
Step 1: Why 
does your office 
need a scanning 
project?

A. Our files take up too much space and we no 
longer refer to them 

B. Our files take up too much space, but are not 
yet eligible for archival transfer or destruction;
we  refer to them infrequently

C. We need to integrate legacy paper into an 
electronic business system and workflow for 
frequent and effective access.

Are the files eligible for 
transfer to University 
Archives? Check the
GRS!

Are the files eligible for 
destruction? Check the 
GRS!

Does your office have a 
records center (off-site 
storage) account? Check 
with RMS

Do you expect the files 
to be used on a 
FREQUENT OR 
REGULAR BASIS by 
your office over the 
medium to long term?

IF YES, 
CONSIDER A 
SCANNING 
PROJECT

Next slide

SCANNING PROJECT DECISION TREE



Step 2: Have you 
prepared the 
files for 
scanning?

A. If the files contain  confidential or HRCI, and/or are subject to 
GDPR, there is an agreed policy and procedure to protect 
confidentiality during and after scanning.

B. We have chosen a format that will be supported over time, such as 
PDF/A. (Ask RMS for guidance on making PDF/A your default format!)

C. There is a credible estimate of the volume of material that will be 
held in our business system or on our local network and have 
agreed storage requirements with HUIT.

SCANNING PROJECT DECISION TREE

YES: 
• files are systematically organized

•any fasteners, such as staples or 
paperclips, have been removed

•multiple-page documents have been
labelled so their order is kept intact

•files are all on the same size paper or 
there is a system to flag anomalies

NO: 

How much time and staff 
resource will it REALISTICALLY 

take to prepare the files?

Step 3: Have you 
made the 
necessary 
technical and 
information 
governance  
decisions? D. The vendor is in-house or is a University preferred vendor

E. There is a project plan that includes time for agreed quality 
control criteria and workflows, including a pilot or test run

YOU ARE 
PROJECT-

READY!

Yes to all? 
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