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Thank you for the opportunity to submit testimony on behalf of the Office of Policy and Management to the Paperwork Reduction Task Force.
The Office of Policy and Management has implemented a wide variety of agency policies, procedures and business process improvements that specifically address the mandates of the Paperwork Reduction Task Force:
“ways in which state agencies and departments can reduce or eliminate duplicative procedures and the amount of paper used and how, when practicable, technology can be employed to help in such reduction or elimination”

I. CORE-CT Implementation
The Office of Policy and Management has fully implemented the CORE-CT Human Resource and Financial Modules.  OPM utilizes the Payroll function and the Time and Labor functions of the Human Resource modules to manage its work force of 150 employees, including the use of automated time sheets.  Agency business operations are managed through the available financial modules, which include General Ledger/Chart of Accounts, Accounts Payable, Accounts Receivable, Purchasing, E-Procurement and Inventory.
OPM was a pilot agency for automated time sheets during the statewide implementation of the CORE-CT system and has been an active user since 2003.

II. Business Process Improvements which Reduce or Eliminate the Amount of Paper Used

The Office of Policy and Management has implemented numerous automated business process applications to reduce or eliminate the amount of paper used.  Those business process improvements are listed below by function and application:

a. Division of Administration

1. Misc. Grant Payments Processing

· Application:  CORE-CT Payments File.  OPM has developed a flat file structure for batch payments to feed the CORE-CT payment process.  This file component alleviates the need for OPM accounting staff to enter individual payments into the CORE-CT system one at a time.  This batch payment file process is used across numerous grant programs within the agency to expedite payments through CORE-CT.

2. Board of Accountancy (previously APO to OPM)

· Application:  License Renewal and Continuing Education tracking: OPM IT staff developed an online payment module (using PayPal) for BoA’s annual license renewal process for 10,000 certified accountants. It also included a tracking module for continuing education requirements.
b. Budget and Financial Management Division

1. Applications Development and Support

· Application:  Automated Budget System:  OPM Budget provides State agencies with automated tools to begin the process of building and submitting their budget requirements to OPM; Agency budget submissions are gathered through a central server, reviewed and approved by agency analysts; the final Budget document is ultimately produced by this system as an aggregation of approved agency budget submissions. 
c. Executive Finance Office

1. Purchase of Service (POS)/Personal Service Agreements (PSA) Portal

· Application:  POS/PSA Request Website.  OPM has built an online, web-enabled portal to expedite the review and approval of both Purchase of Service (POS) contracts and Personal Service Agreements (PSA) from state agencies; The portal provides for direct data entry by the agency and contains an automated workflow component which alleviates the need to transmit a piece of paper among 6 sequential logging, review and approval processes within OPM.  The POS/PSA portal handles 2,000 - 3,000 requests a year.
2. Assets Management Function: 

· Application: JESTIR (Joint Effort for State Inventory Reporting). The JESTIR system collects state owned building inventory information from 33 state agencies on a quarterly basis.  Data collection is currently done by e-mail or disc/CD; efforts are under way to build a web-enabled system for direct data input by affected State agencies.
d. Intergovernmental Policy Division

1. Assessment, Data Collection and Grants Management

· Application:  Renters' - Rebate For Elderly/Disabled Renters Tax Relief Program.  Working in conjunction with IGP grants staff, OPM IT staff have constructed a front-end software application that allows for direct constituent input of Elderly/Disabled Renters rebate application data at the local (town hall) level.  The aggregated application data from each town is uploaded into a master file at OPM and rebate checks are then processed via batch payment file process in CORE-CT.  This process alleviates the need to collect, transport and key punch 45,000 paper applications on an annual basis

· Application:  Homeowners' - Elderly/Disabled (Circuit Breaker) Tax Relief Program.  Working in conjunction with IGP grants staff, OPM IT staff have constructed a front-end software application that allows for direct transmittal of aggregated property tax reimbursement claims from municipal tax assessors as a result of the Elderly/Disabled (Circuit Breaker) Tax Relief Program.  The aggregated application data from each town is uploaded into a master file at OPM and reimbursement checks to towns are then processed via batch payment file process in CORE-CT.  This process alleviates the need to collect, transport and key punch 30,000 paper applications on an annual basis.

· Application:  Real Estate Sales Listing/Sales Ratio.  Working in conjunction with IGP grants staff, OPM IT staff have constructed an on-line portal application which allows municipal tax assessors to directly input their land/property sales into a central database on a regular basis.  This process alleviates the need for OPM staff to travel to individual towns and perform/confirm paper record checks of 5,000 -10,000 actual land/property sales on an annual basis.  Previously, three full-time staff members were dedicated to traveling to towns to collect this information.

e. Criminal Justice Policy and Planning Division

1. Criminal Justice Grants

· Application: OPM Grants Portal.  The OPM Grants Portal application has allowed for the online submittal and digital storage of criminal justice grants management documents, e.g., applications, budgets, quarterly financial reports, etc. for 159 towns that received ARRA stimulus funds.  Efforts are underway to build out this application to include the Criminal Justice Policy and Planning Division’s entire grant portfolio of approximately 300 grants. 
f. Policy Development and Planning Division

1. Energy Function:


· Application: Furnace Replacement Rebate Program.  The furnace rebate program database application provided an automated workflow environment to review and approve more than 14,000 applications and generate a payment list for CORE-CT. 

· Application: OPM Grants Portal.  The OPM Grants Portal application has allowed for the online submittal and digital storage of Energy grants management documents (e.g., applications and budgets) for 142 towns that received ARRA stimulus funds. 


2. Long Term Care Function


· Production & Mailing of Publications: The CT Partnership for Long-Term Care program provides consumers and insurance and financial professionals with numerous publications on long-term care and the Partnership.  Through the promotion of downloadable publications from OPM’s Partnership website, the program has been able to reduce by over 50% the number of publications it needs to produce and mail out.

III. The OPM Intranet

The Division of Administration of OPM actively manages and promotes the use of the OPM Intranet as an online service tool to simplify the availability and access of administrative information for its employees.  The OPM Intranet eliminates the need to produce, copy, inventory, and distribute paper copies of forms, applications, polices, handbooks, job aids, “boilerplate” language documents, instructions and guidelines, etc. as they may relate to agency employment, job-related requirements and agency administrative mandates and requirements.  By category, OPM’s Intranet contains the following information:
	Benefits 
	Core-CT Information 
	Employee Handbook 
	 Featured Links 

	Building Information 
	Directories 
	Employee Orientation 
	 Human Rights 

	 Calendar (Monthly) 
	Emergency Procedures 
	Employment Opportunities 
	 Office Technology 

	 Calendar (Yearly) 
	Employee Development 
	 Employee Recognition 
	Policies and Procedures 


Further, the OPM Intranet contains approximately 100 forms and documents which are used by agency personnel to manage their daily work requirements.
The New Employee Orientation process at OPM is now completely automated through the use of online documents, handbooks and forms.

IV. Additional Policies and Procedures in place to Reduce or Eliminate the Amount of Paper Used

Records Retention and Disposal Procedures:  Comprehensive records retention and disposal procedures are posted on the OPM Intranet.  A general overview of the steps to follow as one reviews material for the purpose of determining whether it should be saved or destroyed is provided under this procedure.  Appropriate links to the Connecticut State Library retention schedules are also included.  OPM has also identified the records retention coordinators program in each of the respective divisions. 
Submission of Legislative Reports:  Consistent with Governor M. Jodi Rell’s memorandum dated December 19, 2007 and Governor Rowland’s Executive Order Number 30, in order to reduce printing and mailing costs, OPM has implemented the guidelines for paper and electronic document submissions when submitting legislative reports:

Hard copies shall be submitted to the following:

· Clerks of the Senate and the House of Representatives – one (1) copy each;

· State Librarian – two (2) copies.  In addition, send the document’s  URL on the OPM website to the State Library at CDA@cslib.org;

· Office of Legislative Research  -- one (1) copy; and  

· Legislative Committees of Cognizance – five (5) copies each pursuant to the reporting requirements of the statute, public or special act.

Reports shall be posted to the OPM website in a .PDF format.  All other copies shall be submitted via e-mail linking to the document’s URL on the OPM website or using an attachment in Adobe Acrobat .PDF format.  These guidelines are posted on the OPM Intranet.
Double Sided Printing Instructions:  OPM's IT Support staff has created job aids (instructions/screenshots),  that can be downloaded from the OPM Intranet , for those printers and copiers within the agency that are capable of duplex (double-sided) printing.

Scanning Paper Documents Instructions:  OPM has several large capacity Savin copiers that are capable of scanning documents.  Instructions for proper use can be downloaded from the OPM Intranet.  OPM's IT Support staff has created one scan shared network folder for each OPM Division to store their scanned files.

Office Paper Recycling Guidelines:  Office Paper Recycling Guidelines are available for download from the OPM Intranet
