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EDMS/RMA Implementation:  EDMS/RMA Implementation:  
How to SurviveHow to Survive
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Jumping InJumping In

Purpose of the ERM ProjectPurpose of the ERM Project

Project/Business PlanProject/Business Plan

Choosing hardware/software Choosing hardware/software -- CostsCosts

Things to remember (don’t forget to…) Things to remember (don’t forget to…) 

Records ManagementRecords Management

Litigation ResponseLitigation Response

Lessons Learned Lessons Learned –– The The GotchasGotchas!!
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Purpose of the ERM Project:Purpose of the ERM Project:

To digitize and store Southeast Regional office 
(SERO) data in electronic records environment 
for future utilization in the event of a natural 
disaster

Response to litigation  and increasing efficiency of 
operations

Compliance with COOP and other Presidential 
Directives and Code of Federal Regulation
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Project/Business PlanProject/Business Plan

What Does Success Look LikeWhat Does Success Look Like
Assessment of needsAssessment of needs
Assumptions and constraintsAssumptions and constraints
Scope/deliverables/milestonesScope/deliverables/milestones
Resources/requirementsResources/requirements
Priorities/schedulesPriorities/schedules
TrainingTraining
BudgetBudget
RisksRisks
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IMAGINEIMAGINE

If you could search emails, Word documents, 
Excel spreadsheets, and other business data by 
author, date range, subject matter, and 
individual words in the text

Establish document linking relationships, and 
do this across the agency with total security 
and access control
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Hardware/Software/LicensesHardware/Software/Licenses
Associated CostsAssociated Costs

DoDDoD 5015.2 certified 5015.2 certified 

Single software platform Single software platform ––
no interfaces required no interfaces required 

Licenses Licenses –– full client full client –– thin client thin client ––
concurrent licensesconcurrent licenses

LSAP   License Software Assurance Plan    LSAP   License Software Assurance Plan    
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The Buck$ Start HereThe Buck$ Start Here

SoftwareSoftware
HardwareHardware
Full client licenseFull client license
Thin client  (concurrent users)Thin client  (concurrent users)
License supportLicense support
Upgrades to the softwareUpgrades to the software
Maintenance to serverMaintenance to server
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LaserficheLaserfiche Software/LicensingSoftware/Licensing

Laserfiche Repository Laserfiche Repository 
Full User Licenses  Desktop/Web Access(5)Full User Licenses  Desktop/Web Access(5)
Read Only Licenses  Read Only Licenses  WeblinkWeblink (50)(50)
Email ModuleEmail Module
Quick Fields AgentQuick Fields Agent
Records ManagementRecords Management
WorkflowWorkflow
CD Plus (for FOIA and Litigation Response)CD Plus (for FOIA and Litigation Response)
Bates Stamps ModuleBates Stamps Module
Audit TrailAudit Trail
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Email ScreenshotEmail Screenshot
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Things to RememberThings to Remember
or or 

(don’t forget to take into account...)(don’t forget to take into account...)

Physical spacePhysical space

InfrastructureInfrastructure

ContractsContracts
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DigitizingDigitizing ConcernsConcerns

1. Document Prep – pulling staples, removing from folders, 
removal of rubber bands and any other impediment to 
automatic sheet feeding

2. Preparation must stay ahead of the scanner operators

3. Scanning needs to include the OCR operation and 
indexing

4. Manual capture of index fields that allows for faster 
searching – data entry

What’s Involved in Scanning:
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StatisticsStatistics

Branch/Division
Total 

Number of 
Folders 
Scanned

Total 
Number of 

Pages
Time Frame

PermitsPermits 80,00080,000 1.9 million1.9 million 14 months14 months

9 days9 days

1 to 3 days 1 to 3 days 
per caseper case

100%100%

Litigation Litigation 
ResponseResponse 141141 200,000200,000 100%100%

175175

Percentage
Completed

Sustainable Sustainable 
FisheriesFisheries 18,00018,000 100%100%
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Records ManagementRecords Management

File plan needs to mapped to new systemFile plan needs to mapped to new system

Culture change for way people work Culture change for way people work –– hard hard 
to let go of old processes, trust searching to let go of old processes, trust searching 
capabilities of softwarecapabilities of software

Deep dish vs. thin crustDeep dish vs. thin crust
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RM ScreenshotRM Screenshot
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Litigation ResponseLitigation Response

First response to request from Legal 
Department when only 20% into the scanning

Bates stamping done, burned to CD, provided 
to Court and Justice Dept. – only one paper 
copy produced – done in one day

$90,000.00 saved in 2 years by using Laserfiche
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Electronic Records and the LawElectronic Records and the Law

Section 3101 of title 44 U.S.C. requires the head of each
Federal agency to make and preserve records containing
adequate and proper documentation of the organization,
functions, policies, decisions, procedures and essential
transactions of the agency…

It is the Federal Law to Manage Records

Definition of E-Records

Any information that is recorded in a form that only a computer 
can process and that satisfies the definition of a Federal record
in 44 U.S.C. 3301.  This includes Email (36 CFR 1234.2)
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Legal PartnershipLegal Partnership

Received the General Counselor’s Award 
recognizing our efforts in Records Management

Provided on-going assistance to General 
Counsel with electronic capturing of documents 

Cost savings to the Region of over $100,000
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Lessons Learned Lessons Learned –– The The GotchasGotchas!!

Doc Prep was not allocated in original Project plan, Doc Prep was not allocated in original Project plan, 
time, staff, locationtime, staff, location

Be careful is you bring a temp service into do doc prep Be careful is you bring a temp service into do doc prep 
–– training issues, turn overtraining issues, turn over

Keep management informed at more detailed levelKeep management informed at more detailed level

Documenting chronology of projectDocumenting chronology of project

Create communication portal for usersCreate communication portal for users
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Questions?Questions?

Gwendolyn Gwendolyn SanderlinSanderlin
gwen.sanderlin@noaa.govgwen.sanderlin@noaa.gov
727727--551551--57095709

Donna Read, CRMDonna Read, CRM
donna.read@nara.govdonna.read@nara.gov
727727--781781--05680568

mailto:gwen.sanderlin@noaa.gov
mailto:donna.read@nara.gov
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