
What Makes a Digital
Audit Successful?
Fakescape's Tips for
Digitalization and
Automation 



We are a team of about 30 people. 

The organizing team has 5 members, the rest
work on an irregular basis or serve as
instructors. 

Fakescape is dedicated to education in the
areas of media literacy and cybersecurity.

We offer workshops, develop games,
publish books, and conduct international

training sessions. 

We all work remotely.

Most of the people are young and digitally
skilled. 



What was the problem? 

Heavy reliance on a single
person
Disorganized and outdated
internal documentation and
materials
Lack of a single system for
managing tasks and projects

We found the solution in a
digital audit conducted by the
Digivia. 

Needs and goals: 
The organization needs to
professionalize and clarify
its processes. 



How did it go? 
1.Forms for all members.
2.Interviews with core

team.
3.50 page Digi Audit

document.
4.Digitization Schedule

with Claude AI. 



New Google Disk: biggest
change for everyone. 

Clear Google Drive structure –
visualization in Canva.
File naming system - 26_Project
name
Access permissions based on roles to
files. 

Automation: 
Files dragged to the archive are
automatically renamed to AR_xxx.
Automation of hours reporting: Data is
uploaded to individual employee
folders and automatically transferred
to the folders organized by month.



Google Script in Budgets
Each expense is assigned to a
project in a single spreadsheet.
Thanks to a Google Script, the
expenses are allocated to the
individual project budgets.

In the same spreadsheet, after
verifying that the information is
correct and a receipt has been
attached, the expense is
automatically transferred to
the documents for the
accountant.



Slack: the main
communication channel

Channel descriptions
Standardized channel names
Archivations
Clarifying communication
guidelines

Team agreeements

Automation: 
When someone is added to a team, a
notification is sent to the managers’
channel
At the end of the month, a reminder is
automatically sent to update availability
for the coming months
Every Thursday, a reminder is sent to
share the current progress in
teams/projects
Once every 4 months, an automatic
reminder is sent to archive unnecessary
documents on project and team drives
Regular reminders to fill out expense
reports (spreadsheets where we upload
receipts for reimbursement)
Regular reminders to submit the
timesheet for the previous month



Team agreements:
common rules agreed
upon after everyone has
had a say
Response times (e.g., within 24
hours on weekdays),
When not to send messages
(evenings, weekends),
When to use Slack and when to
use email,
How to use threads and tag
colleagues,
Where documents are stored,
Where meeting notes are saved.

☀ Read (:sunny:)
For messages that require nothing more
than reading, it's enough to react to
show we've read it. This applies to
messages in the #Announcements
channel, or in team threads.

👀Read, will do (:eyes:)
A request appears to fill in a survey,
provide a document, etc. We show that
we'll complete the task by the deadline
– once it's done, we switch to:
✅ Done (:white_check_mark:)

Example:
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