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BIG QUESTIONS ςTOP 10

ÅCan we do everything with SharePoint?
ÅDoes SharePoint RM scale to the Enterprise?

ÅCan you show me someone like us using SharePoint RM?

ÅCan we justify consolidating ECRM to SharePoint?
Å²Ƙŀǘ ŀōƻǳǘ ƻǳǊ ƛƴǾŜǎǘƳŜƴǘǎ ƛƴ ά·έΚ

ÅWill we need one File Plan and Retention Schedule for Electronic 
and Physical Records in SharePoint?
ÅWhat about Paper-based Records Management?

ÅIƻǿ ǎƘƻǳƭŘ ǿŜ ǳǎŜ ά.ƛƎ .ǳŎƪŜǘǎέ ƛƴ ƻǳǊ CƛƭŜ tƭŀƴΚ

ÅIf we build it, will they come?

ÅBonus Question ςWhat about Office 14?
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GIMMAL COMPANY FACTS

Å Experts in Enterprise Content Management

Å Content and Records Management Specialists

Å Trusted Advisors on some large ECM/RM programs

Å 125 + clients with household names

Å Thought Leadership

Å Nationally Recognized

Å Offices in Houston, NYC, Washington, DC

Å Team averages 15+ years of experience

Å Some of industryôs best known experts

ÅEspecially Documentum, Open Text, SharePoint, 

and Records Management

Å Broad Experience

Å Clientele ïFortune 200 and government

Å Experience with all leading vendors

Å Implementing most of the major ECRM suites
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GIMMAL CLIENTS
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A Goldman Sachs Company

http://www.wm.com/index.asp
http://www.guarantygroup.com/index.html
http://www.pfizer.com/pfizer/main.jsp
http://www.genre.com/page/0,1019,,00.html
http://www.walmart.com/
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²I!¢ 5h9{ ά9b¢9wtwL{9έ 9/wa a9!bΚ

Definition:

ÅMeeting the content and records management needs of 

the entire organization not just the needs of a single        

department or business function.

Implication:

ÅAll content types

ÅAll users 

ÅAll information repositories 

ÅData and documents

ÅRecords

ÅAll locations

5

ÅEnables Enterprise Governance and Policy

ÅSupports a Records Management Program(s)

ÅSupports Legal and eDiscovery Program(s)

ÅDefines an Enterprise Reference Architecture

ÅProvides a Foundation for Departmental and LOB applications

ÅDefines an Enterprise Information Lifecycle

ÅSeparate from business process

ÅAchievable with a practical minimum of user involvement

ÅPrioritizes the Path to Enterprise ECRM

²I!¢ a!Y9{ !b 9/wa twhDw!a ά¢w¦[¸ 9b¢9wtwL{9έΚ
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WHY ENTERPRISE NOW? Č NEW ECRM RATIONALE

ÅPrime Enabler of Business Strategy

ÅwŜǉǳƛǊŜŘ ŦƻǊ ά5ƛǎŎƻǾŜǊŀōƭŜ LƴŦƻǊƳŀǘƛƻƴέ

ÅRequired for Regulation / Compliance

ÅRequired for Disaster Recovery

ÅRequired for Records Management

ÅRequired by Microsoft Product Evolution

REQUIRED BY MICROSOFT PRODUCT EVOLUTION?

ÅMicrosoft introduced SharePoint 2007
ÅAdded many long awaited, useful new components

ÅProvided the foundation to address two huge headaches:
ÅEmail retention and records management 

ÅShare drive migration to managed repositories

ÅIntroduced Microsoft Records Management
ÅA compelling new model

ÅMultiple repository types adds new complexity

ÅOffice Automation History Lesson

ÅOffice 14  Č New ECM & RM capabilities
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TYPICAL ENVIRONMENT
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LIFECYCLES Č²I!¢Ω{ ¢I9 twh.[9aΚ

13

Where do I look? Is it 

on the network, in a 

repository? John 

puts things on the 

network but Mark 

emails everything.

Which version is the 

right one? Is it 

labeled? How was it 

labeled: Version1, 

v1, _1.0? Wait, on 

this file, someone 

used dates instead

How can I find it? 

Bobby uses 

acronyms for WIP 

but Sue spells out 

the words Work In 

Progress. 

There are too many 

copies here, I will 

create a folder for 

óOLDô data and 

keep all of it there.

I think that hold order 

was suspended so 

Iôll just delete.

I THINK this is the file 

Joe told me to 

review. I have 

access, so it must 

be the right one.
&#$! Joe told me to 

review the file for 

feedback but I 

cannot access it!

Iôm new here and my 

manager told me to 

review background 

information. I wonder 

how to get started.

AND WHY IS IT A BIG DEAL?

START DELETED

ÅWithout standard information lifecycles:

ÅInformation is often stored  in a random and inconsistent locations 

according to the usersô discernment

ÅMinimal information is captured about the document or it is not 

standardized

ÅInformation may become orphaned and no one knows what it is

ÅUsers have too much or too little permission to access the information

ÅNo clear determination how accurate or stale information might be

ÅNo clear determination what should be kept ïtoo much for too long, OR 

too much for not long enough

14

?
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GENERAL DEFINITIONS

Information 
Lifecycle

A succession of conditions that information is processed through

Lifecycle State A point in in the life of the information during which similar processes and 
activities are being carried out

Business 
Rule(s)

Conditions applied to the information that are determined by business 
units, departments or even company information which must be true in 
order for information to exist within a certain state

Processes Those activities which initiate the applicationof a given set of business 
rules

General definitions also include states, such as draft, record, dispose, and 
activities between states, such as classify, declare, and restore.

15

INFORMATION STATE DIAGRAM
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The default 
state for all 
information 
created as new, 
a new version, 
or received from 
outside the 
organization. 
Information in 
this state is not 
classified and 
has an 
undetermined 
significance to 
the business. 

D
ra

ft

Information 
designated for a 
specific 
objective and 
may reside 
within this state 
as the 
workgroup or 
individual 
prepares the 
information for 
the next 
appropriate 
state transition. 

In
 R

e
v
ie

w

State of the 
information in 
which 
significant work 
has concluded 
and additional 
collaboration 
with a more 
formal audience 
is performed.  
This state often 
occurs as a 
result of formal 
information 
review 
requirements.

F
in

a
l

State of the 
information in 
which it is no 
longer being 
changedand 
reviews are 
complete. Final 
information may 
be published to 
a wider 
audience for 
consumption or 
reference.

R
e

co
rd

e
d

Stateof the 
information in 
which it is 
locked down 
and must be 
retained for a 
minimum 
amount of time 
as determined 
by corporate 
policy.

D
is

p
o

s
e

d

State of the 
information 
prior to removal
from the 
company.  
Information in 
this state may 
be reviewed or 
restored.
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ÅAll Information Is Managed from Creation to Disposition

ÅRetention For All Information in Every State of the Information 
Lifecycle

ÅEarly Classification (Indexing) is an Important Step to Compliance

ÅResult:  Predictable Information Transitions and Processes

ÅResult:  Governance and Standards

INFORMATION LIFECYCLE

Declare

Mark
In ReviewTemporary

Final

Draft

In Review

Record

Disposed

Mark
Draft

Mark
Final

Declare

Declare

DisposeDisposeDisposeDisposeDispose

ClassifyCreate
Receive

17

BUSINESS RULES

State

Business Rules

Security Location Version
Metadata

See Core Metadata 

Definitions

Retention Disposition Hold

Temporary

üBusiness rules should be applicable at the enterprise level and 

exceptions identified within the unique business units.

üAs part of the detailed design and implementation effort, business rule 

relationships are identified. These relationships and conditions may be 

the result of technical limitations or pure business requirements.  For 

example, if location changes based on changes to metadata or version 

information.

Draft

In Review

Final

Recorded

Dispose

18
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CONTRACTS INFORMATION LIFECYCLE MODEL

State

Business Rules

Security

(D = Delete, U = Update, 

R = Read)

Location Version

Metadata

See Core Metadata 

Definitions

Retention
Disposition

Temporary ÅCreator=D
ÅUserôs personal network 

drive (U:/)
None

On Create: 

ÅAuthor, 

ÅSubject

ÅBusiness Unit

ÅContent Type

Max = 45 days
User Action OR

System Deletion

Draft

ÅCreator = D

ÅWorkgroup=U

ÅWorkgroup Mgr = D

ÅWorkgroup Sharepoint 

Site

ÅVersion Label = DRAFT

ÅVersion  Number = 

Number + 0.1

Update:

ÅModifier

ÅModify Date

Max = 90 Days
User Action OR

System Deletion

In Review

ÅCreator = U

ÅWorkgroup=U

ÅLegal = U

ÅFinance = R

ÅWorkgroup Mgr = D

ÅWorkgroup Sharepoint 

Site; Published to Legal, 

Finance Sharepoint sites

ÅVersion Label = In 

Review

ÅVersion  Number = 

Number + 0.1

ÅValidate all previously 

created metadata
Max = 180 Days

User Action OR 

System Deletion

Final

ÅWorkgroup=R

ÅLegal = R

ÅFinance = R

ÅWorkgroup Sharepoint 

Site;

ÅPublished to Legal, 

Finance Sharepoint sites

ÅVersion Label = Final 

ÅVersion  Number = 

Number + 1

ÅGenerate PDF rendition

ÅMinor Versions Deleted

Update:

ÅOwner

ÅPublish Date

ÅJurisdiction

Max = 2 Years System Deletion

Recorded

ÅDocument Control = U

ÅWorkgroup Manager = R ÅDocumentum
ÅVersion Label = 

Controlled

Validate all previously 

populated values.

Update

ÅVital Record Indicator

ÅExpiration Date

Based on Retention 

Schedule: Contract 

Expiration Date + 6 years

System Deletion

Dispose

ÅAdmin=D

ÅDocument Control = D

ÅWorkgroup Manager = R

ÅRecycle Bin

ÅReview Queue
ÅMark as Set for Disposal None Backup cycle ï1 day

ÅSystem pruning based on 

maximum retention 

period

Recorded

EMAIL INFORMATION LIFECYCLE MODEL

State

Business Rules

Security Location Version Metadata Retention Disposition

Temporary ÅCreator=D ÅDefault location ÅNone

On Create: 

ÅRecipient(s), 

ÅCreation Date,  

ÅSubject

ÅMax = 30 days
ÅUser Action OR

ÅSystem Deletion

Final

ÅCreator = R

ÅWorkgroup=R

ÅWorld=R

ÅAdmin=D

ÅSharePoint

ÅVersion Label = 

Final 

ÅVersion + 1

Update:

ÅPublish Date
ÅMax = 2 Years

ÅUser Action OR

ÅSystem Deletion

Recorded

ÅCreator = R

ÅWorkgroup=R

ÅWorld=R

ÅRecords Mgr = D

ÅDocumentum

ÅVersion Label = 

Record 

ÅVersion Number = 

Number +1 

ÅMinor Versions 

Deleted

Update:

ÅExpiration Date

ÅBased on Records Retention 

Schedule: Any associated to 

deliverable matches parent 

deliverable; else 6 years.

ÅSystem Deletion

Disposed
ÅCreator=R

ÅCustodian = R

ÅRecycle Bin

ÅReview Queue

ÅVersion Label = 

Set for Disposal
ÅNone

ÅBackup cycle ï1 day

ÅUser decision and action to 

delete content OR

ÅSystem pruning based on 

maximum retention period OR 

ÅECRM disposition process to 

delete records that have met 

their retention period

Recorded
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ECM IN SHAREPOINT SERVER 2007

User Interface

Records 
Management

Web Content 
Management

Forms 
Management

Unified Storage 
Architecture

Unified Services

ECM Components

Microsoft Office Web browsers 3rd party apps

Workflow Metadata Policies

Search Security IRM Collaboration

Library 
Services

Document 
Management

21
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SHAREPOINT ENTERPRISE DEPLOYMENT MODEL

Knowledge Management

Information Access

Team Collaboration

User Productivity

Better Control

Risk Mitigation

ÅFile Plan 

ÅRetention Schedule

ÅLegal Citations

ÅLegal HoldsRecords 

Center



April 28, 2009 12

Managing Electronic Lifecycles for the Enterprise using SharePoint

ECRM OBJECTIVES

Gimmal Confidential 23

Enhance Working Environment

ωProvide Shared Working Area(s)

ωFacilitate Intra-Team Communication

ωSupport Virtual Teams

Ensure Compliance 

ωComply  with External Regulations

ωPromote Internal Information Policies

ωSupport Risk Mitigation

Promote Information Access

ωLeverage Corporate Knowledge

ωEnsure Integrity and Accuracy of Shared Information

ωEnhance Decision Making through availability of information

FLEXIBILITY CONTROL

FUNCTIONAL SOLUTION COMPONENTS

24

Collaboration

Enhance Working 
Environment

Document & 
Record 

Management

Ensure Compliance

Publication

Information Access
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PERCEIVED PRODUCTS IN THE SOLUTION

25

Microsoft / SharePoint

Collaboration

Enhance Working 
Environment

Document & 
Record 

Management

Ensure Compliance

Publication

Information Access

IBM / FileNet, etc.

Open Text / LiveLink

EMC / Documentum

Microsoft  / SharePoint

SHAREPOINT IN ECRM

ÅSpeed & Ease of Commissioning

ÅTeam Autonomy

ÅEase of use

26

ADVANTAGES

Speed & Ease 
of 

Commissioning

Team 
Autonomy

Ease of Use
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Speed & Ease of 
Commissioning

Team 
Autonomy

Ease of Use

SHAREPOINT IN ECRM

ÅSpeed and Ease of Commissioning

ÅTeam Autonomy

ÅEase of use

27

PITFALLS

Flexibility

Control

TRENDS IN SHAREPOINT DEPLOYMENT

Month 1 Month 2 Month 3 End of Year 1

?
28

Challenges:

ÅInconsistency for Users

ÅInconsistent Information Management

ÅComplex Support
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TRADITIONAL ECM/RM PRODUCTS

ÅEnforce Standards

ÅProvide Governance

ÅEnsure Compliance

29

Standardization

Governance

Compliance

ADVANTAGES

Standardization

Governance

Compliance

TRADITIONAL ECM/RM PRODUCTS

ÅSlow To Deploy

ÅLimited Team Autonomy 
and Flexibility

ÅUser Adoption

Gimmal Confidential 30

PITFALLS

Control

Flexibility
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Standardization

Governance

Compliance

Speed & Ease of 
Commissioning

Team 
Autonomy

Ease of Use

WHAT IS REQUIRED FOR SUCCESS?

Gimmal Confidential 31

ControlFlexibility

SOLUTION: SHAREPOINT & ECRM
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SharePoint
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SharePoint

ECM

SharePoint

ECM
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SharePoint

SharePoint

ECM

External Storage 

Provider

32
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Managed

RM
Disposition

INFORMATION LIFECYCLE WITH SHAREPOINT & ECRM

SharePoint
Enterprise

ECRM

Promote To 
Final Or Record

Option 1Option 2
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OPTION 1: SHAREPOINT AS A CONTAINER

ÅAll Content Is Stored In ECRM

ÅUser Interaction With Documents 
Accomplished In Provided Windows 
(Web Parts)

ÅUsers Are Aware Of ECRM Taxonomy 

ÅStandards, Governance & Compliance 
Controlled In ECRM

35

OPTION 1: CONSIDERATIONS

ÅDependent On Web Parts For Required ECRM 
Functionality

ÅUser Training Must Include SharePoint And ECRM

ÅLimitations On Integration With Desktop 
Applications

ÅConstraining View & Filter Options

ÅPotential for Confusion On Where Information 
Belongs (E.G. Lists With Attachments)

ÅSecurity Must Be Synchronized And Integrated To 
Achieve Appropriate Views

ÅSearch is More Complex

36

Files

Folders

Search

Favorites

Inbox

Subscriptions

Workflows
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CASE STUDY 1: ENVIRONMENT

ÅSharePoint and EMC Solution

ÅSharePoint serves as primary 
Collaboration environment

ÅEMC serves as an Enterprise 
Record Repository

ÅDocuments transferred to 
EMC

ÅRetention Policy Services 
used to manage Record 
Content

37

(RPS)

Case Study 1

OPTION 2: COUPLED SOLUTION

38

ÅSolutionAssumes SharePoint Is Primary Interface  

ÅUser Operates In SharePoint

ÅInteraction with Content is drivenby the
SharePoint Interface

ÅMetadata available through SharePoint 
Interface so Filtering/Views are SharePoint-
driven

ÅContentMay Be In Either Repository ςDepending 
On Business Rules (Information Lifecycle States)

ÅAble to Leverage 100% Of SharePoint Desktop 
Integration With Desktop 

ÅMovement Can Be User Or Process Driven
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OPTION 2: INFORMATION MANAGEMENT 

ÅVirtual Solution from User Perspective
Å{ƘŀǊŜtƻƛƴǘ !ǇǇΩǎ hƴƭȅΚ
ÅUnified Search
ÅTransfer Back To SharePoint
ÅWindows Workflow Automation

ÅSharePoint Driven Configuration
ÅMetadata / Property definitions
ÅSynchronization:
ÅLists, Libraries and Content Types
ÅRecords retention, deletion, holds
ÅSecurity, administration, archival
ÅFall-back rules

ÅMigration Rules Replication Within Site Commissioning Process
ÅLimit User Choices in SharePoint

CASE STUDY 2: ENVIRONMENT

ÅSharePoint And Open Text Solution

ÅSharePoint Serves As Primary 
Collaboration Environment

ÅSharePoint Is The Interface

ÅStandardized TeamSitesTemplate Driven

ÅAutomated Site Commissioning

ÅStructures In Open Text Controlled By 
SharePoint

ÅPhysical Records Managed In Open Text

ÅFormal Publishing Process

40

All Users
RM 

Coordinators
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Personal Sites

Organization, Project, 

Workgroup & 

Community Sites

Enterprise 

Intranet Site

Collections

CASE STUDY 2: DEPLOYMENT MODEL

ÅFile Plan 

ÅRetention Schedule

ÅLegal Citations

ÅLegal HoldsRecords 

Repository

Open Text

ÅContent Types

ÅPolicy

ÅRetention Definition

ÅDocument TemplatesMaster

Site

Automated

Site

Commissioning

APPLYING A SHAREPOINT REFERENCE ARCHITECTURE
BEST PRACTICES, PROCESSES & PROCEDURES

Content Classification
Metadata/Properties
Information Policies
Document Templates
Site Commissioning

Site Models & My Sites
Lifecycle Management

Search Results
Security & Ownership

Solution Branding
Navigation

Site Communication
Enterprise Search
Publishing Process

Content Custodianship
Repository Configuration
Retention Classification
Lifecycle Management
Discovery Processes

42Gimmal Confidential

Access, 

Accuracy & Reuse

Collaboration

Enhance Working 
Environment

Document & 
Record 

Management

Ensure Compliance

Publication

Information Access

Governance &

Compliance

Standards 

& Governance
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COLLABORATION

ÅContent Classification
ÅEstablishing Consistent SharePoint Content Types
ÅDefining Common Metadata and Properties
ÅManaging Enterprise and Team Document Templates

ÅInformation Policies
ÅEstablishing Information Review & Disposition Compliant with Information Lifecycle

ÅSite Commissioning
ÅAutomating Standard Site Commissioning 
ÅPromoting Consistency
ÅEliminating Site differences through site models (Generic, Project, Organization, CoP)

ÅMySites
ÅProviding personal spaces that adhere to standards, information lifecycle and 

governance

ÅLifecycle Management
ÅEmpowering teams and users to adhere to Information Lifecycle with minimal training

ÅSearch Results
ÅEnhancing productivity through search configuration 

ESTABLISHING STANDARDS AND GOVERNANCE

43

DOCUMENT & RECORD MANAGEMENT

ÅRepository Configuration
ÅBridging The Configuration Gap Between Collaboration Environment And Record 

Repository
ÅAligning Collaboration Configuration Models With Information Management 

Configuration

ÅRetention Classification
ÅEstablishing Processes For Lifecycle Promotion
ÅCreating And Mapping Collaboration Classification Into Compliance Classifications
ÅAdhering To Record Management Policies
ÅEnforcing Retention Schedule And Associated Processes

ÅLifecycle Management
ÅEstablishing Usage Environment
ÅEnforcing Information And Storage Policies

ÅHeterogeneous Repositories
ÅEstablishing Configuration Mapping Models
ÅAligning Security Configurations
ÅMapping Technology Specific Requirements to Collaboration Model

ENFORCING COMPLIANCE

44
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PUBLICATION

ÅBranding
ÅProviding Consistent ECRM Solution Branding
ÅCreating overall navigation across Collaboration, Document and Record solutions

ÅSite Communication
ÅCreating Overall Site Awareness and Communication Capabilities
ÅEstablishing Site Structure and Aggregation Methodology

ÅEnterprise Search
ÅFacilitating An Enterprise Search Platform With Consistent And Predictable Results

ÅPublication Process
ÅAligning Information Publication Process With Information Lifecycle

PROVIDING INFORMATION ACCESS, ACCURACY AND REUSE
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SHAREPOINT ECRM REFERENCE ARCHITECTURE

ÅCreates A Balance Between Flexibility And Control In 
The ECRM Solution

ÅIncorporates Information and Records Management 
Across The Entire ECRM Solution

ÅImproves Document And Information Integrity And 
Compliance
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SHAREPOINT/ECRM INTEGRATION SUMMARY

Å Information Lifecycle Provides A Technology Agnostic View For Implementation 

Č Critical for Multi-repository Environments

Å Most Organizations Assume SharePoint Will Be The Standard User Interface

ČSharePoint has Redefined how the Information Lifecycle will be managed

ČData Movement (ILC) Must Be Seamless, Extensible And Capable Of Being 
Fully Automated

ČAreas Of Duplicate Functionality Must Be Resolved

Å Full Integration Into SharePoint Applications is Required 

ČCreating A Virtual Solution

Å This is a Journey, not a Recipe

ČHow to find the best path forward?

SharePoint
Enterprise

ECRM
Promote To 

Final Or 

Record

BIG QUESTIONS ςTOP 10

ÅCan we do everything with SharePoint?
ÅDoes SharePoint RM work?

ÅDoes SharePoint RM scale to the Enterprise?

ÅCan we justify consolidating ECRM to SharePoint?
Å²Ƙŀǘ ŀōƻǳǘ ƻǳǊ ƛƴǾŜǎǘƳŜƴǘǎ ƛƴ ά·έΚ

ÅWill we need one File Plan and Retention Schedule for Electronic 
and Physical Records in SharePoint?
ÅWhat about Paper-based Records Management, anyway?

ÅIƻǿ ǎƘƻǳƭŘ ǿŜ ǳǎŜ ά.ƛƎ .ǳŎƪŜǘǎέ ƛƴ ƻǳǊ CƛƭŜ tƭŀƴΚ

ÅIf we build it, will they come?

ÅBonus Question ςWhat about Office 14?
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WHY THE GIMMAL TEAM?
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INTEGRATORS & 
OUTSOURCERS

TRADITIONAL 
STRATEGISTS

INTEGRATORS & 
OUTSOURCERS

TRADITIONAL 
STRATEGISTS

ECRM CONSULTANTS

THANK YOU!

The Gimmal team are experts in all 
aspects of ECM/RM Assessment, 
Planning, and Implementation


