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Il. Project Details

A. Project Dates

Proposed Start Date

Expected Completion Date

Project Duration (months)

01/03/2018

05/21/2018

6 months

B. Project Description - Provide a brief high level summary of the project in plain English without technical jargon

that also includes the purpose and importance of the project. This information will be used for reporting the

project to the Governor, General Assembly and Connecticut Open Data website.

To apply a new taxonomy (number structure) to all business filing and UCC documents to separate electronically-filed
documents from paper-filed documents and add the PDF generation functionality to the existing Connecticut Online Commercial
Recording Division (“CONCORD” system) for the online filings to create a PDF of each volume upon completion for born digital.




C. Summary

Summary - Describe the high level summary of what needs to be implemented to complete the project

solution.

The CONCORD system will need programming to include the new taxonomy and process and create PDF files from online (born
digital) filings. These files will be stored on servers maintained by DAS-BEST and may, in the future, be integrated into a FileNet

D. Business Goals. List up to 5 key business goals you have for this project, when (FY) the goal is
expected to be achieved, and how you will measure achievement, Must have at least one.
Please use action phrases beginning with a verb to state each goal. Example: "Reduce the
Permitting process by 50%". In the Expected Result column, please explain what data you will use to
demonstrate the goal is being achieved and any current metrics.

Business Goal (Action Phase)

Target FY for Goal

Current Condition

Expected Result

Eliminate the need to print 500,000+
pages of online filings for the
purpose of microfilming

FY18

Reduce off-site storage by 75%

FY18

All online filings are printed out
and interfiled with paper filings
before sent to microfilming for
scanning.

Drastic reduction in paper
printing, elimination of at least
500,000 pages per year.

All filings, whether submitted via
paper or online are printed,
boxed, and stored in commercial
off-site storage

Obtain permission from the
State Archives to retain these
files digitally until a permanent
digital storage solution can be
implemented.

Eliminate staff time needed to print,
interfile and scan electronically
submitted filings

FY18

Select

Because all filings need to be
scanned from a paper version,
all online filings are now printed,
interfiled and then scanned.

Staff will not be spending time
printing, filing and scanning
online filings. Anticipated
vacancy for Micrographic
Equipment Operator in FY 19
will not be refilled.

Select




E. Technology Goals. From a technical perspective, following the above example, list up to 3 key technology goals

you have for this project and in which Fiscal Year (FY) the goal is expected to be achieved. Please use action

phrases beginning with a verb to state each goal. Example: “Improve transaction response time by 10%".

Technology Goal Target FY for Goal Current Condition Expected Result

Add PDF support for all online filings | Select PDFs are not generated or PDFs will be produced,

to CONCORD stored. PDF is a format suitable |organized and stored for all
for long-term document storage | online filings.
and retrieval.

Create new taxonomy for online FY18 Electronically filed and paper Separate the filings by source.

filings, separating electronically filed filed documents are stored In the future, this will allow for

documents from paper filed together and numbered easier transition to online-only

documents sequentially in the order they are | filings of specific documents, if
processed. authorized by the legislature.

Select

Select

Select




F. Priority Alignment. The criteria in this table, in concert with other factors, will be used to determine project
priorities in the capital funding approval process. Briefly describe how the proposed projects will align with each

criterion.

Priority Criterion

Y/N

Explanation

Is this project aligned with business
and IT goals of your agency?

Yes

Yes, this project promotes the public
record-keeping responsibilities of the Office
and aligns with IT goals to streamline work
processes through technology.

Does this project reduce or prevent
future increases to the agency’s
operating budget?

Yes

Yes, this will allow the agency to more
easily accommodate the cancellation of the
micrographic equipment operator position
when it becomes vacant, which DAS
Statewide Human Resources has indicated
they intend to do.

Will this project result in shared
capabilities?

No

Our need to have easy access to retrieve
our records electronically is specific to
SOTS and its customers. We do not
anticipate that other agencies would need
access to this output, however we do
provide these records to other agencies for
free when requested.

Has the agency performed due
diligence to determine if a

solution that is currently being
used by other state agencies or
other states can be leveraged?

Yes

Working with our current vendor who
already provides the system we use to
process our transactions is the most
efficient solution. Were we to use other
state systems, we would have to
re-engineer our entire transactional system.

Is this project being Co-developed
through participation of multiple
agencies?

No

The system is a specific need for SOTS,
however we will require approval from the
State Library to achieve additional savings
from printing and storage.




G. Organizational Preparedness. The criteria in this table will be used to determine project implementation capabilities,

governance and commitment.

Preparedness Criterion

Explanation

Describe the project
management methodology,
framework or process be used
to assure successful delivery
of the project?

Our vendor primarily uses a systems development life cycle (SDLC) approach to project
delivery. Both parties will agree to the SOW and functional specification. Milestones are
used for payment invoicing. Our business requirements have already been developed and
reviewed by our vendor.

The State encourages agencies to
consider using an incremental
value approach for project delivery.
Please indicate if this approach will
be utilized and how or why it will
not be utilized.

This is a long-time vendor with a consistent approach that has been successful in the past.

The State requires an experienced
project manager be assigned to the
project. Please explain how the
agency will meet this requirement.

The Agency will be assigning Thomas Miano the Agency IT Manager as project manager.

Explain the key milestones or
activities that need to be
completed as part of the project.

Agree to business requirements (in process)
Development of code

UAT

Deployment

Describe the level of
commitment that senior
management will provide to
the project.

The Secretary and the Deputy Secretary are in full support of this project. This process
currently requires nearly 3,000 total employee hours. Given reductions in staffing and
knowing that staffing will not return to historic levels, the agency is prioritizing automation.

Will, or has, the agency gone
through a Lean process
improvement initiative related to
this project?

This specific process was the subject of a LEAN event on September 6-8. The
improvements that we are requesting funding for are the result of that process.

How Is the agency prepared for and
experienced in Vendor
Management?

The Agency has been working with this vendor for many years.

Please indicate if the agency has
provided up to date information on
the Information Technology Project
Portfolio and the Information
Technology Application Portfolio
SharePoint sites?

Yes, the agency keeps the applications and project portfolios current.




Describe what procurement
vehicles are expected for this
project such as RFP, use of existing
state contract, ITB, etc.

We will continue to use our existing vendor.

How is the agency prepared to
support this system once
implemented (post-production
support)? Who will host the
solution?

PCC will continue to provide support under their current support contract.

H. Project Ramp Up. If capital funds are awarded for this project, how long will it take to ramp up? What are the
key ramp-up requirements and have any off these already been started? For example, has a project manager
been identified? Has an RFI been issued? Is a major procurement required such as an RFP?

Ramp-up time is minimal. Business requirements have already been drafted and discussed with the vendor. We are not requesting
funds for a dedicated manager and believe the agency has the necessary staff to manage this project.

I.  Post Production Support. Do you have the experienced staff with the proper training to sustain this initiative
once it’s a production system? Do you anticipate having to hire additional staff to sustain this? What training

efforts are expected to be needed to maintain this system?

Additional training for new administrative functions and staff should be minimal. No additional efforts will be required to maintain this
additional functionality. It should lead to reduced staff time required for printing and making copies.




J.  Financial Estimates. From IT Capital Investment Fund Financial Spreadsheet

Estimated Total
Development Cost

Estimated total
Capital Funding
Request

Estimated Annual
Operating Cost

One Time Financial
Benefit

Recurring Annual
Financial Benefit

$ 200,000.00

$200,000.00

$312,000.00

$108,000.00

Explanation of Estimates

Recurring annual benefit includes the approximate savings from not having to print 500,000 pages (at .05/page-approx) = $25,000

Micrographic Equipment Operator = $48,000/salary

Micrographic Equipment Operator Benefits (Comptroller) = $35,000

Estimated Annual Operating Cost current CONCORD maintenance cost ($294,000) + additional CONCORD maintenance cost ($18,000)
= $312,000 annual CONCORD maintenance cost after project completion.

Assumptions: Please list key assumptions you are using to estimate project development and implementation costs

Vendor costs are based on quote. Cost for a server is an estimate.




lIl. Expanded Business Case

A. Statutory/Regulatory Mandates. 1) Cite and describe federal and state mandates that this project in intended
to address. 2) What would be the impact of non-compliance?

Statutory / Regulatory Mandates:

The records processed and maintained by the Business Services Division are governed by the Uniform Commercial Code (Title 42a)
and Connecticut law on corporations, limited liability companies, and other business entities (Titles 33 & 34). Our general duty to record,
preserve and retrieve all records filed with our division is in C.G.S. 3-99a. Among other things, we are legally obligated to take action on
all documents filed with our office within five business days see C.G.S. 33-612; 33-1008; and 42a-9-512-523. We also have an
obligation to provide bulk copies of our UCC records within 30 days.

Impact of non-compliance:

Continued wasteful printing and staff time for filing printed pages and making paper copies. The public will continue to not have easy
access to valuable online information.

B. Primary Beneficiaries. Who will benefit from this project (citizens, businesses, municipalities, other
state agencies, staff in your agency, other stakeholders) and in what way? Please be specific.

The public, including citizens and businesses who access business filings online will find the information they need; and SOTS will have
better and less time-consuming records administration.

Important:

If you have any questions or need assistance completing the form please contact Jim Hadfield or John Vittner
Once you have completed the form and the IT Capital Investment Fund Financial Spreadsheet please e-mail

them to Jim Hadfield and John Vittner.

John Vittner, (860) 418-6432; John.Vittner@ct.gov
Jim Hadfield, (860) 418-6438; Jim.Hadfield@ct.gov




	I. Project Identification
	A. Project Dates
	C.   Summary

	III.  Expanded Business Case
	‐ If you have any questions or need assistance completing the form please contact Jim Hadfield or John Vittner


	Project TitleRow1: CONCORD enhancements to support PDF creation and storage of online filings
	Agency: [Secretary of State]
	NameProposal Submitter: Chris Drake
	PhoneProposal Submitter: 860-509-6059
	EmailProposal Submitter: Chris.Drake@ct.gov
	NameAgency Head: Secretary of the State Denise Merrill
	PhoneAgency Head: 
	EmailAgency Head: 
	NameAgency IT Director: Thomas Miano
	PhoneAgency IT Director: 860-509-6199
	EmailAgency IT Director: Thomas.Miano@ct.gov
	NameAgency CFO: Blanche Tucker
	PhoneAgency CFO: 860-509-6166
	EmailAgency CFO: Blanche.Tucker@ct.gov
	NameOPM Budget Analyst: Melissa Yeich
	PhoneOPM Budget Analyst: 860-418-6372
	EmailOPM Budget Analyst: Melissa.Yeich@ct.gov
	Proposed Start DateRow1: 1/03/2018
	Expected Completion DateRow1: 5/21/2018
	Project Duration monthsRow1: 6 months
	NameLeanCoor: Tina Prakash
	PhoneLeanCoor: 8605096224
	EmailLeanCoor: Tina.Prakash@ct.gov
	NameExecSponsor: Scott Bates
	PhoneExecSponsor: 860-509-6268
	EmailExecSponsor: Scott.Bates@ct.gov
	NameProjectManager: Thomas Miano
	PhoneProjectManager: 860-509-6199
	EmailProjectManager: Thomas.Miano@ct.gov
	Connecticut Open Data website: To apply a new taxonomy (number structure) to all business filing and UCC documents to separate electronically-filed documents from paper-filed documents and add the PDF generation functionality to the existing Connecticut Online Commercial Recording Division (“CONCORD” system) for the online filings to create a PDF of each volume upon completion for born digital.
	Summary Describe the high level summary of this project in plain English without technical jargonRow1: The CONCORD system will need programming to include the new taxonomy and process and create PDF files from online (born digital) filings.  These files will be stored on servers maintained by DAS-BEST and may, in the future, be integrated into a FileNet solution.
	Business Goal Action PhaseRow1: Eliminate the need to print 500,000+ pages of online filings for the purpose of microfilming
	FY: 
	0: [FY18]
	1: [FY18]
	2: [FY18]
	3: [Select]
	4: [Select]
	5: 
	0: 
	0: [FY18]
	1: [Select]



	Current ConditionRow1: All online filings are printed out and interfiled with paper filings before sent to microfilming for scanning.  
	Expected ResultRow1: Drastic reduction in paper printing, elimination of at least 500,000 pages per year. 
	Business Goal Action PhaseRow2: Reduce off-site storage by 75%
	Business Goal Action PhaseRow3: Eliminate staff time needed to print, interfile and scan electronically submitted filings
	Current ConditionRow3: Because all filings need to be scanned from a paper version, all online filings are now printed, interfiled and then scanned.  
	Expected ResultRow3: Staff will not be spending time printing, filing and scanning online filings. Anticipated vacancy for Micrographic Equipment Operator in FY 19 will not be refilled.  
	Business Goal Action PhaseRow4: 
	Current ConditionRow4: 
	Expected ResultRow4: 
	Business Goal Action PhaseRow5: 
	Expected ResultRow5: 
	Current ConditionRow5: 
	Business Goal Action PhaseRow8: 
	Current ConditionRow8: 
	Expected ResultRow8: 
	Business Goal Action PhaseRow7: Create new taxonomy for online filings, separating electronically filed documents from paper filed documents
	Priority: 
	0: [Yes]
	1: [Yes]
	2: [No]
	3: [Yes]
	4: 
	0: [No]


	ExplanationIs this project reduce or prevent future increases to the agencys operating budget: Yes, this will allow the agency to more easily accommodate the cancellation of the micrographic equipment operator position when it becomes vacant, which DAS Statewide Human Resources has indicated they intend to do. 
	Explanationhas the agency performed due diligence: Working with our current vendor who already provides the system we use to process our transactions is the most efficient solution.  Were we to use other state systems, we would have to re-engineer our entire transactional system.   
	identified Has an RFI been issued Is a major procurement required such as an RFP: Ramp-up time is minimal.  Business requirements have already been drafted and discussed with the vendor.  We are not requesting funds for a dedicated manager and believe the agency has the necessary staff to manage this project.  
	Postproductionsupport: Additional training for new administrative functions and staff should be minimal. No additional efforts will be required to maintain this additional functionality. It should lead to reduced staff time required for printing and making copies.
	Estimated Total Development CostRow1: 200000
	Assumptions Please list key assumptions you are using to estimate project development and implementation costsRow1: Vendor costs are based on quote.  Cost for a server is an estimate.  
	Estimated total Capital Funding RequestRow1: 200000
	Estimated Annual Operating CostRow1: 312000
	One Time Financial BenefitRow1: 
	Recurring Annual Financial BenefitRow1: 108000
	Explanation of EstimatesRow1: Recurring annual benefit includes the approximate savings from not having to print 500,000 pages (at .05/page-approx) = $25,000

Micrographic Equipment Operator = $48,000/salary

Micrographic Equipment Operator Benefits (Comptroller) = $35,000

Estimated Annual Operating Cost current CONCORD maintenance cost ($294,000) + additional CONCORD maintenance cost ($18,000) = $312,000 annual CONCORD maintenance cost after project completion.  
	Statutory  Regulatory MandatesRow1: The records processed and maintained by the Business Services Division are governed by the Uniform Commercial Code (Title 42a) and Connecticut law on corporations, limited liability companies, and other business entities (Titles 33 & 34).  Our general duty to record, preserve and retrieve all records filed with our division is in C.G.S. 3-99a.  Among other things, we are legally obligated to take action on all documents filed with our office within five business days see C.G.S. 33-612; 33-1008; and 42a-9-512-523.  We also have an obligation to provide bulk copies of our UCC records within 30 days.
	Impact of noncomplianceRow1: Continued wasteful printing and staff time for filing printed pages and making paper copies. The public will continue to not have easy access to valuable online information.
	state agencies staff in your agency other stakeholders and in what way: The public, including citizens and businesses who access business filings online will find the information they need; and SOTS will have better and less time-consuming records administration.
	ExplanationIs this project aligned with business and IT goals of your agency: Yes, this project promotes the public record-keeping responsibilities of the Office and aligns with IT goals to streamline work processes through technology.
	ExplanationWill this project result in shared capabilities: Our need to have easy access to retrieve our records electronically is specific to SOTS and its customers.  We do not anticipate that other agencies would need access to this output, however we do provide these records to other agencies for free when requested.   
	ExplanationIs this project being Codeveloped through participation of multiple agencies: The system is a specific need for SOTS, however we will require approval from the State Library to achieve additional savings from printing and storage.  
	RFPexistingcontractITBetc: 
	0: We will continue to use our existing vendor.

	Howsupportingonceimplemented: PCC will continue to provide support under their current support contract. 
	Willthisapproachbeutilized: This is a long-time vendor with a consistent approach that has been successful in the past.
	Describeprojectmethodology: Our vendor primarily uses a systems development life cycle (SDLC) approach to project delivery. Both parties will agree to the SOW and functional specification. Milestones are used for payment invoicing.  Our business requirements have already been developed and reviewed by our vendor.  
	Isanexperiencedprojectmanagerassigned: The Agency will be assigning Thomas Miano the Agency IT Manager as project manager.
	Explainkeymilestonesoractivities: Agree to business requirements (in process)
Development of code
UAT 
Deployment
	Levelofcommittmentthatwillbeprovided: The Secretary and the Deputy Secretary are in full support of this project.  This process currently requires nearly 3,000 total employee hours.  Given reductions in staffing and knowing that staffing will not return to historic levels, the agency is prioritizing automation.  
	Hastheagencytriedtoleanthis: This specific process was the subject of a LEAN event on September 6-8.  The improvements that we are requesting funding for are the result of that process.  
	HastheagencytriedtoleanthispriortobecomingandITproject: The Agency has been working with this vendor for many years.
	HasuptodateinformationbeenprovidedonITprojectportfolio: Yes, the agency keeps the applications and project portfolios current.
	Current Condition2: All filings, whether submitted via paper or online are printed, boxed, and stored in commercial off-site storage
	Expected Result2: Obtain permission from the State Archives to retain these files digitally until a permanent digital storage solution can be implemented.  
	Business Goal Action PhaseRow6: Add PDF support for all online filings to CONCORD
	Current ConditionRow7: Electronically filed and paper filed documents are stored together and numbered sequentially in the order they are processed.
	Expected ResultRow7: Separate the filings by source.  In the future, this will allow for easier transition to online-only filings of specific documents, if authorized by the legislature.  
	Expected ResultRow6: PDFs will be produced, organized and stored for all online filings.
	Current ConditionRow6: PDFs are not generated or stored. PDF is a format suitable for long-term document storage and retrieval.


