VILLAGE OF SHOREWOOD
REQUEST EXECUTION OF NEW VILLAGE INITIATIVE
Summary: This form is used for departments, citizen committees and officials to propose new
significant initiatives such as service changes, programs, studies, capital items and other requests
to be considered for the annual vision planning and prioritization process. The goal of this form
is to help staff, residents and officials identify the resources, steps and time involved in executing
an initiative. It allows a formalized process for the Village to recognize proposed initiatives and
request the Village Board to consider an initiative before investing more resources. Complete
the following information and hand in to the Village Manager for the request to be considered.

Name: Bart Griepentrog

Date: May 6, 2020

Department / Committee: Planning & Development Department
Initiative: Document management preparation/implementation
Description and Goal: Include a short summary of the initiative and the goal/desired outcome.
In conjunction with the Clerks Office document management efforts, the Planning &
Development Department would detail and organize its property records files in
anticipation of an electronic upload into whatever system the Village implements. A
contract and budget for scanning both oversized and the general quantity of files will be
research and estimated, likely through an RFP.
This initiative will make the property records more easily accessible to property owners
and contractors interested in research.

Time Sensitivity: Identify any time constraints or deadlines associated with the initiative.

There is no time sensitivity, but modernization of the Village's records would provide
for more efficient service delivery. This cannot take place until the Village researches
and implements a new document management procedure.

Estimated Staff Time Needed to Execute: Include estimated hours and staff/persons involved.
The PDD Administrative Assistant and Planning Director would work on this initiative.
Documenting existing file types and quantities would take approximately 40 hours to
complete. The results of this step would provide a better understanding of the
required effort to prepare files, scan and upload into the new document management
system.

Estimated Costs: Materials, contractual services, equipment, etc. Indicate annual vs. one-time.
Costs associated with this initiative are TBD, but a contract to scan documents would
be required. Based on the outcome of the initial research phase quotes or an RFP
would help identify potential costs.

Implementation Steps for Execution: Include approvals, collaboration with other groups, etc.

Pre-initiative work:
PDD to work with Clerks Office on design, selection and implementation of document
management software, via consultant RFP and/or IT services.
1. PDD Administrative Assistant will prepare a summary document detailing full
scope of project files, including estimated quantities.
2. Based on summary, various price quotes for scanning services would be solicitied
to better understand the budget scope.
3. A budget request would be included within the PDD's 2021 budget.
4. File preparation would take place prior to scanning, to ensure that a
quality/comprehensible product is received.
5. Files to be scanned and uploaded into whatever document management system is
initiated.

