Budget 2003

FUND:
001 GENERAL FUND

DEPT:
  27 RECORDS MANAGEMENT

PURPOSE/FUNCTION:  The purpose of the Records Management department is to assist the various departments with the creation, maintenance and disposal of records.

GOALS

· To stay proactive in record keeping methods. Provide records management training at least two times per year, open to all departments

· To dispose of unnecessary records in a timely manner.  Provide the service of shredding to all departments monthly.

· To protect long term/vital records for retrieval needs in the future. This includes but is not limited to securing inactive record storage in addition to the space currently allocated in the old jail.

· To maintain a good working relationship with the various departments.

· To work with individual departments on a global records management solution.   One of the major projects this year will be the streamlining of information within the Criminal Justice group.



                Actual
                    
     Budget


     1999
      2000
      2001
      2002
       2003


Staffing:

	Coordinator
	1.0
	1.0
	1.0
	1.0
	1.0

	Microfilm Technician 
	    2.0 
	    2.0
	    2.0
	    2.0
	    2.0

	     Total Staffing:
	3.0 
	3.0
	3.0
	3.0
	3.0


[image: image1.wmf]Expenditures:

Salaries and Wages

94,458

$         

 

97,704

$         

 

101,321

$       

 

103,325

$       

 

106,102

$          

 

Personnel Benefits

25,829

           

 

25,759

           

 

25,097

           

 

25,554

           

 

26,255

              

 

Supplies

4,369

             

 

4,443

             

 

7,665

             

 

3,467

             

 

4,250

                

 

Other Services & Charges

26,150

           

 

23,045

           

 

19,599

           

 

23,185

           

 

26,500

              

 

Capital Outlays

-

                 

 

-

                 

 

7,800

             

 

-

                 

 

-

                   

 

150,806

$       

 

150,951

$       

 

161,482

$       

 

155,531

$       

 

163,107

$          

 








1999

2000

2001

2002
Performance Indicators:
	Images microfilmed
	757,000
	760,000
	663,400
	652,000

	Records shredded in pounds
	52,900
	50,400
	53,000
	66,200
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