CITY OF BETHLEHEM

Inter-Office Memorandum
SUBJECT:
City Hall Records

TO:

Robert J. Donchez, President of Council

FROM:

J. Michael Schweder, Member of Council

DATE:

June 13, 2008

This is to follow up on comments made at the May 20, 2008 City Council Meeting and previously concerning the City’s use of available technology for electronic storage of records versus paper records.   

On June 12, 2008, I along with Dennis Reichard, Business Administrator, Ralph Carp, Parks and Public Property Director, and the City Clerk toured two locations in City Hall where various types of records are stored; i.e., the penthouse and basement areas.  It was apparent there is a definite need for clean, secure, and accessible storage space.  There is also the necessity to determine the types of historical, financial, and City records that can be maintained in either paper or electronic format so that a hard copy can be kept in appropriate storage and duplicates safely destroyed according to the Pennsylvania Records Retention Schedule.  

As you know, a software program, called Image Flow, has been in use in the City Clerk’s Office.  It has the capability to easily input information that can then be quickly searched by full text or keywords by licensed users.  This system allows for such information as correspondence, minutes, Ordinances, and Resolutions to be stored electronically, located, and retrieved for review on the computer, and to be printed out.  This software program has the ability to alleviate the need for multiple offices in City Hall to file hard copies of the same documents, and to implement electronic records management and filing.  The applicable office can file the hard copy of a document, and other users can access the document electronically to read and refer to it.  This reduces costs associated with copying and minimizes the need to purchase new filing cabinets on a continuing basis.  In addition, the software program has many other features including retention schedules and generation of various reports.

I request that the appropriate Administration staff meet with the City Clerk's Office to implement use of the software program on a City government-wide basis, and to advise a scheduled implementation date.  I am asking that a list be compiled of the financial records that are in hard copy form, and that a determination be made on types of electronic storage devices that can be utilized for financial records.  I also request that related matters be initiated such as identifying where duplicate records are stored, scanning services, preservation of historical documents, and also contacting Library personnel to ascertain what types of assistance they may be able to provide.  

Thank you.

J. Michael Schweder, Member of Council
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