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The Town of View Royal situated within the Capital 
Regional District in British Columbia, Canada is a 
vibrant community, serving as a gateway between 
Victoria's urban core and the growing West Shore 
municipalities. Twenty years after its incorporation 
in 1988, View Royal is home to over 9,000 
residents and is continuing to grow.

Like many smaller municipalities dealing with 
perennial budgetary pressures and staff resource 
issues, records management concerns and the 

application of best practices 
surrounding them has 
always been a challenge. 

The Town of View Royal in 
particular, faced a number 
of related and overlapping 
problems:
  

•  Located within close proximity to other 
municipalities, personnel often pursued 
employment opportunities in nearby jurisdic-
tions, requiring the hiring and training of new 
staff on a regular basis.

•  Although recently purchased, the use of 
inadequate, sub-standard records manage-
ment software that was no longer supported 
by the vendor producing delays in the retrieval 
and delivery of information.

•  The combination of a growing population’s 
increased demand for information via Free-
dom of Information (FOI) requests, along with 
significant difficulty in tracking and efficiently

 

retrieving documents, leading to problematic 
customer service, and decreased customer 
satisfaction.

As the issues escalated, increased focus was given 
to the procurement of a contemporary, flexible 
records management solution that could be 
tailored to the requirements unique to local 
government. Chance Dixon, View Royal’s Records 
Manager, was tasked with identification of poten-
tial vendors and their solutions.  Although in the 
search for an ideal solution a variety of features 
and services were desired, particular emphasis 
was placed upon:

•  Increasing information retrieval and delivery 
times

•  Local support, provided by an accessible and 
knowledgeable vendor familiar with municipal 
processes

•  Software flexibility, in particular the ability to 
incorporate the hierarchical scheme reflected
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“Infolinx WEB was easily 

customized to meet our 

unique municipal records 

management classification 

needs.”

Sarah Jones
Director of Corporate
Administration

The deployment of enterprise-wide records management software by The Town of View Royal was 
recently completed. The intuitive interface, customizable workflows, and great local support were 
critical factors in a successful partnership with lnfolinx and File IT. 

Key Features



 in the Local Government Management 
Association of British Columbia (LGMA) reten-
tion schedule guidelines including primary and 
secondary classifications

Sarah Jones, Director of Corporate Administration, 
collaborated with Dixon to review three different 
records management software solutions. Measur-
ing primarily against the requirements outlined 
above, Jones and Dixon performed extensive due 
diligence, including evaluation of software demos 

and onsite visits to other 
municipalities soliciting 
feedback on the solutions 
already in place.

One such visit included a 
review of the solution 
implemented by the nearby 
Capital Regional District 
(CRD), a regional govern-
ment entity encompassing 
thirteen municipalities and 
three electoral areas. Jones 
and Dixon were impressed 
with the production capa-
bilities of CRD’s chosen 
solution, Infolinx WEB, and 
especially its ability to 

accommodate the LGMA records retention 
requirements. The combination of the feature-rich 
application with a proven track record, and the 
support by a local, knowledgeable vendor, led to 
View Royal’s eventual selection of Infolinx WEB.
 
The support and coordination provided by Craig 
Maxwell, the Business Development Manager for 
the local re-seller, File IT Solutions, was invaluable. 
Highlights of the implementation included seam-
less integration of color-coded, barcode label 
printing, and intuitive screen design, facilitating 

ease-of-use for the new or infrequent application 
user. Instrumental to the successful roll-out of the 
solution was the personalized training provided by 
Jon Weston, the Solution Architect for File IT.

“The system is user friendly 

and allows for both quick 

efficient records searches 

and new file creation.”

Chance Dixon
Archivist and Corporate
Records Manager
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