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SUBJECT:	Document Management


Last week the Mid-Atlantic Confections Association held its annual conference in Philadelphia, and I attended several informative sessions. One topic of particular interest to me was document management. I believe that Campbell’s Confections has the resources and employee commitment to successfully implement a document management system.

Please review the attached document for an overview of document management. When we meet next month for our quarterly meeting, we will discuss document management for the corporate office and the retail stores.
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Background

A representative from the Environmental Protection Agency presented a short seminar on recycling paper at the Mid-Atlantic Confections Association meeting last week, and he shared several key points.

· The average office worker in the United States uses 10,000 sheets of paper each year.
· One tree produces 16.67 reams of paper.
· Approximately 30 to 40 percent of MSW is paper or paperboard products.
· The lifecycle cost of a document is over $20 which includes the cost of paper, printing, mailing, and handling.
· Eighty percent of filed papers are never referenced again.

In an effort to move toward a paperless office, Campbell’s Confections will create a master plan to reduce paper usage and to evaluate our recycling program.

Knowing and understanding that change is difficult, we will establish several implementation levels to reach our paperless goal. It is essential that we take time to educate and inform our employees about the value of becoming paperless. We want to encourage everyone to participate and to assist us in identifying solutions.

Implementation Steps
Level One
Avoid printing e-mail messages and other electronic files.
Print documents on both sides of the paper when possible.
Preview documents before printing.
Switch to electronic forms.
Send and receive electronic faxes.
Subscribe to electronic versions of newspapers and magazines.
Request electronic copies of bills.
Direct deposit for payroll (all employees).
Level Two
Use scanners rather than photocopiers.
Scan incoming correspondence and store digitally.
Read electronic documents and use software editing tools.
Save and distribute files in PDF format.
Install print management software.

Level Three
Implement a document management system.
Review backup and disaster recovery plans.
Test backup files.
Store backup files off-site.

Benefits
Cost savings
	Reduction in paper consumption.
	Reduced printing and mailing costs.
	Lower cost for off-site storage.

Improved efficiency
	Reduction in time required to search file folders for documents.
	Employees do not have to leave their workstation to locate documents.
	Reduction in the amount of office space required for paper storage.
	Remote access to documents.

Increased document security

Environmental benefits

Technology Considerations
Scanner
	Scanner options:
	Automatic sheet feed
	Duplex capability (two-sided scanning)
	Speed
	Number required and location

Shredder
	Volume considerations
	Security (Confetti-type shredder)
	Number required and location

Fax
	Computer to send and receive electronic faxes.
	Verify computer hardware and software requirements.

Second Monitor
	Install second monitor to view documents simultaneously
	Determine number required and location

Server
	Storage requirements
	Secure backup system
	Disaster Recovery Plan
	Data encryption
	Permission to access files
	Requirements for naming folders and files
	Document retention guidelines
	Remote access

Summary
Document management is only one method to move toward a paperless office, and it will have to be implemented gradually. In order to reduce our current paper costs, an outside agency has been contacted to conduct an internal audit to determine the amount and types of paper generated by each department. The controller for Campbell’s Confections will investigate the current rules and regulation for storing financial and HR documents. The county recycle agency will visit Campbell’s Confections to identify which materials can be recycled and to establish a collection system. Finally, we will track the results of recycling. After the document management system is implemented, a series of evaluations will be conducted to determine the effectiveness of our paper management techniques.

