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 Creating policies and procedures to inventory the documentation

* Organizing and consolidating for quick access

* Archiving old records, reports and laboratory tests O
to information for users.

/ Levitt, Aimee. “Best Approximation of the Final Scene in Raiders of the lost Ark” (2005). Web
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* Title

* Water/Sewer * Location of Document

* Year * Is it Made Public?

* Attributes (helps employees * |s the Document
access document) Scanned?

* Author * Notes

* Document, Contract, Report? * Any Duplicates?

K\? Excel Spreadsheet —a Catalogue
\

Document Archive Program

Title Water/ Sewer Attributes Author Contract, Report, ... Location Made Public?? Confidential? Scanned?

WTR - Compliance Office - Admin

Report to the City of Allentown on Water Works - Records Retention - Scanned

Improvement Study Improvement Study Metcalf & Eddy Engineers Documents Not Yet

Report to the City of Allentown on the Potential WTR - Compliance Office - Admin

for Developing a Groundwater Supply in the - Records Retention - Scanned
Lower Reaches of the Little Lehigh Creek Groundwater Supply Metcalf & Eddy Engineers Documents Not Yet

Notes Duplicatg
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& RRA13-Annual Residuals Analy...
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5.0 Box 3348 * Allentown, PA 1810803
Lehigh County Authority 1053 Spruce Road B . A
‘ | REGULATORY REPORT COVER PAGE
Date: March 30, 2018
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NPDES Inspectio...t PaDEP 07162019
On the site Compliance Offi

20/19, 3:19 PM - McKenn

RRA23-Annual IP...ance Report 2017
On the site CLAreporting
3/20/18, 12:13 PM

ge Sludge (Bi lids) A
egulations - 503.18, 503.28, 50

EPAF

RRA13-Annual Re...cation (503) 2017
= On the site CLAreporting
" ;’/l ;/Itﬁy 12:46 PM ln'LHl'Iu' ! eClol 2

)L/vlﬁg a cellphone in the field to access document library is as easy as 1, 2, 3!




SharePoint = Document Library in the Clou

R Compliance Office * Following

Home Documents Pages Contracts & Agreements Reports Site contents AlMS Document Vault Edit

/D Search Documents + New ~ 7 Upload ™~ & Quick edit 2 Sync EH Export to Excel «- = All Documents

Documents \ Search Field

Mame Enterprise Keywords ~  Modified Meodified By Comments + Add column -~
CAW15 AMR ltron Meter Project October 11 McKenna, Jennifer

2020 CCRC October 11 MckKenna, Jennifer

AQ 181 Source Reduction 2020-2024 July 23 Chamberlain, Brian

Part Mine 901 Excavations Movember 28, 2018 McKenna, Jennifer

Stream Maintenance Debris removal September 25, 2018 McKenna, Jennifer

AQ Escrow Fund EPA AD September 6, 2018 McKenna, Jennifer 2/6/18 Finance meeting
Finance




“Differentiaing Between
Standards, Procedures
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j/v the Document that has been already Scanned”

Al

+ “Scanner ujitsu ScanSnap 1X1500 appliance”
* “How to Scan Larger Maps and Contracts into
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“Five Pitfalls L&D should avoid” 2019. Web.

Solutions

. ey
deas and requests

l * Rescor

. throughout solution, the SharePoint
Document Vault, IT Department.

* Large, faded document maps and drawings, must be

\ ¢ scanned into a pdf for digitizing and preservation.
Engineering Technician, Ron Schleppy
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and Control Bureau be the next to make use of this
Document Archive Program.




