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Why embark on a review 
of (name of 

organization)’s 
Information  

Management activities 
and capabilities?

The Information Management Capacity Check was developed 
and piloted in 3 organizations by the Library and Archives of 
Canada. 

We want to assess our current organizational and resource 
capacity to ensure we are properly positioned to address the 
challenges, risks and concerns surrounding information 
management in the coming years. 
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Communiqué Template 
Management (IM) Capacity 

Check Assessment for
(Name of Organization)

What does this 
assessment hope to 

accomplish?

Insert (Organization)  logo 

The assessment will:

v Identify the challenges, pressures and new 
priorities (name of organization) expects to 
face over the coming 3-5 years in the areas 
of IM.

v Assess (name of organization)’s current 
capabilities (including people, skills, 
processes, technology, and management 
framework) required for information 
management and identify any gaps in these 
capabilities.

v Identify potential opportunities to optimise 
information management within (name of 
organization) . 

v Identify requirements and 
recommendations  needed to effectively 
address information management 
challenges, pressures and priorities.
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What approach 
will be used to 

conduct the 
assessment?

XXX Consulting has developed a suite of Maturity Model tools that assess 
organizational capabilities, by rating their effectiveness in relation to best 
practices.  For this assessment, XXX Consulting has developed an Information 
Management Capacity Check Model.    This tool will assess capacity in several areas : 
Management of the IM Function; Organizational Context; Records and Information 
Lifecycle; Organizational Capabilities; Compliance and Quality; User Perspective. 

The project will undertake an objective assessment of current capabilities and 
potential opportunities.  The project will also identify gaps and develop appropriate 
recommendations to address these gaps.  The pilot assessment will begin on (date) 
and is expected to be completed within (Number of months) months.  

Information for the assessment will be collected through document review, 
interviews and workshops with a range of staff members. Once the information has 
been gathered and gaps identified, we will hold a validation session to review findings 
and solicit feedback.  
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Key milestones for the pilot assessment are as follows:

Date Project kick-off and preparation
Date Interviews with managers/staff

Date Workshops with managers/staff 
Date Consolidation session

Date Validation session
Date Project Report

Date Final Report and Summary 
presentation
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What will be 
the end result 

of the 
assessment?

This review is a milestone for the (Name of organization).  The 
report will summarize (Name of organization)’s  current IM 
capabilities, list opportunities for improvement, present 
recommendations and an implementation plan for addressing any 
identified gaps. 

This review is a milestone for the (Name of organization).  The 
report will summarize (Name of organization)’s  current IM 
capabilities, list opportunities for improvement, present 
recommendations and an implementation plan for addressing any 
identified gaps. 

When will all 
this take 

place?

What is my role?

You may be asked to participate in a workshop or individual 
interview.  Your input to these sessions is important to us!  In
conducting these interviews and workshops, we want to identify:

• Key challenges and pressures 

• The top mission critical information management issues  
• Key priorities for moving ahead

Workshops are planned for specific functional and topical areas,
and to validate the findings and conclusions.

You may be asked to participate in a workshop or individual 
interview.  Your input to these sessions is important to us!  In
conducting these interviews and workshops, we want to identify:

• Key challenges and pressures 

• The top mission critical information management issues  
• Key priorities for moving ahead

Workshops are planned for specific functional and topical areas,
and to validate the findings and conclusions.

For additional information, please contact:For additional information, please contact:


