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    MEMORANDUM     
 

DATE:  December 04, 2012 

    

TO:  Judie Zimomra 

  City Manager 

 

FROM:  Pamela Smith, MMC 

  City Clerk 

  Bert Smith, 

  MIS Director 

 

SUBJECT: Digitization of City Records, Phase 2 follow-up 

             

Background: 

The current adopted budget includes $76,090 to continue the digitization of City records, other than 

Police Department records. Of this amount $27,090 was scheduled for City-wide digitization of 

records and $49,000 was allocated to Administration for labor costs to digitize records. Digitization 

is the best available technology used to keep records in perpetuity for historical and administrative 

value, as well as allowing compliance with the records law.  To date, we have digitized 100% of 

Legislative and 85% of Administrative historical records.  Our next phase of digitizing records is to 

commence storing all new records generated in all Departments in a digitized format. 

   

Current Status: 

The City retains three types of records: paper, digitized and microfilm.  Paper records are stored in 

two locations: those stored on-site and those stored off-island. As of August we store 1,614.34 cubic 

feet of paper records on-site. The total amount of paper records stored off-site is 2297.7 cubic feet. 

The total amount of records is  3912.04 cubic feet.  Additionally, there are two-hundred and forty-

four rolls of microfilm stored at the Sanibel Library that is included in the 3912.04 cubic feet of 

records stored off-island. The annual off-island storage and retrieval costs are $18,600. The nine-

hundred and forty-four rolls of microfilm stored at the Sanibel Library . Included in the off-island 

storage are the nine-hundred  boxes of original records that were used to create the microfilm. 

.  

The Library has put the City on notice that due to space concerns they are requesting the City take 

control of the microfilm. More pressing, the two hundred and forty rolls of microfilm stored at the 

Sanibel Library are reaching the end of useful life and becoming very difficult to read. These rolls 

of microfilm include Building/Planning developmental permitting records from 1974 to 1991. The 

current quote to digitize the original paper documents which were copied to microfilm is $202,500.   

 

It is important to note that the equipment purchased for records digitization, retention and storage 

will also be used to digitize records for the new City-wide software system, Munis. 
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Staff’s current recommendation is to utilize the $76,090 that is included in the current budget, as 

well as an additional $28,000 from the Finance Department CIP to: 

 

 Commence digitizing of all newly generated records in all Departments, except the Police 

Department 

 Commence digitizing historical records in the following order 

o Natural Resources 

o Planning Department 

o Building Department 

 

 

 

PS/me 

 

 

 

 

 

 
 














































