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CITY OF CAMBRIDGE
INTEROFFICE CORRESPONDENCE

James 1. Sullivan, City Manager Date December 4, 1975

Edward A. Lehan, Finance Director Reference '/
Establishment of Microfilm Center. |

INTRODUCTORY NOTE. As you know, our Records Management Program,

staffed with C.E.T.A. personnel, has been in operation since last
February. Consultants have been engaged since that time to train

this staff and guide the development of a city-wide Records Manage-
ment System. To date the records of the following units have been
analyzed for the application of varfous Records Management technologies.
These units are: Treasury, Auditing, Personnel, Purchasing, Assesing,
Traffic & Parking, and Building. -

Other departments are in various stages of records analysis. In
these studies we are finding a significant number of microfilm
applications. Our consultants, Mr. James Quinn and Mr. Edward King,
have recommended that the city establish its own microfilm center
rather than commit the city to total dependence on contractors. This
recommendation is based on relative weight given to cost factors,
qualfty control, convenience, and the desirability of maintaining a
centralized microfilm process in connection with the overall manage-
ment of the city's extensive archives. Our analysis of comparative
cost factors indicates that a microfilm center operation is competi-
tive enough with such services provided bv contractors, when these
other factors are considered.

SERVICE PLAN. The proposed microfilm center is related to our‘dverall
records management program. This program has the following goals:
1) efficient collection, storage, and retrieval of information

2) rapid incorporation of "state-of-the-art" improvements in
information processing technology

3) efficient disposal of non-essential records

4) economy in record-keeping employing the most efficient
storage and retrieval mediums '

The systematic introduction of MICROGRAPHICS will significantly help
the city reach these goals by providing the following advantages:

1) Microfilm requires approximately 80% less space to
store than paper



2) Microfilm is the least expensive means of providing
a security file for records (approximately $.002 per
page of information) .
" 3) Microfilm is retrieved and refiled in 1/3 or less than
the time required to retrieve paper.

4) Microfilm is based on polyester which is much stronger
and more durable than paper

5) The use of microfiche to 'print' computer reports is
approximately 40% less costly than the printing of
four-part paper.

The cost per 1,600 images produced by this proposed city microfiim
center is estimated at $15.71, including amortization of start-up

costs for equipment and space renovation. The cost per 1,000 images —
preduced on contract by & Service Bureau is currently estimated at
$13.50. This slight cost differential in favor of a contract service
is out-weighed by the following advantages of a city-operated center:

-tniform production performance

-Superior quality

-Record protection from loss or disclosure
~Production scheduling flexibility

In 1976-77 fiscal year, we expect to add a procassor to develop micro-
film, reducing costs by $£3,500.00, therefore cutting the cost per 1,000
frames to an estimated $14.71 per 1,000. A cost anaiysis follows:

PRNUAL COST

k]

Equipment 7 yr. life $ 2,890,
Labor 4 grerators 33,280.

1 supervisor 10,4&0,2

Space utiiization 7 yv. 1ife 260,
Film & processing 3,750,000 frames 9,470,
Equipment maintenance 1,200.
Misc supplies 500.
Total 358,000,

VAt this time, only $13,145 is recuived. The remaining $7,100 for equipment
will be schaduled for 1976-77.

“ Reflects only those renovation costs directiy attributable to the microfilm
process.

It should be noted that we intend to finance almost 21l of the operating

costs of this proposed center with funds made available by the Comprehen-
sive Employment and Training Act for as long as pessible.
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RECOMMENDATION. The following steps are necessary to estabiish the
proposed Microfiim Center:

Basement Room 105: Major Refurbishing Keeded. After analysis

of areas available within City Hall, a pasement storags room

has been selected as the location for thesmicrofilm center.
Convenient to the elevator and the back door, this area will

make for efficient moving of documents in and out of the build-
ing. This room 25' X 25', will be divided into three sections,

a wWork area, archival storage, and microfilm control office.
Fiooring, walls, ceiling, windows, painting, and air conditioning
must be installed to make this area habitable. Estimated cost
of this renovation is $14,855.

Purchase of Wicrofilming Equipment. Both cameras are of the
rotary type with interchangeable parts and the capacity to
vecord two rolls at & time, Tor maximum security.= 1t-has-been—

determined that initially, two cameras are needed to equip the
microfilm center, based on an analysis of backlog and current
volumes. Certain oversized documents, such as pians and biue-
prints, will be sent out for recording as the volume does not
jus;ify equipment purchase. Estimated cost of this equipment
is $13,145, _ - :

¥e hope to implement this recommendation as soon as possible. To
this end I have prepared a budget transfer, estimated at $28,000 for
submission to the Council.

in the meantime, I will initiate bid proceduves for the refurbishing
of Basement Room 105,




urface of a11 ua?ls s&al¥ &s 5/8“ sheet reck f1nishaé ﬁitb

‘;ped joints & smooth surfaces,

floor shall be built-up with 5/8" plyscore b}ockad &

- a continous level surface, '
~{:tcentracsGrvsha%3 remove all uaussd duct work & plumﬁing
ixtures,

11 lighting & electrical fixtures & installation by owner.
e two new windows shall be Anderson T-2-AP33 or equivtlant
The third window shall be sealed with 8" block:
a. The exterior shall hgrstuceeé to match existing Lt
~ brown stone
'b. The completed enclosure shall be water tight.
e suspended G&iliag shall be located so as to clear the top
f all masonry openings and cover all overhead pipeing.

'g;mﬁ with Armstrong Cork Co, Boldface Tegular Secoﬂd aaqk I

11,

nels and grid system installed according to €shpaa Spe
"couﬁ ters sha 3
nwax or equivalent. (matte :
r~§f%§sh¢s shall be installed wfth al! ﬁecassnry aria and
located as noted:
1. Armstrong Imaeric% Texture Excelon Tile, 1/8“ gﬂye
. # 51836 Shelter White
2. Armstrong Imperial Texture Excelon Tile, 1/8" g&ge
# 51842 Pagoda Red.
3. Milliken Carpet: Acrilan Acry!ic Fier, 1728 Beres1
. Pattern; Grey heather # 21
The two windows shall have Levolor Riviera ?eﬂetian Btiadﬂ
# 260, Pagoda Red or Equivalient, L
t&; top shall be Textolite # 1619 Choco Brawn or
vaent




CITY COUNCIL
CITY OF CAMBRIDGE

DECEMBER ¥, 1975
INTRODUCED BY CITY MANAGER JAMES L. SULLIVAN
AN ORDER CONCERNING AN APPROPRIATION FOR THE FISCAL YEAR BEGINING JULY 1, 1975

ORDERED: That the following transfer be made in the General Fund of the City of Cambridge:

-

FROM AMOUNT 10 AMOUNT

reserve fund 28 000 general services 28 000
extraordinary expenditures

REASON(S)

To renovate basement room 105 and equip it as the city microfilm center.

s Wy Cowmeid_ L2
Adoplsd by yea snd nay Vote

Yeas___ O Nays 0 Absent_j___




CITY OF CAMBRIDGE

CAMBRIDGE, MASSACHUSETTS 02139
Tel. 876-6800

EXECUTIVE DEPARTMENT
JAMES L. SULLIVAN
City Manager December 8, 1975

To the Honorable, the City Council:

Enclosed for your approvalris an appropriation order and a
self-explanatory communication from Edward A. Lehan, Finance
Director, ‘relative to the establishment of a microfilm center.

Very truly yours,

James L. Sullivan
City Manager

JLS/mbf
Encs.

Amended Communication
To the Honorable, the City Council:

Enclosed for your approval is a request for a transfer
of the sum of $28,000 from the Reserve Fund to the General
Services, Extraordinary Expenéituresvto provide for the
establishment of a microfilm center in Room 105 in the City

Hall Basement.
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