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Courtesy of Giant Media Biz, Inc. (take that, Shepard Fairey!) 

The problem 
 

Giant Media Biz, Inc. is a U.S. corporation based in Maryland that was 

started in 1980 as a production company for entertainment film and television. It 

quickly grew in size due to its creativity and, after several successful business 

ventures, eventually was bought by a publicly traded company in 1989. Giant 

Media Biz, Inc. employs about 5500 employees that are based out of five 

different offices across the country. Corporate administrative services for all of 

the business units, including a records center, are located in the Baltimore 

headquarters. 
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At the time that this case study takes place, the records center is in a state 

of crisis. While there are structured records and information (RIM) processes and 

policies on paper, they have not been updated since they were originally 

established in 1988. Paper records have been accumulating at the fairly steady 

rate of 1000 cubic feet per year from the various business units. While most of 

these are stored in the records center, the oldest records and also some more 

recent inactive records were sent to an off-site storage center, about 10,000 

cubic feet worth overall. The retention schedule was not followed for the records 

stored off-site and none of the audits were performed by the records center staff, 

so it is estimated that 85% of the records there have passed their disposition 

date. None of the records center’s six full time employees can locate the original 

contract for the storage facility, but based on the total billings of the vendor, 

maintaining these inactive records has cost approximately $1.5 million over the 

past 15 years (Records Reduction, 2011). 

 
Meanwhile, electronic records are in even worse shape. Electronic records 

exist on local hard drives and on portable media of employees in all the different 

offices. There are several shared drives that are maintained by the IT 

department, but the folder structure is basically the wild west and employees are 

allowed to create and delete content unsupervised. Due to the explosion of 

electronic content, the IT department can barely maintain a working network, and 

they frequently have to take content offline in order to expand storage capacity, 

which thankfully is state-of-the-art when deployed and uses extremely reliable 

technology. Their procedures however, are not always followed correctly, and 
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there have been several data losses in recent years, mostly of less active 

business files.  

 
The computers used by employees who leave the company are routinely 

wiped clean before management has had time to review their contents. Records 

center personnel are almost never consulted by IT in matters involving electronic 

content. IT has deployed SharePoint(TM) and a social media platform for the 

company intranet, but the records managers have not had input on security, 

taxonomy or records lifecycle management. In addition to the standard business 

systems that produce and contain text documents, there are also numerous 

audio and video systems and libraries, many of which are independent and 

redundant in terms of function and content. Production, marketing and sales all 

have difficulty keeping track of creative versions and there is no common system 

for storage and archiving. The number of different file formats, between outdated 

formats and those currently in use, is in the hundreds. 

 
The electronic records exist in a complex, disparate set of systems without 

any centralized intellectual control point. The only areas of solid ground are the 

records created by the Legal Department and Human Resources, where there 

are distinct records series that have been maintained with continuity. And 

because these are mostly paper records, they have been in the jurisdiction of the 

records center on a consistent basis. 

  



 5 

Direction of the business 
 

Despite having a fairly good grasp of its legal documents, Giant Media Biz, 

Inc. has grown increasingly concerned about the value of its intellectual property, 

and insists that the contracts for the management of copyrights for creative 

content be made more readily accessible in order to serve its growing online 

business. Giant has started offering its content to a booming younger audience 

who consume content on mobile devices and who want to interact with the 

content by creating and uploading their own media that “borrows” from the 

content produced by Giant. This has created a nightmare for the Legal 

Department and Giant is anticipating having to face litigation if there are any 

missteps among its highly entrepreneurial production centers. 

 

Crunch time 
 

The records center, which is now over fifteen years old, has brought in a new 

director to overhaul present systems and chart a more positive course that can 

support Giant’s business objectives. The director has one year to gain control 

over Giant’s paper records and digital assets, though the operating budget has 

been trimmed 10% and the records center has lost one full time headcount. The 

strategic plan to fully accomplish this will play out over five years. However, 

within the first twelve months the following five objectives will define success for 

the RIM Program (as it will be known going forward): 
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1. Develop a viable e-records management platform for legal 

documents that will include security, business rules, taxonomy, and rights 

management functionality. Benefit: The RIM Program Rights Management 

Initiative will allow senior management to assess the opportunities and 

risks associated with their highly innovative content development projects. 

 
2. Balance the RIM Program budget by eliminating off-site storage and 

digitizing permanent records, vital records, and archival records. Benefit: 

Reducing the overhead of the records center will realize a net increase in 

the RIM operating budget, more than offsetting the budget cut. 

 
3. Conduct a survey of all digital assets, production processes, and 

media libraries and create a common, user-friendly search interface; 

identify key opportunities for integration with the Rights Management 

System and establish a timeframe and budget for digitizing and indexing 

analog formats. 

 
4. Devise a comprehensive disaster recovery plan for the records center, 

e-records and all media libraries in partnership with IT, Facilities & the 

Administration. Benefit: Security. The company’s most valuable asset is its 

creative intellectual property. Vital records and systems must be backed 

up to secure locations. 

 
5. Raise the profile of the RIM Program within the business units and 

expand the mechanisms for controlling electronic records in all locations. 
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Benefit: Compliance. Most employees want to be responsible with the 

business records in their care but do not understand the fundamentals of 

records management. Regular visits to the outer offices will not only 

bolster the new program, it will allow records managers to identify 

opportunities for integration among existing systems and eliminate 

redundancy through shared services. 
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The following are timelines for the planning and implementation of the five key 

objectives for 2014. The highest priority, the Rights Management Initiative, is 

broken out separately in more detail. The RIM Program timeline encompasses 

the other four objectives that are running concurrently. 

 
Timeline for Legal Department Rights Management Initiative (Objective 1) 
 
START END TASK / DELIVERABLES 

2/3 2/28 Requirements gathering: Legal, Sales & Production 

2/3 ongoing Taxonomy development 

3/3 3/14 Develop RFP for Rights Mgmt platform 

3/17 3/21 RFP for technology solution to vendors / Q&A 

4/1 4/30 Review proposals & select platform 

5/1 5/16 Run platform proof of concept with IT 

5/18 6/30 Platform installation, configuration & training 

7/1 8/30 Pilot the Rights Management platform within Legal 

9/1 9/30 Extend the Rights Management platform across Production & 
Sales 

11/3 12/31 Review platform deployment and plan further development 
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Timeline for RIM Program overall (Objectives 2 - 5) 
 
START END TASK / DELIVERABLES 

1/2 1/31 Key stakeholder / executive leadership meetings 

1/2 1/31 Review records center job roles and org 

1/20 5/30 Audit stored records 

2/3 3/31 Conduct records survey and media inventory - all locations 

2/3 ongoing Taxonomy development & metadata modelling 

4/1 5/30 Revise RIM policies & retention schedule; Executive signoff 

6/2 6/30 Implement new RS against stored records 

6/2 6/30 Develop RIM communications strategy & training modules 

7/1 7/31 Identify vital records & key processes (meetings) 

8/4 10/31 Engage an external data center for secure backup & restore 
capability 

9/1 ongoing RIM presentations to outer offices 
 

Requirements gathering in Legal and Sales departments 

The first step in building the Rights Management Initiative is to identify the 

key performance indicators and gather business requirements. For example, 

creative content developers in Production want to move ahead quickly with an 

idea for a dynamic new program. They currently provide a project proposal to 

Legal and Sales that includes as many details as they have about the production 

costs, the talent involved (fees and known contractual mandatories) and potential 

sponsor involvement. Legal now spends on average three to four weeks 

reviewing a proposal and providing a point of view, after which the proposal may 
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then go back and forth between sales and the other stakeholders multiple times, 

delaying Production.  

 
In order to remain competitive in the current environment, this process 

needs to be condensed to 10% of what it is currently. So a key performance 

indicator for both Legal and Sales is the time it takes to route a proposal and 

greenlight a project. In this case, one requirement for Legal is the ability to view 

all of the contractual terms (past and present) for a given talent and also view 

terms for any similar projects. This includes financial agreements throughout 

multiple distribution windows and platforms (theatrical vs. TV vs. online).  

 
Sales is interested in negotiating the highest possible sponsorship dollars, 

by offering the most exposure for their client, however they need to stay within 

the bounds of what is legally permissible based on the talent and footage rights. 

Sales also needs to be aware of any conflicting sponsor agreements. With so 

many salespersons at large, two of their system requirements is the ability to run 

financials of previous of sales agreements, and search for all current projects 

based on sponsor type. A beer sponsor for a live event for example, may restrict 

the presence of a liquor client for that same event. A health & beauty sponsor 

would present little or no issues. 

 
Taxonomy development 

From the example above, the taxonomy for Giant Media Biz, Inc. must 

incorporate the specific terms identified in the requirements gathering for the 

Legal and Sales departments, plus address the media and entertainment 
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industry as a whole. Specific areas of the taxonomy will be built out to address 

business activities and functions unique to Giant. To support the user, a 

thesaurus will allow users all over the company to search using terms that are 

familiar to them, by offering the preferred search terms available in the taxonomy. 

By 2015 the search interface will also provide facets to narrow down a search by 

using a selection of shared attributes (Weise, 2012). 

 
Disaster recovery and data protection 

A comprehensive disaster recovery and data protection program is critical 

in order to safeguard new and existing systems. Natural disasters, acts of 

terrorism or sabotage, power failures, and many other threats are considered not 

a matter of “if” but of “when” (PRISM International). It would be irresponsible not 

to protect Giant’s valuable creative assets and be unable to restore its technical 

infrastructure. While this objective is mainly on the shoulders of the IT group, the 

RIM personnel will take the lead to ensure that policies and procedures 

guarantee the integrity and findability of data after any kind of catastrophic event. 

 

Beyond the first year 
 

After the successful deployment of the Rights Management system to 

Sales and Legal, the ERM system will be rolled out to the whole company 

between 2015 and 2018. The ERM will encompass all business records including 

emails, social media, and mobile devices. The system will function passively in 

the background of low-risk business areas, gathering basic document information 
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and applying auto-classification. Users in the outer offices will be coached in 

rationalizing their local filing systems for electronic records and more robust 

features of the ERM will be used where appropriate. ERM functionality, policy 

and business rules will be fully applied in the sensitive areas of Legal, Finance, 

Human Resources and Sales, in order to be fully compliant with Sarbanes-Oxley, 

privacy laws and FCC regulation. 

The first year will be a discovery year among the creative production units 

to assess the condition of libraries and gain intellectual control over the various 

repositories, merging some and eliminating others to reduce redundancy and to 

limit the incidence of incorrect versions of brand assets. RIM expertise will be 

applied to support digital end to end production processes. As with business 

records, the management of time-based media must begin with the business 

need (the creative idea) and persist through the contracting stage, through 

production, distribution, sales & marketing, and on through archiving and asset 

reuse. 

All of these various initiatives will require additional resources far 

exceeding the operating budget of the records center. To address this, the RIM 

Program will partner closely with the Production and IT departments, and jointly 

submit funding and staffing requests for specific projects. Production and IT are 

two very large cost centers of the company and they grow and contract regularly 

based on business need. With the support of senior management, and because 

the RIM activities will be directly tied to business performance, making the 
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individual business cases should be fairly straightforward. Any proposed systems 

and procedures will be assessed with the expansion of the business in mind.  

For the records center itself, the expectation is that the staff and budget will 

remain flat through 2015, at which point the director will review the status of 

projects and partnerships and update the strategic five-year plan. 

 

 

“Chip” Monk, the new RIM Program Director, Giant Media Biz, Inc. 
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