I. Overview

A.
Document Management Overview (Source: Document Management Magazine)

· 92% of information is in manila folders 

· 80% of technical information is on paper and microfilm

· The market for automated document management reached over $3.5 billion in 1997.

· Document management is now the largest cost in organizations.

· 7- 10 % of Fortune 1000 company revenues (estimated at $600 to $800 billion) are spent on document management.

B.
Staggering Costs of Documents (Source: AIIM, Forrester, Star Securities)

· 4 Trillion documents are stored in US files 

· Paper files are doubling every 3.5 years 

· Average document is copied 19 times 

· Each day, almost one billion photocopies are made 

· Average worker has a 34 hour paper backlog 

· Half of an office workers time is spent handling paper or data entry 

· 50% of all projects are behind schedule 

C. Document Management Costs (Source: AIIM, Computer World, Forrester)

· Filing a document costs $.25-.30 per sheet

· 3-5% of all documents are lost or misfiled.

· Cost to recreate a misfiled document is between $120 and $250.

· 7.4% of an executive’s time is spent waiting or looking for lost or misfiled documents.

· Counting losses and misfiles, the average document costs the organization $20.

D. Paper Based Filing System Costs 
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II. Assumptions & Rationale behind Cost Benefit Analysis for Proposed System, College Station Police Department, Municipal Court, and City Secretary.

Line No.
Item
Assumption , Rationale, Explanation

28-32
Hardware and software acquisition costs.
· Data obtained from worksheet provided by OTIS, January 2001. 

· Assumption: all hardware and software purchases made in year one (2001). Hardware and software costs in subsequent years are limited to maintenance and support costs. 

· System expansion, either in terms of number of seats or new applications, will cause these numbers to change.

35
Police Department Labor Costs
· Filing, copying and delivery tasks currently take 4.00 hours per day.

· Annual new document volume is 54,000 pages; average daily volume is 214.

· Scanner rated speed is 50 PPM. Daily scanning time at an average throughput of 10 PPM will be 22 minutes/day. 

· Copying and manual routing are eliminated. 

· Including quality assurance and indexing tasks, it is anticipated that daily “filing” tasks can be completed in 2 hours or less. 

· Costs in subsequent years reflect salary inflation of 3%. 

36
Police Department File Equipment Costs
· No new filing equipment will be required, hence no new equipment cost. 

· An added benefit is that the department will no longer have to spend labor hours boxing older records so that newer ones will fit into limited filing space in department.

37
Police Department File Supply Costs
· No new expenditures will be required for folders, labels, etc.

38
Police Department Floorspace Costs
· It is anticipated that current floorspace will still be required for the first year. In later years, as a backfile conversion is completed, floorspace now dedicated to files can be put to more productive use, or less file space will be required in any new facility, lowering construction costs.

39
Police Department Copying / Routing Costs
· The new system will not be installed and in full operation until the 2nd half of the year; therefore, copying and routing costs are projected to be 50% of current levels in 2001 and reduced by 95% in subsequent years.

42
Municipal Court Labor Costs
· Current filing activities are estimated at 20 hours/day. Given that most scanning will be completed by the Police Department and that handling of paper will be reduced accordingly, it is anticipated that daily file activity will be reduced by half. 

· Costs in subsequent years reflect salary inflation of 3%.

45
Municipal Court Floorspace Costs
· The new system will not be installed and in full operation until the 2nd half of the year; therefore, it is anticipated that the new system will provide no reductions if floorspace in the first year. 

· Subsequent years are projecting reductions of 50% in 2002 and 75% thereafter.

48
City Secretary Labor Costs
· Volumes are lower in this office, and there is more walk in counter traffic; therefore, we anticipate only a 25% reduction in labor for “filing” in year 1. 

· Subsequent years reflect annual salary inflation of 3%.

50
City Secretary Supply Costs
· The new system will not be installed and in full operation until the 2nd half of the year; therefore, it is anticipated that the new system will provide reductions of only 25% in filing supplies in year 1. 

51
City Secretary Floorspace Costs
· Floorspace requirements are forecast to drop by 10-12% per year for the first five years, leveling out at approximately 50% of current requirements.

54
Total Costs for New System
· 2001 will be a transition year. There will be costs to acquire & implement the new system, at the same time ongoing costs will continue at current levels. It will not be until later in year 1 that savings will begin to accrue. 

· Therefore, we anticipate that year 1 costs will actually exceed the costs of continuing with continuing operations. 

· However, savings in all areas, floorspace, equipment and supplies, but particularly in labor begin to accrue rapidly in year 2, continuing thereafter.

