In his tests, Mr Kriesel found that often the 
number "6" would be turned into an "8", and vice 
versa, with other numbers being affected too. 
 
One room on his reproduced plans had its 
dimensions shrunk from 21.11m to 14.13m. 
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http://simplifywork.blogs.xerox.com/2013/08/07/update-on-scanning-issue-software-patches-to-come/#.VC7stNTn-Ag 

To confirm the patch 
effectiveness, we reached 
out to computer scientist 
David Kriesel, who first 
brought the issue to our 
attention. David has 
provided invaluable insight, 
and his willingness to 
collaborate and conduct 
additional tests has been 
extremely helpful.  We were 
pleased to hear back from 
David that the test patch we 
provided solves the problem 
and he no longer sees the 
substitution of characters on 
the document. 
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 Indexing 
 Quality Control 
 Storage 

• Optical Disk (WORM) 
• CD-ROM 
• CD-R 
• Server 
• Tape 

Imaging Steps, Continued 

Sources: Information & Records Management and Records Management Handbook 
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 Without an index, you’ll never find it! 
 Level of indexing - file or document? 
 Title, author, creating agency, date, 

retention period, key words, description, 
etc. 

 Generally, index from the screen image 
 Accuracy 
 When to index 

Sources: Information & Records Management and Records Management Handbook 

Indexing 
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 A good index ensures retrieval 
 Each index unique to your records 
 Some indexing can be automatic--depends on 

document consistency 
 Most indexing is data-entry at or near time of 

scanning 

Indexing 
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• Apple 
• Microwave Popcorn 
• Coffee Creamers 
• Creamed Corn 
• Tomato Sauce 
• Campbell's Chicken Noodle Soup 
• Peaches Fruit Cup 
• Canned Chicken 
• Small Red Potato 
• Smucker's Hot Caramel Sauce 
• Fiber One Chewy Bar 

Indexing 
The Importance of Classifying 
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1. Apple 
2. Microwave Popcorn 
3. Coffee Creamers 
4. Creamed Corn 
5. Tomato Sauce 
6. Campbell's Chicken Noodle Soup 
7. Peaches Fruit Cup 
8. Canned Chicken 
9. Small Red Potato 
10. Smucker's Hot Caramel Sauce 
11. Fiber One Chewy Bar 

Indexing 
The Importance of Classifying 

A. Fruit = items 1 and 7 
B. Snack = items 1, 2, 7, 11 
C. Refrigerated = item 1 
D. Pantry = items 2-11 
E. Coffee = item 3 
F. Vegetable = items 4, 5, 9 
G. Canned Food = items 4, 5, 6, 7 
H. Soup = item 6 
I. Canned Meat = item 8 
J. Dessert = item 10 
K. Others – colors, requiring 

cooking or heating, eat with a 
utensil or with hands, etc. 
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• Dates 
• UC locations 
• Spaces or not 
• Hyphens or not 
• Underscores or not 
• Acceptable abbreviations 
• People’s names 
• Other 

Indexing 
The Importance of Naming Conventions 

• May 3, 2014, 05/03/14, 2014/03/05 
• UC-OP, UCOP, Berkeley, DC 
• With spaces, Nospaces 
• With-hyphens, No hyphens 
• With_underscores,  No underscores 
• Jan., Feb. 
• First name Last name, Last name only 
• Other???? 
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Scanning and Indexing 
Very important parts of the whole process 

• Often overlooked and given to those who do not understand the 
importance of scanning correctly and indexing correctly 

• The more decentralized these activities are, the more controls 
have to be in place to assure good quality 

• Document your scanning and indexing procedures 
• Be sure to update your procedural manuals to reflect any 

changes made to your processes 
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Quality Control--An essential element 
 Control on scanning 

• Page level inspection as  scanned 
• Spot checks after 

 Control on indexing 
• Error detection and correction 
• Keystroke method--do it twice 
• Proofreading 

Quality Control (QC) 
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QC 
 View every document on screen for clarity, double feeds, 

misalignments, illegibility, half scanned images, both sides of 
double-sided documents, all pages, and other quality issues 

 If it is a large job, decide on a specific number of images to 
review (every 10th, specific document types more than others, 
etc.) 

 For smaller scale systems, QC is done at the same time as 
manual indexing 

 If indexing is separate from scanning, then QC must be done 
for each task 

 If no indexing, then QC will be the most time consuming 
 Document your QC procedures 
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We used to have the records in (paper or microfilm/fiche) but 
we had them scanned and then we destroyed the other records.  
Now we are finding out that no one checked the scans to make 
sure they were legible. 
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Enhancement techniques 
 Adaptive thresholding – measures according to contrast 
 Cropping – Removes any borders  
 Deskewing – Straightens the image 
 Despeckling – Removes spots 
 Dithering – Used for grayscale photos scanned with a bitonal 

scanner  
 Edge Detection – Removes scanned information past the edge of 

the page 
 Inverting – Switches to black on white 
 Rotating – Turns landscape (or portrait) upside down  
 Thresholding – Measures for white versus black dots 
Be sure to document what enhancements are acceptable in your 
procedures. 
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QC 
 Checking the work processes, the images, 

and the indexing up-front in the normal 
course of business is a must! 

 Regularly “audit” your processes and update 
them as needed 

 Be sure to update your procedural manuals to 
reflect any changes made to your processes 
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 Electronic images = store on any electronic 
media 

 Hard Drives 
• Faster retrieval, but must be backed up 
• CD/Tape storage or back up 

 Files are compressed 

Storage 
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Adapted from Media Stability Disposition Charts
   by John VanBogart, National Media Lab, Jan. 1996

Life Expectancy of Optical Media 
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1 week 1 week
2 weeks 2 weeks
1month 1month
3 months 3 months
6 months 6 months
1 year 1 year
2 years 2 years
5 years 5 years
10 years 10 years
15 years 15 years
20 years 20 years
30 years 30 years
50 years 50 years
100 years 100 years
200 years 200 years
500 years 500 years

All major vendors are acceptable for reliable data storage under these conditions for these times.
Only the best vendors are acceptable for storage under these conditions and times.
No vendors are considered acceptable for storage under these conditions and times.  All may fail.

A = 50 F & 25% RH
B = 59 F & 30% RH
C = 65 F & 30% RH
D = 68 F & 40% RH
E = 77 F & 50% RH
F = 86 F & 60% RH
G = 104 F & 80% RH



INFORMATIONAL SERIES 
Scanning 101 

Learn the basics about scanning your records 40 



INFORMATIONAL SERIES 
Scanning 101 

Learn the basics about scanning your records 41 



INFORMATIONAL SERIES 
Scanning 101 

Learn the basics about scanning your records 42 



INFORMATIONAL SERIES 
Scanning 101 

Learn the basics about scanning your records 43 



INFORMATIONAL SERIES 
Scanning 101 

Learn the basics about scanning your records 44 

 Advantages 
 Disadvantages 

 
 

Pros and cons of scanning records 
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Imaging Advantages 
 Instant, simultaneous and remote access 
 Transmission of information 
 Filing and retrieval 
 Increased productivity 
 Can integrate with a document management 

and records management automation systems 
 Reduces hard copy storage space needs 

 

Sources: Information & Records Management and Records Management Handbook 
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Imaging Advantages 

 Fewer misfiles  
 

 Workflow 
• Set up work paths 
• Version control 

 
 Small storage space 
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 Computer sorting 
 Audit/Document tracking 
 Freeze electronic record 
 Can maintain content, context, structure 

Imaging Advantages 



INFORMATIONAL SERIES 

Imaging strengths and weaknesses 

 Strengths 
• Replaces the manual 

movement and duplication 
of paper 

• Controls and improves 
customer service 

• May be admissible in court 
• Facilitates process redesign 

 Weaknesses 
• Limited content searching 
• Static documents cannot be 

edited 
• May be inadmissible in 

court 
• Large file sizes (storage and 

bandwidth issues) 
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 Expensive 
 Obsolescence 

• Media 
• Software 
• Hardware 

 System Independence 
 Lost records due to bad indexing 

Imaging Disadvantages 
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 Scan-worthiness of the records 
• Scan worthy 

- Official Records 
- Active Records 

• Not scan worthy: 
- Non-Records, including convenience copies 
- Inactive Records 
- Records with Lapsed Retention Periods 
- Records that are under a “Records Freeze” 

 It may be appropriate to have paper records, 
especially if you purge regularly  
 

Assessing your scanning needs 
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Cost/Cubic Foot 
In Office 

In Records Center 

$62.98/Month 
Only cost of sq footage per cubic foot, not 
cabinets amortized.  Cabinet equates to 9.2 
cubic feet, 10.73 sq. feet = $579.42/month. 

$0.16/Month 
Only cost of storage per cubic foot 

VS 
Cost to scan 

$100.00-$400.00/ 
per cubic foot 
Only cost of scanning and indexing per cubic 
foot, one-sided documents – 2,000 pages per 
cubic foot. $.05-.20/page. 

VS 
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 E-SIGN ACT 
• Electronic Signatures in Global and National Commerce  

 California UETA   
• http://www.leginfo.ca.gov/cgi-bin/displaycode?section=civ&group=01001-02000&file=1633.1-1633.17 

 Wet signature needs 
 Laws and regulations that apply to your records 

• IRS requirements 
• Student Loans requirements 
• FAR requirements 
• DHS requirements 

 

Assessing your scanning needs 
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IRS requirements 
http://www.irs.gov/pub/irs-irbs/irb97-13.pdf 
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Student loans requirements 
34 CFR § 674.19 (e) (4) 
(4) Manner of retention of promissory notes and repayment schedules. An institution shall 
keep the original promissory notes and repayment schedules until the loans are satisfied. If 
required to release original documents in order to enforce the loan, the institution must retain 
certified true copies of those documents. 
(i) An institution shall keep the original paper promissory note or original paper MPN and 
repayment schedules in a locked, fireproof container. 
(ii) If a promissory note was signed electronically, the institution must store it electronically 
and the promissory note must be retrievable in a coherent format. An original electronically 
signed MPN must be retained by the institution for 3 years after all the loans made on the 
MPN are satisfied. 
(iii) After the loan obligation is satisfied, the institution shall return the original or a true and 
exact copy of the note marked “paid in full” to the borrower, or otherwise notify the borrower 
in writing that the loan is paid in full, and retain a copy for the prescribed period. 
(iv) An institution shall maintain separately its records pertaining to cancellations of Defense, 
NDSL, and Federal Perkins Loans. 
(v) Only authorized personnel may have access to the loan documents. 
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FAR requirements 
Federal Acquisition Regulations System 
48 CFR § 4.703(c)(3) 
(c) Nothing in this section shall be construed to preclude a contractor from duplicating or storing original 
records in electronic form unless they contain significant information not shown on the record copy. 
Original records need not be maintained or produced in an audit if the contractor or subcontractor 
provides photographic or electronic images of the original records and meets the following requirements: 
(1) The contractor or subcontractor has established procedures to ensure that the imaging process 
preserves accurate images of the original records, including signatures and other written or graphic 
images, and that the imaging process is reliable and secure so as to maintain the integrity of the records. 
(2) The contractor or subcontractor maintains an effective indexing system to permit timely and 
convenient access to the imaged records. 
(3) The contractor or subcontractor retains the original records for a minimum of one year after imaging 
to permit periodic validation of the imaging systems. 
(d) If the information described in paragraph (a) of this section is maintained on a computer, contractors 
shall retain the computer data on a reliable medium for the time periods prescribed. Contractors may 
transfer computer data in machine readable form from one reliable computer medium to another. 
Contractors' computer data retention and transfer procedures shall maintain the integrity, reliability, and 
security of the original computer data. Contractors shall also retain an audit trail describing the data 
transfer. For the record retention time periods prescribed, contractors shall not destroy, discard, delete, or 
write over such computer data. 
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DHS; I-9 requirements 
From 8 CFR Part 274a.2(b)(3): 

(3) Copying of documentation. An employer, or a recruiter or referrer for a fee may, but 
is not required to, copy or make an electronic image of a document presented by an 
individual solely for the purpose of complying with the verification requirements of this 
section. If such a copy or electronic image is made, it must either be retained with the 
Form I-9 or stored with the employee's records and be retrievable consistent with 
paragraphs (e), (f), (g), (h), and (i) of this section. The copying or electronic imaging of 
any such document and retention of the copy or electronic image does not relieve the 
employer from the requirement to fully complete section 2 of the Form I-9. An 
employer, recruiter or referrer for a fee should not, however, copy or electronically 
image only the documents of individuals of certain national origins or citizenship 
statuses. To do so may violate section 274B of the Act. 
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(e) Standards for electronic retention of Form I-9 . (1) Any person or entity who is required by this section to complete and retain 
Forms I-9 may complete or retain electronically only those pages of the Form I-9 on which employers and employees enter data in 
an electronic generation or storage system that includes: 
(i) Reasonable controls to ensure the integrity, accuracy and reliability of the electronic generation or storage system; 
(ii) Reasonable controls designed to prevent and detect the unauthorized or accidental creation of, addition to, alteration of, deletion 
of, or deterioration of an electronically completed or stored Form I-9, including the electronic signature if used; 
(iii) An inspection and quality assurance program evidenced by regular evaluations of the electronic generation or storage system, 
including periodic checks of the electronically stored Form I-9, including the electronic signature if used; 
(iv) In the case of electronically retained Forms I-9, a retrieval system that includes an indexing system that permits searches 
consistent with the requirements of paragraph (e)(6) of this section; and 
(v) The ability to reproduce legible and readable hardcopies. 
(2) All documents reproduced by the electronic retention system must exhibit a high degree of legibility and readability when 
displayed on a video display terminal or when printed on paper, microfilm, or microfiche. The term “legibility” means the observer 
must be able to identify all letters and numerals positively and quickly, to the exclusion of all other letters or numerals. The term 
“readability” means that the observer must be able to recognize any group of letters or numerals that form words or numbers as those 
words or complete numbers. The employer, or recruiter or referrer for a fee, must ensure that the reproduction process maintains the 
legibility and readability of the electronically stored document. 
(3) An electronic generation or storage system must not be subject, in whole or in part, to any agreement (such as a contract or 
license) that would limit or restrict access to and use of the electronic generation or storage system by an agency of the United 
States, on the premises of the employer, recruiter or referrer for a fee (or at any other place where the electronic generation or 
storage system is maintained), including personnel, hardware, software, files, indexes, and software documentation. 
(4) A person or entity who chooses to complete or retain Forms I-9 electronically may use one or more electronic generation or 
storage systems. Each electronic generation or storage system must meet the requirements of this paragraph, and remain available as 
long as required by the Act and these regulations. Employers may implement new electronic storage systems provided: 
(i) All systems meet the requirements of paragraphs (e), (f), (g), (h) and (i) of this section; and 
(ii) Existing Forms I-9 are retained in a system that remains fully accessible. 

DHS; I-9 requirements, continued 
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DHS; I-9 requirements, continued 

                                 
   

      
         
              

              
                                      
         
                        
           
                 
                     
                                

           
                                     

    
                                  

                                   
                

           
                
                   

                                      
                       

                                  
                                   

                                    
                  

(5) For each electronic generation or storage system used, the person or entity retaining the Form I-9 must maintain, and make available upon 
request, complete descriptions of: 
(i) The electronic generation and storage system, including all procedures relating to its use; and 
(ii) The indexing system. 
(6) An “indexing system” for the purposes of paragraphs (e)(1)(iv) and (e)(5) of this section is a system that permits the identification and 
retrieval for viewing or reproducing of relevant documents and records maintained in an electronic storage system. For example, an indexing 
system might consist of assigning each electronically stored document a unique identification number and maintaining a separate database that 
contains descriptions of all electronically stored books and records along with their identification numbers. In addition, any system used to 
maintain, organize, or coordinate multiple electronic storage systems is treated as an indexing system. The requirement to maintain an indexing 
system will be satisfied if the indexing system is functionally comparable to a reasonable hardcopy filing system. The requirement to maintain 
an indexing system does not require that a separate electronically stored documents and records description database be maintained if 
comparable results can be achieved without a separate description database. 
(7) Any person or entity choosing to retain completed Forms I-9 electronically may use reasonable data compression or formatting technologies 
as part of the electronic storage system as long as the requirements of 8 CFR 274a.2 are satisfied. 
(8) At the time of an inspection, the person or entity required to retain completed Forms I-9 must: 
(i) Retrieve and reproduce (including printing copies on paper, if requested) only the Forms I-9 electronically retained in the electronic storage 
system and supporting documentation specifically requested by an agency of the United States, along with associated audit trails. Generally, an 
audit trail is a record showing who has accessed a computer system and the actions performed within or on the computer system during a given 
period of time; 
(ii) Provide a requesting agency of the United States with the resources (e.g., appropriate hardware and software, personnel and documentation) 
necessary to locate, retrieve, read, and reproduce (including paper copies) any electronically stored Forms I-9, any supporting documents, and 
their associated audit trails, reports, and other data used to maintain the authenticity, integrity, and reliability of the records; and 
(iii) Provide, if requested, any reasonably available or obtainable electronic summary file(s), such as a spreadsheet, containing all of the 
information fields on all of the electronically stored Forms I-9 requested by a requesting agency of the United States. 
(f) Documentation. (1) A person or entity who chooses to complete and/or retain Forms I-9 electronically must maintain and make available to 
an agency of the United States upon request documentation of the business processes that: 
(i) Create the retained Forms I-9; 
(ii) Modify and maintain the retained Forms I-9; and 
(iii) Establish the authenticity and integrity of the Forms I-9, such as audit trails. 
(2) Insufficient or incomplete documentation is a violation of section 274A(a)(1)(B) of the Act. 
(3) Any officer listed in 8 CFR 287.4 may issue a subpoena to compel production of any documentation required by 8 CFR 274a.2. Nothing in 
this section is intended to limit the subpoena power of an agency of the United States under section 235(d)(4) of the Act. 
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DHS; I-9 requirements, continued 

                                 
   

      
         
              

              
                                      
         
                        
           
                 
                     
                                

           
                                     

    
                                  

                                   
                

           
                
                   

                                      
                       

                                  
                                   

                                    
                  

(g) Security. (1) Any person or entity who elects to complete or retain Forms I-9 electronically must implement an effective 
records security program that: 
(i) Ensures that only authorized personnel have access to electronic records; 
(ii) Provides for backup and recovery of records to protect against information loss, such as power interruptions; 
(iii) Ensures that employees are trained to minimize the risk of unauthorized or accidental alteration or erasure of electronic 
records; and 
(iv) Ensure that whenever the electronic record is created, completed, updated, modified, altered, or corrected, a secure and 
permanent record is created that establishes the date of access, the identity of the individual who accessed the electronic record, 
and the particular action taken. 
(2) An action or inaction resulting in the unauthorized alteration, loss, or erasure of electronic records, if it is known, or 
reasonably should be known, to be likely to have that effect, is a violation of section 274A(b)(3) of the Act. 
(h) Electronic signatures for employee. (1) If a Form I-9 is completed electronically, the attestations in Form I-9 must be 
completed using a system for capturing an electronic signature that meets the standards set forth in this paragraph. The system 
used to capture the electronic signature must include a method to acknowledge that the attestation to be signed has been read 
by the signatory. The electronic signature must be attached to, or logically associated with, an electronically completed Form I-
9. In addition, the system must: 
(i) Affix the electronic signature at the time of the transaction; 
(ii) Create and preserve a record verifying the identity of the person producing the signature; and 
(iii) Upon request of the employee, provide a printed confirmation of the transaction to the person providing the signature. 
(2) Any person or entity who is required to ensure proper completion of a Form I-9 and who chooses electronic signature for a 
required attestation, but who has failed to comply with the standards set forth in this paragraph, is deemed to have not properly 
completed the Form I-9, in violation of section 274A(a)(1)(B) of the Act and 8 CFR 274a.2(b)(2). 
(i) Electronic signatures for employer, recruiter or referrer, or representative. If a Form I-9 is completed electronically, the 
employer, the recruiter or referrer for a fee, or the representative of the employer or the recruiter or referrer, must attest to the 
required information in Form I-9. The system used to capture the electronic signature should include a method to acknowledge 
that the attestation to be signed has been read by the signatory. Any person or entity who has failed to comply with the criteria 
established by this regulation for electronic signatures, if used, and at the time of inspection does not present a properly 
completed Form I-9 for the employee, is in violation of section 274A(a)(1)(B) of the Act and 8 CFR 274a.2(b)(2). 
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12 Planning Steps 

 Identify records 
 Apply record schedule 
 Improve current 

system 
 Reevaluate files 

operation 
 Learn about imaging 
 Review laws that 

apply 

 Analyze User Needs 
 Analyze the 

documents to be 
imaged 

 Determine indexing 
 Design the proposed 

imaging system 
 Cost-benefit analysis 
 Implement imaging 



INFORMATIONAL SERIES 
Scanning 101 

Learn the basics about scanning your records 61 

Things to Consider  
 Planning 

• Backfile Conversion 
• Condition of paper/prep time 
• Volume 

 Indexing 
• Standard files or subject files 

 Records Retention 
 Quality Control 
 Legal Issues 
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 Do Systems Analysis before considering 
Imaging 
• Organizational Viewpoint 
• User Viewpoint 
• Cost Justification 
• System Requirements 

Sources: Information & Records Management and Records Management Handbook 

Planning 



INFORMATIONAL SERIES 
Scanning 101 

Learn the basics about scanning your records 63 

 Sampling & Testing 
• Size of the job  
• Random sampling for quality & quantity 
• Live test samples in a scanning system 
• Determine the size of the project 

Sources: Information & Records Management and Records Management Handbook 

Planning  (Continued) 



INFORMATIONAL SERIES 
Scanning 101 

Learn the basics about scanning your records 64 

 Converting paper records created before the 
scanning system 

 “Day forward” 
 Old records with “high activity” 
 “On demand” only 
 Same sequence of steps in imaging 

Sources: Information & Records Management and Records Management Handbook 

Backfile Conversion 
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 Long-term preservation is questionable 
 Short-term not a problem (less than ten years)  
 Need to migrate to new media 

•This can be EXPENSIVE 
 Must ensure documents can be deleted or 

destroyed when retention is met 
 

Records Retention 
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Legal Issues 
 Images are PROBABLY admissible in court 

• Except some laws require retention of original 
 Images must be made in normal course of business 
 System must be documented for trustworthiness 
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Summary 
 Automation will bring benefits if properly 

implemented 
 Time, effort, careful research is needed 
 Automation will fail if problems with the current 

paper recordkeeping system are not addressed 
before conversion 

 Failure to plan will negate any benefits 

Sources: Information & Records Management and Records Management Handbook 
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http://recordsretention.ucop.edu/ 
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69 
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Click on the 
comments hyper-link 
–get the comments 
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 UC Records Retention Schedule (http://recordsretention.ucop.edu/) 
 UC-Office of the President Records Retention Management 

(http://www.ucop.edu/information-technology-services/initiatives/records-
retention-management/index.html) 

 UCOP Central Records Collection Guidelines for Submission of Materials 
(http://www.ucop.edu/information-technology-services/services/ucop-it-
services/records-management/ucop-central-records-collection-guidelines-
for-submission-of-materials-.html) 

 Shredding Records (http://www.ucop.edu/building-administrative-
services/services/records-shredding.html) 

 Storing Records Off-Site at a Commercial Records Center 
(http://www.ucop.edu/building-administrative-services/services/records-
storage.html) 

 UC-Wide Records Management  
 (http://www.ucop.edu/information-technology-services/initiatives/records-

management/index.html) 

Important Websites 

http://recordsretention.ucop.edu/
http://www.ucop.edu/information-technology-services/initiatives/records-retention-management/index.html
http://www.ucop.edu/information-technology-services/services/ucop-it-services/records-management/ucop-central-records-collection-guidelines-for-submission-of-materials-.html
http://www.ucop.edu/building-administrative-services/services/records-shredding.html
http://www.ucop.edu/building-administrative-services/services/records-storage.html
http://www.ucop.edu/information-technology-services/initiatives/records-management/index.html
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 How imaging works 
 Pros and cons of scanning records 
 Assessing your scanning needs 

 

What we have discussed today 
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Laurie Sletten, CRM, CA 
Records Manager 

Laurie.Sletten@ucop.edu 
Phone: (510) 987-9411 
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