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Organizations are increasingly  buried  by information from the past.  Somewhere among the file cabinets, microfiche, 16mm cartridges,  and Iron Mountain boxes is information and knowledge essential for tomorrow’s success.  But how to find it?  What is it costing to keep it?  Who will pay for the process of re-discovery?  Where do you begin? 

Pratt & Whitney Rocketdyne (PWR) is developing  processes to address this opportunity. The   is based on processing information of different value by different techniques,  ROI based processing to insure cost effectiveness, priority based processing, and structuring the resulting refined information  for logical future re-use.
  
As expected, this process must address many complexities. The process begins with an assessment of the total organizational information  inventory  and mapping it  to  future strategic business needs  for establishing priorities .  At PWR, one to two billion pages   and  drawing images have been developed since the beginning of the US space program representing the output of 400,000 man-years of efforts. . Establishing priorities requires consideration f of  multiple organizational views (Functional, Processes, Programs and Business Areas) as well as strategic, legal, occupancy cost, intellectual asset value and other factors.   Once a project   list has been  created , the process begins by identifying the total collection size and sampling the information to establish facts upon which to base the project cost estimate as well as customize the process to match the value of the information.   The  Legacy Hardcopy Capture Process sampling establishes 15 factors such as total lineal feet of documents, percentage printed two-sided or one, number of 11x17 fold-outs, team processing rates, and estimating the percentage  of documents  with minimal value which may be recycled with no further processing (~70%) . Based on business value, not all of the remaining 30% is processed in the same way.    Lower value information with low probability of  re-use  may not be scanned at the document level but at the box, drawer or file cabinet level.  The information is consolidated and a single metadata descriptive sheet filled out for all information in the drawer or box.  The second level is to scan at the document level with sufficient document metadata  to search location .  The third and most expensive level is   for knowledge rich documents where scanning with optical character recognition (OCR), document metadata, and full text indexing  is applied .  Utilization of these three levels of processing  permits a staged, affordable approach to processing and maintaining a large information and knowledge collection.  This is then followed by document preparation, scanning  by approved scanning service providers , quality verification, and loading into the enterprise information storage architecture. One-half of the 30% being processed,   some information may still have to be retained in hardcopy form for legal, historical, access probability and urgency reasons These are either kept in local on-site collections, or Iron Mountain. 
  
The complexity of the issues encountered and the need that all scanning  follow uniform processes makes it essential to have an legacy capture support service within the organization.  A single point to go to for assistance. At PWR we have established this service within the data management organization.  This service team provides consultation services at no cost to our data owners for developing that detailed project plan but actual project funding must be provided by the data owning organization.  
  
The total legacy capture process is based on architecture of applying affordable access, and maintenance to information and knowledge assets in proportion to business value and access urgency.  This process is also based on the data owners, defining clear criteria as to what is discarded and kept at what level of access.  The data owner must accept the reality that keeping it all will only mean that the valuable information remains lost in a sea of scanned data.  

  
A project cost estimator program will also be discussed which develops total cost, ROI, floor space recovery, and other factors which aid in the project planning and justification. Detailed issues are also discussed that will be encountered during most legacy capture processes such as document preparation, proprietary s and many other issue. 

