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Document Imaging Solution

· Background
Research into the viable use of document imaging systems has been ongoing for the past six years to determine if they would be of use in the retention and archiving of documents, reduce or eliminate space needs for document storage, and streamline manual processes and facilitate the implement work-flow processes that would make the college more efficient.

· Current Status

· Several areas at the College are investigating solutions to meet their support document archival needs
· Storage areas for support documents are at, or have exceeded available space resulting in document storage overflowing into office spaces.

· All facets of maintenance for current support document archives is managed manually. 
· Issues

· The burden of maintaining paper documents related to student records, employee records and financial transactions continues to grow increasing the need for space.
· Archived support documents are at risk due potential for fire , flood, security and environmental control
· Retrieval and maintenance of archived support documents is very labor intensive and reduces staff effectiveness

· Current archival method limits the sharing of support documents with other areas needing access to them
· A document imaging system is the foundation tool for implement automated work flow processes in the CWIS and allowing the institution to realize the maximum in ROI for this enterprise system
· Recommendations

· Charge a cross functional team to investigate document imaging solutions 
· Assess needs of various area at the College
· Invite vendors on-campus to present possible solutions and best practices for implementation
· Charge the team to select a vendor that would provide a  best fit solution for the institution in meeting support document imaging and archival needs
· Create an RFP/RFQ and select a solution that best meet the College’s needs

· Evaluate and recommend a vendor to provide a solution

· Use demonstrated best practices to implement the selected solution beginning in Student Records and Financial Services, and then moving on to other areas on campus 

