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Moving Paper to the
Electronic/Digital Age
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changing the culture.” g ....come- TE T w02
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Current State
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Future State
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MOVING FORWARD
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d Connect Laserfiche, Accela Automation & GIS
d Citywide Consistency
d Update Citywide Records Management Program
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Problem Statement

« Delay in responding to public requests

o Public Records Act (PRA)
o Public requests for info

Fiduciary duty to manage documents for the public.

Time 1s Money !
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Problem Statement

« Delay in responding to public requests

GOAL: 3 day response time by
moving to electronic
storage of documents

Benefits to

Organization Benefits to Customers
+ Reduces research time & * Info when they need it
frustration -
- Increases staff capacity "<
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Current State

500+ PRAs/Year

Public Records

Other Dept.

Act (PRA)  EEE)
Requests N .. |
414 86 DSD on time
-
B DSD not on time
FRONT COUNTER REQUESTS
Customer ‘ 45% wait more than a week
to receive docs
Requests
1. Walk In Front 33 requests/month must
Counter wait
2. Email
3. Phone

39 requests/month
completed with the first visit

Median=12 days to
locate and deliver docs

2 FTE spent
tracking files
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Root Cause Analysis

CAUSES OF DELAY IN DOCUMENT REQUESTS

Measurements Manpower Mother Nature

30 day waiting period for

Lack of accountability
release of bldg plans

\ Mometrics on # of docs

\

4 admin staff assigned—
rotation basis

Fach different In process
& priorties

Mo status report of
\ PRA'sIn process

Off site storage retrival
once aweek (Fri)

\ Loy pricrity
X Tedious & Mind numbin
Na hard deadiines EFFECT
PraobliemiAzogl
Delayin responding to
Mo standard worlk documentrequests

Multiple repositaries (3)

+F\'e file docs differenthy
+P\'e file docs differenthy

Mo CDbumers Electronic docs not

Docs indexedincorrectly forwarded to Admin
«Too many categoriss )
~Admin staff not knowledgeable lUnclear astowhat docs constitute

Only 1 machinetodo
printing, copying and

scanning about docs publicrecord andfiled
1 staff doesn'thave access / Only Land Dev & Bldg scanned Donotrequirefrequest
£ ; consistently electronic files
Motraining or guides on how to

find docs Dacs can be inches orsingle slips of paper

Machine Methods Materials
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Countermeasures

MATERIALS
v' Define public documents/record

M Require electronic versions of every document with project
approval.

M Develop FAQs & materials to train on the use of Laserfiche

MANPOWER
M Project Managers to file electronic documents
d Training program for staff and the public to access info

MACHINES
v' Use of existing software & standardizing all DS
d Connect Laserfiche, Accela Automation & GIS )
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Countermeasures

o
ALECLOSEQUT
:‘m‘“ Standard Work

METHODS

v' Standard File Management policy
* Project Manager
 File Storage

v Use existing software to save straight to Laserfiche
0|| Finda Contact ~ 2] g3 3d &= L | =

i -ile | Home Send / Receive Folder View Laserfiche
L B \O
Save to Save Attachments Help
Laserfiche - ; to Laserfiche i
inine. L Help

d Review retention policy
O Revise Laserfiche organizational structure

A Train staff on policies and use of software )
O Require all divisions to Laserfiche
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Countermeasures

MEASUREMENTS

v' Tracking of time to scan docs

v' Track and monitor status of PRA requests

d Use Project Accounting to track PRAs

d Quality Control - Random Audits of Laserfiche Docs
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Future Opportunities

 Equipment/Software
Upgrades

« Integrate Databases

* Stored Records

 City Wide Consistency

Don’t Look Back We're Not Going That Way... )
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