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ECM Conversion Questionnaire
Customer / Source / Target Information  	
	1. Customer Name:
	

	2. Contact Name – Position:
	

	3. Contact Phone and Email:
	

	4. Application Vendor:
	

	a. Product Name:
	

	b. Product Version:
	

	c. Database manufacturer and version:
	

	5. How many Applications/Document Classes/Document Type Groups/ exist in the current system?
	

	6. How many document types exist within the current system?
	

	7. Are all documents being converted or only a subset?  If a subset – please explain.
	

	8. Total number of documents to be converted?  If unknown - please provide a best estimate: 
	

	9. Total number of pages to be converted?  For scanned image centric applications – assume 20k pages per GB (see question 10) – does this number seem reasonable – please explain?
	

	10. How much storage is the current document repository consuming?  (Please do not include the database – backups or tranlogs) This should be used storage – not available or allocated.  (GB’s)
	

	11. How large is the current database(s)?
	

	12. Please list any proprietary file types that require conversion?  Such as: fob, .mag, .bin, DV, DS, etc. 
	

	13. Does the system have COLD (Report or Statement data)?
	

	14. If using COLD – are there templates assigned to certain document types?
	

	15. What percentage of your documents/storage is COLD?
	Example – 60% documents / 10% storage

	16. Is the legacy system on premise or hosted?
	

	a) If hosted - do you have access to the data remotely (database, documents) – how can the data be provided from your current provider for the conversion?
	

	17. What is the desired time frame for conversion completion?
	

	18. Will the legacy application be accepting new documents or changes while the conversion takes place?  
	

	19. What is the target ECM application for this converted data?
	

	20. Will this target application be on-premise – vendor hosted – or customer hosted (Customer Azure or AWS site for example)?
	

	21. Is your new system in production?
	

	a) If not, what is your current deployment schedule: 
	

	22. Does the conversion need to be completed incrementally (i.e., by department – document type – etc.)?  Please explain.
	



Document Type / Retention
	23. Can a single document have more than one file format?
	

	24. Do you have a retention process in place for your documents?  If not - can one be utilized to reduce the overall conversion? (Please explain)
	


Annotations and Markup
	25. Do you currently use document level notes or annotations?
	

	26. Are you using page level annotations? 
	

	a) What annotations do you want migrated to your new solution? (If applicable)
b) Are these annotations required to be “placed” at a specific location on the page of a document? (If applicable)
	


Other
	27. Please provide any other information you think relevant for this migration or your overall project.
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