Appendix 1

Sample business case for Public Office X

Scenario

Public office X is a medium sized public office that is moving premises. The public office is rapidly running out of space and the new premises do not have any more storage room for records than the current premises. The public office is moving in 12 months and most records held onsite are unsentenced. The records management unit consists of a records manager only. All records are paper-based.
Background

Public office X is to move premises in July 2009. Part of the moving process is to relocate all records located in the current premises to the new premises. Storage room for records at the new premises is not any larger than that at the present premise. There are currently 6000 files to be moved.

A survey of records growth has found that records are increasing by 30% each year and the all records created by public office X are generally held onsite. To be able to fit comfortably into the new premises in the future, records held onsite will need to be appropriately sentenced and disposed of.  

Reasons why needed

A records disposal plan needs to be implemented to curb the growth of records stored onsite. Repercussions of not implementing this project include that within one year the public office X will not have enough space left onsite to store records. The public office has a retention and disposal authority but has never systematically implemented it.

There are many legacy records that public office X has been keeping that may be disposed of. A preliminary survey of records stored onsite indicate that these records take up much valuable storage space and are no longer required by the organisation. Based on this informal survey it is expected that roughly half of the records stored onsite could be disposed of or transferred as State archives to State Records NSW.

Options

Option 1 (see appendix 1)

Hire a small team of records contractors to sentence all records currently held onsite. This appraisal should lead to a reduction of records stored onsite. 

This is the preferred option and the basis for this business case.

Option 2 (see appendix 1)

Move as many records as possible to secondary storage. 

This option may not be viable as records still need to be sorted to what can go and what can not go to secondary storage, and until they are properly sentenced they will remain in storage incurring costs every year as legally they can not be disposed of unless properly sentenced with the appropriate authorities. 

This option includes increased costs over time.

Option 3

All records become digitised (through scanning).

This is not a particularly viable option as the agency does not have enough scanners for such a large job nor the staff. Space would still need to be found for the current records to be stored whilst they were to be scanned. These records would then need to remain with the organisation for a further six months (as day boxes) after scanning and the problem of fitting into the new premises would still remain. Eventually the digitised records would need to be sentenced regardless.

The problem of storing records that are not required by the business still remains. This practice is not in keeping with efficient and cost effective practices  and litigation risks may arise from the retention of unnecessary records.

Option 4 (see appendix 2)

Do nothing.

Within one year this problem would need to be addressed as it is forecast that there would not be sufficient space to hold another year’s worth of records. In one year the problem would ‘snowball’ a similar project would be more expensive as there would be an even greater accumulation of records. 

There are also Occupational Health and Safety and possible security implications if storage areas are congested and records are being stored in alternative areas (such as on the floor or under people’s desks).
Recommendation

It is recommended that Option 1 be implemented by public office X. 
Expected benefits

· Create space so as to move comfortably into the new premises

· Establish a sentencing regime so in the future there will be no accumulations of records

· Eliminate the backlog of records

· Reduce need to send records to offsite storage. Possible reduction in costs

· Reduction in future storage costs as things are not being held onto ‘forever’ in off-site storage 
· Meet legal requirements in regards to privacy, evidence etc

· Meet legislative requirements in regards to recordkeeping (State Records Act)

· Compliance with the Ministerial Memorandum M2007-08 Efficient and Cost Effective Management of Records 

· Simplify the retrieval process – things are easier to locate

· Help the FOI process (in regards to locating files)
Risks

	Risk
	Probability
	Impact
	Mitigated by

	Sentencing project not finished in time for move
	2
	2
	Proper planning and project plan is realistic

Swift employment of records contractors

Employment of competent records contractors

The project is authorised and supported by heads of business units

	Exceeding budget
	1
	2
	Adhere to project plan and resources. Research for best price and best value

Proper reporting channels in place to monitor spending

	Records are disposed of that should not have been
	1
	3
	Employ competent records contractors

Ensure the records team has sufficient knowledge of the public office’s background

Ensure authorities are correct and up to date

Ensure internal authorisation processes for disposal are in place 

	Contractors not working in the best interests of public office X
	1
	3
	Employ competent records contractors

Monitored by Records Manager

Receive sufficient knowledge on background and purpose of public office X


Time

With two contractors it is envisaged this project will take 10 months. The two contractors will solely work on the sentencing project. The current records manager and records officer will work on the project as well as complete their usual duties.
Cost / Resources

	Resource
	Cost / Break-down

	Contractors
	2 contractors @

$30 p/h x 

8hr per day x 

5 days p/w x 

40 weeks

 = $96 000

	Space
	Space hire within city for 10 months 

Current market prices - $1000 p/w 

= $40 000

	Materials
	Stationery = $2000 (pens, paper, folders, id stickers)

Archive boxes = $2000

	Contingency
	10% of total costs ($140 000)

= $14 000

	TOTAL
	$154 000


Evaluation / how measured

The success of this project will be measured by a reduction in storage currently required at the new premises. This will make way for new records to be created and stored. All records will be sentenced and a forecast can be created to indicate in the future when storage will be exceeded. 

Appendix 1 – Cost benefit analysis – expected cost of storing records off site vs. cost of proposed project
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This cost benefit analysis is based on the cost of storage of 3000 boxes at the price of 33 cents per month with 10% growth. It does not include inflation or other costs.

If records that could be disposed of are stored off site, public office X could pay close to $200 000 for records that are not in use.
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Appendix 2 – Predicted growth of records stored on site if public office does nothing

There is currently space for 8000 records to be stored onsite. By 2010, public office X will require more storage.
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