Paper Work Reduction Task Force
Survey Questions

Tuesday, October 12, 2010

Potential Questions for Survey Monkey:

Related to Paper Reduction

· Does your agency use other Time Processing Systems (TPS) such as lotus notes or paper tracking which has to manually input to CORE-CT by other agency staff? 

Yes  No

· If yes, how much does your agency pay annually for software licensing of other TPS databases

· how many staff are dedicated to maintaining software and inputting TPS information into CORE-CT

· what is their job title(s)?

· What measures has your agency taken to reduce waste? (paper?)
· Does your agency have specific information resource management policies or specific staff training to reduce the amount of paper used?
Yes No
· Are you currently paying for services to shred records and documents (which either are (a) no longer legally required or (b) have exceeded their retention schedules)? 

 What is the cost on an annual basis? _____  Don’t know___

· Does your agency utilize any web-based or server-based applications which specifically eliminate the need for the transfer of paper to streamline operating procedures and/or make more efficient any internal management functions of your agency?
Yes No

· If yes, please list and describe in a single sentence.  Please include existing or planned applications.
· Does your agency utilize any public or proprietary web-based or server-based applications which specifically eliminate the need for the transfer of paper to streamline operating procedures and/or make more efficient any required information collection or transmittal to Federal or municipal government entities?
Yes No

· If yes, please list and describe in a single sentence.  Please include existing or planned applications.
· If you have forms that are still being printed and submitted, what is the biggest roadblock to converting to electronic 

___Signature, ___No resources to convert to electronic, ___Don’t know how to make electronic, ___no application to accept the electronic data, etc

· Have there been suggestions to reduce paper usage that have not been possible to implement in your agency 

Yes No

· If yes, please list suggestion and reason it cannot be implemented
· How does your agency distribute mandated reports?   
      __Mail __Email  __ Other  ___________
Duplicative Procedure

· Does your agency have specific information resource management policies or specific staff training to eliminate duplicative procedures
· How does your agency to manage the submittal of annual statutorily required reports to the Connecticut General Assembly?

responsibility of each functional part of your organization,   utilize a central “clearinghouse” function
· Do you know of any duplicative procedures between your agency and other agencies?

Yes  No

· If yes, please give a brief description

Both Paper and Duplicative Procedure

· Does your agency have any of the following issues?  

· Duplicative Annual Reports    

· Federal requirements to provide printed copies

· State requirement to provide printed copies

· Forms must be printed and sent in 

· Majority of agency printers don’t support double sided copying

· FOI requests are primarily provided on paper

· Printed copies of regulations are distributed regularly

eGovernment

· How many applications does your agency have?

· How many of these are available electronically on the website?

· Does your agency accept electronic payments or applications?

Yes No

· Does your agency provide any web-based or server-based applications, through your own agency web site or other associated sites, which specifically provide opportunities to “speed and simplify” the exchange of information between your agency and the public and/or allowing (citizen or business) respondents to use their own information technology to ease reporting burdens? (e.g. search and find “lookup” applications, download libraries for publications and/or documents, downloadable fillable forms or online web forms)  If so, please list and describe in a single sentence.  Please include existing or planned applications.
· Are there critical issues which specifically PREVENT opportunities for your agency to use technology to “speed and simplify” the exchange of information between your agency and the public and/or allowing respondents to use their own information technology to ease reporting burdens? (e.g. computer security issues, privacy issues, disparities in computer access, IT management and funding, etc.)
Yes No

· Does your agency require any information collection activity that requires the use an electronic signature, PIN or some other form that identifies and authenticates a particular person as the source and/or approval of information contained in an electronic message/transmittal/submission.?
Yes No

· If yes, please list and describe in a single sentence.  Please include existing or planned applications.
If yes, please list up to four and briefly summarize.  (provide four entry fields)
· Do you utilize enterprise software/systems on your website(s)?(i.e electronic/online applications, forms, etc...)
Yes  No   If not why?
 If yes how do you use it and has its use decreased your paper usage?

Not Sure

· Does your agency use CORE-CT as your primary payroll tracking system? 

Yes No

· How many mandated reports is your agency required to submit
· to state legislature
· to federal government?  

· How many sets of state statutes does you agency use?
·  Have you reduced number?

Yes No 

· On a scale of 1 to 10 (10 being total compliance), how comprehensively does your agency adhere to and follow the Record Retention Guidelines promulgated by the Connecticut State Library
1  2  3  …  or ___Strictly Complies, ___Complies, ___rarely complies, never complies, don’t know
· Does your agency have a central inventory of each unique form used by your organization to collect/manage information about your internal processes 
Yes  No 

· external constituents?
Yes No

· If not, does your agency have an estimate of the number of unique forms in use?  
 Yes No or  # of  State requirements  # of Federal requirements


· Is your agency currently paying for off-site storage of critical records?
Yes No

·   If yes, do you manage the off-site storage of records against an active retention schedule? Yes No

·  What is the estimated cost on an annual basis? _____  Don’t know___


· How many FOI requests does your agency respond to on an annual basis?
1-20   20-50  50-100  110-  etc 


· Do you have an Intranet?
Yes  No    If not why?
 If yes how do you use it and has its use decreased your paper usage?

· Do you use optical/digital storage systems (i.e. alchemy)?
Yes No   If not why?
If yes how do you use it and has its use decreased your paper usage?

· Do any of your staff telecommute?  Yes   No
 -   What has been the impact of telecommuting on paper usage?

· Does your agency mass-produce marketing / promotional / informational material for the agency itself or for programs that it administers?
Yes No
      -  How many different documents are produced?
 1-10  10-30  30-50 over 50
     - What is the estimated cost to the state for design, printing, and distribution of the material?

· Is your agency required to produce reports, publications, notices, or other documents that you believe are unnecessary or not useful?  Yes  No
     - What are they?

· Does your agency receive reports, publications, notices, or other documents from other state entities that you believe are unnecessary or not useful?  
Yes  No
     - What are they?

