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Look Familiar? 

Presenter
Presentation Notes
Almost everyone in America can relate to this picture!  Paper, paper, paper, is everywhere. 
Each person in the United States uses about 749 pounds of paper every year.
Almost 4 billion trees are cut down each year for paper use. 
The world uses 400 percent more paper now than it did 40 years ago.
The United States is only 5 percent of the world's population, but uses 30 percent of the world's paper.
Used paper and paper products make up the largest portion of our trash - about 40 percent!
Every Sunday, 500,000 trees could be saved if everyone recycled their newspapers.



Records management in the early days... 

https://www.y
outube.com/w
atch?v=mipZb

Za2XMk 

https://www.youtube.com/watch?v=mipZbZa2XMk
https://www.youtube.com/watch?v=mipZbZa2XMk
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Our Mission 

• Conduct an In-Depth Analysis of Current 
Records Management System 

• Identify Best Practices (Government and 
Business) 

• Create a Strategic Implementation Guide 





Outdated Software 
• File size limitations 
• Unreliable search results   
• Accidental deletion of documents 
• Full text search only available with .TIFF files 
• Only administrator can create files 
• Incompatible with other software systems 

Presenter
Presentation Notes
Staff does not trust system
TIFF - a lot of documents are being created by staff with .pdf format - not searchable

Incompatible with other software systems being used by the city’s various departments 



• Defining the purpose of the new system 
• Records retention 

Other Concerns... 

Presenter
Presentation Notes
A common theme during the discovery phase was identifying the purpose of
creating a document management system. Two important components of any
document management system are the ability to process active documents and
the ability to store records. Active documents should be available to the user
in their native format and retain the ability to be edited as needed. Records
are documents that have been set aside and are no longer operational. Based
on the initial analysis done with the City of Milton, we believe more work
needs to be done to identify how to integrate active documents from a variety
of software programs into the one-touch system desired by staff. Therefore,
the L-ICMA team proposes moving toward a solution that offers total
integration in a phased approach.
The first phase of the system would be records management, with the goals of:
 Providing easy access to documents for city staff – both within and across
departments
 Electronic storage of records for disaster recovery purposes
The second phase of the project would be to interface existing software
systems into the overarching document management system. Laying the
foundation for this type of interfacing in the first phase of the project is
discussed later in this report. Many document management systems are built
on the enterprise content management (ECM) approach and easily allow both
phases of this project to be integrated into one system.



Questions to 
Consider When 
Implementing a 
New System... 



• Is it possible to go paperless? 
• Who is responsible for inputing documents into 

the system and maintaining the system moving 
forward? 

• How can staff avoid duplicating work that is 
already being done in another system? 

• How will oversize plans be handled? 
• Will electronic records be destroyed or retained 

indefinitely? 
• How will native electronic files be inputted into the 

system? 



 The Good News... 

• Open to using a document management system  
• Interested in finding ways to create efficiencies 

by interfacing software 
• Promote transparency internally and externally 

• Develop creative solutions to staffing challenges 



CAPSTONE FINDINGS AND 
RECOMMENDATIONS 



Case Study 

Presenter
Presentation Notes
familiar
similar size
general fund and expenditures comparable



How E-Records Management Works 

https://www.yout
ube.com/watch?v
=zpxb5eEO00E 

Presenter
Presentation Notes
similar to a Windows Explorer file tree with large, user friendly icons

https://www.youtube.com/watch?v=zpxb5eEO00E
https://www.youtube.com/watch?v=zpxb5eEO00E
https://www.youtube.com/watch?v=zpxb5eEO00E


How E-Records Management Works (Continued) 

Presenter
Presentation Notes
area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use



How E-Records Management Works (Continued) 
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area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use



How E-Records Management Works (Continued) 
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Presentation Notes
area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use



How E-Records Management Works (Continued) 

Presenter
Presentation Notes
area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use



Ease of Use  
 

• TOP PRIORITY:  CAN YOU FIND WHAT 
YOU ARE LOOKING FOR? 

Presenter
Presentation Notes
area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use



Keys to Ease of Use  
 

• Optical Character Recognition (OCR) 
• Automatic Records Destruction 
• Back Scanning 

Presenter
Presentation Notes
OCR (Optical Character Recognition) allows user to search for file, even if unsure of title, date, or type of record
Can purge files when date indicated
Using private company instead of volunteers (risk having errors) to backlog files



Security 

• Proper Document Security Is Critical 
• Document Filters 
• Confidential Files 

Presenter
Presentation Notes
Proper document security is critical to the success of any kind of document
management solution. Some documents may be confidential, or contain private
information, such as credit card data, bank account numbers, police reports, or
social security numbers. 
Many e-records software clients come equipped with document filters to
control access to certain files. An administrative user may select who may
access which record set, who may export those records, or otherwise
manipulate the contents of any file. Most files at the Town of Addison are set
to be readable (and exportable) by any user in the system, but only modified by
the department which generated them. For example, purchase orders and
billing receipts may be accessed by anyone in the organization, but those files
can only be changed or deleted by the Finance Department.
This functionality can be broadly applied at the folder level, or applied
specifically to certain types of files. The bottom line is that any file can be
effectively screened to ensure that confidential information stays confidential.
However, it is the L-ICMA team’s recommendation that only files which have
actual confidentiality requirements be screened. If non-confidential documents
are screened, the overall utility of the system is negatively impacted. As a
general rule, the more files users can access through an e-record solution, the
more often it will be used.



System and Retention –  
Training and Guidelines  

• Annual Seminars and Webinars 
• Network Groups 
• Best Practice: Follow records retention guidelines with 

both hard and electronic copies 
• Added Efficiency: Automatic Records Destruction 
• Additional Training: What do we keep and who owns the 

document? 
• Software & Technical Support Available 

Presenter
Presentation Notes
Laserfiche provided training for “seed” users who in turn trained others in the organization
Annual seminars provide new employees the chance to learn tips from veteran users
Network with Laserfiche community in your area


(Laserfiche website has lots of training info)

staff unsure of records retention guidelines although they have made efforts to train employees; requested additional training and resources
Who “owns” documents?
follow state of Georgia’s Retention Schedule for auto-delete dates



Presenter
Presentation Notes
Laserfiche provided training for “seed” users who in turn trained others in the organization
Annual seminars provide new employees the chance to learn tips from veteran users
Network with Laserfiche community in your area


(Laserfiche website has lots of training info)



Interfacing 
• Plan Ahead:  

• Identify early what systems need to work 
together 

• Key words and template fields can assist 
with interfacing 

• Report Limitation: One-touch GIS 
system 

Presenter
Presentation Notes
One of the core tenants of the organizational culture at Milton is efficiency. It is important to make sure that any software system that is implemented has the capacity to interface well with existing software systems to avoid duplication of efforts. Many document management systems in the market already have the capability to interface seamlessly with the software programs currently utilized by
Milton.



System Maintenance 
• Start Early: Decide how the system will be 

maintained during development 
• Create Check Points: Develop and utilize 

system controls 
• Plan for Change: Select a system with an 

open file format to address changing 
technology 



Transparency 

• Expanded Audiences:  Electronic records 
are easy to share internally and externally 

• Easy to Secure: Security measures make 
sure closed records stay confidential 



• Implementation Schedule 
• Sample Request For Proposal 



Questions/Comments? 



 
• Chris Lagerbloom, City Manager, and the entire Milton staff 
• Bob O’Neil, ICMA Executive Director 
• Felicia Logan, ICMA Director of Leader Development 
• Nedra James, ICMA Leadership Coordinator 
• Senior Executive Institute 

A Special Thank You To… 
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