SUBMITTAL TO THE BOARD OF SUPERVISORS
COUNTY OF RIVERSIDE, STATE OF CALIFORNIA

FROM: Assessor-County Clerk-Recorder SUBMITTAL DATE:
January 27, 2009
SUBJECT: Approval of the Rate Schedule for the Records Management and Archives Program
(RMAP) for fiscal year 2009/2010 and new rates effective February 1, 2009.

RECOMMENDED MOTION: That the Board of Supervisors approve the rate schedule listed in
Attachment A for fiscal year 2009/2010 for the internal service fund, Records Management and
Archives Program.

BACKGROUND:

The rates for FY2009/2010 reflect the 10% ISF rate reduction directed by the Executive Office
Memorandum dated October 20, 2008. The rate schedule also includes new services including high
volume document scanning, converting microfilm images to electronic images and implementing and
maintaining records retention schedules in accordance with Board policy A-43. RMAP contracted
with Management of America to develop and review the records retention schedule rates
(Attachment B).

Departmental Cancurrence

Overall, the approach for rate setting is in response to the program scope defined in Board policy A-
43, approved January 13, 2004,
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Attachment A, Pg 1 of 8

ASSESSOR-COUNTY CLERK-RECORDER
RECORDS MANAGEMENT & ARCHIVES PROGRAM
FY2009/2010 Rates - Summary

FY2008/2008 FY2009/2010
FY 08/09 Schedule Descriptions Proposed
ARCHIVES
Storage, per cubic ft $0.44 mth $0.44 mth
Elgctronic Reports - Up to 100 pages $12.00 flat rate $10.00 flat rate
Copies\Faxes of documenis $0.50 pg $0.45 po
Hourly Labor Rate, Archives Analyst $84.50 bhr $81.75 hr
Hourly Labor Rate, Records Analyst $84.50 fr $81.75 hr
Seminars/Workshops (per hr, per person) $36.00 hr/psn $32.00 hr/psn
COM SERVICES (discontinued 09/2007)
Microfiche Original n\a $0.00 ea
Microfiche Duplicate na $0.00 ea
RECORDE CENTER SERVICES
Storage, per 1 cubic ft {box) $0.44 mth $0.45 mth
Storage, open shelf filing - 1 linear ft $0.88 mth $0.88 mth
Storage, media storage per .5 cubic ft $0.44 mth $0.44 mth
Storage, media - contracted off-site, per container $3.10 mth $3.10 mth
Delivery\Pickup-Reguiar (Cowntown) ] $12.00 ea $11.00 ea
Delivery\Pickup-Regular (ouiside DT) $24.00 ea $21.70 ea
Delivery\Pickup-Priosity - up to 20 boxes $24.00 ea $21.70 ea
Delivery\Pickup-Rush - up to 20 boxes $45.00 ea $40.00 ea
Delivery\Pickup\Access charge per item $1.00 ea $1.00 ea
Apply Barcodes to filefolders and roll film $0.10 ea $0.09 ea
Indexing of box upon racaipt $3.50 ea $3.15 ea
Indexing of import (roll film, 1/2 of indexing level 1) $0.90 ea $0.90 ga
Indexing of files, Level 1 $1.80 ea $1.60 ea
Indexing of files, Level 2 $2.15 ea $1.95 ea
Indexing of files, Level 3 $2.45 ea $2.45 ea
Retrieval of record/box §$2.50 ea $2.35 ea
Filing/Refiling of record/box $2.50 ea $2.35 ea
Shredding by county contract - 1 cubic ft box of paper $7.85 bx $7.05 bx
Shredding by county contract - 1 cubic ft box of media $18.80 bx $16.50 bx
Ondine support & maintenance {per user) $17.00 mth $15.25 mth
Electronic Reports - Up to 100 pages $12.00 flai rate $10.00 flat rate
Copies\Faxes of documents $0.50 pg $0.45 pg
Acct set-up & initial training (+ travel tme)-up to 10 persons $97.50 flat rate $85.00 flat rate
Hourly Labor Rate, Records Center Technician $65.00 hr $63.00 hr
Hourly Labor Rate, Records Analyst $84.50 hr $81.75 hr
SeminarsMorkshops (per hr, per person) $36.00 hi/psn $32.00 hr/psn
ALL SERVICES
Packaging/handling fee (non-county) per shipment $19.00 g2 $8.75 ea
DOCUMENT IMAGING
Microfilm Master, processing, 16mm X 131’ 327.50d 324751
Microfilm Master, standard size paper - min chrg of 1,500 pgs $0.06 pg $0.054 pg
Microfilm Master, processing 18mm X 215 $45.15 $40.50 rl
Microfilm Master, standard size paper - min chrg of 5,000 pgs $0.08 pg $0.054 pg
Microfilm Master, E-transfer, 16mm X 215" $92.85 rl $92.65 1l
Microfilm Master, processing, 35mm X 100" $30.00 vl $27.00 v
Microfilm Sitver Duplicating, processing 16mm X 100131 $28.85rl $25.50 v
Microfilm Silver Duplicating, 16mm X 215 $43.151 $38.80 1
Microfilm Silver Duplicating, 35mm X 100° $35.45d $31.751
Microfilm Diazo Duplicating, 16mm X 100'/131" $1865d $13351+d
Microfilm Diazo Duplicating, 16mm X 215 $2565d $18.05
Microfilm Diazo Duplicating, 35mm X 100" $1865d $15.70 d
Microfiche Dupl. {Diazo} $0.80 ea $0.70 ea
COD (plus shipping & handling) $33.15 ea $29.75 ea
DVD {plus shipping & handling) $35.25 ea $31.50 ea
Hard Copy Paper Prints (min chrg 24 pages per microfilm roll} $12.00 min $10.75 min
Hard Copy Paper Prints per page $0.50 pg $0.45 py
Hourly Labor Rate, Document imaging Technician §64.00 hr $63.00 hr
Hourly Labor Rate, Records Analyst $84.50 hr $81.75 hr
Seminars/Workshops (per hr per person) $36.00 hr $32.00 hr/psn

Note: Flease refer to the FY2009/2010 Rate Schedule for a detailsd description of each rale.
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County of Riverside California, RMAP Billing Rates Aftachment B

1. Background

In response to Resolution 2004-044, the Board of Supervisors approved a revised County
Records Management and Archives Policy (A-43) in 2004. In section B.1 of that policy, it was
made clear that the Records Management and Archives Program (RMAP) was to develop a
means of recovering the costs of implementing and sustaining the policy's objectives. RMAP's
efforis over the past four years to implement a countywide records management and archives
program, paid for only by those departments choosing to utilize the Document Imaging and
Record Center's services, have not provided the funds necessary to implement the full purpose
and intent of Policy A-43. Therefore, the Assessor-County Clerk-Recorder, on behalf of the
Records Management and Archives Program, is drafting an action plan to establish appropriate
rates to recover costs associated with A-43.

In compliance with current cost cutting measures, the plan will be incrementally phased in over
a multi-year time frame by RMAP personnel working with the County Executive Office.
Additionally, this plan will eventually provide (1) sustainable funding to hire and maintain
professional records management staff, {2) provide budgetary certainty to all County
departments, as they will be given their professional archives and records management fixed
costs in their budget package; (3) ensure that departmental records management practices are
truly based on best practice and legal compliance and not on individual work habits. The
resulting consistency will produce a benchmark for establishing accountability and will provide
sound legal footing in the event of litigation, government review or financial audit thereby
reducing the County’s legal and financial risk with regard to records management.

This pian will result in a long-term benefit to the County through increased efficiencies and
productivity which will lead to tangible cost savings.

2. Records Management Fees

In Resolution 2004-044 adopting A-43, the Board recognized the critical importance of not only
providing the identified services but also creating a sustainable funding source for the identified
services.

Due to the breadth and depth of A-43, as well as the current and potential future County
budgetary challenges, components of A-43 will be implemented in priority order. The first two
components of A-43 proposed to be implemented are new flat fees for retention schedules
(DRRS, Steps 1- 5 and the two new mandatory fees (DRRS, Step 6; GRRS, Part 2).

Proposed fees for FY0910

The DRRS, Step 6 rate is to coordinate the annual review of all approved departmental records
retention schedules to ensure continual legal compliance. The GRRS, Part 2 rate is to provide
basic training to ALL county departments to ensure legal compliance to the General Records
Retention Schedule. These two components were selected for initial implementation for two
important reasons (1) the potential costs savings to all County Departments and (2) the county-
wide legal exposure from failure to follow approved records retention schedules.

Sustainable Fee recommendations
Also in consideration of the County’s current and potential future budget challenges, costs of
implementing A-43 will be recovered through sustainable fees phased in over a multi-year
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County of Riverside California, RMAP Billing Rates Attachment B

period. The combination of sustainable fees and a phased in approach provides two critical
advantages to the County.

The first advantage to the County relates to sustainable fees. The concept of sustainable fees is
critical to achieving the Board's desire for implementing A-43 county-wide in that the fees
charged for proposed services have a nexus or direct linkage to the users or beneficiary’s of the
proposed services. This approach to funding A-43 activities (1) enables payers for the services
(all County departments) to connect cost and service, (2) provides a transparent cost structure
for the services, (3) promotes efficient, value-added services by linking a payment with a
service.

More importantly, sustainable fees will minimize the direct impact to the County General Fund
by fairly, equitably and consistently distributing the costs of A-43 to all County departments.

The second advantage to the County relates to the phased in approach. The concept of a
phased in approach minimizes the budgetary impact of adopting A-43 policies and procedures
by spreading the costs of the proposed services, and the associated cost recovery through
sustainable fees, over a multi year time frame, as jointly determined by RMAP personnel and
the County Executive Office, linked to the County's financial position.

3.  Cost/Benefit Analysis

Due to County fiscal limitations and cost cutting measures, A-43 will be fully implemented over a
multi-year time frame as jointly determined by RMAP personnel and the County Executive '
Office. As a result, RMAP personnel will implement the proposed rates in phases appropriate to
the current fiscal situation.

Creating and implementing policies and procedures to comply with A-43 will initially result in
increased costs to the County. These increased costs mostly represent additional personnel in
RMAP to provide the defined services. The increased costs incurred in RMAP will be equitably
distributed to ali County depariments.

While complying with A-43 will initially result in increased costs, there wili be offsetting, or even
increased, benefits to the County in general and to departments specifically. These benefits are
both tangible and intangible and will include the following considerations.

“ Reduce physical storage space within departments. This will result in less overall
physical space needed by departments. A reduction in overall physical space within
departments will result in lower rental costs if the space is leased and lower maintenance
and utility costs if the space is owned.

< Reduce electronic storage space within departments. This reduced electronic storage
space will result in less overall electronic storage space needed by departments. A
reduction in overall electronic space within departments will result in lower hardware
costs and maintenance of hardware.

“+ Reduce document storage and destruction errors and oversights by adopting
comprehensive records retention schedules. These schedules will ensure all critical and
necessary documents are accurately placed into storage. These schedules will also
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ensure records are maintained the appropriate length of time but not beyond, which will
efficiently utilize dedicated storage space.

% Reduce the exposure and liability of destroying documents prematurely. County policies
and government codes require strict interpretation and adherence to storage and
destruction timelines. Centralizing the oversight of storage and destruction will ensure
critical documents are available as prudent, required and or mandated.

4 Reduce the time and associated cost for paper and electronic document maintenance
and retrieval within County departments. Departments will be able to focus on providing
core services as opposed to cumbersomely and haphazardly filing, maintaining and then
searching for necessary paper and/or electronic documents. A systematic process for
filing and paper and/or electronic retrieving documents will lead to increased efficiency
within departments.

The increased efficiencies from these considerations will lead to increased productivity.
Increased productivity will lead to decreased costs and/or the ability to provide additional
services without additional resources.

4. MGT of America, Inc. Review

MGT of America, Inc. (MGT) is a national consulting firm providing services to the public sector.
MGT consultants annually prepare the County of Riverside's cost allocation plan. RMAP
personnel requested MGT consultants review the proposed methodology, calculations and
implementation of the rates necessary to comply with BOS Policy A-43.

Based on a series of meetings with RMAP personnel and a review of provided documents,
schedules, analyses and calculations, MGT consultants conclude the methodology and resulting
calculations of the rates to comply with A-43 (DRRS, Steps 1 — 6 & GRRS, Parts 1 & 2) are
appropriate and reasonable. The theories, analysis and methodologies proposed by RMAP
personnel are consistent with industry standards and appear to fairly and equitably recover the
costs of A-43 compliance from County departments over a multi-year time frame.

5. Next Steps

The current proposed rates cover some, but not all components of A-43 compliance. RMAP
personnel will continue to develop and incrementally implement appropriate rates to recover all
components of A-43. MGT consultants will assist RMAP personnel on an as-requested basis.
RMAP personnel will communicate with the County Executive Office and officials to further
implement and adopt polices and procedures for A-43 compliance.

Additionally, as previously stated, due to County fiscal imitations and cost cutting measures, A-
43 will be fully implemented over a multi-year time frame. As a result, RMAP personnel will work
with the County Executive Office to implement the proposed rates in phases appropriate to the
current fiscal situation.
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