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December 14, 2010

To: Members of the Task Force on the Reduction of State Agency Paper and Duplicative Procedures.  
From: Peter O’Meara, Commissioner of Developmental Services
Re: Agency suggestions
Thank you for the opportunity to present you with some information regarding steps that the Department of Developmental Services (DDS) has taken to reduce costs related to several office functions and processes.

Since 2008, DDS has been able to cut expenditures for office supplies and copy paper statewide by more than half due to numerous business office initiatives that have been undertaken and implemented in DDS’s three regions and central office. These initiatives include:

· The use of scanners to increase electronic distribution of documents instead of hard copies.

· Making double-sided copies the standard preset function on agency copy machines.

· The implementation of paperless time-off requests

· The assignment of “RightFax” numbers to key staff. This allows documents to be faxed to an individual’s email for further electronic distribution and sharing.

· Where possible, offices re-use non-confidential paper that has been put in the recycle bin. The blank side is used to print on.

· Two regions have instituted electronic protocol for submitting purchase requisitions, client accounting withdrawals, mileage reimbursement and accident and loss reporting.

· The department’s Central Office and North Region have instituted electronic mileage reimbursement, and accident and loss reporting. They will be implementing the electronic purchasing and client accounting documents in this fiscal year.

· In the business office’s accounts payables/purchasing department, the printing of vouchers and purchase orders has been discontinued. Only documents absolutely necessary for files are printed.

· Staff have been asked not to print emails unless absolutely necessary.

· Many staff have been instructed to print to copiers rather than printers because the vendor pays the toner costs for our copies and this results in a savings related to toner.
· Many client accounting forms have been eliminated or consolidated.
· Staff who submit forms electronically, are requested to set up an electronic filing system in lieu of keeping hard copies when possible.

Additionally, DDS Human Resources staff have also implemented some initiatives to significantly reduce the use of paper:
· Supervisors and employees with computer access have been directed to submit Human Resources forms electronically including time off request, personnel action forms and requests to fill vacancies.

· Human Resources is in the process of implementing use of the CORE-CT “self service” payroll system for reporting and approval of employee time and attendance in those areas where it is feasible for employees to report their time via computer.  This will significantly reduce the use of paper time sheets.
DDS is constantly looking at ways to reduce agency costs. My staff would be happy to discuss any of these specific initiatives in greater detail with the legislature or other state agencies as requested.  
In addition to savings through a review of general business functions, DDS has some recommendations for the legislature to consider when looking at ways to decrease costs:

· Allow for electronic submission of testimony for public hearings.

· Review the process for promulgating state agency regulations allowing for electronic submission. 

· Eliminate or consolidate outdated agency reporting requirements.  Many statutorily required reports have outlived their initial purpose when proposed by the legislature (DDS will be submitting legislation in 2011 to reduce required agency reports).

Thank you for the opportunity to offer some suggested cost savings ideas.  You may contact DDS Director of Legislative Affairs, Christine Pollio Cooney at (860) 418-6066 if you require additional information from us.
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