
Building Institutional Memory

Practice Tips to Build Resources when you 
have Limited Bandwidth for Administrative 
Projects



How to “Build as you Go”

Keep it simple, the goal is that it is easier to use than whatever is happening now.
Decide on 

Appropriate 
Format:

Responsibilities and rules should be clear and written down and shared.Decide on 
Process:

Your tool should have some information in it both as an example and to encourage others to add 
to it.

Gather Initial 
Information:

Make sure it remains visible, and use is being reinforced.Reinforce and 
Follow Up:



Example 1: Index 
and Folder



Example 2: 
Updating 

Materials as you 
Go



Example 3: 
“Cheat Sheet” 

Format
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