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1. Introduction
1.1 Document Purpose and Scope

This document defines the scope, timescales and costs of a project which will take preservation measures to ensure that the PAWDOC collection stays accessible in the long term and in the face of continually changing technology. The purpose of the document is threefold: first to ensure that, in the course of constructing the document, all necessary activities are identified and planned to produce a successful result; second, to provide the information upon which a decision to proceed or to shelve the preservation project can be taken; and third, to enable the project to get off to a quick start should it be approved.
1.2 Document Ownership and Maintenance

This document is owned and maintained by Paul Wilson.
2. Project Background and Objectives


2.1 Background

The PAWDOC collection was initiated in 1981 to gain practical experience of Office Automation when the owner was working in that newly emerging field at the National Computing Centre in Manchester, UK. Once established, the PAWDOC collection became, de facto, an integral and essential part of the Owner's working life, and most of his work documents were stored in it up to his
retirement in 2012. By then it was becoming clear that parts of the collection would become inaccessible unless action was taken to preserve their contents. In order to understand how to perform digital preservation work on the PAWDOC collection, an outline workflow from the Digital Preservation Coalition was tested and refined on two smaller sets of personal documents. From this work emerged the processes and template documents being used for the PawdocDP project (including the template for this Project Plan DESCRIPTION document) [1].
2.2 Objectives

The objectives of this project are to:

· make the PAWDOC collection accessible and usable in the long term;

· to minimise the expense and effort required to maintain the computer systems upon which the collection depends.
3. Project Scope (CLOPDAT)
3.1 Collection Scope

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	PAWDOC - Digital contents
	The documents comprising the collection, all in digital form
	x
	
	
	
	Some files may need converting to modern, readable, formats.

	PAWDOC - Physical contents
	A subset of the digital documents comprising the original hardcopy or disk versions of the documents
	
	
	
	x
	

	PAWDOC - Backup disks
	The CDs and DVDs that contain backups taken over the years, of the collection and its digital control files
	x
	
	
	
	The contents of these disks need to be moved onto more accessible and reliable storage media. It is possible that the Disks could be completely replaced.


3.2 Location Scope
	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	Paul's study
	This is where the Digital and Hardcopy contents reside
	
	
	
	x
	

	Paul's wardrobe
	This is where the box of backup disks resides
	
	
	
	x
	

	Tall Trees
	This is where the UK remote backup resides
	
	
	
	x
	

	Bethell's Rd, NZ
	This is where the NZ remote backup resides
	
	
	
	x
	


3.3 Organisation Scope
	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	None
	
	
	
	
	
	


3.4 Process Scope

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	Preservation Maintenance Plan process
	The Preservation Maintenence Plan will define the ongoing preservation processes to be performed in the future
	
	x
	
	
	

	Backup process
	This process defines what backups will be taken of the digital components, when they will be taken, and where the backups are to be stored
	x
	
	
	
	The existing Backup arrangements will require modification to accommodate the changes that will be made to the technology components in the course of this project.

	Disaster Recovery process
	This process defines how the collection can be recovered should some or all of its components be damaged or lost  
	x
	
	
	
	The existing Disaster Recovery arrangements will require modification to accommodate the changes that will be made to the technology components in the course of this project.


3.5 Data Scope

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	Digital content files
	Around 290,000 content files are currently managed by the Fish document management system. Many of these comprise a single TIF file for each page of a multi-page document.
	x
	
	
	
	These will be removed from the control of the Fish document management system to become just stand-alone files in the Windows folder system. In the course of transferring them out of Fish, multiple TIF files comprising a single document will be converted into a single multi-page TIF file.

	File Title structure
	The title of the files containing the digital content of the collection
	x
	
	
	
	The digital content is currently managed by the Fish document management system which imposes its own structure on file titles. However, the elimination of Fish in this project will require a different file title structure to be imposed.

	Filemaker Set Index
	This records details of all the different sets of information that are to be found in the Filemaker Content Index. The sets are specified by the first two parts of the Reference Number, for example, PAW/DOC
	
	
	
	x
	

	Index fields
	These are the Index fields used to record details of each of the items in the collection
	x
	
	
	
	The Reference Number field (which will appear in content file titles after Fish has been eliminated) will require a change to its structure to remove characters that are not permitted in Windows file titles

	Filemaker Content Index Database
	This provides a means of searching for a document and identifying the reference number by which the actual document itself can be retrieved.
	x
	
	
	
	The contents of the Reference number field will be changed as described above in the Index Fields component. The Movement Status field will also be modified to reflect other changes to the collection documents that will be made in the course of this project.

	Fish Database
	The Fish SQL database contains all the information relating index information to the digital documents. It is accompanied by a second database Log file.
	
	
	x
	
	These will no longer be required when the Fish system is eliminated. 

	Fish Configura-tion Files
	These files are contained in the Fish Server folder and include file name controls in a folder called STORAGE, a configuration file called ‘PCLIPWIN.INI’, and a licence key file called fish.cfg
	
	
	x
	
	These will no longer be required when the Fish system is eliminated.

	Fish Documents
	These are the actual electronic documents comprising the PAWDOC collection and which are being managed by Fish. They are stored in 92 separate windows folders which Fish calls 'bins'
	x
	
	
	
	The documents will be transferred out of the control of Fish into stand-alone files in the Windows folder system. When the transfer has been completed the Fish bins will no longer be required, but they and their contents will be retained with the other backup data.

	Backup data 
	This comprises backups of the Fish databases, configuration files and bins; and the Filemaker Content and Set indexes.
	x
	
	
	
	The backup data currently on CDs and DVDs will be copied onto hard disk. Copies of the Fish data will be added to the backup data set before Fish is eliminated.


3.6 Application Scope

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	Microsoft SQL Express R2
	This is the underlying database within which Fish records all its control information.
	
	
	x
	
	This is will no longer be required when the Fish system is eliminated

	Fish document Management system
	This system manages all the collection's digital documents and provides search facilities to enable their retrieval
	
	
	x
	
	This will no longer be required after the collection's digital documents have been transferred to stand-alone files in the Windows folder system

	Filemaker Pro 15
	This is the database system in which the collection's Content Index and Set Index reside.
	
	
	
	x
	Although no change is envisaged in this project, the possibility of eliminating dependence on the Filemaker product (which keeps having to be upgraded for £200-£300 a time) by moving the indexes into Excel, will be recorded in the Preservation Maintenance Plan.

	BT Cloud Backup Software
	This is a Cloud backup service which stores copies of specified documents or specified directories, to a cloud server.
	x
	
	
	
	This will have to reconfigured to reflect the new backup requirements after Fish has been eliminated 


3.7 Technology Scope

	Component Name
	Description
	Modify
	Add
	Remove
	No change
	Notes

	Acer Aspire 4830T Timeline X laptop running Windows 7
	This is the platform upon which the SQL, Fish and Filemaker software resides.
	
	
	
	x
	This laptop is referred to subsequently as ‘The Collection Laptop’ or TCL. Although it is not planned to change this laptop as part of this project, it is envisaged that it will be replaced for a newer machine running Windows 10, sometime after the project has finished.

	External BIPA Hard drive
	This is currently used to store backups of part of the collection as well as other contents of the TCL
	x
	
	
	
	This will no longer be used to backup the collection once a new hard drive has been obtained (see below)

	New Seagate External Hard Drive
	This has been purchased to act as a dedicated backup device for the collection
	
	x
	
	
	All the collection's electronic backups will be moved to this hard drive.

	Physical backup CDs and DVDs
	These have been used up to now to provide both local and remote backups of all aspects of the system.
	
	
	x
	
	These will no longer be used for backups.

	Two new Solid State memory Sticks
	These will be purchased to store the data for the remote backups 
	
	x
	
	
	Only one of these will be purchased immediately for the Tall Trees backup. The other one will be acquired as and when someone is travelling to or from New Zealand.

	BT Cloud Service
	This is a Cloud backup service which stores copies of specified documents or specified directories, to a cloud server.
	
	
	
	x
	


4. Principles, Assumptions, Constraints and Risks

4.1 Principles

The Principles below have been followed in the construction of this Project Plan, and will be applied throughout the performance of the project:

· No action will be taken which will increase the cost or effort required to maintain the collection
· Backup, disaster recovery and process continuity arrangements are considered to be significant factors in ensuring the longevity of a collection and will therefore be included as an integral part of this preservation project plan.
· All Preservation actions on individual document files will be undertaken ​after the files have been transferred out of Fish into stand-alone files in Windows folders, so that a substantial number of transferred documents will be subjected to detailed scrutiny thereby improving the chances of identifying any generic errors that may have occurred in the transfer process. 
4.2 Assumptions

The Assumptions below have been followed in the course of constructing this Project Plan. 
It is assumed that:
· The checks to be made after the 'Export and Delete' utility has been run, will take no longer than 23 days elapsed time.
· There is no publicly available mechanism to convert Microsoft Project (.mpp) files earlier than version 4.0. 
· There is no publicly available mechanism to convert Lotus ScreenCam (.scm) files produced earlier than mid 1998.
· Application and configuration files that were included in the collection do not need to be able to run in the future as they do not contain content information. The mere presence of the files in the collection is sufficient.
· The zipping of a website is currently the easiest and most effective way of storing it and providing subsequent easy access.
· Versions of Microsoft Excel from 1997 onwards are not in immediate danger of being unreadable and therefore require no preservation work. Earlier versions are best converted to the latest version of Excel that is currently possessed - Excel 2007.
· Versions of Microsoft Word for Windows from 6.0/1995 onwards are not in immediate danger of being unreadable and therefore require no preservation work. Earlier versions, including those for Macintosh, are best converted to the latest version of Word that is currently possessed - Word 2007.
· Versions of Microsoft PowerPoint from 1997 onwards are not in immediate danger of being unreadable and therefore require no preservation work. Earlier versions, including those for Macintosh) are best converted to the latest version of PowerPoint that is currently possessed - PowerPoint 2007
· None of the versions of HTML, including those pre-dating HTML 2.0, are in immediate danger of being unreadable; and therefore no preservation work is required on any of the Collection's HTML files.
4.3 Constraints

This project may be limited by the following constraints:

· Some of the disks and zipped files in the collection contain huge numbers of files of various types and organised in complex arrangements. To address the preservation requirements of these particular items could delay the project indefinitely. Therefore no attempt will be made to undertake preservation work on these items; but, instead, a note will be included in section 3 (possible future preservation issues) of the Preservation Maintenance Plan. 
· Disks that can't be opened must remain in the Collection in physical form only. 
· No automated tools are available for undertaking conversions of large numbers of files; and the use of macros has been discounted as being too error-prone and risky. Therefore, all the Preservation work defined in this Project Plan has to be undertaken manually by a single individual. 

4.4 Risks

There is a risk that:

· The Zamzar service may be unable to convert some of the files submitted to it, despite tests having been completed successfully. 
Mitigation: record the need to take further actions on specified files in the future, in section 3 of the Preservation Maintenance Plan.
· The analysis of the files remaining undeleted after the Fish file export has taken place, may throw up unexpected issues and may take much longer than anticipated.
Mitigation: After three weeks work on this activity, the issues will be recorded in a document, and the need to address the issues in the future will be recorded in section 3 of the Preservation Maintenance Plan.
5. Project Governance
5.1 Project Management structure

Paul Wilson - Collection Owner, Sponsor, Project Manager, Project staff
Matthew Fox-Wilson - Proxy Owner

Bridget Bateman - m-hance (Fish supplier) Support Manager

Robert Haynes - m-hance Utility Developer
5.2 Project Reporting

The Project Manager will send a progress report to the Proxy Owner every weekend in the body of an email message. The progress report will have 6 headings:

· Overall Status: either Red (serious problems), Amber (key decisions needed), Green (OK), Blue (Complete)

· Achievements this week: deliverables produced, milestones achieved, tasks completed.

· Plans not achieved: deliverables/milestones/tasks that were planned to be completed but have not been, and the actions necessary to regain the lost ground.
· Activities next week: deliverables/milestones/tasks that will be worked on next week.
· Key Issues: status of key issues.
· Key Risks: status of key risks.
5.3 Change Control

The baseline for this project will consist of:

· This Preservation Project Plan DESCRIPTION document

· PawdocDP  Preservation Project Plan CHART document, v1.0 - 19Feb2018
· PawdocDP - Alternative System Investigation, v1.0 - 19Feb2018
· Ref No Changes in Filemaker & Fish, v1.2, 17Feb2018
· Droid Analysis for PawdocDP Scoping Work v1.1, 18Jan2018
· PAWDOC Files that won't open - Categories and Details, v1.0, 13Nov2017
· PAWDOC Physical Disks - Categories and Details, v1.0, 10Dec2017
Any change to the Baseline, apart from changes to this document, will be documented in a Baseline Change Log and the appropriate baseline documents will be updated to reflect the agreed change. Changes to this Preservation Project Plan DESCRIPTION document will be recorded in the Amendment Record at the front of this document.
6. Project Milestones and Deliverables

6.1 Project Milestones and approach to achieving them

The key project milestones are listed in the table below:

	#
	Milestone
	Approach to achieving the Milestone

	1
	Transfer of files out of Fish completed
	Characters proscribed in Windows file titles will be eliminated from Reference Numbers in both the Filemaker Index and in Fish. The files will be transferred out of Fish using a utility developed by m-hance. Three checks will be made to ensure the process has been successfull - a check of the documents that the utility was unable to export; a check of the files remaining in Fish after the 'Export with Delete' utility has run; and a check that there is at least one transferred file for every Filemaker entry that should have an associated digital file. 

	2
	DROID analysis actions completed
	The actions specified in the DROID Analysis document (60 zip files, 16 unidentified files, 567 file types) will be completed; and then checks will be undertaken on the DROID document and on the Filemaker index to ensure that all actions have been performed correctly and that all associated changes required in the Filemaker Index have been made. 

	3
	Files-that-won't-open actions completed
	Zamzar will be used to convert the 183 files specified in the 'Files that won't open' document; and then checks will be undertaken on the 'Files that won't open' document and on the Filemaker index to ensure that all actions have been performed correctly and that all associated changes required in the Filemaker Index have been made.

	4
	Physical disk actions completed
	Create zip files from 126 disks as specified in the Physical Disks document, and then create index entries for them and include the zip files in the collection's digital folders. Check the Physical disk document to ensure that all actions have been completed correctly; and check the Filemaker Index to ensure that all associated additions and changes have been made correctly.

	5
	Double unsorted files re-ordered
	The pages will be correctly re-ordered using the e-Copy PDF editor, in all 621 multi-page documents which were originally scanned by using a single-sided scanner to scan one side of the stack and then turning the stack over and scanning the other sides. The originals will be retained. The Filemaker Index and the set of retained originals will be checked to ensure that all changes have been performed and that all associated changes in the Filemaker index have been made correctly.

	6
	Backup and DR arrangements completed
	The collection's Backup and Disaster Recovery (DR) document will be revised to reflect the changes that have been made to the collection earlier in the project. The Backup arrangements will be initiated and DR tests will be performed and the experience gained will be used to finalise the Backup and DR document.

	7
	Documentation produced
	The following two documents will be produced: a Preservation Maintenance Plan; and a User Guide. 

	8
	PawdocDP project completed
	The digital documents in their folders, and the Filemaker Index, will all be checked to ensure they are all in good order. The remote UK backup will be made and arrangements made for shipping it to its destination. All PawdocDP papers will be sorted out and stored.  


6.2 Deliverables

The deliverables listed below will be produced. 
A. Document files with readable titles in Windows folder structure
B. 2454  updated DROID Analysis entries
C. 183 Zamzar-converted files
D. 126 zip files from physical disks

E. 621 re-ordered digital documents

F. External hard disk with full backup of the collection

G. Backup and Disaster Recovery document

H. PAWDOC Preservation Maintenance Plan

I. PAWDOC User Guide.

J. Stored PawdocDP documents

K. Loaded remote UK Backup memory stick
7. Project Plan

7.1 Task Breakdown

	Task No
	Task Name
	Resource (initials - days)
	Deliverable Produced
	Start Date
	End Date

	1
	Export files from Fish Document Management System
	
	
	
	

	1.1
	Backup Index & Fish configuration files
	PAW - 0.1
	
	20Feb18
	20Feb18

	1.2
	Convert ':' to '-' in Ref Nos in Filemaker and Fish
	PAW - 1
	
	20Feb
	21Feb

	1.3
	Backup Index and all Fish files
	PAW - 0.1
	
	21Feb
	21Feb

	1.4
	Export Fish files to flat files
	PAW - 1
	
	21Feb
	22Feb

	1.5
	Convert '/' to '-' in all Ref Nos in Filemaker
	PAW - 0.2
	
	23Feb
	23Feb

	1.6
	Check items which utility was 'unable to export'
	PAW-1
	
	23Feb
	24Feb

	1.7
	Check files left in OL folders after utility has run
	PAW - 12
	
	25Feb
	11Mar

	1.8
	Do Filemaker vs flat file folder check
	PAW - 4
	A
	12Mar
	18Mar

	2
	Adjust problem zip files
	
	
	
	

	2.1
	Combine the 5 zips in 7951/01
	PAW - 0.1
	
	19Mar
	19Mar

	2.2
	Convert visio files in 6771/02
	PAW - 1
	
	19Mar
	20Mar

	2.3
	Convert to PDF (25 instances)
	PAW - 3
	
	20Mar
	25Mar

	2.4
	Store 6850/01 valid files only as base files in (11 docs)
	PAW - 0.2
	
	26Mar
	26Mar

	2.5
	Fix some links in 6784/02 and rezip
	PAW - 1
	
	26Mar
	27Mar

	2.6
	Record need for future work (6 instances)
	PAW - 0.2
	
	27Mar
	27Mar

	2.7
	Replace with updated duplicate file (2)
	PAW - 0.1
	
	27Mar
	27Mar

	2.8
	Store 19 zips as base files (218 instances)
	PAW - 2
	
	27Mar
	30Mar

	2.9
	Do final check of Zip list
	PAW - 1
	
	31Mar
	01Apr

	2.10
	Check Index for all zip list items
	PAW - 1
	
	02Apr
	03Apr

	3
	Adjust problem files identified by DROID
	
	
	
	

	3.1
	Convert 16 htm files to PDF
	PAW - 0.4
	
	01Apr
	02Apr

	3.2
	Change file extension (3 instances - 1 exe and 2 dll)
	PAW - 0.1
	
	03Apr
	03Apr

	3.3
	Check after export from Fish (1 instance)
	PAW - 0.1
	
	03Apr
	03Apr

	3.4
	Check rotation files (x-fmt/391 - 3; fmt/353 - 1610)
	PAW - 0.1
	
	03Apr
	04Apr

	3.5
	Convert to current Office vsn or PDF (756)
	PAW - 15
	
	05Apr
	24Apr

	3.6
	Convert Visio to PDF (5 instances)
	PAW - 0.2
	
	25Apr
	25Apr

	3.7
	Do final check of DROID doc
	PAW - 1
	
	25Apr
	26Apr

	3.8
	Check Index for all DROID items
	PAW - 2
	B
	27Apr
	29Apr

	4
	Deal with files that won't open (FTWO)
	
	
	
	

	4.1
	Convert 22 word files using Zamzar
	PAW - 0.4
	
	30Apr
	30Apr

	4.2
	Convert 155 ppt files using Zamzar
	PAW - 4
	
	01May
	06May

	4.3
	Convert 6 Visio files using Zamzar
	PAW - 0.1
	
	07May
	07May

	4.4
	Do final check of FTWO doc 
	PAW - 1
	
	07May
	08May

	4.5
	Check Index for all FTWO items
	PAW - 1
	C
	09May
	10May

	5
	Deal with Physical Disks (PD)
	
	
	
	

	5.1
	Include files from 4 disks read by service
	PAW - 0.1
	
	11May
	11May

	5.2
	Create zips of OL backup disks (38)
	PAW - 3
	
	11May
	15May

	5.3
	Create zips of 2008 backup (18)
	PAW - 2
	
	16May
	19May

	5.4
	Create zips of general backup disks (70)
	PAW - 6
	
	20May
	28May

	5.5
	Update Index with new info in zips (8)
	PAW - 0.2
	
	29May
	29May

	5.6
	Do final check of PD document
	PAW - 1
	
	29May
	31May

	5.7
	Include all PD zips in Index
	PAW - 1
	
	01Jun
	02Jun

	5.8
	Check Index for all PD items
	PAW - 0.5
	D
	03Jun
	03Jun

	6
	Deal with Double Unsorted (DU) files
	
	
	
	

	6.1
	Sort  the pages of  621 PDF files into correct order
	PAW - 20
	
	04Jun
	28Jun

	6.2
	Do final check of DU Index info
	PAW - 2
	E
	29Jun
	01Jul

	7
	Revise the Backup and DR arrangements
	
	
	
	

	7.1
	Write Backup & DR document
	PAW - 2
	
	02Jul
	04Jul

	7.2
	Initiate cloud backup
	PAW - 0.3
	
	05Jul
	05Jul

	7.3
	Test cloud restore
	PAW - 1
	
	05Jul
	06Jul

	7.4
	Initiate external HD backups
	PAW - 0.2
	F
	07Jul
	07Jul

	7.5
	Finalise the Backup & DR doc
	PAW - 0.5
	G
	07Jul
	08Jul

	8
	Create Preservation Maintenance Plan (PMP)
	
	
	
	

	8.1
	Define maintenance activities
	PAW - 0.5
	
	09Jul
	09Jul

	8.2
	Document Maintenance Plan
	PAW - 1
	H
	10Jul
	12Jul

	8.3
	Place reminders in calendar
	PAW - 0.1
	
	12Jul
	12Jul

	9
	Produce User Guide (UG)
	
	
	
	

	9.1
	Create User Guide
	PAW - 2
	
	13Jul
	15Jul

	9.2
	Insert Backup & DR doc in UG
	PAW - 0.2
	I
	16Jul
	16Jul

	9.3
	Place user guide in Index
	PAW - 0.1
	
	16Jul
	16Jul

	9.4
	Place user guide in boxes
	PAW - 0.2
	
	17Jul
	17Jul

	10
	Close down PawdocDP project
	
	
	
	

	10.1
	Do final check of PawdocDP folders/files
	PAW - 0.5
	
	18Jul
	18Jul

	10.2
	Do final check of Index/PAWDOC folders
	PAW - 0.5
	
	19Jul
	19Jul

	10.3
	Finalise/store PawdocDP docs
	PAW - 0.5
	J
	20Jul
	20Jul

	10.4
	Create UK remote backup
	PAW - 0.5
	K
	21Jul
	21Jul

	10.5
	Arrange shipment of  remote backups
	PAW - 0.2
	
	21Jul
	21Jul


7.2 Resource Requirements

	Initials
	Type/Name of resource
	Total days
	Cost
	From
	To

	PAW
	Paul Wilson
	101
	n/a
	20Feb2018
	21Jul2018

	
	
	
	
	
	


8. Project Budgets and Costs

8.1 Budget

£500 has been set aside by the Collection Owner for the project
8.2 Estimated Costs

	Cost Element
	Internal Costs
	External Costs
	Total

	External hard disk, 1Tb
	-
	£45
	£45

	Fish export facility
	-
	£300
	£300

	2 memory sticks for remote backup (est)
	-
	£80
	£80

	Total Project Expenditure
	
	
	£425

	
	
	
	

	Filemaker upgrade every three years 
	-
	£300
	£300

	Total Ongoing Expenditure
	
	£300
	£300


9. References

[1] Wilson P A, Preservation planning for personal digital collections, a Case Note published by the Digital Preservation Coalition on its website, 11Apr2016, http://www.dpconline.org/advice/case-notes

ENDS
Changes to be made to the Template
· Add a References section at the end

· Include instructions in section 3 for the Modify, add, remove columns

· Setup the tables throughout the document to have the column headings repeat on subsequent pages and for rows not to break across pages.

· ensure that all @@@ are not in italics

· specify centre placing of text in table cells where appropriate

· Include the option of specifying risk mitigation activities in section 4.4

· Remove Bold from the Amendment record cells and make the change column left justified

· Include version 1 in the first row of the amendment record and remove 'only' from the instructions underneath the amendment record.

· Expand resource requirements box in 7.2 to take full date.
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