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Formalize RM Roles and Project 
Governance

Sequence FileHold Rollout

Establish an RM Champion Team

Update RM policies and procedures

FileHold System Improvements (IT-
Led Initiative)

FH Onboarding and Training for IT 
Group + Other Early Adopter(s)

Evolve FH Configuration 
(throughout rollout)

FH Search Log & Monitoring

Implement Next Level Security 
Practices (IT-Led Initiative)

eDiscovery Training and Planning 
for Records Analyst

Retention Policies on M365 
Collaboration Platforms (IT-Led)

Metadata Alignment b/w FH and 
SharePoint Online (IT-Led)
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High-level activity Estimated Effort (hours)

Formalize Project and Operational RACIs 20

Update and Expand RM By-Law, Policies, and Standards 50

Formalize Change Management Plans and Sponsorship Roles 10

Total 80
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High-level activity Estimated Project 
Team Effort (hours)

RM Champion 
Effort (hours)

Establish Team, Formalize Governance and Terms-of-
Reference

24

Champion Training Preparation 24

Champion Training on RM, FileHold, FileTrail 12 12

Conduct Departmental Record & Information Inventories 4

Total 60 16
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High-level activity Estimated Effort (hours)

Sequence FileHold Rollout 4

Evolve existing IA and event metadata in FH 40

Total 44

High-level activity # Departments Estimated Effort (hours)

FileHold Rollout – High Complexity Department 5 250

FileHold Rollout – Medium Complexity Department 8 200

FileHold Rollout – Low Complexity Department 8 150

Total 23 4,050
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High-level activity Estimated Project 
Team Effort (hours)

IT Resource 
Effort (hours)

Establish Search Center of Excellence 24

FileHold configuration and monitoring 24 16

Create and provide Search training for RM tools and 
SharePoint

16

Design new and existing SharePoint repositories to match 
FileHold

36 36

Total 100 52
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High-level activity Estimated Effort IT (hours)

Deploy Information Protection 160

Next Level Security 100

SIEM Pilot 300

Total 560
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High-level activity Estimated Effort (hours)

FileHold System improvements 60

Set Purview Retention Policies 60

Total 120






