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BACKGROUND

—O Over 900 employees

—O Over 20 Departments
—O Georgetown Population 67,140

_O Over 62,500 Utility Customers in a 70 square-mile service area
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2018 AWARDS

2018 MCCi 2018 NAGARA Program
Excellence Award Excellence Award

EST. 1848

GEORGETOWN



PROJECT SUMMARY

BIG WHY: o

* Merger of Georgetown Utility == @ =5 =

Systems and a nearby Sk B i e
Special Utility District AL

» Gained 10,000 utility
customers

« Acquired thousands of
records in the merger
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PROJECT SUMMARY

BIG GOALS:

* Improve efficiency and reduce costs through

o implementation of records management techniques for the -)
use, maintenance, retention, preservation, and disposal of local -

government records

« Systematic conftrol process of records
throughout therr life cycle

« Compliance with record informq’rion
laws and regulations
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PROJECT SUMMARY

BIG RESULTS:

« Records are now searchable and retrievable
corresponding to our organization needs

« Accelerated the process of fulfilling the city’s
INncreasing number of Open Records Requests

* Produced a completed records inventory
* Ensured proper retention

» |[dentified records for destruction and
disposition




PROJECT BREAKDOWN: SCOPING
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PROJECT BREAKDOWN: PLANNING




PROJECT BREAKDOWN: EXECUTION
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BEFORE

EST. 1848
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INVENTORY

106,774
paperrecords . 133 089
Si= . |mmmp totalrecords in 11
g } inventoried, months
26,315 e ' cataloged,
electronic records Identified disposition
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DOCUMENT TYPES

" AS Bu|Its

10 92IAIDS

Correspondence =

Board Packets

0 Construction Pro;ects

Sjusawiase]

. Operations & Maintenance
Manuals
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DIGITIZATION

K

Decreased Saved Changing the
scanning $82,164.00 of standard
time by 21% project budget organization-wide

Project Phases Digitization




DIGITIZATION

>300,000 pages scanned using PaperStream Capture

The Process

Made document capture easier and faster with single button scanning and release
options

Seamless integration using TWAIN driver application

Document type specific Laserfiche Quick Fields sessions were created to capture and
extract metadata to auto-populate in templates

Customized workflow ensured required metadata fields were appropriately completed

Barcode double entry automated confirmation that reduced the overall metadata entry
error to less than 2%

Project Phases Digitization
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DIGITIZATION

Digital Transformation Model

Digitize Organize Automate Streamline Transform
Documents Documents Processes Processes Processes
A A A A A

Scan in backfile of HR Index Documents Create forms processes: Create reports of Review reports of

records TR R HR Onboarding processes to review processes and make

IR SR GEEEE (applications, benefits, bottlenecks, large changes based on data

insurance, W-2, etc.) workloads, and other metrics to improve overall

to others
data points. process

Example: Human Resources Implementation

wicCi



DIGITIZATION

DIGITAL TRANSFORMATION

This model is a roadmap for tfransforming your office into a digital workplace.
It provides a structured framework for content digitization, process automation, analytics, and more.

Phase 1

Digitize Documents

Create an electronic filing
cabinet by converting your
documents from paper to

digital.

icCi



DIGITIZATION

DIGITAL TRANSFORMATION

This model is a roadmap for tfransforming your office into a digital workplace.
It provides a structured framework for content digitization, process automation, analytics, and more.

Phase 2

Organize Documents

Easily categorize your
documents and manage
them in a secure, central

location.

Digitize

Documents V -
WICCi



DIGITIZATION

DIGITAL TRANSFORMATION

This model is a roadmap for tfransforming your office into a digital workplace.
It provides a structured framework for content digitization, process automation, analytics, and more.

Phase 3 ® =

Automate Processes

Improve accountability by

digitizing your business
processes with easy-to-use

electronic forms.

Digitize Organize

Document Document

s S wicCi



DIGITIZATION

DIGITAL TRANSFORMATION

This model is a roadmap for tfransforming your office into a digital workplace.
It provides a structured framework for content digitization, process automation, analytics, and more.

Phase 4

Streamline Processes

Gain more Vvisibility into your
operations and increase the
efficiency of cross-functional

processes.

Digitize Organize  Automate

Documents Documents Processes MCCi



DIGITIZATION

DIGITAL TRANSFORMATION

This model is a roadmap for tfransforming your office into a digital workplace.
It provides a structured framework for content digitization, process automation, analytics, and more.

Phase 5

Transform Processes

Drive innovation by
leveraging predictive
analytics  and insight fo

transform processes.

Digitize Organize  Automate  Streamline  Transform

Documents Documents Processes Processes  Processes MCCi



DIGITIZATION

— e —— e | OSEIfiche Capabilifies

RECORDS MANAGEMENT
= Records Tracking Records Workflow
= Records Classification Management Automation

WORKFLOW AUTOMATION
=  Graphical Designer

= Built-in-Activities

=  Process History

DOCUMENT MANAGEMENT

= Repository Management

) L'bp SW _ g Document o ElECe ELECTRONIC FQRMS
lorary services Management é\o =  Forms Designer

= Search gnd Retrieval 2 = Pre-built Templates

=  Annotations

= Offline Forms

Cloud

On-premises

Laserfiche
Document
Capture & @ D

I m ag | n g “ Desktop Web Mobile

5’
(=
DOCUMENT CAPTURE & IMAGING S
=  Mulfi-source Capture
= Image Enhancements
=  Document Classification
= OCR and Data Extraction

CASE MANAGEMENT

= Task Management

= Adaptive Case Handling
Management = Role-based Views

Py \ce®
GOVERNANCE, RISK & COMPLIANCE | Qtform Sen\ . BUSINESS ANALYTICS & REPORTING
- DoD-and VERS-compliance Governance, Business " Reporting Dashboards
Audi . : Risk & Analytics & = Customizable Reports and

. udit Trail Services . . \

. . . Compliance Reporting Charts
= User Security Administration - Predictive Analviics

Social Integration INTEGRATION SERVICE y
SOCIAL COLLABORATION Collaboration  Services CRATION SERVICES

= Database Lookups
= No-code Integration Tools
= Software Development Kit

= Online Community Forum
= Content Collaboration

icCi



(® DoD 5015.2 Certified Capabilities
@ Disposition

@ Transparent Records Management

Promote compliance with:

* Sarbanes-Oxley

* HIPAA

 CIIS

* USA PATRIOT Act
 SEC

* FINRA

* and other regulations

DIGITIZATION

Electronic Records Management

Manage the life cycle and archival of records

E]j Contracts
| 3 Active
Bj Terminated
-] 2007

a- [ 2012

Record Folder Properties X
=
Filing Date: 6/ 4/2007 [E~
[”] Designate records within this collection as permanent
Cutoff Instruction
Name: [Cdenda Yearly ']
Type: Time Cyde: CY (Calendar Yearly)
Interval: N/A Location: N/A
Linked Document Action: [N/A Document Relationship: ~ |N/A
Retention Schedule
Name: (6R3 100025 Contracts, Leases And Agreements -
Final Disposition Type: [ Destruction Retain for: 4 year(s), 0 month(s)
Final Disposition Location: | N/A Keep Metadata: No
Alt. RetentionEvent:  [N/A Alt. Ret. Schedule: N/A
Vital Records
["] Designate records within this collection as vital Review Cyde:
Review Interval:
Disposition Authority:
[ ok [ cancal | [ Hep |

icCi



DIGITIZATION

File Edit View Tasks Tools Records Window Help

o SNIEIE AT 2

Location: MCCiDemao'\00 Archival\CA Contracts\2011

ENBEade L 05

LeEmen

Folders

x

Laserfiche Repositories
=4 MCCiDemo
¥ Starred
=™ 00 Archival
=™ 02P Personnel Records
=M 03B Permits
=™ 08A Licensing Applications
=M 0S1 Student Records
=™ 15A Purchase Orders
- =™ 15B Invoices
=™ (A Contracts
+ 82012
<2016
<2017
<2018
2020
<2022
.+ 52024
- +H2026

e

Name Vendor N...
~11-0009 - Deathstar The Empire

Name: -
= [End of Year
¥pe:
L p———
Interysl; Cyde:
N/A [ (Calendar Veariyy———
Linked DOG-ment g ‘-Oﬁﬁm;
Action: PN /A
Retention Schedyje tRelatonsh: A
Mame;
— 3 Years then Destruction
Disposition Type. [\
-3 Des; =
Final Dispasiti ) Retain fior. v
st Laﬁbm; [’N 5 YBW(SL ] nm‘h(s]
Alt. Retention Event: N/a Kesp Metadata: []N
Vital Recorg Alt. Ret. Schedyje, NfA
(-JDesnate records it g collection ag yity
wi

Review Cyde:

Review Interygls

icCi



DIGITIZATION

File Edit View Tasks Annotations Tools Window Help
! N T rriE=lgalr
Held YL UZZH 4 » @6 ¢ 0NT 0.
Image 2 x Metadata ax
Fields |Tags | Links | Versions: 2 | Signatures |
1 /// Template:lFinance—Canh'acts v
e i T Al N -
®m e i #ome S N s 8 i - Contract Document Type
heior / N e -----—-..-_-—' A c.I.a
S @e—— T aho I M m sl B AR 7 & ‘ Contract Number
ol 1-{}, J ;.':'. n.ii_: e 11-0009 |
- - : Ve e N Y .2 Vendor Name
X M e AL AN The Empire A
: TS
Fir'*‘"*I:i;L i CA - Department
..... i : lt HI | | Engineering v
- gl Ao éﬁj J Executed Date
[ (BN [1/8/2000 |
\nl -
R S _’i' Expiration Date
el i | [1/8/2011 | B
| Add/Remove Fields...
<+ MCCiDemo (MCClvmicei) Page 1of 1

icCi



DIGITIZATION

Hame: MCCiDemo'd0 archival\CA Contracts\20 11

record folder status: gligible for Destruction
Locaton:

retention
s

=

Close ) i
Once @ yemrd folder is cutoff, it enters the

._D disposition phase. Once it reaches it final
fposition :
destroyed.
NOE:Ifareﬂ!'dhﬂ’!Efddﬂ

poessing information it may not enter
dizposition at the same time a3 the rest of the
folder.




DIGITIZATION

File Edit WView Tasks Tools Records Window Help

CIQE €& TR =Lt t-

Location: MCCiDemo00 Archival\CA Contracts\2011%11-0009 - Deathstar

O | S @ =,

Folders *  Name Vendor N... |
Laserfiche Repositories ~ %Contract Control Sheef® = =" "=
=4 MCCiDemo Bpeath Star Owner's 1RS84V 0& U 7 28| < » |60/ c|0[EIOEBRSDES.
..... W Sta rred — — — mumbnains ," Image ® x N.Ietadata 2x
el g e
=™ 02P Personnel Records T

+™ 03B Permits

+™ 08A Licensing Applications e
=M 0S1 Student Records e e -

=™ 15A Purchase Orders

(CA - Department

fﬂiﬂ 15B Invoices :j‘::
E:l CA Contracts :‘“‘:’m

% 11-0009 - Deathstar

‘ Add/Remove Fields...

Text Metadata
<+ MCCiDemo (MCCmcci) Image: None  Page 0 of 0 I

icCi




DIGITIZATION

Window  Help

ellErA

File Edit View Tasks Tools Records

o mie >

Location: MCCiDemo\00 ArchivahCA

Folders
M Laserfiche Repositories

- 4 MCCiDemo
-+ Starred

D‘_'J 00 Archival
- =mO2P personnel Records

% 03B Permits
08A Licensing Applications

+0S1 Student Records

+ 15A Purchase Orders

+ 15B Invoices

~17-0008 -

Name:
Record 100 Archi
folder statys; W
mtﬁlﬂ: Cutnﬁ
88 o
Cutoff Retention
S—
2 Once a
e ﬂ &w&mmmwﬁ e
sition eligibity dateitrme i“:';‘l;le

destroyeq, , it can be )
red or

—
-

-' The destro
in the ¥ command will
et clgbis b f alecords
itseld will be dﬁd‘:mw?m
o \fl'hEn

all the
ecords contai oo

destroyed
Ifthe Retain
Metadata
Information

metadata will remain in

» Enfries con
ThE rmm?.




DESTRUCTION/ARCHIVE

Project Phases




RECAP

* A systematic control process of records
that works for
o Records Administrators

o Staff
o Citizens of Georgetown

* Enhances the ability to provide
information to those who need it, when
they need it, and in the most cost-
effective manner

GEORGETOWN
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NEXT STEPS

* Continue to automate additional processes

o Georgetown Utility Systems, Irrigation Rebate Form
process

o Georgetown Animal Shelter, Volunteer Form process

o Georgetown Historic Survey and Archival Form
process

* Once complete, these processes will Seorgeto ‘t'ﬁ ﬁw

o facilitate increased user adoption Recorg . il
Manage . . ‘_;_f_;g,,; '

o improve solutions based on user feedback

Lastly, we plan to roll out this process across the city—
perhaps the world!
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CONTACTS

Robyn Densmore, City of Georgetown, Assistant City Security
Robyn.Densmore@georgetown.org

Russell Haddock, MCCi, Territory Leader
rhaddock@mccinnovations.com

Cynthia Conomos, City of Georgetown, Records Program Manager
Cynthia.Conomos@georgetown.org

Matt Kunkle - City of Georgetown, Records Coordinator
Matthew.Kunkle@georgeotwn.org

Daniel Sumrall, City of Georgetown, Information Technology Senior Systems Analyst
Daniel.Sumrall@georgeotwn.org

Tracie Anders, City of Georgetown, Information Technology, Systems Analyst

Tracie. Anders@georgeotwn.org
§GE0RGIEEEIE88VVN
TEXAS
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