Cross Agency Resource Sharing (CARS)

First Quarterly Report of Printing, Mail, Records Management 

Subcommittee 

September 15, 2010

Proposed Project/Target Opportunity/Action #1: (Title of project/target opportunity/action – please rank them based on your suggested priority) 
Records Management
___1__Sharing New Knowledge and Best Practices

___2__Scanning and Conversion Policy

Description/Purpose: (Describe proposed project/target opportunity/action, including what is intended to be accomplished and how it can be applied across multiple agencies If available, Include precedents or successes in other jurisdictions or communities.) 
Background:

Montgomery County’s Central Duplicating Section operates as an internal services fund used by the County to account for the financing of goods and services provided by one department or agency to other departments or agencies on a cost-reimbursement basis.  Montgomery County Public Schools’ Print Shop is funded by the general fund and negligible portion of their funding is through an enterprise fund. Montgomery College and M.N.C.P.P are both general fund supported.  

In the 19190’s the Office of Legislative Oversight performed a feasibility study and determined that the offset printing should merge with Montgomery County Public Schools and Montgomery County’s Central Duplicating Section will continue to do internal mail, external mailing, digital printing, and records management. Since the merger, Central Duplicating Section and Montgomery County Public Schools’ Print Services have shared resource services.  

Records Management
A complaint records management program is necessary for organizations to proactively and progressively manage all electronic and paper records.  Sound records management practices and procedures result in a number of benefits including legal mandates and improving access. 

Advantages to New Knowledge Sharing and Best Practices of Records Management:

· Take advantage of experienced agencies for knowledge of national and 
local records compliance saves consultant’s costs for agencies in the 
early stages of Electronic Records Management.

· Take advantage of experienced agencies knowledge working with the 
software.

· Architecture solutions for hardware and software  

Preliminary Implementation Steps or any Obstacles/Issues to be resolved: 
Records Management

Strengths

Take advantage of experienced agencies for knowledge 

Agencies knowledge and experience working with records management software

Reduce redundancy

Product and Services

Proficiencies

Weaknesses
Staff

Financial Resources

Culture Change

Threats
Lack of Financial Resources

Economy

Opportunities

Strategic Alliance (Bring records storage in-house)

Level of Service Potential: (express impacts on the level of service (LOS). Please consider to be very brief and say “same LOS”, “improved LOS” or “reduced LOS”. If “reduced LOS”, please provide more explanation) 
Same Level of Service

Cost Containment/ Estimate of Annual Savings:  

 __ __Less than $100,000 

 ____More than $100,000 but less than $500,000,

 ____More than $500,000 but less than $1M

__X_More than $1M but less than $3M (If there was a strategic alliance and records 

storage was brought in-house and the major cost savings will occur when the 
records are imaged.  We would need to determined how many boxes and actual      
records are kept off sight)  

____ More than $3M
Reasonable Timeframe for Successful Implementation:

____ Midyear FY11 

____ FY12

__X  Midyear FY12 (Start)
____ FY13 
____ Post FY13

Level-of-Work Required to Implement:

__X_ Significant    ____ Moderate   ____Minimal
The cost savings will occur when the records are imaged.  
Up-front Implementation Cost (if any)

____No     __(X)_Yes       If yes, what are the estimated costs? $300,000 (Administrative Costs, Equipment Cost, and Operator Costs.)

Need for Coordination with any Other Working group or Outside Agency/Entity?

____No   _(X)__Yes   If yes, what group/s Procurement________________________

This Proposed Project was recommended by the following Subcommittee members:

1. Rick Taylor, MCG 

2. Christine McGrew, MNCPPLC
3. Juan Cardenas, MCPS

4. John Marshall, MCPS
5. Brett Eaton, MC
6. David Sears, MC
This Proposed Project was not endorsed by the following Subcommittee members:

7. NONE
Documentation (if any):  (Include relevant documents/research/information that support the recommendation and rationale)

NA

List of Potential Post FY 12 Ideas/Target Opportunities:

1. Pooling Printing Contracts

2. Reduce Administrative Barriers

3. Improve Training and Awareness Concerning Mail Standards    

4.  Share Scanning and Conversion Policy

5. Reduce Redundant Rerecords
Proposed Project/Target Opportunity/Action #1: (Title of project/target opportunity/action – please rank them based on your suggested priority) 
Mail Services

___1_ Share Presorting Services/List Management

__  2_
Improve Training and Awareness Concerning Mail Shop Standards

Description/Purpose: (Describe proposed project/target opportunity/action, including what is intended to be accomplished and how it can be applied across multiple agencies If available, Include precedents or successes in other jurisdictions or communities.) 
Background:

Montgomery County’s Central Duplicating Section operates as an internal services fund used by the County to account for the financing of goods and services provided by one department or agency to other departments or agencies on a cost-reimbursement basis.  Montgomery County Public Schools’ Print Shop is funded by the general fund and negligible portion of their funding is through an enterprise fund. Montgomery College and M.N.C.P.P are both general fund supported.  

In the 19190’s the Office of Legislative Oversight performed a feasibility study and determined that the offset printing should merge with Montgomery County Public Schools and Montgomery County’s Central Duplicating Section will continue to do internal mail, external mailing, digital printing, and records management. Since the merger, Central Duplicating Section and Montgomery County Public Schools’ Print Services have shared resource services.  

Mail 
Sharing presorting mail services will provide the maximum postal savings. By commingling large-volume mailings, using agencies would significantly lower postage and handling costs than if mailed by individual entities. Postage cost reduction will occur when the processing of metered and permit mail is automated by department and agency’s updating and verifying customer addresses. This is done through mail list management which includes data processing, data merge, and validating addresses through United States Post Service National Change of Address software. This process will reduce postage cost and the benefits are:

· Reduces undeliverable mail by providing the most current address 
information
· Includes standardize mailing
· Prevent re-mailing after address corrections are received will reduce 
mailing costs by reducing the number of undeliverable mail pieces  
Preliminary Implementation Steps or any Obstacles/Issues to be resolved: 
Enterprise purchasing for MCG, MCPS, MC, MNCPPC
Mail 
Strengths

Reduce mailing cost

List management

Weaknesses
Additional administrative cost

Culture Change
Threats
Early presort mail pick-up

Economy

Opportunities

Bring additional work in-house

Additional presort savings

Level of Service Potential: (express impacts on the level of service (LOS). Please consider to be very brief and say “same LOS”, “improved LOS” or “reduced LOS”. If “reduced LOS”, please provide more explanation) 
Same Level of Service

Cost Containment/ Estimate of Annual Savings:  

 __X  Less than $100,000 

 ____More than $100,000 but less than $500,000,

 ____More than $500,000 but less than $1M

___ _More than $1M but less than $3M 

____ More than $3M
Reasonable Timeframe for Successful Implementation:

____ Midyear FY11 

__X  FY12

____ Midyear FY12

____ FY13

____ Post FY13

Level-of-Work Required to Implement:

___ _ Significant    __X__ Moderate   ____Minimal
Up-front Implementation Cost (if any)

____No     __(X)_Yes       If yes, what are the estimated costs? $15,000 (Administrative Costs, and Training Material.)

Need for Coordination with any Other Working group or Outside Agency/Entity?

____No   _(X)__Yes   If yes, what group/s Procurement________________________

This Proposed Project was recommended by the following Subcommittee members:

8. Rick Taylor, MCG 

9. Christine McGrew, MNCPPLC
10. Juan Cardenas, MCPS

11. John Marshall, MCPS
12. Brett Eaton, MC
13. David Sears, MC
This Proposed Project was not endorsed by the following Subcommittee members:

14. NONE
Documentation (if any):  (Include relevant documents/research/information that support the recommendation and rationale)

NA

List of Potential Post FY 12 Ideas/Target Opportunities:

6. Pooling Printing Contracts

7. Reduce Administrative Barriers

8. Improve Training and Awareness Concerning Mail Standards    

9. Share Scanning and Conversion Policy

10. Reduce Redundant Rerecords
Proposed Project/Target Opportunity/Action #1: (Title of project/target opportunity/action – please rank them based on your suggested priority) 
Printing
___1_ Enterprise Purchasing of Equipment Supplies 

___2_
Pool Printing Contracts

Description/Purpose: (Describe proposed project/target opportunity/action, including what is intended to be accomplished and how it can be applied across multiple agencies If available, Include precedents or successes in other jurisdictions or communities.) 
Background:

Montgomery County’s Central Duplicating Section operates as an internal services fund used by the County to account for the financing of goods and services provided by one department or agency to other departments or agencies on a cost-reimbursement basis.  Montgomery County Public Schools’ Print Shop is funded by the general fund and negligible portion of their funding is through an enterprise fund. Montgomery College and M.N.C.P.P are both general fund supported.  

In the 1990’s the Office of Legislative Oversight performed a feasibility study and determined that the offset printing should merge with Montgomery County Public Schools and Montgomery County’s Central Duplicating Section will continue to do internal mail, external mailing, digital printing, and records management. Since the merger, Central Duplicating Section and Montgomery County Public Schools’ Print Services have shared resource services.  

Printing
Enterprise Purchasing of Equipment Supplies for MCG, MCPS, MC, MNCPPC:

· Cost reduction for production digital press supplies using economy of scale

· Reduced full service maintenance costs using economy of scale 

· Reduce contract redundancies 

· Share licensing for software

· Reduce Procurement Specialist Cost 

  Pool Printing and Paper Contracts for MCG, MCPS, MC, MNCPPC
· Cost reduction for printing contracts using economy of scale

· Cost reduction for printing paper using economy of scale

· Reduce contract redundancies

Preliminary Implementation Steps or any Obstacles/Issues to be resolved: 
Enterprise purchasing for MCG, MCPS, MC, MNCPPC
Strengths

Cost reduction due to economy of scale

Reduce redundancy

Weaknesses
Potential delay in the purchasing process

Additional administrative cost

Culture Change
Threats
Economy

Different Procurement laws, programs, and processes
Level of Service Potential: (express impacts on the level of service (LOS). Please consider to be very brief and say “same LOS”, “improved LOS” or “reduced LOS”. If “reduced LOS”, please provide more explanation) 
Same Level of Service

Cost Containment/ Estimate of Annual Savings:  

 __X Less than $100,000 (At Current Economic Conditions)
 ____More than $100,000 but less than $500,000,

 ____More than $500,000 but less than $1M

____ More than $1M but less than $3M 
____ More than $3M
Reasonable Timeframe for Successful Implementation:

____ Midyear FY11 

__X  FY12

____ Midyear FY12

____ FY13

____ Post FY13

Level-of-Work Required to Implement:

____ Significant    __X__ Moderate   ____Minimal
Up-front Implementation Cost (if any)

____No     __(X)_Yes       If yes, what are the estimated costs? $50,000 (Administrative Costs)
Need for Coordination with any Other Working group or Outside Agency/Entity?

____No   _(X)__Yes   If yes, what group/s Procurement________________________

This Proposed Project was recommended by the following Subcommittee members:

15. Rick Taylor, MCG 

16. Christine McGrew, MNCPPLC
17. Juan Cardenas, MCPS

18. John Marshall, MCPS
19. Brett Eaton, MC
20. David Sears, MC
This Proposed Project was not endorsed by the following Subcommittee members:

21. NONE
Documentation (if any):  (Include relevant documents/research/information that support the recommendation and rationale)

NA

List of Potential Post FY 12 Ideas/Target Opportunities:

11. Pooling Printing Contracts

12. Reduce Administrative Barriers

13. Improve Training and Awareness Concerning Mail Standards    

14.  Share Scanning and Conversion Policy

15. Reduce Redundant Rerecords
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