RCS SCANNING

· How does Lorrie's RCS project work from the IT side? 10/7/2005 (RCSThe)

· When Lorrie (or a helper) scans a document, currently that scan will go to \\admin\scans\rcs 

· Currently only Lorrie and Tyler have permissions to the folder. -- 3/13/2006 3:05 PM

· What is the order for scanning these documents?

· 1   Move/out (you must write the packet's corresponding manilla folder tab# in the upper right corner of this page)

· 2. Ledger

· 3   30 day

· 4   Rental Agreement
· 5   Screening info / Rental Application
· 6   Notices

· 7   Addendums

· 8   Court paper work
· 9   Invoices

· 10 Mailing

· Pictures Lorrie will go through a little each day (regular time) to see what he can scan into a file already on a computer.

· What is the approximate range of these documents (unique identifier)?

· 9999-20531

· What do we do with photos?

· Tyler will scan the packet but not the photos. During scanning, we will keep a laptop or small computer next to the scanner so that we can simultaneously scan and rename files. Tyler will shred the contents of the manila folders (but see below on shredding policy), but not the folders themselves. We will also keep the manila folder and the photos inside but not the other contents with it—in effect, we will only keep those folders and photos for which we have photos. Everything else will be shredded (again see below on shredding policy). -- 8/15/2006 4:28 PM

· How many boxes per day?

· About 3 per day

· Prepare a box?

· About 2 hours

· How many boxes per /drawer

· 3

· When scanning, who and how does renaming and verification happen?

· When Tyler scans, he scans them as a group of multiple files. Later, he verifies and renames them. After a day of scanning, the renaming and verification could take up to 2 hours, so scanning may stop at 3pm, even though his shift might not end until 5pm. 

· This approach is opposed to scanning and renaming, file by file, where the time between recorded scans increases, but the log of final scan would be closer to the end of Tyler's shift. -- 3/13/2007 5:28 PM

· 12 boxes per file cabinet

· ETA: August 31, 2007

· Who should have access?

· Lorrie, Tyler, Brian, David, Del Malone

· What preparation should occur before scanning?

· (1) All staples and bindings must be removed

· (2) You must write (in ink) the unique number ("docket number" ) of the manilla folder on the upper-right corner of the first page of the scanned document—this number matches the number stored in the RCS database

· (3) The person scanning documents must scan the documents in order (see above)

· What happens after scanning?

· (1) The person scanning must rename the scanned document to the docket number

· (2) The person responsible for the documents should be doing or approving the shredding (e.g. Lorrie Fowler), but first the person scanning must verify that the documents scanned correctly: no cut-off pages, no missing pages, no skewed scans, etc. This can all be done alongside the scanner with a laptop.

· When do we shred?

· Shredding occurs after approval by Lorrie Fowler

· Which sides should we scan?

· RCS must be scanned on both sides of the page

· What about accounts?

· The admin computer, which hosts the scans folder on E:\rcs must have a local account for the RCS employee and must have rights on the RCS folder -- Wednesday, November 01, 2006

· From David Keys



From: Jeff Skoczylas [mailto:jeffs@norrstev.com] 
Sent: Wednesday, August 23, 2006 3:14 PM
To: Sean Wingert (E-mail)
Subject: FW: Scanning of documents
 

-----Original Message-----
From: David Keys [mailto:DavidK@norrstev.com]
Sent: Wednesday, August 16, 2006 11:26 AM
To: brianb@norrstev.com; 'Jeff Skoczylas'
Cc: 'Elaine Jaureguizar'; delm@norrstev.com; Lorriea@norrstev.com; SeanD@Norris-Stevens.com
Subject: Scanning of documents
To recap our meeting:
 

Tyler can scan roughly 3 boxes in 8 hours.  So, Tyler will complete the scanning of the last 15 boxes for Rental Screening no later than September 18.  From then on out, RSS will do their own scanning every month.
 

Once completed with RSS, Tyler will then return to scanning of RCS documents.  Given that there are 10 filing cabinets, each filing cabinet holding approximately ten boxes, this is 120 boxes to scan.  Scanning 3 boxes in 8 hours will take us 40 weeks to complete.  However, more boxes will be generated in that time, so we are estimating 44 weeks to complete.  Since the RSS scanning will be completed first, the RCS scanning should be fully complete by August 31, 2007.
 

Once scanned, BOXES ARE TO BE SHREDDED.
 

Access to documents, once scanned, are to be limited to those persons in the respective departments, as well as Brian, Del, and me.
 

Jeff - The office operations manual, required by the Real Estate Agency, needs to be modified so as to incorporate the policy on scanning and shredding of documents.  Please let me know when this change has been implemented into the manual.
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· What do we do when somebody has paid their outstanding balance(s)?

· Lorrie will move those items to a folder in RCS called PIF—meaning Paid in Full.

