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The Honocrable Jack Foulk, President
Board of Franklin County Commissioners
410 S. High Sktreet, 3rd Floor
Columbus, Chio 43215

Re: Microfilming Board Annual Tcport

pear Commlsslioner [‘oulk:

Approximately one year ago I appeared before the Board of

. Franklin County commissioners and asked you to establich the
Franklin County MicroEllming Board, Thls Board, in accordance
with the Ohio Revised Code, Sec. 307.80, would be empowered to
coordinate and direct microfilming work for county government.

The Microfilming Board was established and subsequently
met for the first time on March 1, 1285. Since then We hava
met monthly to review a variety of maktters such as filming,
3torage, supply and material purchase, ejuipment, office space,
gervice contracts and other mattesc rolated to microfilmlng.

I bhelieve that we have taken nteps tuward achievement of some
impoctant goais for county governmcnt .nd the citizens of

Pranklin County.

We have used a coordinated allocation of existing cameras,
management of filming projects, tha {nltiation of reporting
procedures, and the monthly review by the Board to increase
productivity., We have increased the fllmed document images
to over 5,000,000 images in our first year, a 70.3% increase

over last year.

®*
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The Honoreble Jack Poulk, President
hpeil 7, 1986
Page 2

Through competikive bidding, seekind alternative vendor
sources and bulk purchasing, we have redured supply costs.
Coupled with the increased productivity v e reduced the
supply cost per document image by 40.5% ir - red to the
previoun year.

In this £irst annual report we will review the progress
of the Board and the microfilm operacions over the past year.
We will outline some further goala which we hope to achleve
in the coming year and for several yearc thercafter. Included
in the report are pictorial examples of some of the fllming
prcjects cecently undertaken. They should serve to illustrate
gome examples of the potential benefits of the Board's operations.

Our cost efficient use of county resources to reduce office
space requirements for document storaye rhould continue to
realize pignificant benefits., We will continue to stress
improved record safety and security procedures, a thorough
review of retention and retrieval requirements, and an overall
view of record management for the future, Through these
eEforts, the administration of county government and the
citizens of Pranklin County should realize significant benefits,

Sincerely,

Jogeph W, Testa, Administrator
Franklin County Hicrefilming Board

JWT/tln

ce: Dorothy 5, Teater, County Commissloner
Roger W, Tracy, County Commissloner
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Submitted by: Joseph W, Testa, Administrator
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FIRST YEAR PILHING ACCOMPLISOMENTS
HICROGRAPHIC PROJECT DESCRIPTION

Auditor's gEEice

1.

2.

Exempt Conveyance Pee Statement - Llat reasons for

exemptions,

Volded Parcel Sheets

Board of Elections

i.

Reglstration Cards, Inactive

Register of Voters; alphabetically by elector.
Contains master and precinct cards of electors Wwho
have not voted.

Retention: TWo yeavs after imactive.

Clerk of Courts

1,

2.,

(a) Judgements

{b) cPC Order Books
{c) totaries

{d) aAppeals

fe]l Real Estate

Alimony & Support Ledger Cards - Arranged numerically

by case. Contains a rtecord of alimony payments and
receipts showing payee, payor, and dates and amounts
received and disbursed,

Retention: Until alimony and/or support payments ace
terminated, provided audited,

duvenile Records - All legal documents pertaining to
Juveniles. “Not all documents are open to public
inspecticn.

Retentic,: Until defendant attains age of twenty-one
or tWo - ears after cage file has heen expunged; then
microfiim and destroy paper copy.

Common Pleas Court

1.

Adult Probation Department - Arranged alphabetically by
probationer. Contains original papars of probation
ineluding family background, social history, investigative
reports, &nd ceports or probation officers showing
probationer, offense charges, and case number, These
records are n>t open to the public,

Retention: Five years after probation ls termipnated.
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Progsecutor's Office

1.

1.

Prosecutor's Files - Arranged numerically by case,
Contains a record of criminal cases filed and
prosecuted in county court. Shows case number, name,
age, and sex of defendant; charge; dates of ipdictment
and arcaignment; plea; amount of bond; trial date;
verdict; term of sentence; and judge., May also contain
defFendant's police record cffense reports, Witnesses,
stbpoenas, grand jury hearing report, policy summarles,
statements of wltnesses, FBI records, and photograph of
defendant.

Retention: Permanent

Sheriff's Office

Inmate Release Forms - Acranged chronologlcally by
commitment. Contains a record of prisoners confined
in the county jail showing Eor each: name, alias,
serial number, oEfense, address, physical descciption,
occupation, nativity, name and address of next of kin,
arresting offlcer, date committed, term of sentence,
and date discharged,

Hetentfon: Until recorded in jall register,

Recorder's Office

1.

2,

Dfficial Records - In accordance with 317.08, ohie
Revised Code, Supplement F. The County Recorder may
record all the inatruments in kEwo separate sets of
Record Books., One set called Official Records shall
contain: all deeds, all mortgages, all executory
installment contracts for the sale of land, all options
to purchase real estate. All power of attorneys and
all typee of leases, The other set being the plat
records,

Retention: FPermanent

Financing Statements - Arranged chronclogically therein
by £ile number. Instruments contain full names and
addresses of debtor and secured party, description of
chattel {usually household goods), file number, and
date and time recorded,

Retentfon: One year after cxplration of mortgage,




kécorder's OFfice (continued)

3.

-l

Plats - Arranged chronologically by filing Contalns
Pplats of all land within the county, from its settlement
er 1803, whichever is earlier, showing streets, roads,
and alleys as laid out, i~cluding subdivision of exlsting

lots and annexations ta - +ipnl ecorporations wlthin the
counky. Shows full gdar . @ddress of deed holder,
description of orig.na’ . rty, where land last recorded
in plat book by volume ... . ;.ge, surveyor, County

Commissioner’s and Engineer's approval and date recorded,
Retention: Permanent

Condomipjum Plats - Filed plats showing layout site,
exterior and Lnterioc of condominium.

Daily Sheets - {peeds and Mortgages} Arranged alphabet~
ically, chronologically by deed or by mortgage presented
for recording. Shows instrument number, date filed,
grantor, grantee, mortgagor, mortgagee, and volume and
page of instrument crecorded wherein verbatim transeript
of instrument may be EFound after last entry.

Retention: Ten years.

Mortgages - Arranged chronologically by filing. Contains
verbatim transcript of mortgages, includes file number,
name and address of mortgaqor and mortgagee, total amount
and duration of mortgage, and describes property. Also
shows dates Eiled and recorded and indicates through
marginal notations any assignment or release of the
mortgage.,

Retention: Permanent

Soldier's Discharge ~ Arranged by date of Eiling.
Contains verbatim transcripts of honorable discharges
Erom U,S, armed forces, showing full name and address

of soldier, rank, date of birth and last duty assignment,
Retention: Permanent

Daily Work Records - Work [ecords for each office that
uses the Recorder's Offices resources in the micro-
draphics area, For Recorder's use only.

Retentlion: Microfilm and destroy paper copy.




Auditor's Office

Tax Transfer Secktion
Tax conveyance, L05mm fiche format, 200 images/fiche.

Humber of Fiche — 5,122
Duplicates (3) - 15,366

I. D. Section
Void Parcel Sheets, 105mm fiche Format, 200 imagea/fiche,

Number of Fiche - 25
Duplicates {3} ~ 75
Total Fiche Total Duplicates
5,147 15,441

Auditor's employees are using an image system camera for
£ilming, located in the Fiscal Department. The oEfice is
provided with camera, film, processing, quality control
inspection, title strips, duplicating of masters, ofE-site
security storage of masters, maintenance and repair of
cameras. 1In addition to Eilming needs, the Auditor's
Office has been provided with microfiche storage trays,
viewers (publfc and oEfice uge), Recorder’'s General Index,
supplement and daily index, Recorder's Daily Offieial
flecorda anpd desk stands with panels.

Board of Bicctiong

Inactive Registration Files

FPilmed on l6mm Rotary roll £f{lm format.

Number of Images - 250,000
Ho Duplicates at Present

The Pranklin County Microfilming Board has provided the

Board of Elections with a camera to film the inactive Eiles.
The project was started and completed by the Board of Elections
camera operatora. The Franklin County Microfilming Beoard has
provided the camera, indexing, f£ilm processing, and camera
repair and maintenance, The Franklin County Microfilming

Board also provides the Board of Elections with viewers on

a daily basis with an additional nine viewers during election

—4m




Board of Elections (contipued)

time, computer Output Microfiche (COM) is provided for
the Board of Elections throughout the year.

Total Pilm - 85 rolls
Total Film puplicates - 0
Total Images - 250,000
COM - 20 buplicates, 560
Procesaing Runs - 52

Clerk of Courks

Alimony & Support pivision (50 E. Mound Street)

Support Payment Checks

Pilped on 16mm Rotary roll Eilm format.
Number of Images = 105,900
No puplicates at Present

Ledger Cards
CTG Camecra, 105mm Eiche Format, 200 images/fiche.

Humber of Fiche - 300
Duplicates - 600

Support Payment Checks - filmed part-time by a Clerk of
Courts' employee at 50 E. Mound Street. The camera, film,
processing, guality control inspection and camera repair
are provided by the Franklin County Microfilming Board.

Ledger Cards (payment records) - Filmed by the Clerk's
employees in the Clerk's office. CcCamera, film, processing,
quality control inspection, titling, duplicating of
masters, off-site security storage of masters, maintenance
and repair of cameras are provided by the Pr-nklin County
Microfilming Board. Alimony & Support Divistu. is also
provided with a 3H reader/printer to convert microfiche

to hard copy.

Civil pivision
Daily and History, l05mm Eiche format, 200 images/Eiche.

Number of Piche Duplicates

Daily 3,650 14,760
History 1,794 1,588
Totals 7,484 22,348

5=




Clerk of Courts (continued)

Criminal Divisien
Faily and History, 10Smm Eiche format, 200 images/fiche.

Numbee of Piche Duplicates
Daily 1,029 2,058
History _707 1,418
Totals 1,738 3,472

bomestic Relations Division
Daily and History, l05mm Eiche format, 200 images/Eiche.

Number of Piche buplicates

paily 1,451 5,804
History 2,067 4,134
Totals 3,518 9,928

duvenile cage Files
105mm fiche format: number of images vary.
flistory cace files filmed {n Recorder's Office by Recorder's

employees,
Humber of Fiche Duplicates
441 882
Totals 441 B82

Clerk of Courts

Total Piche Produced - 13,479
Total Duplicates -~ 37,244
Total Tmages {coll Eilm} - 105,990

Recorder's Office
105mm Fiche Format
Dally Humber of Fiche - 1,992
Duplicates - 56,9B0

patiy ~ 35mm roll £1lm format {(images),

Images puplicates
Plats & Condos 443 4,673
Daily Sheets 773 173
Totals 1,206 5,446
Work Sheets 18 48




Recorder's Office (continued)

‘ History ~ 35mm fell film format (images).
Torrens beeds 4,620

Mortgage Books 65,800

Veteran Discharge Records 3,800

Miscellancous Index Records 8,303

Tests for Filming Projects 109

Tatal Images 78,637

History

Juvenile, 105mm f£lche format,
Number of Piche - 441
puplicates - 882

History
Veteran pischarge Recced, 105 mm fiche format.

Humber of Fiche ~ 39
puplicates - 78

Pranklin County Commjssioners

Road and bridge contra.cs, resurfacing, construction of
alleys and roads. Filmed on 35mm Planetary roll film format.

M Number of Images - 9,000
. No Duplicates at Present

The Franklin County Commissioners' records are being ELilmed
in the Franklin County Recorder's Offlce by Recorder's
enployees, The Franklin County Microfilming Board is
praviding the Eilm, processing, quality control linspection,
and the indexing, Viewers and microfiche storage trays are
provided for by the Franklin County Commissioner's Office.

Common Pleas Courkt

Adult Probation Depactment {APD) - Case files, 105mm Eiche

format.

Number of Fiche - 1,336
buplicates - 1,326

The APD has Eilmed their case files in the APD department
thic past year. The filming this ycar will be done in the
Recorder's OFfice. This will cenable the sharing of a camera
With other filming projects., The Franklin County Micro-
filming Board has provided film, camera, processing, typing,
titling, quality control ingpection, duplicating, security
oEE-gite storage of master Eiche, maintenance and cepalr of
cameras and viewers.

-Fu
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Prosecutar's DEfice

Progccutor's Case Piles — 105mm fiche Eormat.

Numhe:lof Piche = 1,571
Duplicakes - 1,571

The Pranklin County Prosecutor has Eilmed thelr case flles

in the Prosecutor's DEEice this past year by their employees.
The Pranklin County Microfilming Board has furnished the
Prosecutor's Office with camera, film, proceasing, ktitling,
duplicating, gquality control film ingpection, securiry
off~site master fiche storage, viewers, and microfiche
gkorage trays.

Sheriff's Office

Inmate Release Male/Inmate Release Female - 105mm fiche format,

Number of Piche - 3,045
buplicates - 3,045

The Franklin County Sheriffs Department films the inmate
release documents in their office, ‘The Pranklin County
Microfilming Board provides the camera, film, processing,
titling, duplicating, inspection control, viewers, maintenance
and repair of equipment, storage trays, and security off-site
storage, The Franklin County Hicrofilming Board also

performs expungements of inmate release by Court order

for the Pranklin County Sheriffs Depactrment.

The Pranklin County Sheriffs Department at this time, aleng
with the Frapklin County bata Center and tae Recorder's

Office, provide the Franklin County Microfilming Board with
security storage space.

Treasurer's 0ffice

Address Change Cards - 105mm fiche formak.

Rumber of Piche - 58
buplicates ~ 58

Treasurer's Office employees have use of a camera located in
the Recorder's Office for filming, Viewers are provided
throughout the Treasucer's OFfice for the public and office
personnel, The Franklin County Microfillming Board provides
the Eilm, camera, processing, titling, duplicating, quallty
control inspection, off-site storage, and maintenance and
repalr of eqguipment.




BUDGET SUMHARY

DEPARTHENT NAME AND NUMBER

Commissionecs ~ 1100

APPROPRIATION NAME AND NUHEBER

PREPARED BY

Hicrofilming & Copying - 1270

J. Testa/C. Phillips

SUBMITTED

November 22, 19685
APPROPALATION 1534 1985 1985 1986 1586 1886
AGTUAL ESTIMATED | BASE LEVEL NEW OR TOTAL
CODE BESCREPTION EXPEND. EXPEND, REQUEST EXPANDED REGUEST | APPROPRIATION
Personal
1000 services 11,021 .85 -0~ -0- -0- -0-
Pers. contr.
1120 Cty. Shr. 1,177.00 -0- -0- -0- -0~
Materials &
1500 Supplies 50,400.00 50,400,00( 11,088.00] 61,488.00 52,920.00
Services &
2000 charges 60,007.00 66,007.00] 19,556.64| 79,563.64 §3,007.00
‘| capital Outlay
4000 .| & Equipment 10,100.00 -0-| 42,8B50.00| 42,850.00 -0~
TOTALS $132,705.85] $110,407.00] $73,494.64[$183,901.64 5115,927.00

~
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2052
2053
2910
2301
2302
2855

DETAI

LED BUDGET REQUEST

Sup-QeJECT
ITLE

Clerical Support

Equipment Maintepance & Repair
Services & Charges

Travel - put of County
Registration Fees

Subscriptions & Publications

1984
AcTuAL

EXPEND.

1985
EsTimaTeD
EXPEND,

$540.00

$35,641.00
§$23,826,00

1986 1885 19856
BubGET ExpanpeED  TovaL
REQUEST NEcuesT REQUEST
$540,00 $60.00 $600.00

$35,641.00 $14,122.64 $49,763.64
$23,826.00 $3,874.00 527,700.00
$600.00 $600.00
$700,00 5700.00
$200.00 $200.00

-10-



Sup-OpJECT
Lone DescriPTION
1500 Hakerials & Supplies
2910 Services & Charges
2053 Equipment Mainktenance

5 ) and Repair

2301 Travel
2302 Registraticn Fees
2855 Subscriptions &

Publications

1985-1986 YARIANCE

e

EXPLANATION OF YAR1ANCE

Increase in Eilming requests from county offices.

Added COM work reguested of Lhe State by the County
Animal Control Office and the County Treasurer's
Office, Also, there is a price increase,

Increase in the PM Conkract with Electronic

Automation Corporation {first in five years).

Added maintenance for new egquipment.

Travel requests were not included in last year's budget,

Registration Fees for seminars were not included in
last year's budget,

-12-

Subscriptions and publications were included in
the budget prlor to this time.



MICROFILM PRODUCTION AMD SUPBLY COSTS

1984 1985
bocument
Images 3,091,700 5,266,282 = 70.3% increase
Filmed
Supply Costs
per Image 5.007664 5.004563 = 40,5% decrease

Fllming Production

Aa increase of 70,.3% in document images filmed was primarcily due
to the follewing factors:

1. The renewed focus on county microfilming activities
through the monthly Board meetings.

2. The monpthly camera production reports complled by the
microfilm director,

3. The increased emphasis on history case Ellming by
individveal offices,
4, The utilizakion of summer personnel.

5. Improved gualiky control procedures veducing waste and
retakes,

6, Relocation of cameras to a claose proximity to offices with
greater £filming needs.

7. Wtilizarion of a more rapid rotary type camera for emall
document £ilming.

4. Improvement In f£ilming and processing procedures and
coordination to reduce wasted time between these steps
of the process.

Supply Costs {Ellming & processing)
The decrease of 40.5% in supply costs per image was *he result
of the Increased productivity above and the following:
1. Review of purchasing procedures resultlng ip alternative
suppliers being utilized,

2., The purchase of less expensive £{lm and processing chemicals
through competitive bidding (while maintaining archival
quality),

-13~




MICROPILM PRODUCTION AKD SUPPLY CDSTS

1984 198BS
Document
Images 3,091,700 5,266,282 = T70,3% increase
Filmed
Supply Costs
per Image %.007564 5.004563 = 40.5% decreasec

Pilming Production
hn increase of 70,3% in document images filmed was primarily due
to the following facters;
1. The repewed focus on county microfilming activities
Ehrough the monthly Board meetings.

2, The monthly camera production reports compiled by the
microfilm director.

3. The increased emphasis on history case filming by
individual offices.

4. The utilization of summer personnel.

5. Improved quality control procedures reducing waste and
retakes.

6, Relocation of cameras ko a close proximity to offices with
greater filming needs,

T. Utilization of a more rapid rotary type camera for small
document Efiming.

8. 1Improvement in f£ilming and processing procedurcs and
coordination to reduce wasted time between these steps
of the process,

Supply Costs [filming & processing}
The decrease of 40,5% in supply costs per image was the result
of the increased productivity above and the following:

1. Review of purchasing procedures.resulting in altecnative
suppiiers being utilized,

Z. The purchase of less expensive film and processing chemicals
through competitive bidding {while maintaining archival
quality).

=13~




Supply Costs (continued)

2. Substituting less expensive methods of filming for
history case Ellming which have reduced retrieval
needs.

4. Purchaging supplies in dreater guantities ko reduce cost,
5. Adjustments to camera operation tu reduce wasted film.

=14~




PROJECT BREAKDOWH

|
|
|
\
Imzges Film Format Duplicates

Number
of
Board of Electiota 250,000 16mm x 3,000 Hone
Clerk of Courts
Alimony & Support 105,990 lémm x 3,000 Hone
Ledger Cards 60,000 105mm x 200 600
Daily - civll Div. 738,000 105mm x 200 14,760
History - Civil piv. 758,000 185mm x 200 7.588
pally - €riminal Div. 505,800 105mm x 200 2,058
History - Criminal Div. 141,400 105mm x 200 1,414
Daily - Dom, Relations 290,200 105mm x 200 5,804
History - Dom, Relations 413,400 105mm x 200 4,134
Juvenile 88,200 105mm x 200 [:1:F]
commissloner's Office 9,000 35mm % 1,500 Mone
Common Fleas Court
o Adult Probation Dept. 267,200 105mm x 200 1,336
Prosecutor's DEEice 314,200 105mm x 200 1,571
Recorder's Office
Daily 409,260 105mm x 200 62,564
History 174,632 35mm x 1,500 56,980
Sheriff's DEfice
Inmate Releases 409,000 105mm x 200 3,045
Treasurer's OEEice 132,000 105zm x 200 58
5,266,282 162,794

-15-




PRQJECT DBREARDOWN

Humber
of
imaqes Film Format puplicates
75,250
JBoard of Plactions %OT%N 16mm x 3,000 Nane
Clerk of Courka
b s i) L6 mi-—d—a 300 Horne
Ledger cards 272, §0550,000 105nm x 200 60 2708
pally - Civil piv,%5%%°Mg 000 105mm x 200 760 Fo=F i 0lL
History - civil Div.7aqlasy000 105mm x 200 Fr5t8 ‘I‘.:.'M’.
bDaily - Criminal Div. 505880345209 105mm x 200 b8 AL7E
History « Criminal Div, 141,40023,9;9 105mm % 200 1,414 3.3
paily - Dom, Relations  298,2883F3%420105mm x 200 &8t 1/ 507
History - pom. Relaticns 43430757, ¢00105mm x 2060 71T 22X 554
Juvenile %ﬁ&eﬂ,’,ibﬂlﬂsmm x 200 843 HJ 357,
T3fenmom - Tg_'-soy
Commissioner's QEfice #r99045#0 35mm x 1,500 Hone !
Common Pleas Court .
49-Adult Probation Dept.  26+r269 G¥LO0105mm x 200 336 73
—p:’osecutu:'s OfFice m—,—a-a-nf;v,i’ooms:nm x 200 #7571 3,787
Recorder's Office
—_—ra ot 203
paily R < 105am % 200 Gty o, 837
History LF7632 googga3smn x 1,500 SEre /]
w,Sal00 106,050
] a
Sheriff's office HBITY @@3@3 }
Inmakte Releases &G&TEGGb?O,onDLDSmm % 200 s B0
Treagurer's OEfice ‘-J-_J-J-____@,GJ?‘DD 105mm % 200 £ 3
—_—— sy
Srihtyo v E g
miepotfitm Center (Gwada FIC Pra?g,_w.)
< :
Prosecwtor 436261 Jommxieoo  Nena
Pubive Defenders
6,33/,3%0 TTEEE
{ ! !
w15= . ; 7 @




Recorder's Office
$1

12
§3
14
111

[ 28]

Clerk of Courks

85 Crimipal
§6 criminal

§7 Criminal
#8 Criminal
289 pomestic

$10 civil

All Other Offices

412 SheriEf's Dept.

$13 Auditor's Office

114 Prosecutor's
OEfice

CAMERA PLACEMENTS

Image Sysktem 7000, 105mm (200 image]},
fiche format

Image System 7000, 105mm (200 image),
Ziche Format

Planetacy 35mm, £ilming large documents
(roll film Eormat)

‘Plapetary 35mm, £ilming large decuments
{roll film format)

Image System 7000, 105mm {200 image)
fiche Format

*Kodak Rotary l6mm (3000 image/100' roll)
{roll film format)

Image System 7000, 105mm {200 image},
fiche formak

Imade System 7000, 105mm {200 image),
Eiche Eormat

CTG 8008, 105mm {various Ciche format)
Extex 7151, 10Smm {various Eiche format)

Image System 7000, 105mm (200 image)
fiche format

Image System 7000, 105mm {200 image}
fiche format

Image 5;3tem 7000, 105mm (200 image}
fiche format

Image System 7000, 105mm {200 imaae)
Eiche format

Image System 7000, 105mm (200 image}
fiche format

$16 Alimony & Support “Bell & Howell, l6mm (3000 image/l00* roll)

{50 E. Mound)

{roll Eilm format)

18-
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The Board ct Elections
documents, after filming,
are stored in two file
drawers,

BOAHD OF ELECTIONS
Pilming Proiect

=18~

Rotary flies located
In the Board of
Elections containing
250,000 documents.




CLERK OF COURTS
Pilming Project

The Clerk of Courts'
Elling area is now
being utilized as a
centralized E£ilming
lacation.

With new available
space, a Customer
Secvice Area has
been implemented.

=19«




CLERK OF COURTS
Filming Project

Clerk of Courts' Filing Area
February, 1985

Clerk of Courts' Filing Area
Mareh, 1986

-20-




) COMPUTER OUTPUT MICROPICOE (COM)

COM Haster Cost of Masters
Produced Produced
Aningl Centrol 150
Auditor's Office 2,127 $2,910.60
Boacd of Elections 28 5114.45
children Services $56.70
Clerk of Courts 512 $3,058.80
Common Pleas Court 44 $126,00
{Jury Selections)
Independent Cempany
Requests
Recorder's COfflce 2,B69 §3,888,15
0 sheriff's OEfice 128 $1,646.95
Treasurer's Office 1775 52,128.35
;TE;; $13,920.00
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450
20,773
560

1,376
660

61,738

86,069
502
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199,802




COMPOTER OUTPUT MICROFICHE (COM)

COM Master Cost of Masters
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FRANKLIN COUNTY' MICROPILHMING DOARD
Second Year Coals

MicroEilming Center

The opening of a mlerofilm center should be a principle goal
for the second year of the Microfilm Board. Throughout this
first year we have been constantly reviewing the £ilming needs
of the various county offices and agencies as submitted.

One of the principle concerns considered during the evaluation
peciod after submission of these requests is the problem of
prioritization. Certalnly not all filming requests can be
addressed gimultaneously., Office gpace is often at a premium
and the overflowing paper record storage iln these spaces
oftentimes becomes a primary focus in the decision-making
process. The need to relieve the floor space ¢ongestion in
primacy work space areas can be addressed by microfillming.
Howaver, since there 18 currently no off-site lecatlon For
these records to be placed while awalting Eilming, they
continue to be a burden to the office operations.

A micrefilming center, as we envision Lk, should be set up
to accomplish the following:

A. Provide a centrallzed location for the ahort-term
storage of paper historical documents to be staged
for microfilming., This will provide offices with
some relief of [loor space congestion.

B, Provide a permanent controlled environment for
the storage of microfilm masters. This will
enable us to consolidate the file masters which
are currently stored in Eour separate locations
thereby clearing space which could be utilized
Eor other office operations. Thls would also
provide a secure oEf-site storage facility for
the safe storage of this film; preferably outside
the courthouse buildings which generate the records.

By having all the film storage in one location
under the direction of the Microfilm bireckor, a
system can be developed for retrieval and dupli-
cation of all stored film,

C. Provide a permanent focatlon for historical record
filming, The placement of cameras in a separate
location sofely for historical record filming will
greatly increase the productivity of the cameras
and the quality control for the entire process.
When cameras are located together Eor historical
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PRANKLIH COURTY® MICROFILMING BOARD
Second Year Goals

Hicrofilming Center

The opening of a microfilm center should be a principle goal
for the second year of the Microfilm Board, Throughout this
Eirst year we have been constantly reviewing the filming needs
of the varfous county offices and agencies as submitted.

One of the principle concerns congidered duting the evaluation
period aFter submission of these reguests is the problem of
prioritizatfion. Certainly not all filming requests can be
addressed simultancously. Office space is often at a premium
and the overflowing paper record storage in these spaces
oftentimes becomes a primary Focus in the decision-making
process. The need to relieve the flpor space congestion in
primary work space areafs can be addresged by microfilming.
Howover, since there is currently no off-site locaklon for
these records to be placed while awaiting filming, they
continue to be a burden to the office operations.

A miceofilming center, as we envisfon it, should be aet up
to azcomplish the Eollowing:

A. Provide a centralized location for the shoct-tarm
storage of paper historical documents to be staged
for microfilming. This will provide coEfices with
some relief of f£loor space congestion.

B, Provide a permanent controlled environment for
the storage of microfilm masters., This will
enable us to consolidate the file masters which
are currenktly stored in four separate locations
thereby cleacipng space which could be utilized
for other office operations. This would also
provide a secure off-site storage facility for
the safe storage of this EFilm; preferably cutside
the courthouse bulldings which generate the records,

By having all the f£ilm storage in one location
under the direction of the Microfilm Directeor, a
system can be developed for retrieval and dupli-
cakion of all stored Eilm,

C, Provide a permanent location for historical record
filming. The placement of gcameras in a separate
location solely for historical record filming will
greatly inceeagse the productivity of the cameras
and the quallty control for the entite process.
When cameras are located together for historical




and daily £ilming, the immediate needs of daily
record filming takes precedent over the historical
records. When dally operational needs dictate
adjustments, i.e., personnel shortages, eguipment
failure, increase in the generation of daily
source documents, the resources avallable are
often applied to the daily work,

Enable us to establish a routine procedure for
filmed record destruction. This can be easily
accomplished through the coordination of the
Hicrofilm Center, the Counkty Records Commission,
Ohjo Historical Society and the affice whose
records ace heing filmed., The center operatlona
will allow the coupty to move a large volume of
records out of an office to the center and then
to destruction without tying up needed oEfice
space. The office with the direct reaponsibility
would be able to utilize its office space during
Ellming and then authorize the release of their
docunents after Filming without having to handle
the paper records again,

Provide a single location for the county to
better utilize the summer youth employment
program, Obviously, by having a microfllm
center operation, several students would be
able to work together under closer supervision.
The advantages of a separate center apply to
the vtilization of these additional personnel
Eo an even aqreater extent due to increased
superyision requirements,

The following microfilm projects were submitted in 1985, but
were pot substanktlally addressed. These will be reviewed
and implemented, if possible, Iin 1986.

A.

Board of Commissioners

1985 Resolutiens - Image S5ystem, fiche format,
There are 1,64) Resolutions plus attachments.

Probate Court

Pilming of Index Books (12} on Planetary camera,
15mm roll film format. (Two duplicates needed.)
Treasurer's Qffice

Fund Ledger cards - 1,500 - 2,000
Paid Tax Duplicates - 15,000
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D. Auditor‘s Office
Several projects from each department listed:

1. Pudget & Settlement
2, Real Estate

. 1. D, Section

. Fiscal

. Congumer Servicds

. Llicense Section

(LR RN

E. Prosecutor’'s Office

1. Support Enforcement Unit Files
2. Civil pivision

Privatization

Another goal for the Microfilm Poard for 1986 will be the
teview and poasible implementation of a plan to submit certain
microEilming projects to an outside service bureau, In
certain instances due to the immediacy of the need to complete
some microfilm projects this may need to be explored. We
should also ceview the possible use of private business to
address specific filming projects, where appropriate, if they
can be accomplished at a lower cost., The *privatization™ of
microfilming needs for Franklin County may be a viable and
cost efficient alternative for our consideracion and should

be explored.

Private Ipdusecy Council (summer youth employment program)

While the Microfllm Board attempted to utilize this program
for microfilming work in the summer of 1985, it realized
only marginal success.

In 1986, we will attempt to incorporate ten to twelve high
achool students into the county microfilming projects. The
Mlcrofilm Director will serve as the coordinator for all
students performing microfilming work, An orienkation
program, operator training, performance evalvations and
quality control review with site supervisors and the students
acre some of the elements being planned., This inecreased
effort to formally organize the students' activities
throughout the county will realize a great increase in
benefits of the program.

The goal for the students is to help them achicve a
meaningful work experience for their growth and future
employabllity, A closer worklng relationship between
the Microfilm Board and these students will provide the
best possible environment to achieve the most success
through the program.
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The county will benefit as well, by having a great deal of
historical record £ilming accomplished durlng the summer
months.

Additional Possible Leng-term Goals

h.

Review of the capability of producing Computer OQutput
Microfiche (COM). This work is currently being accom-
plished for the county by the State of Ohio bData Center.
This capability would require a thorough review by the
Data Center and Data Processing Board,

The expenditure required to provide such an internal
capability could be prohibitive, It may not he cost
efficient due to the volume of microfiche produced.

County Records Center - An investigation into the
feasibility of a county government records center
should also be addressed. The idea of a records center
is to provide a centralized storage facility for county
government records not being used on a daily basis,
This facility could be incorporated with the filming
center to accommodate the filming progress. Documents
which are not planned for £ilming could be held in
original form for retrieval, AEter the documents
outlive their retention requirements they could be
turned over to the Records Commission for destruction
review, The Records Center could provide a secure off-
site storage capability for a great deal of records in
various forms, A system of quick retrieval would need
ko be estahlished for the documenkts to be returned to
the individual counkty offices as npeeded.

Another long-term goal Eor the Board could be to provide
a filming service for other governmental entities., As
our filming pregress conktinues, we may be able to offer
the services of our center to help other governmental
offices by reducing their paper records backlog., This
could also become a revenue-producing source for the
county as well.,

. Request of an outside professional study to review Lthe

entire county's record management problems. Recommendations
would be requested for long-~term records processing,
filming, storage, retrieval for all county government
offices and agencies, Other subjects such as the eventual
trend toward a "paperless process" and the interface with
data processing could be addressed by such a study,
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