Relocation of DAS to
450 Columbus Avenue, Hartford
Action Plan for Records Disposition and Transfer

I. Existing Records 

A. Identify all the Assistant Records Management Liaison Officers (ARMLOs) for each business unit. We have an updated list now. ARMLOs will need training or, in some cases, retraining through the State Library. Tentative date for training is April 15, 2015.

B. RMLO will meet with each Division Director to brief them on the Action Plan and will request that ARMLOs and Division Directors assess the paper stored in their business unit and prepare a detailed inventory of all work spaces and file areas. Inventories due from each unit by June 1, 2015. RMLO to report to Commissioner.

C. [bookmark: _GoBack]Direct relevant staff to characterize the paper in their area in terms of whether or not it is a record and, if so, what type of record. See flow chart attached. 

D. Actions to be taken:

i. Direct staff to sort and dispose of existing non-records for which there is no ongoing business need. The bulk of this should be completed by September 1, 2015, with an ongoing need to perform this task monthly until the move is completed. RMLO to follow up with Division Directors and then report to Commissioner. 

ii. Direct ARMLOs to prepare request for disposition forms (RC-108) for records for which the retention schedule has passed and for which there is no ongoing business need - this should be completed by September 1, 2015, with an ongoing need to perform this task quarterly until the move is completed and annually after the move – these to be destroyed upon State Library approval. RMLO to follow up with Division Directors and report to Commissioner by September 1 as to current records in this category.

iii. Direct staff to appropriately box and document records (1) for which the retention schedule has not passed but for which there is no ongoing business need  - to be stored off-site at the State records Center or (2) suitable for archiving at the State Library. This task to be completed by March 1, 2016. RMLO to follow up with Division Directors and report to Commissioner.  

iv. Transfer active paper records for which there is an ongoing business need to 450 Columbus – goal here is for as little as possible

E. In order to facilitate the actions to be taken, all division directors will appoint a paper reduction action committee that includes the AMRLO. The unit committee will carry out the actions to be taken that are described in D., above. A tracking report will be set up in SharePoint (or equivalent) to track each unit’s progress. An example of a measurable would be number or percentage of filing cabinets emptied. Committees to be set up by May 1, 2015, with monthly tracking reports due at the end of each month thereafter.


II. New Records  - records management process improvements by unit
 
A. RMLO will meet with each Division Director to discuss the business unit’s records management needs. Prior to the meeting, each director should make an assessment of the business unit’s records and paper flow and be prepared to discuss a (LEAN?) process improvement project to eliminate waste and unnecessary paper. This may involve a project with BEST, the State Library or a consultant, or all three. Likely contingent on resources.

B. RMLO will work with directors to prepare an agency-wide report to the commissioner on the results of the discussion under II. A., above. Report due June 1, 2015.

C. Process improvement projects to go forward unit by unit – to be completed by March 1, 2016. Reports from each unit to be collected by RMLO for preparation of agency-wide report to commissioner by June 1, 2016. 

D. After the post-process improvement projects, the goal for any paper remaining is to scan as much remaining paper as possible into an electronic medium. This will require the RMLO to obtain State Library approval of the scanned document as an acceptable record. 
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