Service Delivery Review

Progress Charter Template

| Service Level Reduction
V Customer Service Enhancements

Service Level
Opportunity:

Service Delivery
Review Action:

Potential Financial Impact:
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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 approved the Electronic Document and Records
Management System in 2021.

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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As this opportunity relates primarily to process changes as opposed to service level changes, KPMG have not attempted to

Date of Update: February 2022

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 Share Point 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?

The Town of Cobourg is currently in Phase Three of the Four Stage Records
Management Plan which is the Implementation of New Records Management
System with on-boarding and training and conversion to Corporate Shared
System. This phase is almost at its conclusion.

The next phase will be Phase Four, being to maintain and update the Records
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Where are we now with

Status Update respect to completion?

The EDRMS Project is almost complete, all staff have been on-boarded to Share Point. The final department that is working towards being fully integrated with the
system is the Finance Department. This department will be complete by the end of March 2022 and following this on-boarding the entire Town will be utilizing
SharePoint.

The next phase of the SharePoint process will be the Support Phase with StoneShare. The benefit of this vendor is there is no annual payment or fee as SharPoint is
placed and assumed into the Town's M365 program through our IT Department.

Once the EDRMS is up and running, the next phase of the process will transfer attention to and categorize physical records across the corporation. This will need to
have a specific plan developed for the future as the project of legacy files will need to have a dedicated staff focus in order to have effective results as there are
many physical records that need to be reviewed and destroyed throughout all Divisions.

The Town within the most recent RFP Call for submissions did provide a section for potential bidders to include a price to digitalize the Town's existing physical
records to get an understanding of the costs for a third-party to take on the project in order to not burden the already busy municipal staff. The costs submitted for
this project ranged from $150,000.00 to $350,000.00 to complete. Staff will work to leverage some provincial funding opportunities in the future to help support
the modern digitalization approach. This process also could be done internally with a dedicated Staff across the corporation with a reduced financial cost than it
would be to hire a third-party vendor.
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