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PROJECT OVERVIEW THE CLIENT

The purpose of this project was to find ways in which the
WI+RE team can move to sustainable and responsible
paperless grant project management — while keeping its
rapid, iterative workflow in tact.

This process was broken down into four main steps:
1. Record Inventory

2. System Analysis

3. Needs Assessment

4. Recommendations
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RECORD INVENTORY

What kind of records are the team creating?
Are they paper-based, digital or hybrid?

» Two clusters of records emerged - records
administered by other campus departments and
ones by WI+RE. The scope of the project shifted to
focus exclusively on Cluster B.

« The majority of the records without retention
strategies in place are related to organizational
memory and practice.
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NEEDS ASSESSMENT

Looking at not only what WI+RE needs to be doing,
but also what the team needs from a recordkeeping strategy.

WI+RE is obligated to share a range of records with the
granting agencies as a condition of their project funding.
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As a part of the University of California, WI+RE records need to
adhere to the UC-wide retention schedules laid out to ensure
compliance with state records requests.

naced, collaborative workflow.

The solution needs to be primarily cloud based, since team
members work from across campus and student employees

% The recommendations need to fit into the team’s existing rast
. often borrow library laptops.

A cross-campus, collaborative community dedicated to
helping learners develop strong research, writing and
information literacy skills.
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CURRENT SYSTEMS

Trello is the team’s central platform -
using themed boards, lists and cards to communicate,
as illustrated below.
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Trello Box

Flexible, impermanent Structured with different
and free of hierarchy user permissions

Access only through
team account
Home to usability tests
and storyboards
Limited version control

Home to training, style
auides and more Home to creative assets
Limited exporting, Version control,
flawed “Archive” tool scheduled deletions
Proprietary Enterprise contract
and web-based with University

Integrates with Drive,
Github and more

RECOMMENDATIONS

Modular strategies for moving forward —
each step moving the team toward sustainable and
compliant paperlessness.

Create a records repository in WI+RE’s Box space

With version control, automated deletion, tiered access and the security of a contract with the
university, Box is a promising recordkeeping tool. It is also already in the WI+RE toolbox and will not
require additional software cost or training time.

Perform one-time mass export of information from Trello to PDFs

The targeted content should include personnel information, training materials, style guides and
software specifications/instructions. This tedious one-time labor certainly takes less time than
rewriting all of these important materials.

Integrate exporting Trello cards as PDFs into project workflow

Add exporting meeting agendas, usability testing forms and results, and project progress reports
into the project workflow template as a scheduled item.

Assemble WI+RE records retention cheat sheet

Expedite record creation and logging by making answers to questions (what to keep, how to label it,
where to save it) easily available.

Write cover letter template for granting agencies

Helps keep track of project progress and ensures compliance with grant requirements.

Invest in an offline backup of records




