Service Delivery Review

Progress Charter Template

| Service Level Reduction
V Customer Service Enhancements

Service Level
Opportunity:

Service Delivery
Review Action:

Operating Efficiencies
V| Performance Management

Digitization of Town documentation as opposed to paper storage, which is intended to reduce office supply costs, document
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Staff Accountable: All Staff, Divisions and Departments

What internal resources or groups are
required to complete this task?

Key Stakeholders

Municipal Clerks Office is the lead and all Divisions and Departments will be
part of the program and contribute to the project throughout with the internal
support of the Information Technology Department.

Are there any Council decisions

Council Decisions required for implementation?

Council has approved the Records Management Program and the Classification
Schedule in 2019 and most recently has also approved the Electronic Document
and Records Management System.

Date of Update: September 2, 2021

What resources do you require

Resources to complete this task?

In the current phase, the Town is resourced adequately. Eventually there may
need to be additional staff to start on the digitalization and review of all Legacy
Corporate Records in order to classify, review, convert to electronic and
dispose of. This task will ultimately need full support and dedication which
would also help to keep the SharePoint EDRMS System accurate with up to
date TOMRMS Compliance with the Towns Records Management Policy.

What is the timeframe and steps thats are
required to move through this task?

Current - Phase Three- New Records Management System with on-boarding
and training and conversion to Corporate Shared System. This phase is
expected to be wrapped up in December 2021. The next phase will be Phase
Four, being to maintain and update the Records Management System and also
start to look at the Legacy documents that are only in physical form to start
scaning all permanent records into the new EDRMS System.
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Where are we now with

Status Update respect to completion?

The EDRMS Project is currently in Phase Three of the EDRMS Project which will bring the Town of Cobourg closer to Digitalization Platform needed to help eliminate
Physical Records and create a Information Governance System where all records are digitally accessible to all. The project completion is tentative to be December
2021.

The Legislative Services Department is currently in the reorganization of records and on boarding stage of the Town's first ever Electronic Documents Records
Management System (SharePoint)! SharePoint is an industry leading platform for intranets, secure document management, collaboration, and much more, The
Town of Cobourg is utilizing this system to enhance Records Management across the Corporation so information is shared and readily available to all Municipal Staff
in a more accessible manner. Thus far, the Municipal Clerks Office, the Office of the CAO, Information Technology and Building Services Department are full
integrated and utilizing the SharePoint Platform. As a reference point, the Clerks Office was able to review and arrange over 70,000 records through workshops
leading up to the final product of the EDRMS platform. The following is the remaining schedule for the on-boarding phases to SharePoint.

Human Resources Fire Department

Content Reorganization Workshops: Sept 22nd — 24th Content Reorganization Workshops: Oct 6th — Oct 8th
End User Training (9am — 12pm): Oct 4th End User Training (9am — 12pm): Oct 21st

Economic Development & Communication Community Services

Content Reorganization Workshops: Oct 25th — 28th Content Reorganization Workshops: Nov 15th — 18th
End User Training (9am — 12pm): Nov 9th End User Training (9am — 12pm): Nov 30th

Finance Planning/Planning & Development

Content Reorganization Workshops: Nov 22nd — 25th Content Reorganization Workshops: Dec 6th — 9th
End User Training (9am — 12pm): Dec 8th End User Training (9am — 12pm): Dec 20th

Public Works Department
Content Reorganization Workshops: Dec 6th — 9th
End User Training (9am — 12pm): Dec 20th
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Photo Example #1: Town of Cobourg Main Communications Site SharePoint Page:
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Photo Example #2: Town of Cobourg Main Communications Site SharePoint Page (Scrolled lower).
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Photo Example #3: Town of Cobourg Clerks Department Collaboration Site:
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Photo Example #4: Town of Cobourg By-law Enforcement Collaboration Site:
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