Project Information Management and Archiving
Draft Scoping study

1. Introduction
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2. The study
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2.1. Findings of the interviews.
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Best Practice
2.1.1. Breakdown of club members
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2.1.3. The use of their own Project Information Management
System by others
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2.1.4. The use of Quality Management Systems (QMS)
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2.1.5. Why do companies keep information?
@ 1]

Feedback from completed projects varied considerably with best
practice bein? the review of all completed projects and the production of
best practice’ notes published on the Intranet. The pattern of feedback
was the same as reuse - the more specialised the project the more
feedback there was!

2.1.6. Current Management of Project Information

2.1.6.1. Hard Copy

! In this case best practice indicates the best practice achieved on a particular project for use in other
projects.

Confidential Page 3 of 15 05/04/2007



A B !

Best practice used a database to store the content and location of all
boxes, with the storage and retrieval being managed by an internal
department.

In terms of scanned documents, the best practice is to scan all
documents on completion of a project, store them on a self readable’ CD
and then the original documents, with the exception of “critical”
documents, are destroyed.

2.1.6.2. Electronic
" $

Best practice is to save all of the information in a searchable format on
an information management system containing version and revision
control such as a document management system or collaboration
extranet.

2.1.6.3. E-Mail

2 The CD contains a copy of the programs needed to read the information contained on the CD.

® Extranet - an internet based system with members of the project team being allowed to access relevant
sections of the information.

* Metadata in this case means the information entered into a system to aid the search for information at
a later date, such as subject and content, author, revision etc.
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Best practice would suggest that attachments should never be used per
se, but that only links to the document in question should be used
together with a storage system such as SharePoint’ or a collaboration®
system!
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Best practice employs the use of an e-mail system based on Exchange
Server 2003 using both outlook and the web client. All e-mails are stored
in project folders. This is achieved by allocating every person to a
project; when a person receives or sends an e-mail the system puts a
copy into the allocated project folder, using a background process,
without intervention by the user.

2.1.6.4. People (Knowledge Capture)
AS

#E

® SharePoint is a Microsoft product which provides central storage of documents. This system can
allow read only access to documents and can allow authorised team members to book out and amend
documents and uses version control when resaving.

® A collaboration system is a system available to all members of the project team and is usually
provided by the use of an extranet. These systems provide a method of communication between
members rather than using e-mail with attachments.
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2.1.6.5. Responsibility for Management of Documents
$
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2.1.7. Retention of existing Information
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2.1.8. IT systems
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LItis
often stated that it is difficult to get people to use one system correctly
but to get them to use two systems is near impossible.
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2.1.9. Current Issues

2.1.9.1. Hard copy on current projects
b

" A mirrored server is one used to copy data to another server in real time and will allow a facility to
roll over the alternative server when the first server fails.
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2.1.9.2.
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Hard copy on completed projects

Electronic Documents on current projects
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2.1.9.4. Electronic Documents on Completed projects
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2.1.9.5. E-Mail
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Best practice would be for the e-mail system to ensure that documents
are placed into the correct folder once they have been read or sent,
without user intervention, This is straightforward when an individual is
working on a single project. When the person is classified as a multi
project person, the system needs to be able to adapt to this criteria. If
the system cannont identify which project an email should be filed to,
then it becomes the responsibility of the individual to file accordingly.
This then requires user intervention, and opens the system up to error.

2.1.9.6. People
$
|
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Best practice would appear to get people together in an environment
they are happy with. One company uses a design review meeting at the
commencement of a project to gather together people with the relevant
experience. This is followed by a series of Director Reviews to ensure
that all the relevant experience has been used on the project. The
discussions at these meetings can be captured and used as best
practice notes and then published on the Intranet!
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2.1.10.What do companies feel they do well?
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2.1.11.What do companies feel they do badly?
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2.1.12.Stories highlighting issues
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“Yes if | think about it. On the bad side we find that staff who are
prepared to spend many hours looking for a file in a paper system
will complain the “system doesn't work” if a web based search
engine doesn’t deliver the results in less than about 30 seconds.
There is a whole cultural excuse barrier here which is very difficult to
penetrate.

On the good side we are seeing that generally staff acceptance of
new systems is improving and they can understand the need for
web-based systems. Even staff who are not traditionally expert at
these things are accepting the need to change once they see the
benefits. Recently a site manager was surprised and delighted when
he started to receive automated notifications that his drawings were
arriving on the extranet for him. The idea that this is now available
for him at his site office desk is very powerful and he now realises
that he is in control of his access to information”.

“An example — this is not a company example but a story told by a
supplier (my opinion is that anyone mad enough to keep information
in this way with no backup deserves what they get)!!!!
An old PC used to store information from a completed project but
nobody used it relying on local records, over time people forgot how
to use the system and then what the PC was for.
One day somebody asked what was the PC used for and nobody
knew so it was wiped clean and given to a local school. The records
were lost, how do you manage this type of situation”?

2.1.13.What is the next step?
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2.1.14.Confidentiality
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3. Other information
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Clive Seddon

Partner and Head of the Outsourcing & Technology Group, Pinsent Masons
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Stuart Green

Professor of Construction Management and Director of Innovative
Construction Research Centre, University of Reading

UK Council for Electronic Business
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Peter Morris

Professor of Construction and Project Management, UCL and Executive
Director of Indeco
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John Tebbitt
Industry Affairs Director, Construction Products Association
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Paul Waskett
Programme Manager, Avanti
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Duncan MacTear
Marketing director, 4 Projects
2 S HH2!
#5%5&
4,(— 2
-E.
L) _ E _
122
& 2
12

Confidential Page 15 of 15

05/04/2007



