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Good morning Representative Nafis and members of the Task Force on the Reduction of State Agency Paper and Duplicative Procedures.  The Department of Correction welcomes this opportunity to share with you some of its best practices and efforts to reduce the use of paper and increase the use of electronic communication in and among the agency’s administrative office and correctional facilities, other state agencies, contractors and others.
The Department’s “Best Practices” include the following:

· The Board of Pardons and Paroles (BOPP) Casenotes Project, which will be fully implemented in 2011, currently allows for the storage of electronic information such as electronic police reports, transcripts, Pre-Sentence Investigations and other documents received from other agencies.  We now receive this information electronically and instead of reducing down to paper copies store these electronic files on a special drive created by the Department’s MIS Unit.  These documents are stored in this secure location and are accessible to BOPP and Department staff who require access.  Additionally, the BOPP through the Casenotes application is moving toward a completely paperless process.
· As an example of realizing cost savings and going green, staff at the Carl Robinson Correctional Institution have been taking scrap paper and utilizing it to make Mini-Request Forms for the inmate population at MacDougall-Walker Correctional Institution.  An extremely reduced amount of paper has been used since staff implemented this process in September 2010. Just another example of staff saving us some money and helping out the environment.

· At the Brooklyn Correctional Institution staff has reduced the size of Inmate Request Forms so that two forms are on one sheet of paper.  The sheet is then cut in half.

· At Osborn Correctional Institution, a very practical way to reduce the consumption of paper in the computer class has been to require the saving of all tutorial projects as .pdf files rather than printing them out to paper.  These reports are then submitted as required by our curriculum over the facilities local LAN (classroom only) and can then be graded for the student with the use of paper at any point.
· When an environmentalist from the Facilities Maintenance and Engineering Unit conducts annual tours of a facility, recycling is an area that is being audited.

· The agency has initiated a printer consolidation project, which should reduce the amount of printers as well as printer toner.  The goal is to eliminate as many stand-alone printers as possible and encourage staff to do more electronically where possible rather than print everything they receive.  Changing the culture as to when documents and materials need to be printed is critical.  Also important is the need to educate staff as to what information is available and what they can easily get access to without printing it.  The project worked extremely well in the agency’s Fiscal Services Unit, and the Human Resources Unit is the next targeted area.

· The Inmate Overview Sheet has reduced a significant amount of paper.  Now more information is stored on one sheet of paper, including a photo.  Prior to this, individual RT screens and other paper records were needed to make up a file for an inmate being transported.

Overall, the Department seeks opportunities as it conducts its daily business to reduce the amount of paper and the costs associated with printing.  A number of reports are strictly electronic and a number of training manuals, policies and procedures and presentations are either posted on the agency’s intra-net, a specific computer drive or centralized within a unit for staff’s easy access and reference. Meeting agendas and minutes and Roll Call Memoranda are disseminated electronically. When there is a need to print documents, double-sided printing is strongly encouraged.

It has been suggested that contact be made with those companies that fax unsolicited product list, travel information and menus to multiple numbers within a state agency to ask that they discontinue this practice.  This unsolicited information is typically information that the agency would never use and is a waste of not only paper but also printer toner.
Thank you for giving the Department of Correction the opportunity to highlight its efforts to reduce paper.

