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. Introduction

The Town has now reached a critical milestone where an evauation of key paper
based processes, operationa access, and technology may help to enhance productivity
and/or reduce the paper storage costs. To help with this evauation, Blum Shapiro
was engaged to perform a Document Management and Archiving Assessment study
for the Town of Greenwich.

Organizations use digital imaging sysems to cregte efficiencies and improve ther
effectiveness and access to documents. Digita imaging provides users with the
ability to capture, Sore, retrieve, and share an enormous number of records over a
network. Users can typicdly find a document on an imaging system faster than they
can find the paper or microfilm verson. Document sharing can easily be obtained
using workflow software or email. Organizations may even find a decreased need
for filing cabinets, box storage space and outside vendor storage.

Key goas and objectives of this project included:

Review current document storage practices within Town departments that
extensively process or need access to paper documents.

Confirm, by Department, the volume of paper documents that need to be stored.
|dentify, by Department, the retention\archiving requirements of the respective paper
documerts.

Confirm the retrieval frequency of stored paper documents by Department.

| dentify integration opportunities with the exigting software systems.

Identify benefits that an image processing system could provide.

|dentify the high-level costs associated with implementing an image processing
sysem.

Some of the information provided in thisreport is the opinion of Blum Shapiro
Consulting. The reader is advised to consult the Connecticut General Statutes and
the Law Department of the Town of Greenwich for official codification of the law.

A. References

As part of this project, we also reviewed information from numerous states, as
well asinformation provided to us by digita imaging vendors. Outlined below is
aligt of information sources that contributed to this overdl project:

Connecticut State Library — General Letter 2001-1

State of Minnesota State Archives — Electronic Records Management
Guiddines

State of Georgia, Georgia Archives— Digitd Imaging-What happens to the
paper record.
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State of South Carolina, Department of Archives and History — Public records

stored as digita images.
State of Arizona, Digital Projects Guidelines

B. Departmental Interviews

To obtain document and archiva information for this project most
Departments\Divisons within the Town of Greenwich were interviewed.
Outlined below isalist of the Departments that contributed to this study.

1. Accounts Payable 19.
2. Assessor's Office 20.
3. Commission on Aging 21
4. Community Development 22,
5. Conservation** 23.
6. Emergency Preparedness 24,
7. Finance-Adminigtration 25.
8. Fire Department 26.
9. Feet Department 217.
10. Health-Adminigtration 28.
11. Health-Community Hedlth Planning 29.
12. Health-Environmental Hedlth 30.
13. Health-Family Hedth 31
14. Health-Laboratory 32.
15. Human Resources 33
16. Information Technology 3.
17. Inland Wetlands 35
18. Law Department 36 .

Parking Services

Parks & Recreation Department
Payroll

Planning & Zoning

Police

Public Works-Adminigtration
Public Works-Building Inspection
Public Works-Highway

Public Works-Sewer

Public Works-Traffic
Purchasing

Retirement

Selectmen's Office

Socia Services

Tax Collector

Town Clerk

. Treasury

Voter Registration

** P|ease note that although the Conservation Department was interviewed, the
project team was unable to obtain complete volume and archival document

information.

C. Technical Terminology

In order to describe and document information in the Document Management
and Archiving Assessment study, it was necessary, in certain instances, to use
terms more technicd in nature. \We have made every attempt to either minimize
the use of such terms or describe in detall what is meant by each term. In
addition, we have included a section in Appendix C that defines concepts and

terms used in this document.
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II. Imaging Hardware and Software Overview
A. Digital Image Processing Overview

Digitd imaging is the process of converting paper or microfilm documents into
information that can be stored and retrieved and\or archived dectronicaly. As
such, animage is adigitized picture of a document, drawing, or photograph. There
are many components to an imaging system that are integrated, working together to
capture, store and retrieve an image(s). Hardware, software, image compression
techniques, file formats, and media types must integrate together in order for a
digitd image system to be successful.

One concept that is critica to the ongoing success of an imaging system isthe
selection and implementation of an imaging system that uses an open systems
architecture. These types of imaging systems help to ensure that the hardware and
software will be viable over time. An open architecture means the sysem'’s
components use standards or specifications that have been made public by their
developers. The use of standards and publicly available specifications mitigates the
impact of incompatibility in the future. An organization or company can upgrade
thelr hardware and software with minimal impact on the overal systlem and without
sgnificant risk of dataloss. Thus, the integrity of the imaging sysem ismore likdy
ensured by using open systems architecture.

1. Hardware
The hardware of imaging systems performs three basic functions: captures,
stores, and retrieves digita images. Criticd to theimage selection processis the
need to confirm the system’ s cagpacity to capture, store and retrieve various
images. In conjunction with thisis the need to recognize the various types of
documents to be stored within the system. Appendix E provides an overview,
by department, of the documents to be stored.
Outlined below is adiagram and brief overview of the hardware components.

Digital Image Processing Overview
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a. Capture

The ability to capture a document (either paper or microfilm\microfiche
based) and store it dectronicdly in adigitd image format is often referred
to as scanning. Within the scanning process there are several components
and considerations. Among these are scanner types, paper feed-method,
throughput requirements, and image resolution. Outlined below isabrief
discussion of these points.

Scanner types

There are two broad categories of scanners — document and graphics.
Document scanners are designed to capture typica black-and-white or
grayscae documents. Graphics scanners are designed to capture color.

Document Feed Considerations

The way paper or microfilm is moved across the scanner is referred to as
the document feed method. When selecting the gppropriate feed method
the condition of the documents must be considered. Frall, thin or thick
documents have an impact on the way a document is processed through an
automatic document feeder. In addition, high-volume documents, such as
the standard 8.5x 11, should not be placed individually on the flatbed.

Flatbed scanners consst of a platen glass on which you manudly
position books, magazines, and other documents that you want to scan.

Automatic document feeders (ADF) alow stacks of pagesto be fed
through the scanner.

Smplex captures one sde of apage at atime.
Duplex captures both sdes of apagein asingle pass.
High-speed can scan several hundred pages or more per hour.

Film readers are specidized and require attachments to scan microfilm
and microfiche.

Fax machines can be connected to the imaging systems so that faxed
images can be imported into your indexing and retrieval software.

Throughput is the rated speed a which the scanner can process pages.
For example, a scanner rated at 60 ppm should be able to process 60
pages per minute.

Scanning resolution

Scanning resolution is measured in dots-per-inch (dpi). Animageisa
series of dots that make up asingle character. Scanners are capable of
supporting resolutions from 72 to 8800 dpi. Typicd office documents can
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be accurately captured using a scanning resolution of 200 dpi. More
detailed documents, such as maps or drawings may require a higher
resolution. However, there is a tradeoff between image qudity (legibility)
and storage. The higher the scanning resolution, the larger the image file.

b. Storage

Storage systems can be broken into three categories: ontling; near-ling
and off-line. The type of storage system selected is dependent on how fast
and how frequent an image needs to be accessed.

On-line

Ontline sorage refers to the image file being displayed in a matter of
seconds. Thefileis stored on ahard-disk or the mediais stored within an
aray of drives. RAID (Redundant Array of Inexpensive Disks) is
considered an on-line sysem.

Near-line

Near-line storage files can be retrieved by the system and loaded into a
driveto beread. Optical jukeboxes (including CD jukeboxes) are
considered near-line systems.

Off-line

Off-line storage files reside on media (such as microfilm, optical disks,
data tapes, etc.) that requires human intervention to load into a sysem
drive.

Removable Storage Media

Removable mediaiis a storage devicelmediathat can be physicaly
removed from the imaging system. There are primarily three categories of
removable media: optica disks, magnetic tape, and microfilm. Factorsto
consder when sdlecting removable media include capacity, life
expectancy, and cost over time. Congderations about media life-
expectancy or shelf lifearein order. The terms media-life refersto how
long the physicd mediawill lagt in perfect environmental conditions.
While microfilm has been utilized since the mid- 1920, optica mediais
dill relaively new. The actud life expectancy of optica disks has not yet
been proven.

Optical disks

Lasers are used to write data onto an optical disk. Typicaly optical disks
have a high storage capacity compared to other storage aternatives.
There are five mgor categories of optica disks used in imaging systems.

WORM (Write Once, Read Many) optical disks have large storage
capacities — generdly in messured in terms of gigabytes (GB). Once
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information iswritten to the disk, it cannot be erased. Datais written to
the disk sequentidly. To improve efficiency, writing can be done
intermittently or in batches. Because data is written sequentidly, it can
be read back from the disk faster than the same dataon a CD-ROM.
Shelf life of WORM mediaistypicdly up to 25 years.

Magneto Optical (MO), erasable, or rewritable optical disks also have
large storage capacities, however, images can be ddeted from the disks.
Since MOs dlow multiple write sessons and erasures, the media tends to
degrade quickly if many write/rewrite sessons are performed. Shdlf life
of MO mediaistypicaly up to seven years.

CD-Recordable (CD-R) and CD-Rewritable (CD-RW) are two of the best
known types of optical disk. A CD-R becomes a CD-ROM once datais
written toit. Therefore, like WORM disks, data cannot be erased from
CD-Rdisks. Typicdly, CD-Rs hold about 640 to 700 megabytes. Datais
written to the disk spirdly and is done in one session. In addition, CD’s

can be easly damaged.

CD- Rewritables are dightly different. Since CD-RWsdlow multiple
write sessons and erasures the media tends to degrade quickly if many
write/rewrite sessons are performed.  Although CD-RW shdf life can be
impacted by the number of write/rewrite sessons performed. In addition,
CD’s can be easily damaged.

Digitd Versdile Disks (DVD) are much like CDs. They come in both
recordable and rewritable formats. DV Ds can store up to 12.4 gigabytes
of data. That isabout 20 times that of aCD. However, there are limited
imaging systems that use DVD technology.

Please Note that for CD’sand DV D’sthe shdf life of these types of
mediais undetermined. They can range anywhere from 10 yearsto 30
years under laboratory-controlled conditions. Redigtic shelf life has not
been confirmed.

Magnetic Tape

Magnetic tape is useful for infrequent retrievals and for back-ups. Tapeis
generdly dower than opticd media. Tapes can hold anywhere from one
to ten gigabytes of data. The shdf life for magnetic tapeis up to seven
years.

Microfilm.

Microfilm can be useful for infrequent retrieva and back-ups. Some
imaging systems can digitize existing microfilm and others can creste
micrafilm from images stored on the system or on optical disk. Shelf life
for microfilm israted from 100 to 200 years or more.
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c. Retrieval

Oncetheimageis stored, it must be retrieved for viewing and/or printing.
The monitor and printer must be able to render the image as closdy as
possible. The performance of these devices has dragticaly improved in
recent years.

Monitors

The resolution a which amonitor can display an image is measured in
picture dements or pixels. A pixd isasngle point in agraphic image.
The relationship between scanning dpi and display and print resolution is
not one-to-one. Display qudity largely depends on the monitor’s
resolution, that is, how many pixelsit can display. The higher the display
resolution, the more colors the monitor can display. However, display
colors may not be important for the type of documentsimaged. Another
important consderation isthe viewable display size. Image viewing is not
eadly done on smdl monitors. If usersretrieve and view images
frequently throughout the day, alarge monitor isjudtifiable. Other
monitor consderations include:

Sdlect amonitor capable of high- resolution display
Sdect at leest a 17" monitor for infrequent retrievals
Sdlect a least 219" monitor for more frequent retrievals
Sdlect a21" monitor for continuous retrievals

Video/Graphics Adapter

The video adapter is a physica device that plugs into a computer.
Monitors can be both andog and digita devices. A monitor will only
generate an image as good as the video adapter and as such, making sure
the video card meets the image qudity requirementsis a priority.

Printers

Two broad categories of printers are laser and ink jet. Laser printers fuse
toner onto paper to produce images. 1nk jet printers use wet ink to print
and produce animage. Laser printers generdly produce higher resolution
images fagter than ink jet printers. No maiter what type of printer is used,
the print process can be extremely dow because uncompressed image files
can bevery large. A print accelerator board can speed up the printing
process dramaticaly. The accelerator board isingtdled directly in the
printer. The board indructs the imaging system to send the image fileto it
in acompressed format. The board then decompresses the image and
prepares it for printing.
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Scanning
The scanning function trandates the image captured by a scanner into a
graphicsfile format capable of being stored.

2. Software

Once a document has been scanned, in order properly store and be able to
retrieve the document, various imaging activities must be performed. These
activitiesinclude indexing an image, compressing and saving an image for
efficient gorage. All of these activities are associated with usng an imaging
software solution. Outlined below is additiond information on these various
activities.

a. Imagelndexing

Once an image is scanned an index needs to be created to identify the image.
Index information is usualy stored in a database and alows usersto search
and identify images that meet specific selection criteria. The database
catalogs the location of the stored image on the storage media and adds that
information to the index information created by the indexing gpplication.

b. Image Retrieval

An gpplication must be cgpable of retrieving an image by querying the
database, based on user selection criteria, for its location, caling the image to
amonitor or aprinter.

Compression

Image files can be much larger than text files. Because image files can be 0
large, they are usudly compressed. Thisway they do not require as much
storage space on the computer system and they can be transmitted over the
network faster. However, a compressed image file must be decompressed for
viewing and/or printing. The compresson technique used depends on

whether the image is going to capture color or not. Although proprietary
compression routines exig, their use is not recommended for retention or
preservation of images asthey will severdly limit the ability to migrate to

newer technologies.

CCITT - Group Il and Group IV Compresson

These two compression techniques are used to compress images of black-and-
white documents. Group 11 is specified for andog transmissions (sandard
facamile machines) and Group 1V is specified for digitd transmissons
(computer networks, digita facsmile machines, etc.). While Group 111
compression ratios are generaly up to 10:1, Group 1V typicdly ranges from
15:1t0 20:1. Assuch, Group IV compression creates smdler files. Other
digital image compression techniques exist aswell. Outlined below isa brief
description of these other compression dternatives.
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Joint Photogr aphic Experts Group (JPEG)
JPEG is designed for compressing ether full-color or grayscale photographs.
Compression ratios can range up to 100:1 using JPEG.

Proprietary formats

Proprietary compression techniques may offer benefits, which includes higher
compression ratios. An image stored using this technique may require less
storage space and can travel through the network more quickly. However, the
use of non-proprietary compression for retention, preservation, and back-up
copiesisrequired.

B. Digital Image Processing Requirementsto Consider

In order to assess the varying costs, and hardware and software requirements
associated with the implementation of adigita imaging system, we performed
research on several document-imaging vendors that may meet the Town's
requirements. The project team selected five vendors that meet the initia
requirements of the Town.

- AMS Imaging

- Accderated Imaging, Inc.

- Busginess Imaging Sysems, Inc

- Document Imaging Solutions, Inc.
- Kofax.

Four of the five vendors were able to provide information related to the estimated
costs associated with the implementation of a dataimage processing systlem. These
are estimates only and could be significantly higher or lower depending upon the
scope of implementation (i.e., the number of departments involved, the number of
users, various documents, etc.). Below isthelist of vendors contacted aong with
background information about their company.

AM S Imaging islocated in Warwick, RI and has provided document management
solutions for over three decades. It offers both imaging and micrographic products.
In addition, AMS Imaging is afull service in-house conversion fadility for the
outsourcing of scanning and microfilming. Key eements of this vendor include:

- Technica Support/Maintenance (includes upgrades) — 20% of software costs
- Training - $20,000 (10- 15 training sessions)

- Implementation — $20,000 (at least 10 departments) or $5,000 per dept

- Software Licensing — $1,200 - $1,500 per concurrent seat

- Conversion - $0.05 per page

- If web-based software used then a server component would not be needed

- Server price — not through AMS Imaging

- Standard monitors and printers utilized

- Scanner (feeds approx 40 pgs) -$2,500-$5,000 depending on resolution and speed
- MicrofilmyMicrofiche to digita image - $0.02 per page

- GIS system could be image enabled $10,000 — 15,000 to implement
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Accderated Imaging, Inc. islocated in Irving, CA and has been providing
comprehensive data management, data entry, document imaging, media converson
and systems integration services for over ten years. Its preferred partners are
Intelligght Technologies, specidizing in web technologies and application
development, and Kofax, one of the leading providers of information capture
solutions.

- Performs document imaging, data entry, microfilm/microfiche services and
system integration

- Not only implements systemn but can dso process information and perform data
entry

- Option to purchase program/source code

- Conversion of microfilm/fiche between .05 centsto .12 cents depending on the
condition of the film/fiche.

- Web Retrieva using an internet/intranet based document retrieva and
management solution — optiond

Business Imaging Systems, I nc. headquarters islocated in Oklahoma City, OK
and has provided document management solutions, including consulting, software
development, systems integration, professional services and data converson
sarvices for state agencies, counties, schoal didricts, loca municipdities and higher
education indtitutions within the State of Oklahoma.

- Developed their own data capture, document management and data distribution
tools, marketed under MasterScan and Mobilis Professiond brands.

- BISisaresdler of document scanners from Bell+Howell, Canon and K odak;
check scanners from Canon, Digita Check and Seac Banche; document and
content management software from Kofax and LEGATO; aswdl asavariety of
other products from leading manufacturers

- Company offers avariety of products and services, including consulting, software
development, systems integration, professona services, and data converson
Services.

- Converson of micrafichemicrofilm — estimated $.05-.08 cents per image

- Software implementation costs, including andyd's, hardware, software,
implementation, capture, retrieva, and training — $200,000.

- 25 user concurrent seat/licensing — ($1,520 per seat) equals $38,000 plus
maintenance fees of $7,200; over 50 users ($1,200 per seat).

Document | maging Solutions, Inc. islocated in Spring Lake, M| and has provided
a comprehensve, out-of-the-box solution. Their document imaging system
convertsimagesto eectronic PDF files. Additiondly, this solution also integrates
with the Windows printing system, alowing usersto create a PDF file directly from
any gpplication using the “print” function. They have worked with government
agencies, nonprofit organizations and municipdities. Current customersinclude US
Army, Langley Air Force Base; American Red Cross, Nevada State University;
Town of Vail Colorado, and the City of Cincinnati.
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- Software utilizes PDF file format

- Maintenance cogts associated with TIFF, JPEG and GIF file format (these usualy
require an opticd drive sysem) is sgnificantly higher than PDF file format
mai ntenance.

- Do not provide any hardware — only software implementers/support

- Archiving — tape drive, CD-ROM, or optical disk
o0 CD-ROM storesup to 700 Mb of data
0 CD-ROM priced at lessthan $1.00 each

- System integrates with the Windows printing system, dlowing usersto create a
PDF file directly from any gpplication usng the “print” function.

- No “per seat” charge, the priceisthe same - $20,000

- Search engineisincluded with the software (ability to index over 1 Billion
documents)

- 2 seats for labeling workstations — windows based machines (used for indexing
documents) - $26,995

- Sitelicense cogt - $65,000 (currently running specid $26,000 — unlimited labeling
workgtations)

- Online training included in software costs (end user Webex sesson lasting
approx. 45 minutes)

- On-dtetraining additiona costs ($1,500 per day plus expenses port-to-port)

- No conversion services (ability to use aresdler) — software costs $10,000

- Hardware Costs — add a 20% charge of hardware cost and as a result most
companies buy their own — Software compatible with most servers/storage
devices.

K ofax corporate headquartersislocated in Irvine, CA and isthe market leader in
capture gpplication software, device connectivity and image processing. I1ts Ascent
Capture solution, an information-capture gpplication for document and content
management systems, is robust, expandable, and one of the most widdly used
capture solutions. Kofax has been in business for over 20 years but only offers
document solutions.  Although they don’t make scanners, document management
systems or build solutions, they will put you in contact with alocd Kofax Resdller
that specidizesin your industry and needs. Its customer list includes the City of
Boston, City of Cagary, City of Las Vegas, NASA, US Bureau of Census, Interna
Revenue Service, and US Dept of Education.

- Implementation costs determined by areseller. Would need to purchase software
through aresdler (i.e,, Ascent, VRYS).

- Software costs based on atiered structure ($995 — $3,000 per concurrent seat) and
volume of paper scanned per month

- Does not provide any hardware services
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Some vendors may work with other vendor document imaging solutions including:
Documentum, FIeNET, OnBase, Open Text, and Adobe PDF. These solutions

provide data capture, retrieval and storage capabilities and have been implemented

within other US State- L ocal Government agencies.

1. Summary of Software Capability

Since there ae many dements to an imaging system, Appendix 1 provides a
summary of the cgpabilities based on a preiminary survey. This list provides a
hign-leve overview of software solution condderations when evduding an

imaging solution.
Appendix 1
Business Document
Accelerated | Imaging Imaging
AMS Imaging, Systems, Solutions,
Categories Imaging Inc. Inc. Inc. Kofax

Document Imaging Solution X X X X
Development - Custom =
Software X =
Content Management Software X X X o
Training - web based X %
Training - onsite X X X X =
Technical Support/Maintenance X X X X 2
Conversion - paper X X X X <
Conversion - microfiche/film X X X X E
Hardware (scanners) X X X .'g
Hardware (document storage) X X e
Consulting & Integration X X X X %
On-site Storage X X _8
Data Entry Services X %
Licensing - no per seat charge X o
Per-Seat Charge - Licensing X X X

C. Purchase Consderations

Based on our initid review of the document imaging market, there are severd
factors when considering an imaging solution purchase. They are asfollows:

1. Software Cost

Many of the software vendors reviewed price their software product using a
concurrent seat license. As such, the cost of the software is based on the
number of concurrent users, accessing theimaging system at atime. Some

vendors, however, do not charge a*“ per-seet” fee, but rather the licenaing cost

is fixed whether there are 2 users or 1,000 users on the system. In addition,
some of the vendors separated out the cost of a casud “viewing only” user
from a“labding” or indexing user.
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2. Hardware Cost

Most of the vendors do not sell their own proprietary hardware, but instead
use standard hardware devices for their imaging solution. Scanners, servers
and storage devices for document imaging would need to be purchased. For
the most part, no specialized screens or printers would need to be purchased to
view or printout document images. The Town may need to upgrade limited
screens and/or printers depending on the user.

3. Annual Maintenance

Technica support and maintenance services are a o offered by the vendors
and vary depending on the number of users. The cost of annud maintenance
could range from 20% to 28% of the then current software cost. This cost
needs to be confirmed during the contract negotiations and fixed for a number
of years.

4. Training Cost

On-gtetraining codts vary from vendor to vendor. Although one of the
vendors surveyed does include ortline training in thelr software
implementation costs, on-Ste training is generdly recommended. The costs
range from $1,500 to $2,000 per day.

5. Conversion Cost

Conversion cogts associated with taking paper documents and\or
microfilm/microfiche to create digita images can be one of the largest costs of
thistype of project. During the evaluation process, the project team needs to
develop a document conversion strategy that outlines which documents need
to be converted, how many years worth of documents will be converted and
who will perform the converson process. Some of the vendors surveyed
provide services for the conversion of microfiche/microfilm to digital images.
This can be ahighly specidized requirement and needs to be consdered as
part of the overdl cost of an imaging system.

6. Hardware/Software Integration

The vendor survey confirmed that some vendors only provide software
sarvices, therefore, any hardware requirements (i.e., scanners, servers, etc.)
would need to be purchased from another vendor. It is highly recommended
that the Town of Greenwich consider only vendors that provide a complete
solution, which includes software, hardware, training, and converson and
implementation services.
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[11. State of Connecticut-Public Records Administrator’s-lmaging Standar ds

The Public Records Administrator for the State of Connecticut has developed
guiddines for the use and implementation of imaging sysems for municipdities and
governmenta agencies within Connecticut. Prior to the implementation of any imaging
system, a Certificate of Compliance form (see Appendix D) must be completed by the
Town of Greenwich and sent to Connecticut’s Public Records Administrator for
gpprova of the system.

As part of the approva process, the Town of Greenwich must firgt certify that the Town
meets the Digita Imaging requirements established by the Public Records
Adminigtrator as specified in Generd Letter #2001-1. Outlined below isalist of
requirements as defined within the Genera Letter #2001-1.

A. Open Architecture

Animaging system requires an open systems architecture for digita imaging

gpplications or require vendors to provide a bridge to systems with nonproprietary
configuration. Although the term open systems architecture is defined in various ways,
public officids should follow a system design gpproach that permits future component
upgrades with minimal degradation of system functions. This open sysem architecture
alows the system to be upgraded over time without a Sgnificant risk of recordsloss. It
aso supports the importing and exporting of digital images to and from other sources.
Theflexibility of open system architecture enables long-term records to be accessed and
transferred, aswdll as upgraded or modified, from one hardware or software platform to
another. One key factor in achieving an open system architecture is the adoption of nor+
proprietary standards.

B. FleFormat

The use of a non-proprietary digital imege file format is highly recommended. If using
aproprietary format is required, a bridge to a non-proprietary digital image file format
must be provided.

A digitd imagefile format is a sructured container for information about each digitd
image and theimage data. Information about the digita image file includes, but is not
limited to, its name, width, length, resolution, and compression techniques. The
computer requires thisinformation to interpret the digital image. It isessentia to usea
non-proprietary imege file format to ensure the ability to transfer successtully digitd
images between different systems or when a system is upgraded or modified.

American National Standard Ingtitute (ANSI)/Association for Information and
Image Management (AlIM) M S53-1993, Standard Recommended Practice - File
Format for Storage and Exchange of Images - Bi-Level Image File Format: Part |
details astandard definition for file formats. Despite the existence of a standard,
there is not an agreed-upon, industry-wide image format sandard. Many digital

Blum Shapiro — Final Document Page 111-1



Town of Greenwich - Digitd Imaging and Archiving Assessment Study

imaging systems use the Tagged Image File Format, or TIFF. Because different
versons of TIFF exist (TIFF5, TIFF-4, etc.) thereis till no absolute guarantee that
images can be trangported seamlessy from one system to another. Comprehensive
documentation of the digitd image file format, indluding TIFF, is recommended.

A number of other file formats exist, such as Graphics Interchange Format (GIF),
Joint Photographic Experts Group (JPEG), and Bitmap (BMP). Thesefile formats
are commonly used in conjunction with hypertext markup language (HTML) for
Internet and intranet applications. Many systems or third-party graphics packages
will convert images from one to another, athough often with unpredictable results.

Please note: Thereisno mention of a PDF format in the original guidelines
produced by the Public Records Administrator of the Sate of Connecticut.
Preliminary searches of Sate of Connecticut statutes do not provide any guidance
inthisarea either. Asidentified earlier, a PDF file format isa "read only"
document that cannot be altered without |eaving an electronic footprint. Thisfile
format also meets all legal requirements to be admissiblein a court of law. The
Federal Court system accepts and requires PDF files for brief and other document
submission.

C. Compression

Use Internationa Telecommunications Union (ITU) Group 3 and Group 4
compression techniques or have the vendor provide a bridge to these techniques.
Thelargefile Szes of typica scanned documents require digital image compression
to support data transmission and to promote storage efficiency. Mogt digital
imaging systems use standard compression agorithmsto "shrink” images. Standard
compresson techniques are instrumenta in ensuring a migration strategy for

records needed for long-term use. Two internationa standards are currently
available. Usng compression techniques conforming to ether of these
specifications will increase the likdihood that the images can be used with other
technologies or migrated between systems.

D. Encryption

An agency cannot use any software or hardware that utilizes an encrypted software
source code.

E. Storage Media

Where datalongevity or records integrity isaprimary concern use arecording
mediathat is not rewritable. The storage capacity of optica disks versus paper isa
primary advantage to the use of digital imaging sysems. However, optica disks
are not the only option. Other storage solutions that can be used with digita
imaging systems include output to microfiche or microfilm, digita tape, and
magnetic disks.
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Theissues of datalongevity and integrity must be considered when sdlecting

optica storage media. There are avariety of optica disks available such as Write
Once Read Many (WORM), Rewritable, and Compact Disk-Read Only Memory
(CD-ROM)/Compact Disk-Recordable (CD-R). Each solution hasitsown
advantages and disadvantages. WORM, CD-R, and COLD (Computer Output to
Laser Disk) are not rewritable. These media offer ahigh level of data security
because data cannot be atered without destroying the medium itself. If arecord

is no longer needed, software may alow the pointer to the data to be disabled,
preventing norma access. Because the data cannot truly be deleted, however, it
may remain ble by other means.

An agency usng optica storage media shal only use nonerasable write-once-
read-many (WORM) disks. Disk drives and multifunction disk drives capable of
recording on WORM disks or rewriteable disks may be used. However, only
optica storage disks manufactured exclusvely as WORM shdl be used.

F. Migration

Provide specific plans for an ongoing process of migrating long-term and archiva
records from older to newer hardware and software platforms. Municipditiesand
agencies must ensure that thair long-term and archiva records are continudly
accessible. While the physical system could be operational for ten years or more,
its technology will often be superseded within two to three years. If the system
stores records with retention periods exceeding the life span of the hardware and
software, it is essentid that the adminigtrator plan for future deta migration. A
migration strategy documents how an organization will safely and completely
trandfer long-term and archival records from one generation of hardware and
software to another generation. The srategy should be written and maintained with
the system documentation. Current srategies for migrating digita imaging system
records include: upgrading equipment and software as technology evolves and
periodicdly recopying optica or magnetic storage media as required; recopying
optical or magnetic storage media based upon projected longevity and/or periodic
verificaion of the records; or, trandferring the data from an obsolete generation of
optical or magnetic sorage media to a newly-emerging technology, in some cases
bypassing the intermediate generation that is mature but at risk of becoming
obsolete.

G. Indexing and Image Retrieva

An agency using an imaging system shall index each image stored by the system
with aspedific or unique identifier. The index shdl contain information sufficient

to enable the agency to retrieve images and records in an efficient and effective
manner based on the anticipated needs of its users. Theindex shdl have the same
retention period as the image and shall be migrated a the same time as the image.
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An agency shdl implement procedures and a regular timetable for verifying the
accuracy of index entries. Verification may be accomplished visudly, by
duplicative typing of index data, or by any other method that accomplishes postive
index data verification. An agency shdl test its indexing verification method to
ensure that the index permitstheretrieva of images in an efficient and effective
manner.

All index information relaing to stored images shdl be retained on magnetic or
optical mediathat are designed to function with the imaging system. An agency

may retain index data on the same medium where recorded images are stored, if the
agency aso retains a separate copy of the index.

If an agency replaces any storage media, then the agency shdl maintain the
integrity of the index as wel as the images onto the new medium. The new
medium shd| be cgpable of reading and fully converting dl information stored on
the replaced disk.

H. Error Detection and Correction

Error detection and correction is the ability to predict the point at which an optica
sorage disk is no longer readable. This ability is criticd if the recopying of disksis
to take place at the appropriate time. Refer to ANSI/AIIM MS 59-1996, Media
Error Monitoring and Reporting Techniques for Verification of Stored Data on
Opticd Digitd Data Disks.

An agency shall specify that the small computer standard interface (SCS))
commeand "Write and Verify" is used when writing data to optical or magnetic
sorage disks. The command is valuable for assessng how accurately the scanned
information is transferred from the central processing unit of the computer to the
digitd imaging sysem. The command requires verification from the system that
the digital image is correctly written to the disk and provides additiond protection
for continued access to long-term records.

An agency shdl acquire a utility program that monitors the amount of disk space
used to relocate data sectors when errors are detected.

|. Labding

Offline storage media shal be kept in protective cartridges. Such media shdl have
a human readable label and should be labeled as completely as possible to ensure
future use and accessihility.

The following types of information may be included on the labd: (1) name of
agency; (2) the unit or divison that is responsible for the records on the disk; (3)
sequentia number or other specific identifier that identifies the disk in the series
of disks used by the system; (4) date of manufacture; (5) identification of the disk
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as the master or backup storage copy; (6) records seriestitle and item number
from the retention and disposition schedule; (7) cregtion dates of the records; (8)
beginning and ending dates during which images were recorded onto the disk; (9)
software needed to access the digital images or index stored on the disk.

J. Environmenta Conditionsfor Optica Storage Disks

In accordance with ANSI/AIIM TR25-1995, Use of Optica Disksfor Public
Records, users should obtain and follow the manufacturer's recommendations for
the storage and use of optica disks. An agency should request that the vendor
supply specifications for the storage of digita optical disks and ensure thet office
conditions meet these specifications.

An agency shdl provide a stable storage and use environment for optical disks.
Technicd specidists recommend a stable environment with atemperature between
65 and 75 degrees Fahrenheit and a relative humidity between 30 and 50 per cent.
Adverse storage conditions, especidly high humidity, can cause rapid deterioration
of the media.

All disk mediashall be kept free of condensation.

An optica disk is affected by dust, debris, and fingerprints. An agency shdl not
remove the plastic cartridge protecting adisk. A cartridge shutter shal not be
opened to expose the optical disk's recording surface. To protect disks from
warping, they should not be subject to pressure and should be stored in an upright
position when not in the disk drive,

An agency shdl not store disk media under other objects, in a place that could
readily permit water damage to occur, in amanner or place that is likely to subject
the disks to physical shocks, shattering due to rapid temperature change, or damage
due to exposure to direct sunlight, other light sources, or sources of heet, ail, or
solvents.

K. Backup Storage Media
An agency shdl periodicaly prepare backup storage copies of recorded information
and shdl store the backup media at a secure, environmentally controlled, off-site
location.
An agency shdl store its backup image media and backup index media together.
An agency shdl update its backup storage media on aregular basis.

An agency shdl copy or migrate, or copy and migrate, its backup storage media and
origind image media & the sametime.
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L. Scanning and Testing for Quality

An agency shdl establish scanning qudity control procedures and shal periodically
document the use of procedures.

To help ensure the integrity of long-term and archival records stored on the system,
gaff members should perform avisud qudity evauation of each index entry and
scanned image before writing the digita image to optical or magnetic media

Visud ingpection must be a part of operational proceduresin order to verify the
completeness and accuracy of scanning after documents have been transferred to a
disk.

Overdl system qudity contral is best when the scanned image is temporarily stored
on magnetic media, as this alows corrections to be made by re-scanning.
Depending on the system configuration, corrections may be performed at the
scanner capture station or at designated ingpection/re-scan workstations.

Training and supervison of the operations aff is akey factor in maintaining
acceptable image and index quality as well as user satisfaction with the system.

An agency shall test and certify scanner performance as aroutine part of aregularly
established schedule of maintenance for operating an imaging System.

M. Image Resolution

When determining document scanning resolution, consder data storage
requirements, document scanning throughput rates, and the accurate reproduction
of theimage. The resolution of scanned images shdl be sufficient to permit the
recording of an accurate image of the public record. An agency shdl usethe
AlIM technical report AlIM TR26-1993, "Resolution asit Relates to
Photographic and Electronic Imaging,” as aguide for established resolution
criteria

The sdlection of scanning dendty involves atrade- off between image clarity,
storage capacity and speed. When selecting a scanner, ask the vendor to perform
aqudity test on abroad sampling of agency documents a various dpi settings so
that an appropriate end-to-end throughput rate and resolution can be determined.

Standard letter quality records shal be scanned a not less than 200 pixels per
inch. Photographs and other higher quaity or more detailed records shal be
scanned a not less than 400 pixes per inch. Engineering drawings shdl be
scanned at not less than 200 pixels per inch. A higher scanning density (600 dpi
or higher) is appropriate for deteriorating documents, and documents with visua
elements such as, engineering drawings, maps, or documents with background
detail. A tria and error method should be usad to find the minimal acceptable
image.
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N. System Security

An agency shdl ensure that the system's software is designed to track use of and
access to the system and will attempt to prevent or indicate the occurrence of
unauthorized access to sengtive records.

O. Document Authentication

The software will ensure that records were created, edited, and deleted according to
documented procedures and will maintain this information in chronological order.

Legd retention periods shal be included in retention and disposition schedulesin
accordance with CGS §11-8.

P. Metadata

The metadata file is necessary to assure that future changesin personnd will have
the information necessary for migration to newer systems. It will dso fadilitate any
dtate audits when necessary for compliance to state laws.

An agency shdl prepare a procedures manud and flowchart indicating the normal
routine of the agency and the role that the imaging system assumes in normd
activities. The documentation shal describe the procedures to be followed for al of
the following: document preparation, document scanning, scanner testing, method
of indexing, verification of index data, image editing, image enhancing, image and
index updating, and image and index deleting.

An agency shdl maintain a description of file layouts and content, including, but
not limited to the following information:

1. Identification of adl imaging system hardware and software by manufacturer,

modd, release and ingtdlation dates. Provisions shall dso be made to include

updates, upgrades and their ingtallation dates

The location of files on the computer system

How thefilesare lad out

The meaning of the information in the file directory

The formats used to encode the contents of

A plan to enable the storage media recorded by the system to be read by another

brand or type of system if the system's hardware or software fails or otherwise

becomes permanently inoperable

A description of security procedures

8. A planto provide for mgor upgrades of hardware and software to avoid
obsolescence or the loss of recorded information

9. A contingency plan to dlow the agency to continue functioning during
temporary system's downtime, which shal aso be included in the procedures
manua

Sk wN

~
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10. A description of the hardware and software used for the detection and correction
of error codes, including the placement of error correcting codes and a
description and orientation of preformatted blocks on a disk.

Q. Sysem Adminidrator

An agency shall identify a sysem adminigtrator to monitor the ingtalation,
operation, and security of the imaging system as well asthe training of assgned
personnd. It isrecommended that there be a backup system administrator to be
respongble for the system in the administrator's absence.

The syslem adminigtrator shall maintain documentation pertaining to the imaging
system (metadata file), including any offline storage media, and its procedures. In
addition to any other record required by this policy, the system adminigtrator shal
maintain dl of the following records:

1. A description of the imaging system and the storage media hardware, including
equipment specifications, names and addresses of manufacturers, equipment
model numbers, equipment maintenance requirements, and technical operating
manuas.

2. Records reflecting the results of the performance appraisa and reliability testing
performed at the time of system ingtallation.

3. Before animaging system is purchased, the system adminigtrator shal arrange
to have the agency's retention and disposition schedule amended to include the
imaging of records, the retention of the human-readable copies, and the storage
of backup copies and shal ensure that the new schedule is approved by the
Public Records Adminigtrator.

4. A written procedure governing the regular removd of images and indexesin
accordance with established retention schedules and in accordance with security
provisons established in this policy. The system administrator must have aplan
for recreeting the indexes and a record of this shal be maintained.

The system adminidirator shal be responsible for documenting and updeting the
metadata file, and for planning and administering data migration as required.

The system adminigtrator shdl be responsible for administering system security as
described in this section.

Please Note: The System Administrator needs to have both operational and technical
knowledge of the selected digital imaging system. As such, since most Departments
within the Town will use the application, the IT Department should have overall
ownership and responsibility to oversee not only the implementation but also ongoing
support of the digital imaging application.
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R. Safeguard Plan; Vendor Codes Escrow; Notice from Vendor

Before acquiring an imaging system, an agency shal prepare awritten plan that
includes safeguards to ensure the agency's continued ability to access and retrieve
image dataif the agency's vendor no longer supports the sysiem's hardware or
software or if the system becomes inoperable due to damage, mafunction, or
obsolescence.

By contract, an agency shdl require its imaging system vendor to:

1. Depost acopy of theimaging system's application software codes and
associated documentation in an escrow account with a bank, archive, or other
indtitution acceptable to the agency for transmisson to the agency if the
vendor's businessfails. The vendor must verify that the code is updated every
year. |If the vendor goes out of business, the agency must be given a copy of the
source code. The contract must Sate that "upon termination of this contract, al
dataltapes must be returned to thisagency.” The system administrator must
have this documentation. (As previously mentioned, the System Administration
function would be the IT Department)

2. Notify the system administrator about the discontinuation of the imaging system
or its product line, changes or upgrades to the imaging system, or the cessation
of service support for the imaging system.

3. Inorder to maintain the integrity of the agency's records, the agency shdl retain
ownership and access to dl information maintained by the vendor either at the
location of the agency or at the vendor's location.

S. Annud System Review
An agency must periodicaly review its metadatafile to verify al of the following:

1.That the statigtical error rate and any loss of recorded information are being
tracked.

2. Tha satisfactory scanner performance and reliability are being maintained by
comparing currently scanned and recreated hard copy images of test targets with
origind benchmark target images.

3.That the scanner testing logbook is being properly maintained and that al
necessary procedures are being followed and documented.

4.That dl required targets are being scanned on aroutine basis.

5.That backup storage copies of images and indexes are routinely produced on
separate media and stored at an off-Ste locetion.

6.That human-readable copies of records are created, managed, and stored as
required by this policy.
7.That images stored on master use and backup storage disks have not deteriorated.
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8.That security measures have been developed and are being utilized.

9.That comprehensive documentation about appropriate aspects of the imaging
system has been created and retained.
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V. Findings and Recommendations

To better understand the imaging issues confronting the Town of Greenwich from an
operationa and technology perspective, the project team tracked document storage and
retention information obtained during departmenta and individud interviews. This
information was then andyzed to determine the Town' s digital imaging needs and
requirements. In addition, we performed an extensive evauation of ontline research to
identify overdl issues regarding digita imaging within the public sector for the State of
Connecticut.

The project team interviewed approximately 37 different departments\divisons and
obtained detailed information about the documents stored and archived within each
area. The project team identified over 300 document types stored within the Town.
Although some of these documents were copies of the same document types stored by
other departments, many were origina documents that needed to be stored for a period
of time.

As part of our analyss, we reviewed the types of documents that the departments save
on aregular bass. Appendix - E provides acomplete listing of dl the documents that
were reviewed and identified during this project. Thislist is sorted by department and
demonstrates the various types of documents and archiving requirements that would
need to bein place if an imaging system were implemented.

One of the common concerns identified during the interview process was thet of
document security. Most departments wanted to make sure that whatever imaging
system was selected, that gppropriate security could be put into place to limit accessto
certain types of documents by person. Examples include personnel and other
confidentia information document types that cannot be shared with most of the
imaging processing usars. Any image processing solution must have arobust security
scheme in order to handle the many requirements of the Town of Greenwich.

As part of this project, we dso identified open issues and discussion points that need to
be addressed prior to the implementation of adigital imaging sysem. Ouitlined below
are the project team’ s findings and recommendations:

A. Document Storage Duplication

A review of the document listing (Appendix — E) confirmed that there are a number
of documert typesthat are stored multiple times by various departments. In
particular, outlined below isalist of documents stored by multiple departments.

- Purchase Orders\invoices
- Contracts

- Personnd Files

- Mesting Minutes

- Time Sheets
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In each of the document types listed above, there was a minimum of four other
departments that maintains (stores) these document types. Although each
department interviewed believes that they need access to the aforementioned
documents, they do not need to maintain these documents independently. In
particular, maintaining these documents by department can cause potentia
problems.

Storing some of the document types (i.e. personnd files and contracts) by
department could cause inaccurate information to be communicated to personnd
and/or bad decisions made because of wrong/incorrect information.

In addition, the Town is storing hundreds of thousands of duplicate documents
within these individua departments. Additiond storage spaceisrequired to
maintain these documents on Site.

Recommendations

With the implementation of adigita imaging system, al document types, (i.e
personnd files and contract) should be maintained by one department in asingle
location.  Although most document types have a primary owner (by default), the
Town should reconfirm the department that is responsible for the maintenance and
upkeep of each document type and diminate the duplication of the aforementioned
document.

Animaging system would alow dl departments (assuming gppropriate security
clearance) access the previoudy identified (duplicated) document types and not
force each department to store them individual. Thiswould also enhance and
ensure that the document information is the most accurate and up-to-date
information. Thiswill diminate the possibility that a department uses the wrong
document to perform or take a specific action.

B. Document Retention

Presently, the Town of Greenwich has no forma documented policies and
procedures that are used to guide the retention of various document types. Asa
result, departments have independently developed their own set of document
retention sandards. However, these standards are not consistently applied between
and within the Town's departments. Depending on the department, different
document retention standards have been implemented.

The State of Connecticut, through the Public Records Administrator’ s office, has
developed policies and generd guidedinesfor the retention of documents. Appendix
— A outlines the standards that the State has developed. Typicaly these standards
are by department and document type. Appendix — A includes the appropriate
document retention standards for the various departments.
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For purposes of this project, the project team used the information in Appendix A
and the various Schedule M documents to attempt to align the retention
requirements identified by the State compared to those used within the Town of
Greenwich. Appendix — F provides areport by department that demonstrates by
department and documert type the retention schedule adopted by the State versus
the retention schedules tentatively implemented by the Town of Greenwich.

A review of the document retention schedules confirmed that in many instances, the
Town of Greenwich is retaining documents for alonger period of timethanis
necessary. For example, we found many instances where departments within the
Town of Greenwich identified that a specific document type is stored permanently.
When comparing the document type to the State' s requirements, the document type
needsto be saved for a5 to 7 year period and not permanently. This situation could
result in the Town storing too many documents and using up too much storage
space.

During our analys's, we dso found that some Greenwich document types may not
be stored long enough, based on the State of Connecticut’s guiddines. This could
expose the Town to potentid ligbility issues, if the Town threw out a document that
it was required to retain.

Please note: Every attempt was made to associate the State’' s retention
requirements with the appropriate document types of the Town. In some instances,
the project team used our best judgment to identify the appropriate retention
schedule and document type. Further evaluation of the State of Connecticut’s
retention schedules to the current Town of Greenwich retention requirements needs
to be performed by representatives from each department.

Recommendations

Based on the information outlined above, the project team recommends that the
Town formdlize their document retention policies\practices and develop afile
retention strategy for al document types. As part of this effort, a Committee should
be formed that reviews the various document types and compares them to the State
of Connecticut’sguiddines. Thisandysswill help to diminate retention issues

and problemsin the future,

Since the Town needs to formally apply for permission to destroy or transfer hard
copy records (See Appendix — A), this Committee could dso be used as an
overdght board. Not only would they have responsbility in developing and
overseeing the document retention policies and practices, they could aso help to
manage the destruction of documents and ensure that al departments comply with
the State’ sregulations.

In addition, this Committee could be used to develop guidelines for the imaging
system. In particular, the Town needs to develop criteria on the following:
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- Type of documents to be imaged
0 Should the Town image correspondence and other similar types of
documents
- Minimum retention of documentsto be imaged
0 Should the Town image documents that only have a1 to 2 year retention
requirement.
- Scanning quality controls process and procedures

C. Legal Issues and Concerns— Digital Imaging

Although the State of Connecticut, in conjunction with the Public Records
Adminigrator, has devel oped guiddines and standards for digita imaging (see
Section 1V), there are anumber of open legd issues and concerns asit relatesto
digital imaging. They are asfollows

Asmentioned previoudy, the State of Connecticut has created legidation for the
electronic imaging for recording documents into land records. However, it is
unclear if other departments with the Town can a so take advantage of dectronic
imaging as identified by this Satute.

In particular, CSG 81-7, confirms “ Properly certified reproductions of any record
made under the providons of this section shdl be admissble in evidence in the
same manner and entitled to the same weight as copies made and certified from the
origind”. However, it is unclear what documents meset the following provision:

"When any officer, office, court, commission, board, indtitution, department, agent
or employee of the state, or of any palitica subdivison thereof, is required or
authorized by law or has the duty to record or copy any document, plat, paper, or
ingrument of writing, such recording or copying may be done by any photographic,
micrographic, eectronic imeging or other process, which clearly and accurately
copies, photographs or otherwise reproduces the original document, plat, paper or
ingrument of writing...”. Itisdear that CGS 81-7 includes copies of land
recordings that are made using computer based digita imaging technology.
However, it isunclear if this extends to certified copies of other types of records.

There have aways been concerns about the legdlity of copies of digitized

documents. CGS 852-180 "Admissibility of Business Entries and Photographic
Copies," confirmsthat for properly microfilmed or photographicaly reproduced
records, they can be admitted as evidence into court as business records, provided a
proper evidentiary foundation has been creasted. However, the Statute does not
mention computer based digita imaging technology directly.

Records that are reprinted by a computer based imaging system are not considered
photographic copies. Although some states have changed their evidence statures to
specificdly include imaging systems, the State of Connecticut has not.
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Recommendations

As mentioned discussed, the State of Connecticut has created legidation for the
electronic imaging for recording documentsinto land records. However, it is
unclear if this can aso pertain to other document typeswithina Town. Prior to
sdecting an imaging system, the Town of Greenwich should work with legal
counsd to obtain alegd opinion and confirm that adigita imaging sysem isan
acceptable way to store and access documents.

D. Legal Issuesand Concerns— PDF Files

Asidentified in section 1V, the Public Records Administrator for the State of
Connecticut has developed specific guiddines for the use and implementation of
imaging systems for municipaities and governmental agencies within Connecticui.
As part of these specifications, the Public Records Administrator mentioned
specific types of file formats that were acceptable for an imaging system. One of
the file formats that was not mentioned was the Adobe PDF file. A PDFfileisa
"read only" document that cannot be atered without leaving an dectronic footprint
within the document, while meeting legd requirementsin a court of law. In
addition, the PDF format alows these documents to be stored on virtudly any
network server. This provides better integration into most networks.

Although thisfile format is newer than the formats identified in the specifications
document, it has severd overdl benefits that may enhance the use and
implementation of an imaging system within the Town of Greenwich. They are as
follows

1. Softwareto View PDF Files Readily Available

PDF files can be retrieved, viewed and printed with using areadily
available and free software product called Adobe Acrobat Reader. This
software can be indalled (via Internet) on any PC for internal and
externa users. Documents can be shared easily with anyone insde or
outside of the Town with no additional expenses.

2. PDF FilesMeet Legal Document Requirements

As mentioned earlier, for an dectronic document to be admissblein a
court of law, it must be created in afile format thet cannot be altered
without leaving an ectronic footprint. The Federal Government has
adopted the PDF file format as away to submit documents to the Court.

In contrast, since the TIFF, JPEG, GIF file formats can be easly dtered
without leaving an electronic footprint, it is necessary to copy them at
the time of scanning directly to an optica drive. Documents on an
optical drive cannot be removed or changed, making them legd ina
court of law. However, opticd drive systems can be more expensive as
aresult of the need for optica drive and scanning integration.
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3. PDF filesare Compatible Across M ultiple Platforms

A PDF file format represents a document that is independent of the
hardware, operating system and application software used to create the
origind PDF file. Adobe desgned and created thisfile format so it
could be shared across multiple computer platforms.

4. PDF File Security

Securing documents can be important in order to share the document
across a network or through the Internet. The PDF format alows
password security at the document leve (if required).

5. Longevity of PDF Files

The PDF file format was origindly developed by Adobe for the U.S.
Federa Government to storeitslegacy files. The U.S. Federd
Government is dill the largest user of PDF technology. 1n 2000, the
U.S. Federal Courts adopted the PDF file as their eectronic document
format. Thiswidespread governmental use of the PDF format for
archiving and sharing documentation suggests that the PDF file will
remain as along-term format standard.

Recommendations

Since the State of Connecticut has not formally approved the PDF file format, the
Town of Greenwich should work with legal counsdl to obtain alegd opinion and
confirm that the use of a PDF file formet in conjunction with adigita imaging
system is an acceptable way to store documents.
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V. Implementation Cost and Benefits

As pat of the overd| evaduation of adigita image processing system, the project team
attempted to develop a cost — benefit andysis to help judify the implementation of an
imaging sysem. By using information recaived from multiple vendors and obtaining
hardware cost estimates, the project team was able to develop redigtic cost information.

Unfortunately, attempting to cregte redigtic benefit figures was difficult. Numerous
assumptions would need to be made in order to creste some level of benefit estimates.
In addition, these estimates were “ soft” benefits that could not be well supported or
defended. As such, the project team chooses not to include benefit figuresinto the
document and instead focus on the proposed costs for an imaging solution.

Outlined below are known benefits associated with the implementation of an imaging
System.

| mage Processing Benefits
- Allows multiple people to access and share documents simultaneoudy

Reduces time spent retrieving and finding documents
Reduces the time spent filing documents

Reduces storage costs of documents

Protects an organization and enhances disaster recovery

Reduce time spent and costs associated with copying documents
Allows searching through documents based on key words

Paper storage requirements are growing at (20-25%) per year
Eliminate the need to store documents at an externd facility
Enhance servicesto residents

Ability to share documents through the network or Internet

Exhibit VI provides an overview of the estimated costs associated with this project.

Our cost analysis assumed that the imaging system would be purchased and
implemented within one and ahdf years. Our assumption is based on the fact that
implementation services would be brought in from the outside and conversion of
exigting documents would aso use outsde resources.

Outlined below are the project team’s assumptions:

General Assumptions

All document types for the various departments will be imaged
In generd, the Departments will access gpproximately 1/4 of the documents imaged

Blum Shapiro — Final Document Page V-1



Town of Greenwich - Digitd Imaging and Archiving Assessment Study

In generd, the Departments will print gpproximeately 1/8 of the documentsfiled

Over the past two years, externa storage costs were on average $30,000 per year.

Residents have approximately 500 requests per year, per Department to ook up
and/or retrieve documents

Departments have 250 requests per month of other Department to ook up and/or
retrieve documents

General Cost Assumptions

All Departments require low-end scanners

Documents that had a retention requirement at two years or less would not be
imaged

75% of documentsidentified as part of the study will be converted
Approximate storage requirement per document page is 100K

Application costs are based on the number of concurrent users, which was
identified at three per department

No additiona personnel would need to be hired to index and oversee imaging
sysem.
0 The project team assumed the IT Department would be able to take on the
Sysem Adminigration role and responsibilities for digita imaging
0 All departments would be responsible for their own indexing of documents

Training is basad on the number of departments working within the imaging
sysem.

Outlined below isasummary of the costs associated with implementing adigita

imaging sysem.
Town of Greenwich
Digital Imaging and Archiving Study
March 24, 2006
Exhibit V1
Cost Analysis- Version 2.0
Year 1l Year 2 Year 3 Year 4 Year 5
Imaging Costs
Hardware $219,667 $23,667 $43,667 $29,583 $36,979
Software $186,500 $41,625 $43,706 $45,892 $48,186
Implementation $75,000 $0
Conversion $632,765 $0
Training $51,800 $0 $7,000
Total $1,165,732 $65,292 $94,373 $75,475 $85,165
Assumptions
A. Additiona server/storagerequiredin Year 3
B.  Maintenace costs increase 5% annually
C.  Approximate storage requirement per document page is 100K
D. Year 3additional training is provided
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Retention of Town of Greenwich’s Documents

The State of Connecticut has established document retention and destruction rules by
which all local governments must abide by. In particular, the Office of the Public
Records Administrator confirms that local government records are eligible for destruction
or transfer to a certified repository if they have met the minimum retention requirements
established by retention schedules issued by this Office. The State of Connecticut has
established two statutes governing this process; CGS 7-109 and CGS 11-8 (outlined
below).

In order for the Town of Greenwich to comply with State statutes, the Town must apply
for permission to destroy or transfer hard copy records by using the "Records Disposal
Authorization, Connecticut Towns, Municipalities, and Boards of Education" state form
(Form RC-075, see exhibit A-1). All requests must be signed by the custodian of the
records and the administrative head of the municipality. The Public Records
Administrator and the State Archivist will review all completed requests for formal
approval. The statutes confirm that records cannot be destroyed or transferred until the
Office of the Public Records Administrator has returned a signed authorization form to
the requester.

The State of Connecticut’s Office of the Public Records has adopted a set of guidelines
and standards for all municipalities for record retention. There are many records that are
created or kept in municipal offices which are permanent and may not be destroyed.
Other records “may be historical or archival records and may be transferred to other
locations for permanent retention after review and approval by the Public Records
Administrator and the State Archivist”.

Permanent and/or archival records may be transferred only to a repository that has been
certified by the Office of the Public Records Administrator. Non-permanent records that
have met the required retention period may be transferred to an appropriate repository,
but that repository does not need to meet the stricter criteria applied to repositories for
permanent records.

Outlined below is a list of the various document retention guidelines developed for the
respective areas of local government. Exhibit A-2 provides a comprehensive listing of
the schedules outlined below. This information was last updated in February 2005.

e Schedule M1 - General Administration Records

o Schedule M2 - Personnel/Labor Relations Records

e Schedule M3 - Fiscal Records

o Schedule M4 - Taxation-Assessment Collection Records

e Schedule M5 - Town Clerks and Registrars Records

e Schedule M6 - Electors and Elections Records

e Schedule M7 - Public Safety and Emergency Services Records
e Schedule M8 - Education Records

e Schedule M9 - Public Works Records
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e Schedule M10 - Land Use and Development Records

e Schedule M11 - Library Records

e Schedule M12 - Health Departments/Districts/Clinics Records

e Schedule M13 - Human Services/Social Services/General Assistance
e Schedule M14 - Parks and Recreation Records

e Schedule M15 - Locally Owned Utilities/Regional Authorities

e Schedule M16 - Electronic Data Processing Records

Records that do not appear within the list of schedules (Schedules M1 to M16) may be
eligible for destruction. However, a request form (RC-075) must be completed and sent
to the Office of the Public Records Administrator for prior approval.
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RECORDS DISPOSAL AUTHORIZATION

Connecticut Towns,

Education
RC-075 (revised 2/2005)

Municipalities, and Boards of

STATE OF CONNECTICUT
Connecticut State Library

PUBLIC RECORDS ADMINISTRATION
231 Capitol Ave., Hartford, CT 06106

This form is to be used to obtain approval from the Public Records Administrator (Connecticut State Library) to dispose of records. Please fill out
the form completely and legibly.

Instructions

1. Enter a brief description of the record series or title.

2. Enter the approved schedule and item number, which can be
found in the Records Retention/Disposition Schedules.

3. Enter the dates covered by the records being recommended

for disposal.

4. Enter the proposed date of disposal.

See below for further instructions
LOCAL GOVERNMENT ENTITY:

If this form is being used for educational records, please be
sure that the Superintendent of Schools signs the form.

Use additional forms, if necessary. However, each form must
be signed.

Send the completed form to the Public Records Administrator,
Connecticut State Library, 231 Capitol Ave., Hartford, CT
06106.

DATE

CUSTODIAN OF RECORDS:

TELEPHONE

ADDRESS (Form will be returned to this address)

In accordance with Section 7-109 of the Connecticut General Statutes, we request your approval for the destruction of the following records, that
have been held the length of time required by the applicable regulations and schedules of the Connecticut State Library and the Public Records
Administrator and are no longer needed in the office. No record(s) listed, in our opinion, pertain(s) to any pending case, claim, or action.

CUSTODIAN OF RECORDS (Type or Print) SIGNATURE
GOVERNMENT i
AUTHORIZATION ADMINISTRATIVE HEAD OF MUNICIPALITY (Type or Print) SIGNATURE
EDUCATIONAL SUPERINTENDENT OF SCHOOLS (Type or Print) SIGNATURE
RECORDS
AUTHORIZATION
SCHEDULE NO INCLUSIVE DATES PROPOSED DATE
Y RECORD SERIES TITLE OF RECORDS
ITEM NO. (i.e. M1-080
(i.e ) FROM THRU OF DISPOSAL

APPROVED (Public Records Administrator) DATE
PUBLIC RECORDS
AUTHORIZATION [~ APPROVED (State Archivist) DATE
AFTER 8. The original copy of this signed approval must be filed with the Town Clerk for PERMANENT RETENTION. The originator of this form
RECEIVING (custodian of the record) should keep a duplicate copy. Records that cannot be destroyed have been so noted.
APPROVAL
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K ey State of Connecticut Statutes and Public Acts

Outlined below are various Connecticut Statutes that address digital imaging and
archiving guidelines and standards for the State. These Statutes have been directly
copied from the State of Connecticut’s General Assembly Legidative databases.

Sec.1-7. Recording or copying by photographic, micrographic, €ectronic imaging or
other process. When any officer, office, court, commission, board, inditution,
department, agent or employee of the state, or of any political subdivison thereof, is
required or authorized by law or has the duty to record or copy any document, plat, paper
or instrument of writing, such recording or copying may be done by any photographic,
micrographic, eectronic imaging or other process, which clearly and accurately copies,
photographs or otherwise reproduces the original document, plat, paper or instrument of
writing. Each such photographic, micrographic, eectronic imaging or other process shdl
be subject to the approval of the Public Records Administrator. Properly certified
reproductions of any record made under the provisions of this section shdl be admissble
in evidence in the same manner and entitled to the same weight as copies made and
catified from the origind.

Sec.1-8. "Recorded” defined. When books, records, papers or documents are required to
be recorded by law, the word "recorded” shall be construed to include, and such

recording may be made by, photographic, micrographic, éectronic imaging or any other
process with the reproduced image proportiond in Szeto the origind. Each such
photographic, micrographic, eectronic imaging or other process shall be subject to the
goprovad of the Public Records Administrator.

Sec.1-14. "Certified copy" defined. Evidence. When the term "certified copy” isused in
any datute relating to any recording agency, such term shall be congtrued to include a
certified reproduction of the image or images of such books, records, papers or
documents, which is proportiond in sizeto the origind. Each process used for such
reproductions shal be subject to the approva of the Public Records Administrator. Any
such reproduced record or any such certified copy may be admitted in evidence with the
same effect asthe origind thereof, and shall be prima facie evidence of the facts set forth
therein,

Sec.1-16. Reproductions. Any officer of the state or any political subdivision thereof,

any judge of probate and any person, corporation or association required to keep records,
papers or documents may cause any or all such records, papers or documents to be
photographed, microphotographed or otherwise reproduced by dectronic imaging or any
other process approved by the Public Records Administrator. Such reproductions shall
conform to standards specified in sections 1-7 and 1-8, and the device used to reproduce
such records shdl be one which accurately reproduces the origind thereof in dl details.

Sec.1-17. Reproductions to serve purposes of originds. Such photographs,
microphotographs, € ectronic images or other reproductions shall for al purposes be
consdered the same as the origina records, papers or documents. A transcript,
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exemplification or certified copy thereof shal for al purposes be deemed to be a
transcript, exemplification or certified copy of the origind.

Sec.7-23. Records and copies. Town clerks shall keep the records of their respective
towns and truly enter therein, either by transcribing or by photographic, micrographic,
electronic imaging or any other process gpproved by the Public Records Administrator,
al votes of the town and give true copies of the same and of al deeds and other
instruments by them recorded; and al attested copies of deeds, with a certificate of the
town clerk or assistant town clerk thet they have been recorded, shall be conclusive
evidence of that fact. No copy of record certified by the town clerk or assistant town
clerk of any town shdl be deemed valid in law unlessthe sed of such town is affixed
thereto; and the town clerk of each town or hislegdly qudified assgtant shall affix the
sed of such town to al certified copies of record, and no fee shal be alowed for affixing
the same.

Sec.7-27a. Destruction of origind land records or instruments. Whenever land records
or instruments have been photographed, microphotographed or otherwise reproduced by
electronic imaging or any other process gpproved by the Public Records Adminigtrator,
as permitted under section 1- 16, and the reproduced images have been placed in
conveniently accessible files, and adequate provision has been made for preserving,
examining and using the same, and a copy or copies have been deposited for security
dorage in the State Library or in some other safe storage facility, as shdl be required or
approved by the Public Records Adminigtrator, the town clerk may, with approva of the
adminigrative head of the municipdity and the Public Records Administrator, destroy the
origina land record books so reproduced; provided, no origina book, record or document
crested prior to the year 1850 shall be destroyed without the express written approval of
the State Librarian. When land records have been microphotographed or otherwise
reproduced by a process approved by the Public Records Adminigtrator and the originds
have been destroyed as provided in this section, the reproduced images thus made shall
be deemed to be the record for al purposes.

Sec.7-29. Release or assgnment of mortgage or lien. Digitized images. When any town
clerk has recorded any insrument that the town clerk knowsto be arelease, partia
release or assignment of amortgage or lien recorded on the records of such town, the
town clerk shdl make a notation on the first page where such mortgage or lienis
recorded, stating the book and page where such release, partid release or assgnment is
recorded. If the land records are not maintained in a paper form, the town clerk shall
make the notation on the digitized image of the first page of such mortgage or lienina
form or manner gpproved by the Public Records Administrator.

Sec.7-109. Dedtruction of documents. Any officia, board or commissioner of a
municipdity may, with the gpprova of the chief adminidrative officer of such
municipality and of the Public Records Administrator, destroy any document in hisor its
custody relating to any matter which has been disposed of and of which no record is
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required by law to be kept, after such document has been held for the period of time
gpecified in aretention schedule adopted by the Public Records Administrator. The tax
collector may, with like gpproval, destroy any duplicate record receipt book, duplicate tax
receipts or rete bills, at atime specified by the Public Records Adminigtrator. The
provisons of section 12-151 requiring the retention of duplicate tax receipts as permanent
records shal not apply in the case of such receipts destroyed as provided in this section.
The tax collector may, with like gpprova, destroy any old age assstance or persond tax
records. The town clerk may, with like approval, destroy any liquor permit, any
corporation annud report, any registration list of motor vehicles, any voting check lit,

any tax list or abstract, any tax lien, release of tax lien, atachment or any origind
document lodged with him for record, of which the proper owner or owners are not
known to him, and which has remained in his office uncalled for, a atime specified by

the Public Records Adminidirator. In lieu of destroying any document, under any
provison of this section, any officid, board or commissioner of amunicipaity may, with
like gpprova, deposit the same in the custody of any society incorporated or organized
under the laws of this state exclusively for historical or educationa purposes; provided
documents so deposited shall be maintained and made available by such society for the
use of the public. No origina document dated prior to the year 1900 shall be destroyed
under the provisons of this section without the express written approva of the Public
Records Adminigtrator.

Sec.11-8. Records management program. Public Records Administrator. (a) Under the
direction of the State Library Board, the State Librarian shall be responsble for
developing and directing a records management program for the books, records, papers
and documents of al state agencies within the executive department, and the books,
records, papers and documents of the saveral towns, cities, boroughs, districts and other
political subdivisons of the Sate, including the probate didtricts, pursuant to the
provisons of section 11-8a. The State Librarian shall dso supervise the operation of
date records centers; provide photoduplication and microfilming service and document
repair and restoration service for state and locd records; approve security storage
facilities, within or without the state, or establish and operate such facilities within the
date, for the safe storage of origina public records or security copies thereof; and carry
out aprogram for the identification and preservation of essential records of the state and
of its politica subdivisons. He shal, with the approval of the State Library Board, and
in accordance with the provisons of chapter 54, adopt regulations for the creetion and
preservation of the records of the severd towns, cities, boroughs and didtricts, including
probate digtricts, of the state. Such regulations shal establish the physica characterigtics
required for papers, inks, typewriter ribbons, carbon papers, loose-leaf binders,
photographic films or other supplies and materias, including photographic or other
processes for recording documents, used in the creation of public records; and the design,
congtruction and degree of fire resistance required for safes, cabinets, vaults and file
rooms in which public records are housed. He shal ascertain from time to time whether
the provisons of the genera statutes and of such regulations relating to the recording,
filing, indexing, maintenance and digposition of such records are being carried out. He
may order any person having the care and custody of such records to comply with such
datutes or with such regulations. He shall send a copy of such order to the chief
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adminigrative officer of the town, city, borough or digtrict to which the records relate.
The order shdl specify the time within which it shal be complied with; and, in setting
such time, he shdl take into consideration the availability of facilities or equipment or the
need for the congtruction or purchase thereof. The State Librarian may cause the
enforcement of any such order by application to the Superior Court, or to any judge
thereof if said court is not then Sitting, to issue an gppropriate decree or process, which
gpplication shal be brought and the proceedings thereon conducted by the Attorney
Generd.

(b) The State Librarian shal, subject to the provisons of chapter 67, appoint an assistant
who shall be the Public Records Administrator. All powers, functions and duties assigned
to the Examiner of Public Records are hereby transferred to the Public Records
Adminigrator.

Sec.52-180. Admisshility of business entries and photographic copies. (a) Any writing
or record, whether in the form of an entry in abook or otherwise, made asa
memorandum or record of any act, transaction, occurrence or event, shdl be admissble
as evidence of the act, transaction, occurrence or event, if thetrid judge finds that it was
made in the regular course of any business, and that it was the regular course of the
business to make the writing or record at the time of the act, transaction, occurrence or
event or within areasonable time theresfter.

(b) The writing or record shdl not be rendered inadmissible by (1) a party'sfalure to
produce as witnesses the person or persons who made the writing or record, or who have
personal knowledge of the act, transaction, occurrence or event recorded or (2) the party's
failure to show that such persons are unavailable as witnesses. Either of such factsand dl
other circumstances of the making of the writing or record, including lack of persond
knowledge by the entrant or maker, may be shown to affect the weight of the evidence,

but not to affect its admissbility.

(¢) Except as provided in the Freedom of Information Act, as defined in section 1-200, if
any person in the regular course of business has kept or recorded any memorandum,
writing, entry, print, representation or combination thereof, of any act, transaction,
occurrence or event, and in the regular course of business has caused any or dl of them to
be recorded, copied or reproduced by any photographic, photostatic, microfilm,
microcard, miniature photographic or other process which accurately reproduces or forms
adurable medium for so reproducing the origind, the origind may be destroyed in the
regular course of business unlessits preservation is otherwise required by statute. The
reproduction, when satisfactorily identified, shall be as admissble in evidence asthe
origind inany judicid or adminigrative proceeding, whether the origind isin exisence

or not, and an enlargement or facsmile of the reproduction shdl be likewise admissble

in evidenceif the origind reproduction is in existence and available for ingpection under
direction of court. The introduction of a reproduced record, enlargement or facsimile

shdl not preclude admission of the origind.
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(d) Theterm "business’ shdl include business, profession, occupation and caling of
every kind.

Public Acts

PUBLIC ACT NO. 97-89

AN ACT CONCERNING THE RECORDING, COPYING AND
MAINTENANCE OF CERTAIN PUBLIC RECORDS.

Be it enacted by the Senate and House of Representativesin Generd Assembly
convened: Section 1. Section 1-7 of the genera dtatutes is repeded and the
following issubdtituted in lieu thereof:  When any officer, office, court, commission,
board, indtitution, department, agent or employee of the dtate, or of any politica
subdivision thereof, isrequired or authorized by law or hasthe duty to record or copy
any document, plat, paper or instrument of writing, such recording or copying may be
done by any photographic, MICROGRAPHIC, ELECTRONIC IMAGING OR
OTHER process, [approved by the Public Records Administrator,] which clearly and
accurately copies, photographsor OTHERWISE reproduces the origina document,
plat, paper or instrument of writing. EACH SUCH PHOTOGRAPHIC,
MICROGRAPHIC, ELECTRONIC IMAGING OR OTHER PROCESS SHALL BE
SUBJECT TO THE APPROVAL OF THE PUBLIC RECORDS
ADMINISTRATOR. Properly certified [photographic copiess REPRODUCTIONS of
any record made under the provisons of this section shal be admissble in evidence
in thesame manner and entitled to the same weight as copies made and certified from
the origindl.

Sec. 2. Section 1-8 of the generd statutes is repeded and the following is substituted
in lieu thereof: When books, records, papers or documents are required to be
recorded by law, the word "recorded” shal be construed to include, and such
recording may be made by, photographic, [reproduction, including proper
fixation, of such books, records, papers or documents, on such sendtized paper or
cdllulose acetate photographic film, and] MICROGRAPHIC, ELECTRONIC IMAGING
OR ANY OTHER PROCESS with the reproduced image [in such ratio]
PROPORTIONAL in sze to the origind. [object photographed, as may be approved
by the Public Records Administrator] EACH SUCH PHOTOGRAPHIC,
MICROGRAPHIC, ELECTRONIC IMAGING OROTHER PROCESSSHALL BE
SUBJECT TO THE APPROVAL OF THE PUBLIC RECORDS ADMINISTRATOR.

Sec. 3. Section 1-14 of the generd dautesisrepeded and the following is substituted
inlieuthereof:  When the term "certified copy" is used in any datute rdating to any
recording agency, suchterm shdl be construed to include a certified [photographic]
reproduction of the [reproduced] image or images of such books, records, papers or
documents, [in such ratio)] WHICH IS PROPORTIONAL inszeto the origind.

[object photographed asmay be approved by the Public Records Administrator]
EACH PROCESS USED FOR SUCH REPRODUCTIONS SHALL BE SUBJECT
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TO THE APPROVAL OF THE PUBLIC RECORDS ADMINISTRATOR. Any
such [photographici REPRODUCED record or any such certified copy may be
admitted in evidence with the same effect asthe origind thereof, and shal be primafacie
evidence of the facts set forth therein.

Sec. 4. Section 1-16 of the generd datutesis repeded and the following is subgtituted
inlieuthereof:  Any officer of the sate or any palitica subdivison thereof, any
judge of probate and any person, corporation or association required to keep records,
papers or documents may cause any or dl such records, papers or documents to be
photographed, microphotographed or OTHERWISE reproduced [on film] BY
ELECTRONIC IMAGING OR ANY OTHER PROCESS APPROVED BY THE
PUBLIC RECORDS ADMINISTRATOR. Such [photogragphic  film]
REPRODUCTIONS shdl conform to standards specified in [section] SECTIONS 1-7
AND 1-8, ASAMENDED BY SECTIONS 1 AND 2 OF THISACT, and the device
used to reproduce such records [on such film] shdl be one which accuratdy
reproduces the origind thereof in dl details.

Sec. 5. Section 1-17 of the generd atutesis repeded and the following is substituted
inlieuthereof:  Such photographs, microphotographs, [or photographic film]
ELECTRONIC IMAGES OR OTHER REPRODUCTIONS shdl for al purposes be
conddered the same as the origind records, papers or documents. A transcript,
exemplification or certified copy thereof shall for al purposes be deemed tobe a
transcript, exemplification or certified copy of the origind.

Sec. 6. Section 7-23 of the generd autesis repeded and the following is substituted
inlieuthereof: Town clerks shal keep the records of their respective towns and truly
enter therein, ether by transcribing or by photographic, [process]
MICROGRAPHIC, ELECTRONIC IMAGING OR ANY OTHER PROCESS
APPROVED BY THE PUBLIC RECORDSADMINISTRATOR, dl votes of the
town and give true copies of the same and of al deeds and other instruments by them
recorded; and dl attested copies of deeds, with acertificate of the town clerk or
assigtant town clerk that they have been recorded, shdl be conclusive evidence of that
fact. No copy of record certified by the town clerk or assstant town clerk of any town
shdl be deemed vdid in law unlessthe sed of such townis affixed thereto; and the
town clerk of eech town or his legdly qudified assgant shdl affix the sed of such
town to dl certified copies of record, and no fee shdl be dlowed for affixing the same.

Sec. 7. Section 7-27aof the generd datutesis repeded and the following is substituted
inlieuthereof: Whenever land records or instruments have been photographed,
microphotographed or OTHERWISE reproduced [on film] BY ELECTRONIC
IMAGING OR ANY OTHER PROCESS APPROVED BY THE PUBLIC
RECORDS ADMINISTRATOR, as permitted under section 1-16, ASAMENDED BY
SECTION 4 OF THIS ACT, and the [filmed] REPRODUCED images have been placed
in conveniently accessible files, and adequate provision has been made for preserving,
examining and using the same, and acopy or copies have been deposted for security
dorage in the sate library or in some other safe storage facility, as shal be required or
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gpproved by the Public Records Adminigrator, the town clerk may, with approva
of theadminidrative head of the municipdity and the Public Records Adminigrator,
destroy the original land record books so [copied or] reproduced; provided, no
origina book, record or document created prior to the year 1850 shall be destroyed
without the express written gpprovad of the State Librarian.  When land records
have been microphotographed or otherwise reproduced [onfilm] BY A PROCESS
APPROVED BY THE PUBLIC RECORDS ADMINISTRATOR and the originas
have beendestroyed as provided in this section, the [filmed] REPRODUCED
images thus made shdl be deemed to be the record for al purposes.

Approved May 29, 1997
Public Act No. 00-92

An Act Concerning The Duties Of Town Clerks And The Establishment Of Ethics
Agencies By Special Districts.

Be it enacted by the Senate and House of Representativesin Generd Assembly
convened:

Section 1. Section 7-29 of the generd satutesis repeded and the following is subgtituted
in lieu thereof:

When any town clerk has recorded any instrument [, known to him] that the town clerk
knowsto be arelease, partid release or assgnment of [any] a mortgage or lien recorded
on the records of such town, [he] the town clerk shall make a[memorandum] notation on
the first page where such mortgage or lien is recorded, stating the book and page where
such release, partid release or assignment is recorded. If the land records are not
maintained in a paper form, the town clerk shal make the notation on the digitized image
of the first page of such mortgage or lien in aform or manner gpproved by the Public
Records Adminigtrator.

Sec. 2. Section 7-34aof the generd satutesisrepeded and the following is subdtituted in
lieu thereof:

(@ Town clerks shall receive, for recording any document, ten dollars for the first page
and five dollars for each subsequent page or fractional part thereof, a page being not more
than eight and one-haf by fourteen inches. Town clerks shdl receive, for recording the
information contained in a certificate of registration for the practice of any of the heding
arts, five dollars. Town clerks shdl receive for recording documents conforming to, or
subgtantially smilar to, section 47-36¢, which are clearly entitled "statutory form™ in the
heading of such documents, as follows: For the first page of awarranty deed, aquitclam
deed, a mortgage deed, or an assgnment of mortgage, ten dallars, for each additiona
page of such documents, five dollars; and for each margina notation of an assgnment of
mortgage, subsequent to the first two assignments, one dollar. Town clerks shdl receive,
for recording any document with respect to which certain data must be submitted by each
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town clerk to the Commissioner of Revenue Services in accordance with section 10-
261b, the sum of two dollarsin addition to the recording fee. Any person who offers any
written document for recording in the office of any town cerk, which document falsto
have legibly typed, printed or stamped directly beneath the signatures the names of the
persons who executed such document, the names of any witnesses thereto and the name
of the officer before whom the same was acknowledged, shdl pay one dollar in addition
to the regular fee. Town clerks shal receive for recording any deed, except a mortgage
deed, conveying title to red estate, which deed does not contain the current mailing
address of the grantee, the sum of five dollarsin addition to the regular recording fee.
Town clerks shdl recaive, for filing any document, five dallars, for receiving and keeping
asurvey or map, legdly filed in the town derk's office, five dollars and for indexing such
survey or map, in accordance with section 7-32, five dollars, except with respect to
indexing any such survey or map pertaining to asubdivision of land as defined in section
8-18, in which event town clerks shdl receive fifteen dollars for each such indexing.
Town clerks shdl recaive, for [making] acopy of any document either recorded or filed
in their offices, one dollar for each page or fractional part thereof, as the case may be; for
certifying any copy of the same, one dallar, for making a copy of any survey or map, the
actua cogt thereof; and for certifying such copy of asurvey or map, one dollar. Town
clerks shdl receive, for recording the commission and oath of anotary public, ten dollars;
for certifying under sedl to the officid character of anotary, two dollars.

(b) Thefees st forth in subsection (@) of this section recelved by town clerks for
recording documents include therein payment for the return of each document which
shall be made by the town clerk to the designated addressee.

(c) Compensation for al services other than those enumerated in subsection () of this
section which town clerks are required by the generd statutes to perform and for which
compensation is not fixed by statute shall be fixed and paid by the sdectmen or other
governing body of the town or city in which such services are performed.

Sec. 3. Section 7-51aof the generd statutesis repeded and the following is subdtituted in
lieu thereof:

Any person eighteen years of age or older may purchase certified copies of marriage and
desth records, and copies of records of births which are at least one hundred years old, in
the custody of any regidrar of vital atigtics. During dl norma business hours, members
of genedlogical societies incorporated or authorized to do business or conduct affairsin
this gate shdl (1) have full accessto dl vitd records in the custody of any registrar of

vitd gatistics, including certificates, ledgers, record books, card files, indexes and
database printouts, except confidentia files on adoptions, (2) be permitted to make notes
from such records and (3) be permitted to purchase certified copies of such records.

Sec. 4. Section 7-73 of the genera sautesisrepeded and the following is substituted in
lieu thereof:
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(a) To the person performing the duties required by the statutes relating to registration of
births, marriages and degths, the following fees shal be dlowed: To the registrar for
completing each record of birth by procuring and inserting the full name of the child, or
for the recording, indexing, copying and endorsing of each birth, marriage or death
certificate, two dollars; [for ascertaining, recording and indexing each birth or death of
which no certificate has been returned to him, one dollar;] for the license to marry, ten
dollars; for issuing each burid or remova permit, three dollars. [; for certifying to each
certificate returned by physicians, midwives and persons having charge of burid places,
five cents; for endoraing and recording each burid permit filed pursuant to law, ten cents;
to the sexton or other person making returns required by section 7-72, fifty centsfor each
monthly return, and to the registrar, for recording the same, twenty-five centsfor each
certificate. All such fees, except those for certificates of license to marry and for remova
permits, shal be paid by the town in which the duties for which said fees are dlowed are

performed.]

(b) A twenty-dollar surcharge shdl be paid to the regigtrar for each license to marry in
addition to the fee for such license established pursuant to subsection (a) of this section.
The regigrar shdl retain one dollar from each such surcharge for adminigrative costs and
ghdl forward the remainder, on or before the tenth day of the month following each
cdendar quarter, to the Department of Public Health. The receipts shdl be deposited into
an account of the State Treasurer and credited to the Generd Fund for further credit to a
separate nonlgpsing account established by the Comptroller for use by the Department of
Socid Servicesfor shelter services for victims of household abuse in accordance with
section 17b-850 and by the Department of Public Hedlth for rape crisis services funded
under section 19a-2a. Such funds shal be alocated for these purposes by the Office of
Policy and Management in consultation with the Commissioners of the Department of
Socid Services and the Department of Public Health based on an evaluation of need,
sarvice ddivery cogts and availability of other funds. No such moneys shdl supplant any
date or federal funds otherwise available for such services.

Sec. 5. Section 7-76 of the genera datutesis repeded and the following is subgtituted in
lieu thereof:

The fees due regigtrars of vital gatigtics for the making of records, copies and
endorsements relating to births and deeths, and marriages, when the residence of the
parents of the child or of the deceased or of either party to amarriage isin some other
town in this Sate than that in which the birth, deaeth or marriage occurred, shall be paid by
such other town except asthey rdate to vitd atistics of inmates of any tate inditution.
All billsfor such fees shdl be submitted by such registrars to such other towns on or
before February first of each year, provided if a bill amounts to less than twenty-9x
dallars, no bill shdl be sent and the amount shal not be due. If the regigtrar of vitd
detigtics of any town or city receives asdary for the performance of hisduties, the
amount of fees due under the provisions of this section shal be paid to such town or city.

Sec. 6. Section 7-191 of the generd statutesis repealed and the following is substituted in
lieu thereof:
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(@ The commission shdl hold at least two public hearings on the proposed charter,
charter amendments or home rule ordinance amendments; one prior to the beginning of
any substantive work on such charter, charter amendments or home rule ordinance
amendments, and one after the draft report to the appointing authority has been
completed, but not submitted, after which hearings the commission may amend such
report. The commission may hold such other public hearings as it deems necessary.

(b) The commission shdl submit its draft report, including the proposed charter, charter
amendments or home rule ordinance amendments, to the clerk of the municipality, who
shdl tranamit such report to the gppointing authority. The gppointing authority shal hold
at least one public hearing on the draft report and shal hold its last hearing [within] not
later than forty-five days [of] after the submission of the draft report to such clerk.
[Within] Not later than fifteen days after its last hearing, the gppointing authority shal
make recommendations to the commission for such changesin the draft report asit
deems desirable.

(¢) If the appointing authority makes no recommendations for changes in the draft report
to the commission within such fifteen days, the report of the commisson shdl befind
and the appointing authority shall act on such report. If the gppointing authority makes
recommendations for changesin the draft report to the commission, the commission shall
confer with the gppointing authority concerning any such recommendations and may
amend any provisions of the proposed charter, charter amendments or homerule
ordinance amendments, in accordance with such recommendations, or the commission
may reject such recommendations. In ether case the commission shal makeitsfina
report to the gppointing authority [within] not later than thirty days after receiving such
recommendetions.

(d) [Within] Not later than fifteen days after recaiving the find report, the gppointing
authority, by amgority vote of its entire membership, shall either gpprove the proposed
charter, charter amendments or home rule ordinance amendments or reject the same or
separate provisons thereof. [Within] Not later than forty-five days after avote of the
gppointing authority to rgject such matter, a petition for a referendum thereon, signed by
not less than ten per cent of the dectors of such municipdity, as determined by the last-
completed regidry list thereof, and filed and certified in accordance with the provisons
of section 7-188, may be presented to the appointing authority. [Within] Not later than
thirty days after approva by the gppointing authority or the certification of such a
petition, the proposed charter, charter amendments or home rule ordinance amendments
shdl be published in full at least once in a newspaper having agenerd circulation in the

municpelity.

(€) The gppointing authority shdl, by amgority vote of its entire membership, determine
whether the proposed charter, charter amendments or home rule ordinance amendments
shall be submitted to the electors for gpprova or regjection at aregular election or a a
gpecid dection warned and held for that purpose, which shall be held not later than
fifteen months after ether the approva by the gppointing authority or the certification of
apetition for areferendum.
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(f) The proposed charter, charter amendments or home rule ordinance amendments shall
be prepared for the balot by the gppointing authority and may be submitted in the form

of one or severd questions, and, if approved by amgority of the electors of the
municipdity voting thereon at aregular eection or if gpproved by amgority which
number equals at least fifteen per cent of the eectors of the municipdity as determined

by the last-completed active regidry list of such municipaity at a specid eection, such
proposed charter, charter amendments or home rule ordinance amendments shal become
effective thirty days after such gpproval unless an effective date or dates are specified
therein, in which event the date or dates specified shdl prevalil.

(9) Every proposed charter, amendment or amendments or home rule ordinance or
amendment or reped of ahome rule ordinance approved a any regular or specia eection
held on or after November 5, 1974, and prior to July 1, 1975, shall be deemed to have
been effective as of the date of such approva, unless another effective date or dates were
specified therein; provided any actions taken by amunicipdity or any adminigrative
agency or officid thereof, under the provisions of its charter or home rule ordinancein
effect immediately prior to the date of such approva, between the date of such approval
and July 1, 1975, shdl be deemed valid.

(h) [Within] Not later than thirty days after the gpprova by the eectors of any proposed
charter, charter amendments or home rule ordinance amendments, the town or city clerk
shdl file, with the Secretary of the State, (1) three certified copies thereof, with the
effective date or dates indicated thereon, and (2) in the case of the approva of charter or
home rule ordinance amendments, three certified copies of the complete charter or
ordinance incorporating such amendments. The Secretary of the State shdl distribute two
copiesto the State Library, where afile of such charters, charter anendments and home
rule ordinance amendments shal be kept for public ingpection.

Sec. 7. Section 12-100 of the genera dtatutesis repealed and the following is substituted
in lieu thereof:

All products of cuttings on classfied land shdl be taxed with ayield tax as provided in
sections 12-97 and 12-98, except material cut for domestic use, which shdl be limited to
fud and the congtruction of fences, buildings or other improvements which tend to
develop the property of the owner and increase its taxable vaue, when such materid is
used by the owner of such land, or by atenant with the permission of such owner, upon
property belonging to such owner which is taxable in the same town as the timber land
from which such materiad was removed. If such materid is sold or otherwise disposed of
or transferred to the ownership of other persons, it shall be subject to ayield tax as
provided in sections 12-97 and 12-98. Whenever a cutting is made, other than as excepted
above, the owner of the land shdll file a sworn statement with the assessors and the State
Forester of the quantity and stumpage value of dl timber cut, before any of it is removed
from the land. If the assessors deem the quantity or vaue to be incorrectly stated, they
may themsalves determine the quantity cut and sumpage vaue of the same. If the owner
is unwilling to accept their vauation, the matter shal be referred to a specid board
conggting of the firgt seectman [and town clerk] of the town in which the land is located
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and the State Forester, and the decision of said board with regard to quantity and value
ghdl be fina. Upon the vauation thus determined, ayield tax as provided in sections 12-
97 and 12-98 shdl be paid by the owner of theland. If it is necessary to remove any
products of a cutting before the operation is completed, the owner of the land shall
deposit with the tax collector a sufficient sum to cover the estimated yield tax. When the
cutting is completed, such tax shdl belevied as herein provided and the balance of such
depost, if any, returned. If the products of a cutting have been unlawfully removed, the
owner of the land and the owner of the timber shdl be jointly ligble to the town for the
full value of both land and timber.

Sec. 8. Section 33-183 of the generd statutes isrepeded and the following is subgtituted
in lieu thereof:

Seven or more persons of lawful age, inhabitants of this sate, may, by written articles of
agreement, associate themsalves together for the purposes of trade or for carrying on any
lawful mercantile, mechanica, manufacturing or agriculturd busness within this state,
and, when such articles of association have been executed and filed in the office of the
Secretary of the State, the franchise tax provided by section 33-187 paid to, and such
articles of association approved by, said secretary, [and a copy thereof certified by sad
secretary filed and recorded in the office of the town clerk in the town in which the
association's principd officeislocated,] such persons shal become a corporation and
enjoy al the powers and privileges and be subject to dl the duties, restrictions and
ligbilities of other corporations, except so far as the same may be limited or enlarged by
this chepter.

Sec. 9. Section 33-188 of the genera dtatutesis repealed and the following is substituted
in lieu thereof:

[Within] Not later than thirty days after the first meeting of the association, the board of
managers shal prepare a report, setting forth the name of the association, the principa
office of the association, the names of the respective business and res dence addresses of
the board of managers and officers of the association, the amount of capital stock, the par
vaue of the shares, and the number of shares issued, together with a statement that such
shares are fully paid or, if not fully paid, a statement of the amount payable in respect
thereof, which report shall be filed and recorded in the office of the Secretary of the State.
[and in the office of the town clerk of the town in which the association's principd office
islocated; and, on] On or before the tenth day of March in each year theregfter, the board
of managers shal prepare alike report of the same facts as they existed on the first day of
such March and the same shdl be filed and recorded in the office of the Secretary of the
State. [and the office of the town clerk of the town in which the association's principa
officeislocated.] All the statements provided for in this section shal be signed and

sworn to by amgjority of the board of managers.

Sec. 10. Section 33-268 of the generd statutesis repeaed and the following is subdtituted
in lieu thereof:
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The trustees of each Methodist Church shdl be dected by balot by the members of such
church, of legd age, on the second Monday of October of each year, a the usud place of
worship of such church; or in such other manner as the discipline of the Methodist
Church may prescribe. Notice of such dection shdl be given from the pulpit of such
church on at least two Sundays preceding or by having such notice posted on the door of
the place of worship by the clerk of the board of trustees at |least fifteen days next
preceding the time of eection, and such trustees shdl hold their office until their
successors are eected. The palls of such eection shal remain open for at least one hour
after the time designated in such notice and, in case of failure to eect on the day named
in such notice, the eection may be held on any subsequent day of the same month after
lega notice thereof. If avacancy occursin the board of trustees, it may befilled at any
gpecial meeting called for that purpose, after giving the notice provided for in this
section. At each dection there shal be appointed by the eectors present a chairman and
clerk, who shdl act jointly asingpectors of eection, receive and count the votes for such
trustees and certify under oath who have received the mgority of the votes. [; which
certificate shdl be deposited with and kept on file by the town clerk.] Whenever the
members of any Methodist Church fail to eect trustees as above provided, the quarterly
conference of such church may dect trusteesto fill the vacancy until the next ensuing
annua dection; and a each annua dection the legdl voters shall dect trusteesto fill any
vacancies for the unexpired terms. Upon the formation of any Methodist Church, the first
election of itstrustees shal be made by the quarterly conference, and such trustees shall
hold office until the next ensuing annud eection. Said quarterly conference shal
determine the number of trustees to be so eected, which number shdl not be more than
fifteen nor less than three.

Sec. 11. Section 33-271 of the generd datutesis repeded and the following is substituted
in lieu thereof:

The digtrict superintendent or presiding elder and amgority of the district sewards
gppointed according to the discipline of the Methodist Church, resding in any
ecclesagticd didtrict, the whole or a part of which isin this sate, and which has been or
shall be created by an annual conference of said church as aditrict superintendent's or
presiding eder's didrict, may organize a corporation by making, Sgning and
acknowledging before some officer competent to take acknowledgments of deeds, and
filing [in the office of the clerk of the town in which such corporation isto be located,
and a duplicate thereof] in the office of the Secretary of the State, a certificate in writing
in which shal be stated: The corporate name of such corporation; the town in such
digrict inwhich it isto be located; the names, resdences and official relationsto the
didrict of the persons signing such certificate; the number of trustees, not less than three
nor more than fifteen, who shal manage the property and affairs of such corporation for
the firgt year, and their names, and that the object of such corporation shdl be to secure
the benefits of this section and sections 33-272, 33-273 and 33-274.

Sec. 12. Section 34-82 of the generd datutesis repealed and the following is substituted
in lieu thereof:
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(1) Notwithgtanding the provisions of sections 34-300 to 34-434, inclusive, any three or
more persons, licensed or authorized to practice a professon by the state of Connecticut,
may associate to practice such profession for profit, if the articles of association of the
members provide that the association thereby formed and hereby authorized shdl have at
least three of the following four attributes: (@) Continuity of life so thet the degth,

insanity, bankruptcy, retirement, resgnation or expulson of any member will not cause a
dissolution of the association; (b) centraized management so that any one or more but
lessthan dl of the members has continuing exclusive authority to make management
decisions necessary to the conduct of the professona business for which the association
was formed, and so that no member of the association, acting without the authority of the
managing member or members, shdl have the power to bind the association by his act;
() limited lighility so that the individua members of the associaion shal not be
individualy or severdly liable for its debts; provided, however, the members shdl in no
way limit their individud or severd liability in the articles of association, or otherwise,

for any acts of reckless or wanton misconduct, negligence, mapractice, professond
misconduct or tort; and (d) free transferability of interests so that each of its members or
those members owning substantidly al of the interests in the association have the power,
without the consent of other members, to subgtitute for themsalvesin the same
association a person duly licensed or authorized to practice the professon for which the
association was formed who is not amember of the association, or, amodified form of
free trandferability of interests so that each member of the association can trandfer his
interest to a person so licensed or authorized who is not a member of the association only
after having offered such interest to the association or to the other members of the
association at itsfair market vaue as established in the articles of association, or
otherwise.

(2) The articles of association of any association, formed and authorized pursuant to
paragraph (1) of this section, shall expresdy Sate that the association is formed under
sad paragraph (1) and shall be sgned and sworn to by al of the members. The articles of
association, duly executed, shdl befiled for record with the Secretary of the State,
together with afiling fee of twenty-five dollars. [, and shdl befiled for record in the
office of the town clerk of the town wherein the association hasiits principa offices] The
Secretary of the State [and the town clerk] shdl index and keep the documentsin files
used exclusively for such purpose.

(3) Any association formed and authorized under paragraph (1) of this section shdl be
subject to the laws of the state of Connecticut regulating the practice of the profession of
the individual members of the association.

(4) The articles of association shall be cancelled when the association is dissolved by all
of its members or as otherwise provided in the articles of association. The articles of
association shall be amended when (i) there is a change in the name or principa place of
business of the association, (i) the members desire to make a change in any other
gatement in the articles of association and have adopted such change in the manner
provided in the articles of association.
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(5) No amendment to the articles of association nor any dissolution of the association
shdl be effective until the amendment or an agreement of dissolution has been duly
executed and filed for record with the Secretary of the State, together with afiling fee of
ten dollars. [, and shdl befiled for record in the office of the town clerk of the town
wherein the association hasiits principd office]

(6) An association formed under this section may become a professiona service
corporation, in accordance with section 33-182b, by complying with the provisions of
chapter 594a and with this subsection. Upon thefiling of a certificate of incorporation in
compliance with section 33-182c, the association shall file with the Secretary of the State,
in such form as the Secretary of the State shal prescribe, a certificate of cancellation of
its articles of association and a consent of each member to the association becoming a
professond service corporation, together with afiling fee of ten dollars. Upon the filing

of such acertificate and consents and the incorporation of the professond service
corporation, the association shal become a professona service corporation and the
interests therein shdl be converted to such number of shares of capital stock of the
professiona service corporation as the members shall approve. The provisions of
subdivisons (2), (3), (4) and (6) of subsection (a) of section 33-820 shdl gpply asthough
the professiona service corporation was the surviving corporation in amerger and the
association the merging corporation.

Sec. 13. Section 7-148h of the genera dtatutesis repealed and the following is substituted
in lieu thereof:

(& Any town, city, didtrict, as defined in section 7-324, or borough may, by charter
provision or ordinance, establish aboard, commission, council, committee or other
agency to investigete dlegations of unethical conduct, corrupting influence or illegd
activitieslevied agangt any [municipd] officid, officer or employee of such town, city,
digtrict or borough. The provisions of subsections (a) to (€), inclusive, of section 1-82a
shdl apply to dlegations before any such agency of such conduct, influence or activities,
to an investigation of such allegations conducted prior to a probable cause finding, and to
afinding of probable cause or no probable cause. Any [such| board, commission, council,
committee or other agency established pursuant to this section may issue subpoenas or
subpoenas duces tecum, enforceable upon application to the Superior Court, to compel
the attendance of persons a hearings and the production of books, documents, records
and papers.

(b) Notwithstanding the provisons of any specid act, municipa charter or ordinance to
the contrary, an dected [municipd] offiad [, in] of any town, city, digtrict or borough
[which] that has established a board, commission, council, committee or other agency
under subsection (a) of this section, has an interest [which] that isin substantia conflict
with the proper discharge of [his] the officid's duties or employment in the public interest
and of [hig] the officid's respongbilities as prescribed by the laws of thisate, if [he] the
officid has reason to believe or expect that [he, his] the officid, the officid's spouse [, &
or dependent child, or abusiness with which heis associated, as defined in section 1-79,
will derive adirect monetary gain or suffer adirect monetary loss, asthe case may be, by
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reason of [hig] the officid's officid activity. Any such dected [municipd)] officid does

not have an interest [which that isin subgtantid conflict with the proper discharge of

[hi] the officid'’s dutiesin the public interest and of [hig] the officid's respongbilities as
prescribed by the laws of this state, if any benefit or detriment accruesto [him, hig] the
officid, the offidd's oouse [, a] or dependent child, or a busness with which he, his
spouse or such dependent child is associated as a member of a profession, occupation or
group to no grester extent than to any other member of such profession, occupation or
group. Any such dected [municipd] officid who has a subgtantid conflict may not take
officid action on the maiter.

Sec. 14. Subsection (b) of section 51-164n of the generd Statutes, as amended by section
1 of public act 99-23, section 8 of public act 99-163, section 27 of public act 99-194,
section 4 of public act 99-255 and section 31 of public act 99-268, is repealed and the
following is subdtituted in lieu thereof:

(b) Notwithstanding any provision of the genera statutes to the contrary, any person who

is dleged to have committed (1) a violation under the provisons of section 1-9, 1-10, 1-

11, 4b-13, 7-13, 7-14, 7-18, 7-35, 7-41, 7-83, 7-104, 7-283, 7-325, 7-393, 8-25, 8-27, 9-
63, 9-296, 9-305, 9-322, 9-350, 10-193, 10-197, 10-198, 10-230, 10-251, 10-254, 12-52,
12-170aa, 12-292, 12-3269, subsection (4) of section 12-408, subsection (3), (5) or (6) of
section 12-411, section 12-435c, 12-476a, 12-476b, 12-487, 13a-71, 13a-107, 13a-113,
13a-114, 13a-115, 13a-117b, 13a-123, 13a-124, 13a-139, 13a-140, 13a-143b, 13a-247,
13a-253, subsection (f) of section 13b-42, section 13b-90, 13b-221, 13b-224, 13b-292,
13b-336, 13b-337, 13b-338, 13b-410a, 13b-410b, 13b-410c, subsection (a), (b) or (c) of
section 13b-412, section 13b-414, subsection (d) of section 14-12, section 14-20a, 14-

27a, subsection (€) of section 14-34a, subsection (d) of section 14- 35, section 14-43, 14-

49, 14-50a, 14-58, subsection (b) of section 14-66, section 14-66a, 14-66b, 14-67a,
subsection () of section 14-80h, section 14-97a, subsection (¢) of section 14-100a,

section 14-100b, 14-103a, 14-106a, 14-106c, 14-146, 14-152, 14-153, 14-163b, afirgt
violation as specified in subsection (f) of section 14-164i, section 14-219 specified in
subsection (€) of said section, subsection (b) of section 14-227a, section 14-240, 14-249,
14-250, subsection (a), (b) or (c) of section 14-261a, section 14-267a, 14-269, 14-270,
14-275a, 14-278, 14-279, subsection (e) of section 14-283, section 14-291, 14-293b, 14-
319, 14-320, 14-321, 14-325a, 14-326, 14-330, 14-332a, subdivision (1), (2) or (3) of
section 14- 38643, section 15-33, subsection (a) of section 15-115, section 16-256, 16-

256e, 16a-15, 16a-22, subsection (8) or (b) of section 16a-22h, section 17a-24, 17a-145,
17a-149, 17a-152, 17a-465, 17a-642, 17b-124, 17b-131, 17b-137, 17b-407, 17b-451,
17b-734, subsection (b) of section 17b-736, 19a-30, 19a-33, 19a-39, 19a-87, subsection

(b) of section 19a-874a, section 19a-91, 19a-105, 19a-107, 19a-108, 19a-215, 19a-219,
19a-222, 19a-224, 19a-286, 19a-287, 19a-297, 19a-301, 19a-309, 19a-335, 19a-336, 19a-
338, 19a-339, 19a-340, 19a-425, 19a-502, 20-7a, 20-14, 20-158, 20-231, 20-257, 20-265,
20-324e, subsection (8) of section 20-341, section 20-341l, 20-597, 20-608, 20-610, 21-
30, 21-38, 21-39, 21-43, 21-47, 21-48, 21-63, 21- 7643, 21a-21, 21a-25, 21a-26, 21a-30,
21a-31, subsection (a) of section 21a-37, section 21a-46, 21a-61, 21a-63, 21a-77,
subsection (b) of section 21a-79, section 21a-85, 21a-154, 21a-159, 21a-201, 21a-211,
22-13, 22-14, 22-15, 22-16, 22-29, 22-34, 22-35, 22-36, 22-37, 22-38, 22-39, 22-39%3, 22-
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39b, 22-39c, 22-39d, 22-39e, 22-49, 22-54, 22-61, 22-89, 22-90, 22-98, 22-99, 22-100,
22-1110, 22-123, 22-279, 22-280a, 22-318a, 22-320h, 22-324a, 22-326, 22-342,
subsection (b) or (e) of section 22-344, section 22-359, 22-366, [22-379, 22-380,] 22-391,
22-413, 22-414, 22-415, 22a-66a, 22a- 246, subsection (a) of section 22a-250, subsection
() of section 22a-256h, section 22a-449, 22a-461, 23-37, 23-38, 23-46, 23-61b,
subsection (a) or (b) of section 23-65, section 25-37, 25-40, 26-19, 26-21, 26-31, 26-40,
26-40a, 26-49, 26-54, 26-59, 26-61, 26-64, 26-79, 26-89, 26-97, 26-107, 26-117, 26-128,
26-131, 26-132, 26-138, 26-141, 26-207, 26-215, 26-221, 26-222, 26-224a, 26-227, 26-
230, 26-234, 26-267, 26-269, 26-294, 28-13, 29-6a, 29-109, 29-161a, 29-161b, 29-198,
29-210, 29-243, 29-277, 29-316, 29-318, 29-341, 29-381, 30-48a, 30-863a, 31-3, 31-10,
31-11, 31-12, 31-13, 31-14, 31-15, 31-16, 31-18, 31-23, 31-24, 31-25, 31-28, 31-32, 31-
36, 31-38, 31-38a, 31-40, 31-44, 31-47, 31-48, 31-51, 31-51k, 31-52, 31-52a, 31-54,
subsection (@) or (c) of section 31-69, section 31-70, 31-74, 31-75, 31-76, 31-76a, 31-

89b, 31-134, subsection (g) of section 31-273, section 31-288, 36a-787, 42-230, 44-3,
45a-450, 45a-634, 45a-658, subdivision (13) or (14) of section 46a-54, section 46a-59,
46b-22, 46b-24, 46b-34, 47-34a, 47-47, 49-8a, 49-16, 53-133, subsection (a) or (b) of
section 53-211, section 53-212a, 53-249a, 53-252, 53-264, 53-301, 53-302a, 53-303e, 53-
3114, 53-321, 53-322, 53-323, 53-331, 53-344 or 53-450, or (2) aviolation under the
provisions of chapter 268, or (3) aviolation of any regulation adopted in accordance with

the provisons of section 12-484, 12-487 or 13b-410, shdl follow the procedures st forth

in this section.

Sec. 15. Subsection (a) of section 9-369b of the general statutes is repealed and the
following is subgtituted in lieu thereof:

(@ Any municipdity may, by vote of its legidative body, authorize the preparation and
printing of concise explanatory texts of loca proposas or questions approved for
submission to the dectors of amunicipdity a a referendum. Theresfter, each such
explanatory text shal be prepared by the municipa clerk, subject to the approva of the
municipa attorney, and shal specify the intent and purpose of each such proposd or
guestion. Such text shal not advocate either the approva or disgpprova of the proposa
or question. The municipa clerk shall cause such question or proposal and such
explanatory text to be printed in sufficient supply for public digtribution and shall dso
provide for the printing of such explanations of proposals or questions on posters of a
Size to be determined by said clerk. At least three such posters shdl be posted at each
polling place a which dectors will be voting on such proposals or questions. Any posters
printed in excess of the number required by this section to be posted may be displayed by
sad derk at his discretion at locations which are frequented by the public. The
explanatory text shdl aso be furnished to each absentee balot gpplicant pursuant to
subsection (d) of section 9-140. Except as provided in subsection (€) of this section, no
expenditure of state or municipa funds shall be made to influence any person to vote for
approva or disapprova of any such proposa or question. Any municipdity may, by vote
of itslegidative body and subject to the approvad of its municipa attorney, authorize the
preparaion and printing of materials concerning any such proposal or question in

addition to the explanatory text if such materials do not advocate the approva or
disapprova of the proposal or question. This subsection shal not apply to awritten,
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printed or typed summary of an officid's views on a proposd or question, which is
prepared for any news medium or which is not distributed with public funds to a member
of the public except upon request of such member.

Sec. 16. Sections 22-368 to 22-380, inclusive, 50-6 and 50-7 of the general datutes are
repesled.

Approved May 26, 2000
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Town of Greenwich - Digital Imaging and Archiving Assessment Study

Agency

Archival

Backfile
Conversion
CD-R

CD-RW
Digital Imaging

Document feed
method

Document scanner
Flatbed scanner

Graphic scanner
Human-readable
storage medium
Imaging system

JPEG
Metadata

Near-line storage
Off-line storages

Off-site location

On-line storage
Open Architecture

Optical disks
Public records or
files

Records retention
and disposition
schedule
Removable storage
State Archives

Throughput
Video adapter
WORM

A state agency or municipality or political subdivision as referred to in CGS §11-8
falling under the authority of the records management program administered by the
Connecticut State Library.

Records which have been appraised by the State Archivist to have permanent value
to the State of Connecticut and which may be scheduled for transfer to the State
Library or to an archival repository approved by the Public Records Administrator.
A process of scanning, indexing and inspecting a large existing collection of
documents

CD-Recordable - An optical disk that once information is written onto it can not be
erased, data is written to the disk spirally and complete in one session.
CD-Rewritables — An optical disk that allow multiple write sessions and allows
erasures.

The process of converting paper or microfilm documents into information that can
be stored, retrieved and/or archived electronically.

The way paper or microfilm is moved across the scanner.

A scanner that is designed to capture black-and-white or grayscale documents.

A scanner that consists of a platen glass on which you manually position books,
magazines and other images/documents to scan.

A scanner that is designed to capture color images on a document.

Paper, a photograph, a photocopy, or a microform, including, but not limited to,
microfilm, microfiche, computer output microfilm, and aperture cards

A computer based digital system used to store documents and records electronically
by recording a digital reproduction of a scanned document or record and a suitable
method of indexing and retrieving the stored images

Joint Photographic Experts Group — designed for compressing either full-color or
grayscale photographs.

Documentation of information and data about the imaging system hardware,
software and storage file systems

Files/images that need to be loaded into a drive to be read.

Files/images that reside on media and require human intervention to load into a
system.

A premises, building, or structure that is separate and apart from the premises,
building, or structure that houses an agency's primary imaging system.

Files/images that can be displayed in a matter of seconds.

A system’s components that use standards or specifications that have been made
public by their developers.

Disks that have high storage capacity. Lasers are used to write data onto.

In accordance with CGS §1-200 means any recorded data or information relating to
the conduct of the public's business prepared, owned, used, received or retained by a
public agency, whether such data or information be handwritten, typed, tape-
recorded, printed, photo stated, photographed or recorded by any other method.

A comprehensive list of record series which indicates for each series the length of
time it is to be maintained until it is reviewed for destruction or archival retention. It
also indicates retention in active and inactive storage

Storage device/media that can by physically removed from an imaging system

The department within the State Library having custody of the records appraised for
permanent retention by the State Archivist

The rated speed at which a scanner can process pages.

A physical device that plugs into a computer.

Write Once, Read Many — An optical disk that once information is written onto it
can not be erased.

Blum Shapiro
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Certificate of Compliance
Digital Imaging Standards For Public Records

Send signed certificate to:

Office of the Public Records Administrator
Connecticut State Library

231 Capitol Avenue

Hartford, CT 06106

We certify that we meet the Digital Imaging requirements established by the Public
Records Administrator as specified in General Letter #2001-1.

Name and address of State Agency/Municipality

Name of Imaging System

Name and address of Vendor company or In-house operation

We have reviewed General Letter #2001-1 and our digital imaging system meets the
digital imaging standards in accordance with the provisions of the above referenced
General Letter.

Signature of Records Custodian of Municipality/Records Management Liaison Officer
(RMLO) of State Agency

Printed or typed name

(Date)

Agency/municipality Information Technology representative, if applicable.

Printed or typed name

(Date)



We have reviewed General Letter #2001-1 and our digital imaging system meets the
standards in accordance with the provisions of the General Letter.

Authorizing Vendor Signature/Authorized individual for in-house operation

Printed or typed name

(Date)

Approved by Public Records Administrator

Signature Date
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Appendix - E

Town of Greenwich - Listing of Documents-By Department

Department Accounts Payable
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1. Check Registers 81/2X11 Standard 940 11,280 78,960

2 . Contracts 8 1/2 x11 (90%) and legal or |  Standard 150 7,500 45,000

3. Invoices (Originals) 8 1/2 x 11 - 85%; remaining 1 ~ Standard 1 47,000 180,600

4 . Journal Entries Report 81/2x11 Standard 125 1,500 4,500

5 . Purchase Order Maintenance Report 81/2x11 Standard 4,200 4,200 12,600

6 . Purchase Orders 81/2x11 Standard 1 28,500 ek

March 24, 2006

Page 1 of 36 Ver 1.0

*Pages per document is an averaged number
*** Document included in other document totals



Appendix - E

Town of Greenwich - Listing of Documents-By Department

Department Assessor's Office
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1. Board of Assessment Appeals 81/2x11;81/2x14 Standard 20 4,000 100,000

2 . Condo Declaration 81/2x11 Standard 1 680 17,000

3 . Deeds - Non-Useable 81/2x11 Tissue 1 1,500 6,000

4 . Deeds - Useable 81/2x11 Tissue 1 1,800 7,200

5 . Field Cards 81/2x11 Cardboard 1 22,000 89,250

6 . Grand List - Motor Vehicle 81/2x11 Standard 1,050 14,700 147,000

7 . Grand List - Real Property 81/2x11 Standard 1,050 7,350 183,750

g8 . Income and Expense Statement Forms 8 1/2 x 11 Standard 1 5,950 59,500

9 . Motor Vehicle Proofs 81/2x11 Standard 1 5,000 25,000

10 . Old Field Cards 81/2x11 Cardboard 1 1,488 89,250

11 . Personal Property Declaration Assorted Standard 1 29,750 89,250

12 . Personnel Files 81/2x11 Standard 1 683 13,650

13 . PO's-Invoices 81/2x11 Standard 1 1,500 4,500

14 . Street Cards 6x8 Cardboard 2 2,000 20,000

15 . Veteran Exempt Cards 9x9 Cardboard 50 150 1,000
March 24, 2006 Page 2 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Commission on Aging
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1 . Financial Records 81/2x11 Standard 3 252 1,008
2 . Grant Requests (Newsletters) Assorted Standard\photo 1 150 3,750
3. Meeting Minutes-Board 81/2x11 Standard 5 60 1,200
4 . Personnel Files 81/2x11 Standard 1 105 2,100
5. Program Files 81/2x11;81/2x 14 Standard 1 525 5,950
March 24, 2006 Page 3 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Community Devel opment
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Correspondence 81/2x11 Standard 3 750 3,000
2 . Environmental Review Binder 81/2x11 Standard 263 1,575 15,750
3. HUD Manuals 81/2x11 Standard 50 50 788
4 . HUD Regulations 81/2x11 Standard 50 50 11,900
5 . Non-Profit Grant Files 81/2x11 Standard 20 1,000 4,000
6 . Plan Document (Report) 81/2x11 Standard 75 1,500 6,000
7 . Project Files 81/2x11 Standard 50 2,500 10,000
g8 . Proposals/Plans 81/2x11 Standard 25 625 5,625
March 24, 2006 Page 4 of 36 Ve 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Conservation/Land Use
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Correspondence from Commission 81/2x11 Standard 200 0
2 . Easement Language Documents 8 1/2 x11 Standard 0 0
3 . Final Document for Study 81/2x11 Standard 0 0
4 . Grants 81/2x11;81/2x 14 Standard 35 53 788
5 . Invoices & Contracts Various Standard 2 10 146
6 . Photographs various Photo 1,488 0
7 . Plans/Drawings mostly 8 1/2 x 11; various blu  varies 0 0
g8 . Time Sheets-Payroll 81/2x11 Standard 0 0
March 24, 2006 Page 5 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Emergency Preparedness
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-
1. Emergency Management Homeland 81/2x11 Standard 10 20 20
2 . Emergency Operations Plan 81/2x11 Standard 200 200 1,000
3. Misc Documents 81/2x11 Standard 1,500 1,500 14,000
4 . PO's - Invoices 81/2x11 Standard 1,500 1,500 3,000
5 . Situational Status Reports 81/2x11 Standard 20 80 400
6 . State of CT EAS Plan 81/2x11 Standard 50 200 1,000
7 . State Training Program 81/2x11 Standard 50 200 1,000

March 24, 2006

Page 6 of 36 Ver 1.0

*Pages per document is an averaged number
*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Fire Department
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1. Blasting Permits 81/2x11 Standard 5 250 1,000

2 . Contracts 81/2x11 Standard 100 2,500 50,000

3. Daily Logs 81/2x11 Standard 25 300 6,000

4 . Fire Incident Reports 81/2x11 Standard & Tissue 5 67,500 202,500

5 . Labor Relations 81/2x11 Standard 2 24 480

6 . Personnel Files 81/2x11 Standard 3 150 1,295

7 . PO's - Invoices 81/2x11 Standard 1 1,500 14,875

8 . Special Events Forms 81/2x11;81/2x 14 Standard 20 240 720

9. Street Files 81/2x11 Standard 2 60 9,000

10 .  Training 81/2x11 Standard 10 500 14,875
March 24, 2006 Page 7 of 36 Ve 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Fleet Department
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Complaints 81/2x11 Standard 50 250 5,000
2 . Invoices various Standard 40 480 2,880
3. Meeting Minutes-Foreman/Safety Com 8 1/2 x 11 Standard 5 60 1,200
4 . Time Sheets-Payroll Assorted Standard 17 884 6,188
5. TQM Cards 3x5 Cardboard 17 884 6,188
6 . Vehicle Folder various Standard 25 13,125 157,500
7 . Work Orders 81/2x11 Standard 6,000 6,000 60,000
March 24, 2006 Page 8 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Health - Environmental Health
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Daycare Letter; 81/2x 4 Standard 150 750 10,500
2 . Food Borne lliness Letter, 8 1/2 x 14 Standard 25 1,375 6,875
3 . Food Services File Letter; 81/2x 4;21/2'x 3' Standard 10 67 4,000
4 . Septic File Letter; 21/2'x 3,8 1/2x 4; 8 Standard; Cardboard; Tissue 25 833 50,000
5. Surveys 81/2x11 Standard 5 200 3,000
6 . WellFiles Letter; 8 1/2 x 4; 11 x 17 Standard 10 4,000 40,000
March 24, 2006 Page 9 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Health - Family Health
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1 . Daycare Inspection Report 81/2x11 Standard 10 50 2,500

2 . Daycare Licensing Medical Deficienci 8 1/2 x 11 Standard 10 50 5,000

3 . Daycare Relicensure Check Off 81/2x11 Standard 10 50 2,500

4 . Health Service Reports 81/2x11 Standard 2 2,000 20,000

5 . Immunization Clinic Vaccine Admin 81/2x11 Standard 1 700 7,000

6 . Special Needs Record 81/2x11 Standard 2 250 2,500

7 . Tuberculosis Assessment 81/2x11 Standard 1 200 2,000

g8 . Tuberculosis Records 81/2x11 Standard 2 100 59,500

9 . Vaccine Eligibility 81/2x11 Standard 1 700 2,100

10 . Vaccine History Reports 81/2x11 Standard 1 2,000 60,000

11 .  Well Child Records 81/2x11 Standard 250 18,750 187,500
March 24, 2006 Page 10 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Health Department
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1 . Federal and State Grants 81/2x11 Standard 3 35 1,050
2 . Medicare Consent Forms 81/2x11 Standard 1 4,200 35,700
3 . Personnel Files 81/2x11 Standard 3 450 33,600
4 . PO's - Invoices 81/2x11 Standard 1 2,975 5,950
5 . Revenue Statements 81/2x3 Thin 2 3,000 12,600
6 . Time Sheets-Payroll 81/2x11 Standard 30 1,560 9,360
7 . Urinalysis for Lead Paint 8 1/2 x 4" carbon 1 4,200 16,800
8. WellFiles 81/2x11 Standard 774 774 3,868
March 24, 2006 Page 11 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Human Resources
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1 . Affirmative Action Files 81/2x11 Standard 4,760 4,760 23,800

2 . Application for Retirement Reimburse 8 1/2 x 11 Standard 2 50 1,000

3. Application for Summer/Seasonal Emp 8 1/2 x 14 Standard 2 500 2,500

4 . Applications - Part Time 81/2x11 Standard 5 750 22,500

5 . Employment Application (non-hires) 8 1/2 x 11 (tri-fold frontand b ~ Standard 10 1,500 137,200

6 . Employment Applications & Resumes (8 1/2 x 11 (tri-fold frontand b  Standard 15 18,000 360,000

7 . Exam scores - 3rd Party 81/2x11 Standard 2 500 1,000

g8 . [Exams - Internally 81/2x11 Standard 2 500 1,000

9 . Health Benefits 81/2x11 Standard 200 740,000 962,000

10 . 19, Employment Eligibility Verificaton F 8 1/2 x 11 Standard 1 1,200 5,950

11 . Individual Project Files 81/2x11 Standard 10 200 5,950

12 . Insurance (medical/dental) Files 81/2x11 Standard 263 6,563 525,000

13 . Job Descriptions 81/2x11 Standard 2 200 17,850

14 . Job Posting Binders 81/2x11 Standard 1 525 7,875

15 . Journal Voucher 81/2x11 Standard 25 25 250
March 24, 2006 Page 12 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

16 . Letters Generated by HR 81/2x11 Standard 2 300 900
17 . Medical Files 81/2x11 Standard 2 2,400 17,850
18 .  Meeting Minutes-BET 81/2x11 Standard 25 300 3,000
19 .  Meeting Minutes-HR Committee 81/2x11 Standard 3 30 180
20 . Name and Address Change Form 81/2x11 Standard 1 1,200 6,000
21 . Notice of Employee Separation Form 81/2x11 Standard 2 200 11,900
22 . Personnel Files 81/2x11 Standard 13 15,000 148,750
23 . Personnel Information Form 81/2x11 Standard 1 2,000 11,900
24 . PO's - Invoices 81/2x11 Standard 15 780 1,560
25 . Problem Employee Files 81/2x11 Standard i
26 . References Files 81/2x11 Standard 2 198 5,950
27 . Request for Employment /Salary Appr 8 1/2 x 11 Standard 1 i
28 . Telephone Reference Check Form 81/2x11 Standard 1 i
29 . Time Sheets-Payroll 81/2x11 Standard 1 15 150
30 . Union Files/Grievance Files 81/2x11 Standard 50 1,000 5,000
March 24, 2006 Page 13 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department I nformation Technology
i . * Pages/Per Total Total
Document Name Document Size Document Thickness 9
Document Pages/Year Pages On-
1 . Contract Invoices 81/2x11 Standard 2 200 8,925
2 . Contracts 81/2x11 Standard 25 500 3,000
3. GIS Orders 81/2x11 Standard 1 2,400 14,400
4 . Software Licensing 81/2x11 Standard 1 1,190 5,950
March 24, 2006 Page 14 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Inland/Wetlands
. . *Pages/Per Total Total
Document Name Document Size Document Thickness 9

Document Pages/Year Pages On-
1. Application 81/2x11;81/2x14 Standard 10 8,000 80,000
2 . Application Files Various Various 263 65,625 656,250
3. Permits 81/2x11 Standard 10 2,500 25,000
4 . Violation/Compliance Letter 81/2x11 Standard 2 20 200

March 24, 2006

Page 15 of 36 Ver 1.0

*Pages per document is an averaged number
*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Law Department
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1. Bankruptcies 81/2x11 Standard 15 198 11,900

2 . Board of Estimate Taxation 81/2x11 Standard 1 1,035 23,800

3 . Claims Committee Settlements 81/2x11 Standard 10 149 5,950

4 . Closed Lawsuits 81/2x11;81/2x 14 Assorted 75 35,700 178,500

5 . Contracts and Leases Assorted Standard; Tissue 5 496 29,750

6 . Current Lawsuits 81/2x11;81/2x 14 Standard 50 5,454 327,250

7 . Meeting Minutes-Town 81/2x11 Standard 3 433 23,800

g8 . Notice of Claims 81/2x11 Standard 5 1,488 2,975

9 . Opinions/Correspondence 81/2x11 Standard; Tissue 1 298 11,900

10 . Outgoing Correspondence 81/2x11 Standard 1,050 12,600 75,600

11 . Personnel 81/2x11 Standard 1 1,964 9,913

12 . Planning & Zoning Lawsuits Assorted Standard 15 4,760 71,400

13 . PO's-Invoices 81/2x11 Standard 2 800 20,825

14 . Research Materials varies varies 5 3,471 208,250

15 .  Special Education Hearings 81/2x11 Standard 15 1,692 101,500
March 24, 2006 Page 16 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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16 . Town Charter and Code Assorted Tissue 5 198 11,900

March 24, 2006 Page 17 of 36 Ver 1.0 *Pages per document is an averaged number
*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Parking Services
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1 . Dismissed Tickets 3x6 cardboard 1 1,488 2,975
2 . Parking Permit Applications 81/2x3 Cardboard 1 5,770 11,540
3 . Parking Tickets 81/2x3 Tissue 1 120,000 240,000
4 . Personnel File 81/2x11 Standard 10 120 2,400
5. PO's - Invoices 81/2x11 Standard 2 288 864
6 . Request For Appeal Form 81/2x11 Carbon 1 Fkk
7 . Transmittal to Treasury 81/2x11;81/2x3 Standard; Tissue 1 52 104

March 24, 2006

Page 18 of 36 Ver 1.0

*Pages per document is an averaged number
*** Document included in other document totals



Appendix - E

Town of Greenwich - Listing of Documents-By Department

Department Parks & Recreation Department
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1 . Activity Application 81/2x11 Standard 1 120,000 360,000
2 . Application & W4 81/2x11 Standard 350 2,100 14,700
3 . Boating Application 81/2x11 Standard 1 4,000 40,000
4 . Golf Application 81/2x11 Standard 1 4,000 10,000
5 . Historical Archiving 81/2x11,81/2x14 Standard 10 5,000 357,000
6 . ParkPasses 81/2x11 Standard 4 180,000 360,000
7 . PO's - Invoices 81/2x11 Standard 2 15,000 30,000
8 . Special Permits 81/2x11 Standard 3 16,500 33,000
9. Time Sheets-Payroll 81/2x11 Standard 2 49,192 344,344
March 24, 2006 Page 19 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Payroll
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. 401K & 457 Changes 81/2x11 Standard 1 600 1,800
2 . Authorization Agreement for Direct De 8 1/2 x 11 Standard 2 1,200 7,200
3 . Authorized Dues Deduction Card 81/2x11 Standard 2 1,200 3,600
4 . Classified Staff - Time Off Request 81/2x11 Standard 2 1,200 3,600
5 . Employer Payroll Deduction Authorizat 5 1/2 x 6 1/2 Standard 2 1,200 3,600
6 . Notice of Income Withholding Order 81/2x11 Standard 2 1,200 7,200
7 . Payment Request Form 81/2x11 Standard 3 1,500 9,000
g . Payroll Register 81/2x11 Standard 700 33,600 201,600
9 . Payroll Reports 81/2x11 Standard 10 520 3,640
10 . Salary Change Verification Reports 81/2x11 Standard 10 120 720
11 . Time Card 31/2x81/2 Standard 24 4,800 24,000
12 . Time Card Summary 51/2x81/2 Standard 1 41,600 208,000
13 . Time Sheet 81/2x11 Standard 26 18,200 54,600
14 . US Savings Bond Authorization 71/2x31/2 Cardboard 1
15 . W-4 Form 81/2x11 Standard 200 200 1,000
March 24, 2006 Page 20 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Planning & Zoning
. . *Pages/Per Total Total
Document Name Document Size Document Thickness 9
Document Pages/Year Pages On-
1. Application 81/2x14 Standard 10 8,000 80,000
2 . Decision Letter (Preliminary and Final) 8 1/2 x 11 Standard 4 2,800 28,000
3. Meeting Minutes-Commission 81/2x11 Standard 10 180 4,500
4 . Plans various various 70 4,200 105,000
March 24, 2006 Page 21 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Police
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Accident Reports (fatal) 81/2x11 Standard 50 250 23,800
2 . Accident Reports (non-fatal) 81/2x11 Standard 5 12,500 125,000
3. Cash Bond Receipts 81/2x4 Carbon 2 200 200
4 . Day Sheets 2x3 Standard 50 18,250 273,750
5 . Incident Reports 81/2x11 Standard 100 700,000 7,000,000
6 . Infractions (driving) 81/2x3 Carbon 10 20,000 100,000
7 . Personnel Files Assorted Standard 5 750 20,000
g . PO's - Invoices 81/2x11 Standard 2 5,950 23,800
9. Tow Truck Logs 81/2x11 Standard 1 500 3,500
March 24, 2006 Page 22 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Public Works
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1. Accrual Reports 81/2x11 Standard 15 180 540
2 . AlAForms 81/2x11 Standard 4 126 378
3. Contracts 81/2x11;81/2x 14 Standard 25 900 119,000
4 . Insurance Documents 81/2x11 Standard 4 875 5,250
5. Memos 81/2x11 Standard 3 250 2,975
6 . Payment Requests 81/2x11 Standard 1 750 15,000
7 . Payroll Check Registers 81/2x11 Standard 12 624 1,872
g . Personnel Files 81/2x11 Standard 5 250 2,520
9. PO's-Invoices 8 1/2 x 11 (some double side  Standard 90 4,680 14,040
10 . PO's - Invoices 81/2x11 Standard 2 5,000 15,000
11 . Time Cards-Payroll 4%X6 cardboard 100 5,200 15,600
12 . Time Sheets-Payroll 81/2x11;81/2x 14 Standard 100 5,200 15,600

March 24, 2006

Page 23 of 36 Ver 1.0

*Pages per document is an averaged number
*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Public Works - Building Inspecti
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-
1. Board of Appeals Documents 81/2x11;81/2x14 Standard/microfilm 2 2,479 148,750
2 . Condition Letters, Approved Plans, Re  Assorted Standard 2 600 29,750
3. Correspondence Files 81/2x11 Standard 2 1,190 71,400
4 . Permits 81/2x11 Standard 5 35,000 350,000
5. Record Cards 5x8 Cardboard 1 1,488 119,000
6 . Swimming Pool Lists (Plans) 81/2x11 Onion skin; blueprints 3 340 11,900

March 24, 2006

Page 24 of 36 Ver 1.0

*Pages per document is an averaged number
*** Document included in other document totals



Appendix - E

Town of Greenwich - Listing of Documents-By Department

Department Public Works - Highway Divisio
i . * Pages/Per Total Total
Document Name Document Size Document Thickness 9
Document Pages/Year Pages On-
1. Highway Permits 8 1/2 x 14; various Standard; blueprints 9 360 8,500
2 . Street Files various Standard 250 212,500 17,000,000

March 24, 2006

Page 25 of 36 Ver 1.0

*Pages per document is an averaged number
*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Public Works - Sewer Division
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1. Applications 81/2x11 Standard 5 3,925 314,000

2 . Correspondence 81/2x11;81/2x 14 Standard 2 1,091 32,725

3. Cronos/Backup 81/2x11 Standard 1 1,190 11,900

4 . Gannett Fleming Files 81/2x11;81/2x 14 Standard 1 595 17,850

5. Investigation Files 81/2x11;81/2x 14 Standard 3 85 2,975

6 . Permits 81/2x 14 Standard 2 661 59,500

7 . Permits (Green Copy) 8 1/2 x 14 (2003 on); 8 1/2 x ~ Standard 550 550 5,950

g . Personnel Files 81/2x11;81/2x 14 Standard 8 263 2,625

9. Receipt Books Payment size Tissue 1 267 400

10 .  Site Plan Files 8 1/2 x 11; 8 1/2 x 14; Map Standard 25 595 2,975
March 24, 2006 Page 26 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Public Works - Traffic Division
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Correspondence Files (Black) 81/2x11;81/2x14 Standard 2 500 59,500
2 . Cronos 81/2x11;81/2x 14 Standard 1 1,190 11,900
3. Intersection Files For Signals 8 1/2 x 11; 8 1/2 x 14; Plans Standard 10 992 59,500
4 . Intersection Files For Stop Signs 8 1/2 x 11; 8 1/2 x 14; Plans Standard 10 645 38,675
5. Project Files 8 1/2 x 11; 8 1/2 x 14; Plans Standard 75 198 11,900
6 . Site Plan Files 8 1/2 x 11; 8 1/2 x 14; Maps Standard; blueprints 100 595 35,700
7 . Street Files (Red) 81/2x11;81/2x14 Standard 150 992 59,500
March 24, 2006 Page 27 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Purchasing
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1 . Joan's Chronological File 81/2x11 Standard 1 1,125 11,250
2 . Request for Proposal - Moderate 81/2x11 Standard 532 8,512 127,680
3. Requests for Bid - Complex 81/2x11 Standard 532 10,108 151,620
4 . Requests for Bid - Easy 81/2x11 Standard 71 1,917 28,755
5. Requests for Bid - Moderate 81/2x11 Standard 500 27,500 412,500
6 . Requests for Information - Moderate o 8 1/2 x 11 Standard 469 938 14,070
7 . Requests for Proposal - Complex 81/2x11 Standard 2,625 15,750 236,250
8 . Requests for Proposal - Easy 81/2x11 Standard 223 223 3,345
9 . Requests for Quotation - Easy only 81/2x11 Standard 35 315 4,725
March 24, 2006 Page 28 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Retirement
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1. 401K Beneficiary Designation Form 81/2x11 Standard 1 250 18,000

2 . 401K Enrollment Application 81/2x11 Standard 2 500 36,000

3 . 457b Beneficiary Designation Form 81/2x11 Standard 1 250 18,000

4 . 457b Enrollment Application 8 1/2 x11 Standard 2 500 36,000

5 . Actuarial Valuation Report 81/2x11 Standard 50 50 1,250

6 . Diversified Investment Advisors Repo 8 1/2 x 11 Standard 20 80 2,000

7 . Employee Contribution Election Form 81/2x11 Standard 1 250 18,000

g8 . Employee Retirement Package Files 81/2x11 Standard 5 60 11,500

9. Enrollment in the Retirement System of 8 1/2 x 11 Standard 1 1,200 18,000

10 . Fund Performance 81/2x11 Standard 2 1,200 7,200

11 .  Meeting Minutes-Retirement Board 81/2x11 Standard 10 120 1,800

12 . PCRA Form and Terms 81/2x11 Standard 7 467 14,000
March 24, 2006 Page 29 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Selectman's Office
. . *Pages/Per Total Total
Document Name Document Size Document Thickness 9
Document Pages/Year Pages On-
1. Crono Correspondence 81/2x11 Standard 992 5,950
2 . Meeting Minutes 81/2x11 Standard 1,964 41,650
3. Saving General Documents 81/2x11 Standard 893 53,550

March 24, 2006

Page 30 of 36

Ver 1.0

*Pages per document is an averaged number
*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Social Services
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Annual Report 81/2x11 Standard 90 90 2,250
2 . Application and Forms 81/2x11 Standard 1 4,813 288,750
3. Client Files 81/2x11;81/2x 14 Standard 25 3,750 22,500
4 . Individual Program Reports 81/2x11 Standard 5 50 100
5. Meeting Minutes 81/2x11 Standard 10 120 3,000
6 . Meeting Minutes-Board 81/2x11 Standard; Glossy (Brochures 5 60 1,500
7 . Personnel Files 81/2x11 Standard 20 1,000 10,000
g . PO's - Invoices 81/2x11 Standard 2 3,000 9,000
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*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Tax Collector
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1 . Certificate of Correction 81/2x11 Standard 1 263 1,050

2 . Daily Collection Receipts Stubs carbon 1 71,400 214,200

3 . Daily Summaries 81/2x11 Standard 2 8,400 89,250

4 . Escrow Accounts 81/2x11 Standard 1 11,900 23,800

5. Misc Adjustments 81/2x11 Standard 2 2,000 17,850

6 . Payment Reports 81/2x11 Standard 10 1,400 4,200

7 . PO's - Invoices 81/2x11 Standard 2 525 5,250

g8 . Rate Info 15x11 Standard 1 1,050 15,750

9. Refund Vouchers 8 1/2 x 11 plus envelope Standard 2 2,000 17,850

10 . Returned Bills 8 1/2 x 11 plus envelope Standard/envelope 4 1,300 3,900

11 . Time Sheets-Payroll 81/2x11 Standard 1 1,300 5,950
March 24, 2006 Page 32 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Town Clerk
Document Name Document Size Document Thickness * Pages/per Total Total

Document Pages/Year Pages On-

1. Absentee Ballots & Applications 81/2x11 Standard 1 20,000 40,000

2 . Births/Deaths & Marriages 81/2x11 Standard 1 1,050 87,150

3 . Burial Permits 81/2x11 Standard 1 5,950 357,000

4 . Cards With Maps Plus Originals 71/2x3 Standard 5 134 8,031

5 . Corrections to Indices 81/2x 14 Standard 1 1,960 29,400

6 . Day Book Ledger Standard 100 1,200 6,000

7 . Dog Licenses 81/2x11 Standard 1 1,440 2,880

g8 . Grantor/Grantee Books 81/2x11 Standard 100 525 21,000

9 . Hunting/Fishing/Shellfish Licenses 81/2x11 Standard 1 5,950 5,950

10 . Land Record Books 81/2x11 Standard 250 21,875 1,312,500

11 . Liguor Permits various Standard 1 10 10

12 . Marriage/Civil Union Worksheets 81/2x11 Standard 1 25 88

13 . Meeting Minutes-Boards/Commissions 8 1/2 x 11 Standard 5 60 3,600

14 . Military Cards 3x5 Standard 1 793 47,600

15 . Military Discharge 81/2x11 Standard 1 99 5,950
March 24, 2006 Page 33 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals



Appendix - E

Town of Greenwich - Listing of Documents-By Department

16 . Notary Signature Cards 31/2x5 cardboard 1 200 200
17 . Postings - Meetings/Boards 81/2x11 Standard 25 300 600
18 . Receipts 81/2x11 Standard 100 1,200 3,000
19 . Request For Birth Certificates 81/2x11 Standard 1 4,200 8,400
20 . RTM Minutes 81/2x11 Standard 10 80 2,000
21 . Studies 81/2x11 Standard 2,188 131,250
22 . Trade Name Certificates 81/2x11 Standard 5,950 11,900
March 24, 2006 Page 34 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Treasury
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Bank Deposit Ticket 51/2x2 Standard 50 2,600 18,200
2 . Bank Statement 81/2x11 Standard 5 1,560 10,920
3 . Banking Agreement (Contract) 81/2x11;81/2x 14 Standard 5 130 130
4 . Department of Health Lab Tests/Licen 8 1/2x 11 Standard 1 397 23,800
5 . Deposit Slips from Tax Collector 51/2x3 Tissue 1 6,800 47,600
6 . Payroll Register 81/2x11 Standard 500 13,000 91,000
7 . Retiree Payroll Register 81/2x11 Standard 250 250 1,750
g8 . Vendor Register 81/2x11 Standard 38 450 3,150
9. Worker's Comp Register 81/2x11 Standard 10 520 3,640
March 24, 2006 Page 35 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Town of Greenwich - Listing of Documents-By Department

Department Voter Registration
Document Name Document Size Document Thickness * Pages/per Total Total
Document Pages/Year Pages On-
1. Canvass Letter 81/2x11 Standard 1 88 263
2 . Checker Books 81/2x11 Standard 53 525 1,575
3 . Payrolls for Poll Workers 81/2x11 Standard 50 250 750
4 . PO's - Invoices Assorted Standard 2 3,000 9,000
5 . Records of Previous Elections 81/2x11 Standard 1 1,050 2,100
6 . Voter Registration Card 8x 10 Cardboard 1 40,000 200,000
March 24, 2006 Page 36 of 36 Ver 1.0 *Pages per document is an averaged number

*** Document included in other document totals
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Appendix - F

Town of Greenwich - Listing of Documents-By Retention

Department Accounts Payable
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Check Registers 3 years or until audited, whichever comes ~ 6-7 years (held in Treasury) T

2 . Contracts

3 . Invoices (Originals)

4 . Journal Entries Report

5 . Purchase Order Maintenance Report

6 . Purchase Orders

March 24, 2006

later

6 years after completion of project or 6
years after filing if not built for Construction;
3 years after expiration for Services and

Supply

3 years or until audited, whichever comes
later

3 years or until audited, whichever comes
later

3 years or until audited, whichever comes
later

3 years or until audited, whichever comes
later

Page 1 of 44 Ver 20

Construction - 6 years after completion -
of project or 6 years after filing if not

built; Services or Supply - accepted

and not accepted 3 years after audit

hardcopies at least 7 years; microfilm T
have 20 plus years

3 years -

3 years -

hardcopies at least 7 years; microfilm T
have 20 plus years

*Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town
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Town of Greenwich - Listing of Documents-By Retention

Department Assessor's Office

Document Name

State Retention Requirement

*Town Retention Requirement T/S

1. Board of Assessment Appeals

2 . Condo Declaration

3 . Deeds - Non-Useable

4 . Deeds - Useable

5 . Field Cards

6 . Grand List - Motor Vehicle

7 . Grand List - Real Property

8 . Income and Expense Statement Forms

9 . Motor Vehicle Proofs

10 . Old Field Cards

March 24, 2006

1 year, if no court appeal taken

**6 years from due date of tax**

**4 years from date of application**

**Permanent**

**Permanent**

10 years from due date of tax (motor

vehicle, personal property)

Permanent

Until implementation of next revaluation

**10 years from due date of tax**

Keep current and preceding set

Page 2 of 44

Ver 2.0

Permanent T
Permanent T
4 years -
Permanent -
Permanent -
10 years S
Permanent -
Permanent T
5years S
Permanent T

*Based on conversations with Dept. Heads
T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

11 . Personal Property Declaration 6 years from due date of tax 3 years S

12 . Personnel Files n/a - HR maintains legal records Permanent -

13 . PO's - Invoices 3 years or until audited, whichever comes ~ Originals in Finance -
later

14 . Street Cards **Parmanent** Permanent -

15 . Veteran Exempt Cards 4 year from date of application Permanent T

March 24, 2006 Page 3 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Commission on Aging
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Financial Records Budget - 2 years; invoices/billings - 3 years approx 4 years T

or until audited

2 . Grant Requests (Newsletters) **nQ state requirement* Unclear T
3 . Meeting Minutes-Board **Parmanentt* Permanent -
4 . Personnel Files n/a - HR maintains legal records Permanent -
5. Program Files *Permanent* Permanent -

March 24, 2006 Page 4 of 44 Ver 20 Based on conversations with Dept. Heads
T=Town retention different than State,

S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Community Devel opment
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Correspondence *+2 years** 4 years after Caper T
2 . Environmental Review Binder **Parmanent** 1996 to present -
3 . HUD Manuals **Parmanentt* Permanent -
4 . HUD Regulations *Permanent* Permanent -
5 . Non-Profit Grant Files **3 years or until audited, whichever comes 4 years after program audit T
later**
6 . Plan Document (Report) **3 years or until audited, whichever comes 4 years after program audit. T
later**
7 . Project Files *+3 years or until audited, whichever comes Federal programs open until audited. T
later** Retain 4 years after program is audited.
8 . Proposals/Plans *+3 years or until audited, whichever comes Couple years. 1996 to present T
later**
. : :
March 24, 2006 Page 5 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Conservation/Land Use
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Correspondence from Commission Permanent Permanent -
2 . Easement Language Documents *Parmanent** Permanent -
3 . Final Document for Study Permanent Permanent -
4 . Grants Grants - 6 years after renewal, termination, Permanent T

or final report, or audited, whichever is later

5 . Invoices & Contracts Contracts - 6 years after completion of Permanent T
project; Services - 3 years after expiration

6 . Photographs **Permanent** Permanent -

7 . Plans/Drawings Permanent Permanent -

8 . Time Sheets-Payroll 3 years or until audited, whichever comes ~ not provided S
later

March 24, 2006 Page 6 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Emergency Preparedness
Document Name State Retention Requirement *Town Retention Requirement T/S

1. Emergency Management Homeland *Parmanent** Permanent -

2 . Emergency Operations Plan **Parmanent** Permanent -

3. Misc Documents **Permanent** )

4 . PO's - Invoices 3 years or until audited, whichever comes ~ Originals in Finance -

later

5 . Situational Status Reports Permanent Permanent -

6 . State of CT EAS Plan **Permanent** Permanent -

7 . State Training Program 6 years 5 years S

. : :
March 24, 2006 Page 7 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Fire Department
Document Name State Retention Requirement *Town Retention Requirement T/S
1 . Blasting Permits 4 years Permanent T
2 . Contracts Construction - 6 years after completion of ~ Permanent T
project; Services & Supplies - 3 years after
expiration
3 . Dally Logs **Parmanentt* Permanent -
4 . Fire Incident Reports *Permanent* 3 years on site. Prior years on -
microfilm.
5 . Labor Relations 5 years Duration of employment T
6 - Personnel Files n/a - HR maintains legal records Permanent -
7 . PO's - Invoices 3 years or until audited, whichever comes ~ Originals in Finance -
later
8 . Special Events Forms **No requirement* several years on hand T
9 . Street Files **Parmanent** 1940's to 1988 - on microfilm; reston- -
site
10 . Training **Duration of employment plus 30 years** Permanent T
. : :
March 24, 2006 Page 8 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Fleet Department
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Complaints 2 years after resolution Permanent T
2 . Invoices 3 years or until audited, whichever comes ~ 5-7 years T
later
3 . Meeting Minutes-Foreman/Safety Com  permanent Permanent -
4 . Time Sheets-Payroll 3 years or until audited, whichever comes 7 years T
later
5. TQM Cards *Parmanent** Permanent -
6 . Vehicle Folder *Parmanent** Permanent -
7 . Work Orders **|_ife of Vehicle** Life of vehicle -
. : :
March 24, 2006 Page 9 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Health - Environmental Health
Document Name State Retention Requirement *Town Retention Requirement T/S

1. Daycare 5 years** Unclear S

2 . Food Borne lliness 5 years 5 years -

3 . Food Services File Permanent Permanent -

4 . Septic File Permanent Permanent -

5. Surveys 5 years Retains back to the mid 90's T

6 . Well Files Permanent Permanent -
March 24, 2006 Page 10 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town
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Town of Greenwich - Listing of Documents-By Retention

Department

Health - Family Health

Document Name

State Retention Requirement

*Town Retention Requirement T/S

1 . Daycare Inspection Report

2 . Daycare Licensing Medical Deficienci

3 . Daycare Relicensure Check Off

4 . Health Service Reports

5 . Immunization Clinic Vaccine Admin

6 . Special Needs Record

7 . Tuberculosis Assessment

8 . Tuberculosis Records

9 . Vaccine Eligibility

10 . Vaccine History Reports

March 24, 2006

5 years

**Permanent**

**Permanent**

**10 years from end of year immunization
was given**

10 years from end of year immunization
was given

10 years from end of year immunization
was given

10 years from end of year immunization
was given

10 years from end of year immunization
was given

**10 years from end of year immunization
was given**

Duration of employment, plus 30 years

Page 11 of 44 Ver 20

Permanent T
Permanent -
Permanent -
10 years -
10 years S
10 years S
10 years S
10 years S
3 years S

30 years + length of employment -

*Based on conversations with Dept. Heads
T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

11 . Well Child Records 10 years after discharge of patient 10 years S

March 24, 2006 Page 12 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town
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Town of Greenwich - Listing of Documents-By Retention

Department

Health Department

Document Name

State Retention Requirement

*Town Retention Requirement T/S

1. Federal and State Grants

2 . Medicare Consent Forms

3 . Personnel Files

4 . PO's - Invoices

5 . Revenue Statements

6 . Time Sheets-Payroll

7 . Urinalysis for Lead Paint

8 . Well Files

March 24, 2006

6 years after renewal, termination, or final
report, or audited, whichever is later

3 years

n/a - HR maintains legal records

3 years or until audited, whichever comes
later

**6 years or until audited, whichever comes
later**

3 years or until audited, whichever comes

later

3 years

5 years

Page 13 of 44 Ver 20

30 years T

7-10 years but only 3 years required T

Permanent -

Originals in Finance -

Have files from 2001 to current S
1999-present T
3 Years -
5years -

*Based on conversations with Dept. Heads
T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Human Resources
Document Name State Retention Requirement *Town Retention Requirement T/S

1. Affirmative Action Files 5 years 5 years -

2 . Application for Retirement Reimburse Duration of employment plus 30 years Permanent T

3 - Application for Summer/Seasonal Emp 5 years 5years -

4 . Applications - Part Time Duration of employment plus 30 years Duration of employment plus 30 years -

5 . Employment Application (non-hires) 2 years after life of list 5 years T

6 . Employment Applications & Resumes ( Hired - Duration of employment plus 30 Permanent T

years; Seasonal (hired) - 5 years

7 . Exam scores - 3rd Party 2 years after life of list 2 years after list expires -
8 . Exams - Internally 2 years after life of list 2 years after list expires -
9 . Health Benefits Duration of employment plus 30 years Permanent T
10 . 19, Employment Eligibility Verification F 3 years after date of hire or one year aft Permanent T
the date employment ends, whichever is
later
. : :
March 24, 2006 Page 14 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town
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11.

12 .

13.

14 .

15 .

16 .

17 .

18 .

19 .

20 .

21.

Individual Project Files

Insurance (medical/dental) Files

Job Descriptions

Job Posting Binders

Journal Voucher

Letters Generated by HR

Medical Files

Meeting Minutes-BET

Meeting Minutes-HR Committee

Name and Address Change Form

Notice of Employee Separation Form

March 24, 2006

Town of Greenwich - Listing of Documents-By Retention

**Duration of employment, plus 30 years** Permanent T

3 years after audit, whichever comes later ~ Permanent T
(for claim files - 6 years after audit,
whichever comes later

Until superceded Until superceded -
Until superceded Since 1990 T
3 years or until audited, whichever comes Permanent T
later

2 years - routine; permanent if policy Permanent T
Duration of employment plus 30 years Permanent T
**Permanent** Permanent -
*Permanent** Permanent -
Duration of employment plus 30 years Permanent T
Duration of employment plus 30 years Permanent T

Page 15 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town
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22 .

23 .

24 .

25 .

26 .

27 .

28 .

29 .

30 .

Personnel Files

Personnel Information Form

PO's - Invoices

Problem Employee Files

References Files

Request for Employment /Salary Appr

Telephone Reference Check Form

Time Sheets-Payroll

Union Files/Grievance Files

March 24, 2006

Duration of employment plus 30 years

Duration of employment plus 30 years

3 years or until audited, whichever comes

later

*no requirement**

**Duration of employment, plus 30 years**

Duration of employment plus 30 years

**Permanent**

3 years or until audited, whichever comes

later

5 years

Page 16 of 44 Ver 20

Town of Greenwich - Listing of Documents-By Retention

Permanent T
Permenent T
2 years -
Permanent T
Permanent T
Permanent T
Permanent -
10 years T
5years -

*Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department I nformation Technology
Document Name State Retention Requirement *Town Retention Requirement T/S

1. Contract Invoices 3 years or until audited, whichever comes 3 years S
later

2 . Contracts 3 years after expiration 5-7 years T

3. GIS Orders *+3 years or until audited, whichever comes 5-7 years T
later**

4 . Software Licensing Retain until one year after last remaining Life of the software S

machine readable file produced a
superseded or discontinued system has
been erased or destroyed

March 24, 2006 Page 17 of 44 Ver 20 Based on conversations with Dept. Heads
T=Town retention different than State,

S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Inland/Wetlands
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Application 10 years after issuance of decision; 2 Permanent T

years after denial of decision or 2 year
after application was withdrawn

2 . Application Files Permanent Permanent -
3 . Permits Permanent Permanent -
4 . Violation/Compliance Letter 10 years after correction of violation Permanent T

March 24, 2006 Page 18 of 44 Ver 20 Based on conversations with Dept. Heads
T=Town retention different than State,

S=State retention different than Town



Appendix - F

Town of Greenwich - Listing of Documents-By Retention

Department Law Department
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Bankruptcies **Darmanent** permanent -
2 . Board of Estimate Taxation **Parmanent** 1983 to present -
3 . Claims Committee Settlements **Parmanentt* 1965 to present -
4 . Closed Lawsuits 25 years after resolution related to cases 5 years S
that set legal precedence or importance; all
other 5 years after resolution
5. Contracts and Leases **Parmanent** Permanent -
6 . Current Lawsuits **Permanent** Permanent -
7 . Meeting Minutes-Town Permanent 1951 to present S
8 . Notice of Claims **Darmanent** 2 years - after which goes to closed - -
stored permanently
9 . Opinions/Correspondence 25 years after resolution related to cases Permanently- have files from 1965 to T
that set legal precedence or importance; all ~ present
other 5 years after resolution
10 . Outgoing Correspondence 6 years - older are put on microfiche T

March 24, 2006

25 years after resolution related to cases
that set legal precedence or importance; all

other 5 years after resolution
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*Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town
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11.

12 .

13.

14 .

15 .

16 .

Personnel

Planning & Zoning Lawsuits

PO's - Invoices

Research Materials

Special Education Hearings

Town Charter and Code

March 24, 2006

Duration of employment plus 30 years

**10 years after issuance of decision**

3 years or until audited, whichever comes

later

**Permanent**

**Permanent**

Permanent

Page 20 of 44 Ver 20

Town of Greenwich - Listing of Documents-By Retention

Permanent T

10 years -

5 years T

Permanent -

Permanent -

Permanent -

*Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Parking Services
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Dismissed Tickets *+] year after audit** 2 years T
2 . Parking Permit Applications 1 year after expiration of permit 2 years T
3 . Parking Tickets 1 year after audit 2 years T
4 . Personnel File Duration of employment plus 30 years Permanent T
5. PO's - Invoices 3 years or until audited, whichever comes  Originals in Finance -
later
6 . Request For Appeal Form 1 year after resolution 2 years T
7 . Transmittal to Treasury 3 years or until audited, whichever comes from 2004 to present S
later
March 24, 2006 Page 21 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Appendix - F

Town of Greenwich - Listing of Documents-By Retention

Department Parks & Recreation Department
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Activity Application *+3 years or until audited** 2-3 years S
2 . Application & W4 Duration of employment plus 30 years 7 years S
3 . Boating Application **Parmanentt* Forever -
4 . Golf Application *+3 years or until audited** 2.5 years S
5 . Historical Archiving **3 years or until audited** Unclear S
6 . Park Passes *+3 years or until audited** 2 years S
7 . PO's - Invoices 3 years or until audited, whichever comes 2 years S
later
8 . Special Permits 1 year after expiration of permit 2 years T
9 . Time Sheets-Payroll 3 years or until audited, whichever comes 7 years T

March 24, 2006

later

Page 22 of 44 Ver 20

*Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Appendix - F

Town of Greenwich - Listing of Documents-By Retention

March 24, 2006

later

Page 23 of 44

Ver 2.0

Department Payroll
Document Name State Retention Requirement *Town Retention Requirement T/S
1. 401K & 457 Changes 3 years or until audited, whichever comes ~ Permanent T
later
2 . Authorization Agreement for Direct De g years or until audited, whichever comes 7 years T
later
3 . Authorized Dues Deduction Card 3 years or until audited, whichever comes 7 years T
later
4 . Classified Staff - Time Off Request 3 years or until audited, whichever comes 7 years T
later
5 . Employer Payroll Deduction Authorizat 3 years or until audited, whichever comes 7 years T
later
6 . Notice of Income Withholding Order 6 years after superseded certificate is filed, 7 years T
or employment is terminated
7 . Payment Request Form 6 years or until audited, whichever comes 7 years T
later
8 . Payroll Register 6 years or until audited, whichever comes 7 years T
later
9 . Payroll Reports 6 years or until audited, whichever comes 6 -7 years -
later
10 . Salary Change Verification Reports 6 years or until audited, whichever comes 7 years T

*Based on conversations with Dept. Heads
T=Town retention different than State,
S=State retention different than Town



Appendix - F

11.

12 .

13.

14 .

15 .

Time Card

Time Card Summary

Time Sheet

US Savings Bond Authorization

W-4 Form

March 24, 2006

3 years or until audited, whichever comes
later

Duration of employment plus 30 years

3 years or until audited, whichever comes

later

Until maturity

6 years

Page 24 of 44 Ver 20

Town of Greenwich - Listing of Documents-By Retention

7 years T
Permanent T
7 years T
5 years S

*Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Planning & Zoning
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Application 10 years after issuance of decision - Permanent T

Approved; 2 year after denial of decision or
2 years after application is withdrawn -
Denied or Withdrawn

2 . Decision Letter (Preliminary and Final) 10 years after issuance of decision Permanent T
3 . Meeting Minutes-Commission Permanent Permanent -
4 . Plans Life of use - Built; 5 years from issuance of Permanent T
decision of approving authority - Not
Executed

March 24, 2006 Page 25 of 44 Ver 20 Based on conversations with Dept. Heads
T=Town retention different than State,

S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Police
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Accident Reports (fatal) Permanent Permanent -
2 . Accident Reports (non-fatal) 10 years 10 years -
3 . Cash Bond Receipts **] yeart* 1 year -
4 . Day Sheets **7 years** Permanent T
5 . Incident Reports 10 years or permanent (depending on type 10 years S
of incident)
6 . Infractions (driving) 10 years from 2000 to present S
7 . Personnel Files n/a - HR maintains legal records Permanent -
8 . PO's - Invoices 3 years or until audited, whichever comes 4 years T
later
9 . Tow Truck Logs Current plus 2 years 7 years T
March 24, 2006 Page 26 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Appendix - F

Town of Greenwich - Listing of Documents-By Retention

Department

10 .

Public Works

Document Name

State Retention Requirement

*Town Retention Requirement T/S

Accrual Reports

AIA Forms

Contracts

Insurance Documents

Memos

Payment Requests

Payroll Check Registers

Personnel Files

PO's - Invoices

PO's - Invoices

March 24, 2006

**3 years or until audited, whichever comes
later**

**3 years after audit**

Construction - 6 years after completion of
project; Services & Supplies - 3 years after
expiration

3 years after audit, whichever comes later
(for claim files - 6 years after audit,
whichever comes later

Permanent

**3 years or until audited, whichever comes
later**

6 years or until audited, whichever comes
later

n/a - HR maintains legal records

3 years or until audited, whichever comes
later

3 years or until audited, whichever comes
later

Page 27 of 44 Ver 20

3 fiscal years -

Permanent T
Permanent T
Permanent T
Permanent -
Permanent T
3 fiscal years S
Permanent -

3 fiscal years -

3 fiscal years -

*Based on conversations with Dept. Heads
T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

11 . Time Cards-Payroll 3 years or until audited, whichever comes 3 fiscal years
later
12 . Time Sheets-Payroll 3 years or until audited, whichever comes 3 fiscal years
later
March 24, 2006 Page 28 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Public Works - Building Inspecti

Document Name State Retention Requirement *Town Retention Requirement T/S

Permanently (10 years retained, -
remainder on microfilm)

1 . Board of Appeals Documents Permanent

2 . Condition Letters, Approved Plans, Re

3 . Correspondence Files

4 . Permits

5. Record Cards

6 . Swimming Pool Lists (Plans)

**Life of Structure**

Permanent

Life of Structure

**Permanent**

Life of the structure

Permanent

Permanent

Life of the building

Permanent

Permanent

*Based on conversations with Dept. Heads

March 24, 2006 Page 29 of 44 Ver 2.0

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Public Works - Highway Divisio
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Highway Permits Permanent Permanent
2 . Street Files Life of the structure Permanent
March 24, 2006 Page 30 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Public Works - Sewer Division
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Applications Permanent Permanent -
2. Correspondence 2 years; for complaints 2 years after Permanent T
resolution
3 . Cronos/Backup **10 years** 10 years -
4 . Gannett Fleming Files Permanent Permanent -
5 . Investigation Files *Permanent* Permanent -
6 . Permits Life of Structure Permanent -
7 . Permits (Green Copy) Life of Structure Permanent -
8 . Personnel Files Duration of employment plus 30 years 10 years S
9 . Receipt Books 3 years or until audited, whichever comes 1 1/2 years S
later
10 . Site Plan Files Life of use - Built; 5 years from issuance of 5 years S
decision of approving authority - Not
Executed
. : :
March 24, 2006 Page 31 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Public Works - Traffic Division
Document Name State Retention Requirement *Town Retention Requirement T/S

1. Correspondence Files (Black) Permanent Permanent -

2 . Cronos **10 years** 10 years -

3 . Intersection Files For Signals Life of the light Permanent -

4 . Intersection Files For Stop Signs Life of structure Permanent -

5. Project Files Permanent Permanent -

6 . Site Plan Files Permanent Permanent -

7 . Street Files (Red) Life of the structure Permanent -
March 24, 2006 Page 32 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Purchasing

Document Name State Retention Requirement *Town Retention Requirement T/S

1. Joan's Chronological File **No requirement* Permanent T

2 . Request for Proposal - Moderate Construction - 6 years after completion of Permanent T
project or 6 years after filing if not built;
Service or Supply - 3 years or until audited,
whichever comes later

3 . Requests for Bid - Complex Construction - 6 years after completion of ~ Permanent T
project or 6 years after filing if not built;
Service or Supply - 3 years or until audited,
whichever comes later

4 . Requests for Bid - Easy Construction - 6 years after completion of ~ Permanent T
project or 6 years after filing if not built;
Service or Supply - 3 years or until audited,
whichever comes later

5 . Requests for Bid - Moderate Construction - 6 years after completion of ~ Permanent T
project or 6 years after filing if not built;
Service or Supply - 3 years or until audited,
whichever comes later

6 - Requests for Information - Moderate 0 Construction - 6 years after completion of Permanent T
project or 6 years after filing if not built;

Service or Supply - 3 years or until audited,
whichever comes later

7 . Requests for Proposal - Complex Construction - 6 years after completion of ~ Permanent T
project or 6 years after filing if not built;
Service or Supply - 3 years or until audited,
whichever comes later

8 . Requests for Proposal - Easy Construction - 6 years after completion of ~ Permanent T
project or 6 years after filing if not built;
Service or Supply - 3 years or until audited,
whichever comes later

9 . Requests for Quotation - Easy only Construction - 6 years after completion of ~ Permanent T
project or 6 years after filing if not built;
Service or Supply - 3 years or until audited,
whichever comes later

March 24, 2006 Page 33 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Appendix - F

Town of Greenwich - Listing of Documents-By Retention

Department Retirement

Document Name State Retention Requirement *Town Retention Requirement T/S

401K Beneficiary Designation Form Permanent Permanent -

401K Enrollment Application Permanent Permanent -

457b Beneficiary Designation Form Permanent Permanent -

457b Enrollment Application Permanent Permanent -

Actuarial Valuation Report No requirement if duplicate otherwise Permanent T
Permanent

Diversified Investment Advisors Repo Permanent Permanent -

Employee Contribution Election Form **3 years or until audited, whichever comes Permanent T
later**

Employee Retirement Package Files **Darmanent** Permanent -

Enrollment in the Retirement System of  permanent Permanent -

Fund Performance Permanent T

10 .

March 24, 2006

6 years or until audited, whichever comes

later

Page 34 of 44

Ver 20 *Based on conversations with Dept. Heads
' T=Town retention different than State,

S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

11 . Meeting Minutes-Retirement Board Permanent 12 months S
12 . PCRA Form and Terms *nQ requirement** Permanent T
March 24, 2006 Page 35 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Selectman's Office
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Crono Correspondence **5 years** 1999 to present T
2 . Meeting Minutes Permanent Permanent
3 . Saving General Documents **Parmanentt*
March 24, 2006 Page 36 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Social Services
Document Name State Retention Requirement *Town Retention Requirement T/S

1. Annual Report Permanent 20+ years filed on network drive, from -
1980's to current. Prior to 1980's not
electronic, paper only.

2 . Application and Forms *Permanent** B

3 . Client Files 6 years after last contact with client Several Years -

4 . Individual Program Reports 2 years after date of application Permanent T

5 . Meeting Minutes Permanent Permanent -

6 . Meeting Minutes-Board Permanent Permanent -

7 . Personnel Files n/a - HR maintains legal records Permanent -

8 . PO's - Invoices 3 years or until audited, whichever comes  Originals in Finance -

later
. : :
March 24, 2006 Page 37 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Appendix - F

Town of Greenwich - Listing of Documents-By Retention

Department Tax Collector

Document Name

State Retention Requirement

*Town Retention Requirement T/S

1. Certificate of Correction

2 . Daily Collection Receipts

3 . Daily Summaries

4 . Escrow Accounts

5. Misc Adjustments

6 . Payment Reports

7 . PO's - Invoices

8 . Rate Info

9 . Refund Vouchers

10 . Returned Bills

March 24, 2006

record and discard

3 years or until audited, whichever, comes
later

3 years or until audited, whichever comes
later

1 year after audit

3 years or until audited, whichever comes
later

3 years or until audited, whichever comes
later

3 years or until audited, whichever comes
later

15 years from due date of tax

3 years or until audited, whichever comes
later

1 year after audit

Page 38 of 44 Ver 20

4 years T
3 years -
3 years -
Current year plus one T
3 years -
3 years -
5 years T
15 years S
3 years -
3 years T

*Based on conversations with Dept. Heads
T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

11 . Time Sheets-Payroll 3 years or until audited, whichever comes 3 years
later

March 24, 2006 Page 39 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Appendix - F

Town of Greenwich - Listing of Documents-By Retention

Department Town Clerk
Document Name State Retention Requirement *Town Retention Requirement T/S
Absentee Ballots & Applications 60-180 days after election, if not contested; several years T
Report - 2 years
Births/Deaths & Marriages Permanent Permanent -
Burial Permits Permanent Permanent -
Cards With Maps Plus Originals Permanent Permanent -
Corrections to Indices **15 years** 15 years -
Day Book 5 years 5 years -
Dog Licenses 1 year, audited Keep one year (2005/2006)/year 2 T
(2004) discard in June
Grantor/Grantee Books Permanent Permanent -
Hunting/Fishing/Shellfish Licenses 1 year, audited 2 years T
Land Record Books Permanent Permanent -

10 .

March 24, 2006

Page 40 of 44

Ver 2.0

*Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Appendix - F

11.

12 .

13.

14 .

15 .

16 .

17 .

18 .

19 .

20 .

21.

Liquor Permits

Marriage/Civil Union Worksheets

Meeting Minutes-Boards/Commissions

Military Cards

Military Discharge

Notary Signature Cards

Postings - Meetings/Boards

Receipts

Request For Birth Certificates

RTM Minutes

Studies

March 24, 2006

1 year

1 year

Permanent

Permanent

Permanent

Town of Greenwich - Listing of Documents-By Retention

1 year -

3-4 years T

Permanent -

Permanent -

Permanent -

Retain for one year after expiration of term  Retain for one year after expiration of -

term
1 year or as required by Town Charter 2 years T
3 years or until audited, whichever comes ~ 2-3 years S
later
2 years 2 years -
Permanent Permanent -
Permanent Permanent -

Page 41 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

22 . Trade Name Certificates no requirement several years T

March 24, 2006 Page 42 of 44 Ver 20 *Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Treasury
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Bank Deposit Ticket 6 years or until audited, whichever comes 7 years T
later
2 . Bank Statement 6 years or until audited, whichever comes 7 years T
later
3 . Banking Agreement (Contract) Permanent Permanent -
4 . Department of Health Lab Tests/Licen  *permanent** Permanent -
5. Deposit Slips from Tax Collector 3 years or until audited, whichever comes 7 years T
later
6 . Payroll Register 6 years or until audited, whichever comes 7 years T
later
7 . Retiree Payroll Register 6 years or until audited, whichever comes 7 years T
later
8 . Vendor Register 6 years or until audited, whichever comes 7 years T
later
9 . Worker's Comp Register 6 years or until audited, whichever comes 7 years T
later
- : :
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T=Town retention different than State,
S=State retention different than Town



Append-F Town of Greenwich - Listing of Documents-By Retention

Department Voter Registration
Document Name State Retention Requirement *Town Retention Requirement T/S
1. Canvass Letter 1 year from last election date several years T
2 . Checker Books **nQ state requirement* Several years T
3 . Payrolls for Poll Workers **3 years or until audited, whichever comes Several years S
later**
4 . PO's-Invoices 3 years or until audited, whichever comes  Several years -
later
5 . Records of Previous Elections 2 years 2-3 years T
6 . Voter Registration Card until elector omitted from registry list for 5 Active/inactive (permanently); -
years deceased/moved (5 years)
. : :
March 24, 2006 Page 44 of 44 Ver 20 Based on conversations with Dept. Heads

T=Town retention different than State,
S=State retention different than Town



	Final Report Cover
	Table of Contents
	I. Introduction
	II. Imaging Hardware and Software Overiview
	III Imaging Standards
	IV Findings and Recommendations
	V. Implementation Cost-Benefit
	Appendix A - Retention Documents
	Appendix B -State of Connecticut Statutes
	Appendix C - Terminology
	Appendix D - Certificate of Compliance Statement
	Appendix E - Listing of Departments Types by Department
	Appendix F - Listing of Document Types by Retention Schedule



