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What is Laserfiche? 
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• Laserfiche is an Enterprise Document Management System (EDMS):

– 35,000 customers with 5 million users worldwide
– More local government customers than any other EDMS system
– 400 customers in 15 states
– 13 counties and more than 125 cities in California

• ECS is the #1 provider of Laserfiche solutions in Western US and has 
offices in the Bay Area
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Project Goals
• Implement a citywide system to store and find documents
• Reduce paper, digitally manage information
• Implement electronic forms, streamline processes and workflow
• Enable increased transparency and accountability via public web portal 

and enhanced search capabilities 
• Implement digital and electronic signatures for contracts
• Retire Sire system  (end of life 07/19) 
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Initial Departments/Projects
• City Attorney: Legal Service Request form

Workflow and electronic signatures (Docusign) for contracts
• Silicon Valley Power: Electronic forms and department wide  

document management
• City Clerk: Centralize records retention management for city records 

from creation to disposition
• Fire Dept: Access to maps, surveys, Hazmat and other documents in 

the field via smart phone or tablet
• Other projects: Permitting System Integration, GIS Integration
• Retire Sire 
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Current Status
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CAO - LSR SVP - FRAP
CCO - Records 

Retention 
CCO - Boards & 

Commissions



Timeline
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Sept – Dec

• Installation
• Prototypes

• LSR
• Records Mgmt
• SVP
• Fire

January

• SME Training
• Sandbox 

Creation
• Test & refine 

prototypes
• GIS Integration

February

• Test & refine 
prototypes

• GIS Integration
• Initial Sire 

Conversion

March

• Test & refine 
prototypes

• Admin Training
• GIS Integration



Timeline
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April

• Citywide FitGap
• LSR testing, production
• Contract Mgmt - Reqs
• Docusign – Reqs
• Clerk – Document Mgmt
• Fire – Haz Mat reqs

May

• Project Prioritization
• Finalize project plan
• Contract Mgmt - test
• Docusign – test
• Clerk – Document Mgmt
• Fire – Haz Mat test
• Permitting

June

• Dept reqs
• Contract Mgmt - Prod
• Docusign - Prod
• Permitting
• Clerk – Doc Mgmt Prod
• Fire – Haz Mat - Prod

July - Dec

• Dept reqs
• Retire Sire
• Permitting Production
• Account Payable
• Granicus Integration
• Future Projects



FitGap Analysis Meetings
• Designed to help each department:

– Determine current process
– Propose new & more efficient business processes to improve existing process
– Determine what records may be made available through public portal
– Digitize records and reduce paper

• Meetings: in coordination with staff project team and ECS Imaging
• Meeting Dates: April 11, April 15, April 16 & April 22

(Time slot assigned upon receipt of questionnaire)
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What’s Next
• Test, refine & implement prototypes
• End user training
• Complete Fit Gap analysis with each department City-wide

– Determine existing use of SIRE and suggested improvements to be made
– Determine other document management needs
– Prioritize departmental needs
– Determine additional resource requirements
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Public Records 
60 Day Review



First 60 Days
• Conducted department meet & greet
• Determined goals for the role of Public Records 

Manager 
• Developed plan for sustaining knowledge, 

increasing transparency & implementing systems 
• Developed plan for strategic planning/positioning



Total Citywide Public Records Request in 2019

24 Open 90 Closed
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114 Requests 
Tracked
-----------

11
PRA Email 

Sweeps



Public 
Records 
Requests 
by 
Department 

FIN (5) 3 Open

CMO (8) 2 Open

CCO 
(4)

ITD (1)

CD (22) 6 Open

CAO (2)PD (8) 8 Open

CITYWIDE (2)

HR (6)M&CC (4)
SVP (1)

FIRE (39) 1 Open

NONE (2)
UNKNOWN (1)

FIN (5)

CMO (8)

CCO (4)

ITD (1)

CD (22)

CAO (2)

PD (8)

CITYWIDE (2)

HR (6)

M&CC (4)

SVP (1)

FIRE (39)

NONE (2)

UNKNOWN (1)



Managing Records

• Digitizing records 
• Identifying records locations
• Email Retention Policy – CMD 42
• Utilizing software to increase efficiency 

– Laserfiche & Next Request
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Email Retention Policy
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Folders outside the Inbox,
Calendar, Contacts, Tasks, Notes, Drafts
Items in these locations will remain 
unless you delete them.

Inbox
Subfolders of 
Inbox
Sent Items

Recover Deleted Items
Or
Aged Items Cleanup 
(SVP)

Items  
permanently
deleted

90 days 21 days



Next Request

Online portal to receive and respond to public records requests.
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3
Release Records

Send documents of 
any type or size. 
Release to an 

individual or the public 
at large.

2
Track & Process

Route to staff 
automatically. 

Maintain compliance 
with dashboards and 

audit trails

1
Receive Requests

Accept requests 
through a modern 

online portal. Connect 
requesters with self-
serve information.



Public Records Legislation 

• 112 Bills introduced in the 2019-2020 session year 

– It is common to see various proposals for changes to the 

CPRA that often do not result in becoming law.

• Example: SB 615 (Hueso) Public records: disclosure.
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Updates to Process

• Select departments have been routing PRA requests through 
Public Records Manager (testing centralized process)

• Refinement of email sweeps (coordination with IT)
• Citywide tracking of PRA’s 
• Created repository of PRA request, responses & responsive 

records
• Determined/identified Public Records Coordinators in each 

department
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Next Steps
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QUESTIONS?

Dominique L. Davis
Public Records Manager

Ddavis1@santaclaraca.gov | 615-2293
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