Information Management

Guidelines

1. Introduction

Your project will potentially produce useful information from your work, for example on pest control or planting.  You may also need to keep a range of records for financial accounting, or demonstrating outcomes to your funders etc.  
To save yourself time, and avoid stress searching for misplaced documents, it is useful to develop a simple information management system early in your project.  Maintaining your files and records is one of the least glamorous tasks for you group – but also one of the most important.  Try to find someone in your group who is likely to take a methodical and thorough approach to the task.  Make sure you give them heaps of credit for the valuable work they are doing – just as important as racing around killing pests! 
Keep the records system as simple as possible.  For a small one off project, all you may need is one ringbinder with a set of tab dividers to separate different sorts of information.

2. Possible records
Your records will commonly include:

· Financial
· Employment

· Volunteers

· Health and safety

· Monitoring

· Information resources – library:  books, scientific papers, all the other stuff you pick up along the way that is useful to doing your project better.

3. Filing Systems
Digital vs Paper:  Depending on how you operate, you are likely to have a mixture of records on paper (e.g. letters, fieldsheets, receipts etc) and records on computer.  You may want to keep detailed records on computer and produce and file regular summaries in paper form.  Always undertake regular back up of computer records onto CD or other separate storage.  Store these records on a different site (e.g. give them to another group member) to avoid the chance of a catastrophe like fire destroying the lot.  

There is nothing wrong with a fully paper system of records – if it works for your group and people understand it – stick with it.
Remember – with paper records – its generally best to have them in a ring binder or other system where they are punched and attached.  Loose sheets in a folder have a way of making a break for it and heading off to join friends in unruly corners of your office.
Prepare a list of all you different types of records and where they are filed.  It is essential that different people in the group can easily locate the different information they may need.  It there is only one person who knows where everthing is – and keeps their list of records in their head – the group is very vulnerable to loosing records and being dependent on this person.

Records & operational monitoring

Remember to keep a simple list of records and where to find them.  Regularly check your filing system and archive records you aren’t using.

Keep your list of files and locations up to date.

Extra Information

Community Net resource kit:  http://www.community.net.nz/How-ToGuides/CDResourceKit/ . Click on the link for “keeping good records”
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