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	Business Problem

Business Opportunity
	Over the last decade, state agencies have pursued the planning, acquisition, installation and use of electronic records management, document management, content management, and imaging systems, uniquely and independently of one another, to fulfill critical agency business needs.  Currently, additional electronic records management, document management, content management, and imaging system efforts have been proposed by multiple state agencies for the 2007-2009 biennium.    
These efforts represent a significant and perhaps unnecessarily redundant investment of public funds, agency personnel, and resources.  Furthermore, a common understanding of the definitions and terminology associated with these systems, clarity on what each of these systems can provide, statewide system standards, contract or price agreements, and best practice guidelines related to these kinds of systems, do not currently exist.  This significantly limits the ability of state agencies to pursue common, consistent, and replicable approaches now and in the future.
---
To develop and make available agreed upon standards, viable contracting models and agreements, as well as best practice guidelines for the planning, acquisition, installation and use of electronic records management, document management, content management, and imaging systems.

	CoP Opportunities
	· Shared understanding – common terminology, various approaches other agencies have pursued 

· Benefit from lessons learned by other public sector agencies in Oregon and across the country
· Streamlined electronic records management, document management, content management, and imaging systems planning and procurement cycle
· Collaborative standards and guideline setting process as opposed to a mandated approach void of agency input or involvement

	Mutual Objectives
	· Eliminate unnecessary redundancy, lower costs, and streamline the planning and procurement of electronic records management, document management, content management, and imaging systems

· Improve regulatory compliance and lower liability risk regarding the creation, classification, storage, sharing, accessibility, and disposal of electronic records (routine and systematic approach)
· Explore the feasibility of the shared use of electronic records management, document management, content management, and imaging systems in the future
· Create a common and shared understanding of the definitions and terminology associated with an Electronic Records Management System (ERMS) 


	Team Charge
	· Develop a glossary of terms common to electronic records management, document management, content management, and imaging systems

· Conduct an inventory to collect information and document the current "as is" state about existing and proposed electronic records management, document management, content management, and imaging systems  

· Hold vendor demonstrations to better understand the capabilities, features, and benefits of systems that exist in the marketplace

· Conduct research to identify common business objectives and requirements, identify best practices, and benchmark Oregon in comparison to other states 
· Develop recommended standards, guidelines, and templates for  planning, acquisition, installation and use of electronic records management, document management, content management, and imaging systems 

· Work with State staff to create an on-line library of resource materials (examples: research, inventory, strategy, business case, standards, guidelines and templates)

	Definitions
	Note: The following terms and definitions will be used by this Community of Practice at its initiation, and will be further refined within a Glossary developed by the members. 

Electronic Records Management System (ERMS) is software used by an organization to manage its records from creation to final disposition.  The system’s primary management functions are categorizing and locating records and identifying records that are due for disposition.  The ERMS also stores, retrieves, and disposes of the electronic records that are stored in its repository.  The ERMS often contains a content management and document management component to its system.
Electronic Document Management System (EDMS) is a system used for managing documents that allows users to store, retrieve, and share them with security and version control.  An EDMS allows an enterprise and its users to create a document or capture a hard copy in electronic form, store, edit, print, process, and otherwise manage documents in image, video, and audio, as well as in text form.  The EDMS usually provides a single view of multiple databases and may include scanners for document capture, printers for creating hard copies, storage devices such as redundant array of independent disk systems and computer server and server programs for managing the databases that contain the documents.  An EDMS does not apply records retention or dispose of records within its system.

Content Management is a set of processes and technologies that support the evolutionary life cycle of digital information.  For example, an instance of digital content is created by one or more authors.  Over time that content may be edited.  One or more individuals may provide some editorial oversight thereby approving the content for publication.  Later that content may be superseded by another form of content and thus retired or removed from use.  Content management is an inherently collaborative process.  It often consists of the following basic roles:  Content author, Editor, Publisher, Administrator, and Consumer.  A critical aspect of content management is the ability to manage versions of content as it evolves – version control.

A content management system (CMS) is a system used to assist its users in the process of content management.  A CMS facilitates the organization, control, and publication of a large body of documents and other content, such as images and multimedia resources.  A CMS often facilitates the collaborative creation of documents.  It does not apply records retention or dispose of records within its system.
An Imaging System can be defined as a computerized information system which manages visual information, and relates it to textual documentation. (Such a system could also be described as a "multi-media database," as it usually contains two or more different kinds of media.)

Imaging systems can be approached either in terms of the processes through which they are constructed, their technical configuration, or in terms of the functional set of requirements they fulfill. The various stages in constructing an imaging system include; image capture, storage, description, retrieval, distribution, and display. Each offers an appropriate way to cluster the various technologies and standards which apply at each stage in the process.

	Sponsorship
	CoP Chairperson - Mary Beth Herkert, Secretary of State Archivist
Steering Committee – CIO Management Council

	Participating Agency Representatives
	· Secretary of State – Mary Beth Herkert, Julie Pearson 
· Corrections – John Koreski 
· Forestry – Sandy Jefferson  
· Human Services – Wendy Baca, Anthony Thomas, Ed Klimowicz
· Justice – Marc Williams  
· Transportation – Suzanne Gehring, Lisa Martinez
· Revenue – David Almond, Annalise Famiglietti
· Consumer and Business Services – Royann Janus, Ramona Barnwell
· PERS – Allen Smith

· Oregon State Library – Robert Hulshof-Schmidt

· Oregon Lottery – Mary Loftin  

· Oregon Judicial Department – Tammy Dover, Gene Berg

· University of Oregon – Erin O’Meara

· Administrative Services (SPO) – Lena Ferris 

· Administrative Services (OPS) – Bret West. Debra Fery 
· Administrative Services (EISPD) – Sean McSpaden, Paula Newsome



	Stakeholders
	· Administrative Services Managers Group

· CIO Council
· Secretary of State - Archives

· Department of Justice
· Oregon State Library

· Department of Administrative Services 

· Enterprise Information Strategy and Policy Division

· IT Investment and Planning

· E-Government Program

· Enterprise Security Office

· State Data Center

· State Services Division 
· State Procurement Office

· Risk Management

· State agencies

	Risks
	The risks associated with taking no action on this issue include but are not limited to: 

· Continued potential for redundancy in the investment of public funds, agency personnel, and resources
· Continued potential for risk in the absence of statewide standards and guidelines for the procurement of such systems 
· The inability of agencies to catalog and classify their documents will continue to increase their litigation liability concerning discovery of electronically stored information (ESI)

· Without proper tools, agencies will continue to struggle to meet records retention requirements

· Growth of physical and electronic documents themselves will continue to increase the cost and complexity of storage and retrieval

· Uncontrolled/unmanaged documents (ESI and hardcopy) will continue to expose organizations to fraud, litigation, and security vulnerabilities  

	Measures of Success
	· CIO Council endorsement of :
· Glossary of Terms

· Standards and guidelines 

· Adoption or use of the glossary, standards, and guidelines, by DAS and State agencies
· State Procurement Office and DOJ approved method for accessing the federal government’s GSA purchasing schedules

· On-line resource library

	Time Commitment 
/ Duration
	May 23, 2007 to December 31, 2007

	Collaborative Resources Plan
	June, 2007

	High-Level Work Plan
	June, 2007

	Methodology / Process
	Common approach for all Communities of Practice
· Current State - Defining the “As Is” state across the agencies of state government
· Business Drivers - Determining common business objectives and requirements
· Benchmarking - Seeking external comparisons or benchmarks (i.e., what has worked, not worked, industry core practices, examples of “best” or core practices, and opportunities for transformational change);

· Future State - Proposing the anticipated “Future” state based on business requirements;

· Business Case - Developing a business case and feasibility study for action;

· Gap Analysis - Conducting the gap analysis to determine the actions necessary to progress from the “As Is” to “Future” state;

· Planning - Creating and recommending to decision-makers a long-range plan to achieve the “future” state; and

· Enterprise Action - Consistently promoting and communicating an enterprise view for continuous improvement.

	Reporting and Communication
Deliverables
	· The chair will report monthly progress to the CIO Management Council.

· Meeting agendas, final minutes, and final work products will be available on the Community of Practice websites, as appropriate.

· Summary and supporting work-in-progress documentation will be developed on an iterative basis and will be available to interested members routinely on the CIO Council’s intranet site.
· Reporting activities will also include regular communication with stakeholders. 
-----
· Glossary of common terms

· Platform and system standards 
· Guidelines for planning, acquisition, installation and use 
· Sample ERMS statement of work & system requirements document (Sample RFP)
· Sample contract terms and conditions
· Education, Awareness and Training program regarding roles and responsibilities for the records management life cycle, including email archiving
· Sample process template for procurement off of the federal government’s General Services Administration (GSA) procurement schedules
· On-line resource library (research, inventory, strategy, business case, standards, guidelines and templates) 
· A set of recommendations to DAS to ensure the ongoing success of this effort

	Key Assumptions
	· State executive management support is present

· DAS EISPD provides support staff to the effort

· There is a cross section of expertise that fairly represents the interests of the electronic records management, document management, content management, and imaging system user community

· The consensus model will be the primary method for decision-making as the team completes its work.

	Outreach
	As noted under Deliverables, provide outreach through education, awareness, and training programs related to the life cycle of records management, associated roles, and responsibilities.

	CIOC Issues
	To be identified

	EISPD Role
	· Executive Management Level Support

· Agenda & Minutes

· Coordination of research

· Coordination of work product development and finalization

· Website creation and management

· Status updates to CIO Council and Management Council

	Charter Version #
	V 01
	V 02

	CIOC Endorsement 
	5/29/07
	12/11/07


	CoP Responsibility
	Name
	Agency
	Phone
	Date

	Sponsor/Chair
	Mary Beth Herkert
	SOS/State Archivist
	378-5196
	5/23/07

	Staff
	
	
	
	5/23/07

	Staff
	
	
	
	5/23/07

	Member
	Julie Pearson
	SOS/ISD
	986-0521
	5/23/07

	Member
	John Koreski
	Corrections
	945-9017
	5/23/07

	Member
	Sandy Jefferson
	Forestry
	945-7337
	5/23/07

	Member
	Wendy Baca
	Human Services
	378-3521
	5/23/07

	Member
	Marc Williams
	Justice
	378-5957
	5/23/07

	Member
	Suzanne Gehring
	Transportation
	986-6385
	5/23/07

	Member
	David Almond
	Revenue
	945-8619
	5/23/07

	Member
	Royann Janus
	Consumer & Business Services
	947-7323
	5/23/07

	Member
	Bret West
	DAS/OPS
	378-2349 ext. 287
	5/23/07

	Member
	Sean McSpaden
	DAS/EISPD/ITIP
	378-5257
	5/23/07

	Member
	Paula Newsome 
	DAS/EISPD/ITIP
	378-4138
	5/23/07
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