Survey Group Archiving Process for any Project.


All files used for a project should be archived whether it be a paper copy or electronic. The same electronic files that you archive to Salem should be archived locally. 

WHEN IS IT TIME TO ARCHIVE ???

There are a couple times when a project should be archived. 

1. When the project is shelved for an undetermined period of time.

2. When the project base map, terrain model and LRW are completed.

3. When the project has filed either a Recovery or Monumentation survey with the county surveyor's office.

4. If other work has been done after #2 or #3 have been completed, then a second archiving should be completed after the Second Notification has been completed.

ELECTRONIC ARCHIVING

· Any files located on the \\BD1000a\crew1810\1810shar\project\ under the key number not limited to the examples. (Examples: Liscad files, Microstation, Inroads, XLS, DOC, RPT, SEE, HLS, GSI, RAW, FLD, ERR, SET, and TXT)

· Any files located on the person(s) computer located under the key, not limited to the examples. (Examples: DGN, DTM, DOC, TXT, ASC, and XLS.)

· Email correspondence also needs to be archived. See the document named Outlook.Archive.doc for this procedure. The reason for this is that emails are public records and should be maintained with project data. 
After the project files have been archived using Salem Archiving procedure. And a CD-Rom has been created and placed in the local archive box. This is when we can remove the When do remove the files from \\BD1000a\crew1810\1810shar\project\ for project we are archiving.

Step 1
GRAM3 Notification

Send a email to GRAM3 Team stating that you are going to archive Project xxx list the project name and key number for the project.  Ask the Team members to perform the following actions.

Move any files for the project to be archived to the 1810shar\Projects\xxxxx\

Use the Outlook method of Archiving emails this will create a PST file will contain all of the email attachments. 

Archive any email files into a Email subdirectory under key number directory.  1810shar\Projects\xxxxx\Email\

This will remove all of the emails in the directory you are archiving. You can restore these files after they have been archive if you wish.

Step 2
Field Notes

The STAC Policy and Procedures for Field Note Standards will be coming out in March or April of 2001. It will require us to sent original field notes to Salem.

The original field notes should be sent to;
ODOT 

Transportation Building Room 200, 

Roadway Engineering

Salem, Oregon  97310

Attn: Cynthia Gardiner  Crew 7350

Phone 
1-503-986-3792

Fax 
1-503-986-3749

Email
cynthia.a.gardiner@odot.state.or.us
Obtain the Field Book number that she assigns for this project, place it on our copy of the field notes. This should be done before filing the survey so that we can state where the originals are located. List the field book number the in Region 1 Right of Way Map database if there was a Right of Way map created for this project. Lorne Brown has been assigned to input the new Right of Way maps in to the database. This database is located at: \\BD1000a\crew1810\1810shar\acess97\Rwmap.mdb
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Step 3
Filed Surveys
When a survey is filed with County Surveyor's office two mylar copies of the survey should be made on the Xerox 8830. One copy should be placed in our wooden flat file for filed surveys. The other copy should be sent to Right of Way Engineering office in Salem. Currently Scott Morrison has been assigned the Region 1 area. 

ODOT Right of Way Engineering 

Scott Morrrison
Phone: 1-503-986-3672

Room 417 Transportation Building

Email:   scott.r.morrison@odot.state.or.us
Salem, Oregon  97310

The monumentation database needs to updated. This file is located at: \\BD1000a\crew1810\1810shar\acess97\mon97\  Roger normally take care up updating this database. Check to see if the file is updated.
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Step 5
Assemble Archive box
All papers used during the lifetime of the project should be archived locally at Region 1. Copies to include:
The paper copies should be placed in the proper archive box. There are two box sizes that will fit in the archive room, a banker box and long narrow box.  See document archproc.doc for details.

· Copy of field notes

· Copy of point report from field notes

· Bench mark Descriptions

· County Road Notes

· Section Corner Descriptions

· Bearing Tree Notes

· Private Surveys

· Deed and Ownership info

· Tax Lot Maps/Assessor Maps

· Inroads Printouts

· Centerline and/or Monumentation Narrative

· Copy of all Field Packet Info including copy of R/W Maps, Calc. Sheets, and Thomas Guide Pic.

· Copy of Recovery and/or Monumentation files with County filing number.

Use the file called archform.doc to help when archiving a project. Remember to make a copy for the inside and outside of the box. Lorne Brown has been assigned the task of entering this information into archive database. This database is located at: \\BD1000a\crew1810\1810shar\acess97\ARCH2000.mdb
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Lorne will assign the Item No., Box No. and Location No. 
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Step 6
Project Tracking Document

The Project Tracking Document ( PTD ) should be updated before the project is archived. This should include a comment as to when project will be archived.

Step 7
Locate all project files.

Locate any other Project files that may be stored on the 1810shar directory. We have used these directory to also store files.



Look into 
\\BD1000a\crew1810\1810shar\G_projects\




\\BD1000a\crew1810\1810shar\Novell\  

Step 8
Archiving Process To Salem

We should follow the process set out by Jim Weisgram using a “date” folder so that you never replace files already in the archive, you only add to it.  Example: …..\00987\Survey1810\20001012\files  (Key number, survey crew number, date sent to archives.  This way we can have historical information and or records. 

Submitting Files to the Archive in Salem

NOTE: To ensure file integrity for the future, before submitting a request to archive MicroStation design files, Salem recommends that you send your files through FIXDGN. Then load the files into MicroStation, compress and check the file visually.

To submit files to the archive, simply send an e-mail message to ODOT Engineering Archives stating that you wish to submit files (instead of restoring them). Please include the project key number in the Subject line, such as: “Request to archive project 01234”
In the body of the message, please include such information shown in the Project Information column below.
PROJECT INFORMATION
REQUIRED OR NOT
DESCRIPTION

KEY NUMBER
REQUIRED
Enter the project key number.

COUNTY
REQUIRED
Enter the name of the county in which the

project begins.

SECTION
IF KNOWN
Enter the section name for the project.

HIGHWAY NAME
IF KNOWN
The name as known on the State Highway System. 

A list of highway names and numbers is located at http://intranet.odot.state.or.us/otms/QuickRef/OregonHwys.pdf

HIGHWAY NUMBER
IF KNOWN
The State Highway Number.

ROUTE
IF KNOWN
The route name (e.g. ORE99, US101, etc.).

MILE POINT START
IF KNOWN
The mile point at the start of the project.

MILE POINT END
IF KNOWN
The mile point at the end of the project.

PHASE
REQUIRED
Project phases are listed below.

FILES_NODE
REQUIRED
The workstation name where the files are

now(e.g. NE2000A).

FILES_PATH
REQUIRED
The directory where the files are located

(e.g. C:\Usr\Projects\01234\).

FILES_NAMES
REQUIRED
Which files in that directory FILES (e.g. 01234d1.dgn, 01234e1.dgn, 01234rw.dgn, etc.) or use * for all files and subdirectories in the FILES_PATH.

USERNAME
REQUIRED
Your name.

USERPHONE
REQUIRED
Your phone number.

V NUMBER
IF KNOWN
This is the number on the upper right corner of the plans.

CONTRACT NUMBER
IF KNOWN


The project “PHASE” may be one of the following:

● SCOPING

  ● PRELIM

   ● CONTRACT ADMIN

● SPECIFICATIONS
  ● DESIGN

   ●  STRUCTURES

● PROSPECTUS
  ● PERMITS

   ● RW ENGINEERING

● CONTRACT PLANS     ● AGREEMENTS
   ● ENVIRONMENTAL

● SURVEY

  ● AS-CONSTRUCTED
   ● CONSTRUCTION

After the files have been added to the archive, you will receive a reply e-mail stating that the job is completed.

Step 9
Create CD-ROM

All electronic files should be transferred to a CD. This includes all of the above mentioned files (See page 1), plus any other ones that may have been created during the project. Two copies of the CD-ROM should be made. One copy to be placed inside the archive box and other placed in our locked cabinet the storage room for the Survey Group on second floor.  

The CD-ROM writer is on the scanning computer PC1810A. Use this icon.

Make sure the scanning is connected to network before starting CD-ROM writer. This may require turning off the wide bed scanner ( IDEA CONTEX ), flat bed scanner ( HP SCANJET 11C/ADF ) and scanning computer ( HP VECTRA VT 6/150 ). Make sure that you turn on this equipment in the following order: Wide bed scanner, flat bed scanner, scanning computer.
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Choose the "DATA CD" button.

Choose the "NEXT" button to select the files to be placed on the CD-ROM.

We have software that will create labels for the CD-ROM's.

The name of the project, Key number, EA number, Hwy Name & Number, County, should be placed on the label of the CD-ROM.

Step 10

Move the box to the Archive room

The project box should be moved to archive room.
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