· RSS SCANNING

What is the daily print output?

· Copier : 50 /wk

· printer – 500 / day

· fax, in: 150 / day

· fax, out: 75 / day

· How many pages per box?

· probably less than 4000 pages per box, roughly one hour per box, 12 boxes currently from January to June, 2006. 3-4 boxes from 2005 still sitting there.

· How many times per month do we research something from the box?

· Maybe once or twice per month.

· How many packets per day?

· Varies between 20 and 50.

· How many pages per packet?

· 4-8 pages.

· What about timing

· DAILY: 30 seconds travel time to scanner, 10 pages x 30 packets = 300 pages / 75 = 4 minutes (at 100% efficiency), so probably 5-6 minutes. 

· DAILY PER PACKET: roughly 3 minutes to walk and scan each packet * 30 packets = 90 minutes per day

· MONTHLY: about 800 packets (overestimated) * 10 pages per packet = 8000 sheets 4 = 106 minutes or roughly 2 hours. Would cover: updates, overrides. – Sean Dudley and Sean Wingert agreed that this is probably the best way to go.

· Length to keep these documents?

· 7 years, fair housing standards Law says 6 years vs Fair Housing Council would do the audit  ie..

· How many boxes can be scanned per day?

· 4-5 boxes of RSS per day.

· When will old RSS docs be scanned?

· ETA:  9-18-06

· Who has permissions/rights to these folders?

· Sean Dudley, Deanna, Del Malone, Brian, David Keys
· What happens after scanning? Who shreds?
· The person responsible for the documents should be doing or approving the shredding (e.g. Sean Dudley), 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.
· Which sides should we scan?

· RSS should only be scanned on the first side, no dual-sided scanning.
· 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; deannaa@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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