Minnesota State University Moorhead

  FY 2008 Work Plan Initiative Proposal

Executive Project Summary 
Project Name: Fixed-term Records Maintenance Position, 0.50 FTE, 2 years
Contact Person(s):   Judy Strong/Jayne Washburn  
Department(s)/Division(s):   Academic Affairs and Record’s Office
Summary of Project Description - address the project’s purpose, goals, time line, impact, and assessment:

For many years, the records office relied on a microfilm system for copies.  That system broke down for its last time in 2004.  During the year a backlog of material to be imaged built up. In December 2005 a new Lanier Data Imaging system was purchased.  Given the new system, the problem was to catch up with the backlog and to convert the older microfilmed records into electronic form.  Since then, Records has been able to devote about 300 hours per year of student help time to imaging records, but is falling behind even the current load.  Last year they appropriated $3000 to pay a student to work towards this task but have still not been able to catch up.  The Office still needs to image the official transcripts from 1887-1983.  The Records Office images all class grade rosters and student permanent record documents including applications for admissions, high school and college transcripts, course exception forms, graduation applications, test score results, academic appeals, curriculum worksheets for teacher licensure, reciprocity approval forms, common market passports and consortium agreements and other permanent correspondence.  The goal is to become a paperless office and ultimately image documents that are received daily.  It is estimated that about 2,000 hours will be required to catch up from the backlog of data imaging.  The work needs to be done by personnel who are trained and know the system and who can devote a major effort to the process.  We are proposing a half time fixed term AFSCME employee for two years to accomplish this task and expect to be able to maintain progress on current materials once the backlog is gone.
Summary of Research and References – provide evidence to support the project’s need (e.g.. student learning, recruitment, demographic, usage survey, or peer institution data)  
The need to maintain records and copies of transcripts and other documents is relatively obvious.  The issue here is having to cope with a backlog that cannot be handled by current staff.  The Records Office has attempted to work on the backlog for the past two years and little progress is being made.  The need is for a special thrust for two years where a regular, experienced person can complete the job.
Summary of Project Budget:
      Dollar Amount

         Funding Source

Total Request:
_$20,500 for 2 years_
______Initiative Fund___

Matching Amount:
__________________
________________________

Net Request:   
__________________
________________________

Estimate of ongoing expenditures: 
__________________
________________________
Funding Request:   (  One-time    ___ Base budget    ___ Seed money     ___ Internal reallocation
