Transmittal
O fice of Adnministrative Hearings (OAH) Nurmber: 00- 04

Procedures Transm ttal

Distribution:

|
i
ALB OAH Staff [x] UPS ALJs/ [x] Upstate LDSS [ ]| Subject:
SUP ALJs [x] : Docurent | nagi ng

: | mpl enent ati on
NYC QAH Staff [x] NYC ALJs/ [x] NYC Agencies [ ]}

SUP ALJs [x]

e m m e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e emee oo +
As of Decenber, 1999 O fice of Administrative Hearings File Managenent Unit
staff have been phasing out the current file storage procedures and have begun
to utilize scanning equi pment installed to "docunent inmge" the contents of
all closed fair hearing files for on-line storage and retrieval. This
initiative is the result of an approximate $1 mllion budgetary appropriation
whi ch was all ocated foll ow ng extensive research, including visits to other
facilities that utlize imaging in their daily operation, as well as exhaustive
assistance fromstaff in the Applications Services Center. On-going
nodi fications have characterized this project as we attenpt to integrate it
into present requirenents of the hearing process. Utimtely, the OAH i nmagi ng
systemw || play an instrumental role not only in the fair hearings process,
but Departnent-wi de as other divisions develop inmaging applications. Wthin
the Ofice of Admi nistrative Hearings, conponents such as video hearings and
an autonated taping systemwill be interactively connected to the inmaging
function, thereby creating the capacity for on-line access to all hearing-
rel ated docunentati on.

The current "debuggi ng phase" of the inmagi ng process has consisted of docunent
i magi ng while maintaining the paper file systemas a back up. Wile we
realize imaging will inmpact both "in-house" staff and those in the field at
our regional offices, as well as staff at the l|ocal agency level, there are
certain procedures that must necessarily be nodified to accommpdate new

requi renents as we change from a paper systemto an el ectronic system W
have identified sone of these changes and set forth bel ow suggested ways that
staff can assist in easing this transition. Oher changes will be

conmuni cated as we progress. |If you have any suggestions or coments, please
provide themto your supervisor or to Ed McCarthy, who has responsibility for
coordi nati ng docunent inmaging i npl ementation and on-goi ng nmai ntenance of this
process. He also has been assigned supervisory responsibility for staff in
the File Managenent Unit, who are being asked to carry out the individua
tasks necessary to the successful functioning of the inmaging process.

To the extent possible, it will be helpful if all docunents inserted in the
fair hearing file renmain free of staples. Your cooperation in ensuring that
new docunents being inserted in the file are not stapled will greatly assist
staff assigned to the docurment inaging task.
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Since col ored paper creates inmaging problens, we would like to reduce its use.
The use of "greensheets" should be discontinued i mediately. Any renaining
stock of the green-col ored supply of the OIDA-1962 shoul d be destroyed and
only white photocopies of this formshould be used until we can ascertain a
scannabl e col ored substitute. Please do not wite in the margins of any forms
or on the inside file jacket since such information nmay not be scannabl e or
scannabl e only with a considerabl e amount of effort. A preferred nethod of

i ncludi ng additional infornmation that does not fit on existing forns is to
insert an 8 1/2-inch by 11-inch sheet of white paper with such information
plainly witten and identified as to what it is. Please try to limt

i nfornati on handwitten on the exterior of the file jacket to those itens that
are required to be filled in such as Tape Nunbers/Digits; Disposition

Qut conmes; Adj ournnent Codes; ALJ Nunber; Representative, etc.

While we can't control what documents are provided by appellants, representa-
tives, and agency staff, keep in mnd that the follow ng kinds of docunents
are difficult, if not inpossible, to scan

Col ored docunents Legal -si ze docunents
Faxed docunents Oni on-ski n docunents
Docurents containing "Post-Ilts" 1l egi bl e docunents

Therefore, if a docunent of one of the above types is submitted by a wal k-in
appel l ant, representative, or agency representative for inclusion in the file
and if a photocopy nmust be made of the docunent, whenever possible, the

phot ocopy should be retained with the file and the original "hard-to-scan”
docunent should be returned to the individual submtting it.

For any staff who have occasion to handl e perforated green-bar printouts
fromeither the WS, PDS, or BICS systemor perforated printouts fromthe FH S
system it would be hel pful, whenever possible, if these pages could be torn
apart at the perforations rather than being inserted in the files as one

conti nuous docunent.

A separate transnittal (OAH 00-05) has been forwarded to | ocal agency staff to
request their cooperation in avoiding the subm ssion of the above-nentioned
types of difficult-to-scan docunents as part of their evidentiary packets.
Thank you for your anticipated cooperation as the docunent imagi ng project
phases nove forward. |f you have any questions as to the inmpact of documnent

i magi ng on of fice operations, you may contact M. MCarthy at (518) 473-8920
or via email LA008S.
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Mark Lacivita, Director of Adm nistration
Ofice of Administrative Hearings



