
QUICKER
BETTER
SAFER
GOVERNMENT
Joanna Slusarz





QUICKER BETTER SAFER
GOVERNMENT

Compulink Management Center, Inc.

Long Beach - Washington, D.C. - Fort Lauderdale - Guadalajara - Hong Kong   
London - Luxembourg - Shanghai - Toronto 

JOANNA SLUSARZ

QUICKER BETTER SAFER  |  I



QUICKER BETTER SAFER | Government

© 2017 Compulink Management Center, Inc.  

Printed in the United States of America.

Laserfiche® is a registered trademark of Compulink Management Center, Inc.  

All other trademarks are properties of their respective companies.

No part of this publication may be reproduced, photocopied, stored in a retrieval system, or transmitted 

without the express prior written consent of Compulink Management Center, Inc.

Laserfiche  

A Division of Compulink Management Center, Inc.    

3545 Long Beach Blvd.  

Long Beach, CA 90807

II  |  QUICKER BETTER SAFERII  |  QUICKER BETTER SAFER



INTRODUCTION  1

ACCOUNTS PAYABLE 5

City of Boca Raton, FL 6
City of St. Charles, IL 16
Eaton County, MI 28

AGENDA MANAGEMENT 39

City of Thousand Oaks, CA 40
Gunnison County, CO 48

NEW EMPLOYEE ONBOARDING PROCESS 57

City of Elgin, IL 58
City of Mount Pearl, NL 64

PERMITTING AND LICENSING 75

Brunswick County, NC 76
City of Fargo, ND  84
City of Greeley, CO  90
City of Newport Beach, CA  98
City of Westminster, CO  104

RECORDS MANAGEMENT PROCESS 113

Colorado Department of Natural Resources 114
North County Transit District 118
Town of Dover, NY 124

REQUEST PROCESS 129

City of Ithaca, NY 130
City of Palm Beach Gardens, FL 138
Contra Costa County, CA 146

PROCUREMENT 155

Ada County Highway District 156
City of Highland Village, TX 162
Davie County, NC 168
San Bernardino Associated Governments 174

CONTENTS

QUICKER BETTER SAFER  |  IIIQUICKER BETTER SAFER  |  III



IV  |  QUICKER BETTER SAFER



INTRODUCTION
Managing information in government comes with its own entirely unique set of challenges. Managing 
interactions between citizens and employees has become increasingly complex in the internet age. Serving 
citizens effectively and efficiently is extremely important, especially as information needs to be carefully 
documented and regulated. 

With Laserfiche you can build automated review and approval workflows for accounts payable processing, 
contract management and procurement. 

This collection of solutions provides instructions on how to automate government specific tasks including: 

Permitting: Improve revenue generation by electronically reviewing, issuing and managing permits.

Agenda Management: Automate the creation, assembly and distribution of agenda packets.

Public Records Requests: Maintain information transparency by quickly responding to public 
information requests.

Compliant Records Management: Provide document access on Section 508-compliant public web 
portals viewable from a variety of mobile devices.

With this book of solutions, we invite users to take automation into their own hands and create easily 
customized solutions for their daily challenges. 
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This book contains 22 customer-built solutions. 
For more than 200 additional solutions, please visit:

Laserfiche.com/SolutionExchange

Some of the products and services listed on the Laserfiche Solution Exchange and 
in this book were not developed by Laserfiche. The recommendations and opinions 

expressed on the Laserfiche Solution Exchange and in this book are those of the 
person or persons posting the recommendations only, and they do not necessarily 
represent Laserfiche’s opinion or recommendation of the product or service being 

reviewed. Laserfiche disclaims all liability resulting from your purchase or use of any 
non-Laserfiche software product or service listed on the site.
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ACCOUNTS PAYABLE
Every organization has invoices that need to be paid. An efficient accounts payable 
process helps conserve cash, enables staff to focus on revenue generating activities 
and minimizes the chance that the organization will be seen as a bankruptcy risk due to 
late payments.

This section contains solutions for accelerating and simplifying the capture, processing, 
review and approval of accounts payable documentation.

City of Boca Raton, FL 6

City of St. Charles, IL 16

Eaton County, MI 28
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ACCOUNTS PAYABLE

Laserfiche Solution Contributed By: Ed Rolon, Information 
Technology Manager, Boca Raton, FL

All new technology projects at the city of Boca Raton, 
FL, follow an eight step implementation strategy. Here 
is how the city automated its accounts payable process 
with Laserfiche Forms and Laserfiche Workflow.

ACCOUNTS PAYABLE 

City of  
Boca Raton, FL

NUMBER OF EMPLOYEES: 
1,000-2,000

HEADQUARTERS: 
Boca Raton, FL

EXISTING LASERFICHE 
INTEGRATIONS: 
SunGard NaviLine
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ACCOUNTS PAYABLE

Lean Project Management

Boca Raton created a Boca Lean Steering Committee or the Lean Team to 
oversee all Laserfiche projects. The city uses the lean methodology for project 
management which is a customer-centered approach that uses existing 
resources to identify areas for improvement by eliminating non-value added 
activities. Members of the Lean Team represent different departments such as:

• Financial services

• Police

• Utilities engineering

• IT

• Compliance

Before automating their first process, the Lean Team participated in a general 
training about lean process improvement that was led by the city.

1. GET A REQUEST

Potential projects are prioritized after they are received. The city tackles the 
most visible projects, such as the accounts payable automation process, first. 
These processes affect many staff members, so automation has the greatest 
impact in these areas. More employees are able to see a tangible benefit and 
therefore get on board with the project.

2. HOLD A KICK OFF MEETING

Once the accounts payable process was selected, the Lean Team participated 
in a “Kaizen” event during which they looked for as many improvements to 
the accounts payable process as possible. Afterwards, the team held a kick-off 
meeting with various representatives from departments throughout the city to 
discuss the overall team goals of the project, the project charter and scope as 
well as identify stakeholders.
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ACCOUNTS PAYABLE

3. GO THROUGH A LEAN DISCOVERY PROCESS

This was the most time-intensive part of the accounts payable project. During 
this phase, the Lean Team mapped out the existing process on the wall with 
sticky notes. Every step, no matter how small, was included. Once the process 
was mapped out the team evaluated each step and asked if it was value 
added. Non-value added activities such as walking a file to someone’s office or 
obtaining three different signatures were identified as waste and discarded.

During the discovery process, the steering Lean Team communicated with the 
rest of the city through monthly newsletters outlining the progress to help 
generate buy-in from stakeholders for eventual change.
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4. THE NEW ACCOUNTS PAYABLE PROCESS

Once the non-value added activities were eliminated, the new accounts payable 
process was designed in Microsoft Visio. Only value-added steps were included. 

Here is the new process the team designed:
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ACCOUNTS PAYABLE

5. DESIGN FORMS AND WORKFLOWS

Once the new accounts payable process was finalized, the workflow developers 
created workflows and vendor information request forms. The finalized process 
progresses as follows:

• Before doing business with the city, a vendor must fill out an Additional 
Vendor Information form on the Boca Raton website.  

• The form is automatically saved in Laserfiche, and Laserfiche Workflow sends 
an email to the vendor confirming the form submission. Another automatic 
email is sent to the accounts payable manager who is also notified of the new 
form submission.
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ACCOUNTS PAYABLE

• Accounts payable staff verifies whether the company is incorporated and, 
if the verification is complete, the accounts payable manager generates a 
vendor record in the financial system, SunGard NaviLine.

• The accounts payable manager opens the form’s metadata and populates the 
vendor number. She also selects Completed from the form status field.

• If the state of incorporation validation is not successful due to incomplete 
information, the accounts payable manager enters the reason why the 
form is incomplete in the comments field and selects an Incomplete  
form status.

• Laserfiche Workflow sends an automatic email to the vendor with one of two 
messages:

• A vendor number and instructions on how to forward invoices to the city.

• A notification that the form is incomplete and the reason why along with 
instructions for resubmittal.

QUICKER BETTER SAFER  |  11



ACCOUNTS PAYABLE

• The vendor sends an email with the invoice 
attached to a specific email address.

• The email subject line identifies the vendor and 
purchase order number.

• The accounts payable clerk drags and drops 
the email into the Accounts Payable\Invoices\
Validation folder in Laserfiche and enters 
the invoice number and amount into the 
corresponding template fields.

• If the email subject includes a purchase order 
number, then Laserfiche Workflow performs a 
lookup into SunGard NaviLine to check if the 
purchase order is active.

• If the purchase order is active, Laserfiche 
Workflow creates a folder with the vendor 
name under the Assignment\Vendor folder 
based on the first letter of the vendor name.

• The accounts payable staff verifies that the goods 
and services have been received in SunGard.

• If the department has entered the receiver, 
the accounts payable staff selects the Pending 
Payment document status from the Finance 
Document Status field.

• If the staff member from the department 
hasn’t entered the receiver, then the accounts 
payable staff selects the Sent to Department 
status. This triggers an email to the staff 
member requesting the receiver to be entered 
into the system and routes the invoice to the 
Sent to Department folder.
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ACCOUNTS PAYABLE

• When the payment is issued, a copy of the 
check or electronic fund transfer notification is 
imported into Laserfiche with Laserfiche Quick 
Fields and Laserfiche Import Agent.

• Laserfiche Workflow matches the payment 
with the invoice and moves both to a common 
folder in the record series area where it is 
organized by fiscal year and due date.

• City staff can search for 
invoices through the city’s 
Laserfiche web portal.
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ACCOUNTS PAYABLE

6. TEST

During the testing phase, the city had to redesign some parts of the workflow. 
For example, originally Laserfiche Workflow was sending an email to a vendor 
based on the information stored in the customer database. Not all vendors had an 
associated email address, so sometimes the email would not be sent. To remedy 
this issue, the workflow was redesigned to send the email to a central inbox from 
which the accounts payable manager routes it to the correct receiver.

7. TRAIN USERS

To train users, the Lean Team held training sessions and developed a step-by-step 
guide to the new process that included detailed instructions and screenshots.  
This guide is available to everyone through the company’s Internet portal.

Here is sample a page from the guide:
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8. LAUNCH

After training was complete, the city launched the process into production, 
making changes as needed.

Benefits of Laserfiche

Automating the accounts payable process with Laserfiche has resulted in the 
following benefits for Boca Raton:

• Processing errors have been greatly reduced since purchase orders are 
now automatically looked up in SunGard NaviLine and matched with 
appropriate invoices.

• The process is much faster since redundant (or non-value added) steps 
have been eliminated.

• Customer satisfaction has increased tremendously since all vendor 
information is now submitted through a single, electronic form.

• Lost invoices have been eliminated since the system tracks the invoice 
from the moment it is received through the approval process and onto the 
final payment.

• All documents including checks and backups are now centrally located 
in the Laserfiche repository. Each department can check the stage of its 
payments in the same system.
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Laserfiche Solution Contributed By: Jackie Uhler,  
City Records Division Manager, City of St. Charles, IL

A suburb of Chicago, IL, the city of St. Charles is home 
to 33,000 residents. It is also home to 88 banker boxes 
full of 193,600 pages of old accounts payable (AP) 
documentation waiting to be destroyed (after its seven-
year retention period). If you stack all those boxes on 
top of each other, the resulting column would be more 
than 73 feet high! 

ACCOUNTS PAYABLE 

City of  
St. Charles, IL

NUMBER OF EMPLOYEES: 
200-500

HEADQUARTERS: 
St. Charles, IL

EXISTING LASERFICHE 
INTEGRATIONS: 
Infor Lawson Enterprise 
Resource Planning System
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Purchase Order Processing

Currently, three workflows handle the AP process.

A purchase order (PO) is generated through Lawson after a requisition is approved. 
Laserfiche Import Agent runs nightly and imports all POs created that day into the PO 
Intake Folder in Laserfiche. All of these POs are imported as one batch file.

Once the POs are imported into Laserfiche, Laserfiche Workflow:

• Uses the Pattern Matching activity to find the PO number and Vendor ID in the 
text and assigns them to tokens.

• Uses the Token Calculator activity to calculate the appropriate fiscal year.

• Runs a custom query in Lawson to determine the vendor name based on the 
Vendor ID.

• Creates a new entry in the records management section of the repository and 
moves the PO pages from the batch file to the new entry.

• Creates a shortcut to the PO in an existing vendor file or creates a new vendor file 
if one does not exist.

• Assigns the Finance – Accounts Payable template to the PO and populates the 
appropriate metadata including:

• Document type

• Date

Prior to automating the AP process with Laserfiche, the AP office 
processed each invoice manually. A clerk had to look up each one 
in the city’s Infor Lawson enterprise resource planning (ERP) system 
to find the associated purchase order and name of the requester to 
contact for invoice payment approval.

Upon receiving confirmation from the requester that the invoice could 
be paid, the AP office would print the email and the invoice and store 
them in a file cabinet. A clerk would then manually release the invoice 
for payment in Lawson. Once a week, checks were cut for payment to 
the vendor.

Here is how the city of St. Charles used Laserfiche to reduce invoice 
processing time by 80 percent.

• Lawson company name

• PO number

• Vendor ID

• Vendor name
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The workflow then moves on 
to the next PO in the batch and 
repeats until all POs have been 
processed.

Laserfiche Workflow extracts 
every PO from the batch and 
saves them as separate entries
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ACCOUNTS PAYABLE

Invoice Processing

Once the accounts payable office 
receives an invoice, it inputs the 
information into Lawson. The AP 
clerk then clicks the Import button 
in Lawson and uploads or scans the 
invoice into Laserfiche through the 
Laserfiche Affinity integration into 
the Invoice Processing folder.

Affinity extracts the information 
from Lawson and uses it to 
populate the invoice’s metadata.

The Import button is created 
using a custom JavaScript 
provided by the city of Corpus 
Christi, which has done a similar 
integration with Lawson.

Laserfiche is integrated with the Infor Lawson ERP to easily share data 
between the two systems

The Laserfiche Affinity integration allows information from Lawson to be used 
as Laserfiche metadata
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Once the invoice is in the Invoice Processing folder, Laserfiche Workflow does 
the following:

• Retrieves all the field data to be used later in the workflow.

• Determines if the invoice has all the necessary metadata.

• If metadata is missing, Workflow sends an email to the AP office asking it 
to resubmit the invoice with the required information, deletes the current 
document and terminates.

• Looks for the associated PO based on the PO number.

• If the PO exists, then Workflow adds the invoice number to the PO’s 
metadata.

• If the PO does not exist, the workflow continues.

• Renames the invoice according to the standard naming convention: 
Document Type – Invoice Number – Vendor Name – Invoice Date.

• Routes the invoice to the records management section of the repository for 
archival where retention is automatically applied.

• Creates a shortcut to the invoice on the user side of the repository in the 
same folder as the associated PO. This provides a centralized place for users 
to access all the information.

• Populates the company number based on information queried from Lawson.
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Laserfiche Workflow streamlines invoice processing
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At this point, the invoice is sent down different paths in the workflow depending 
on invoice type.

• If the invoice type is for an expense that does not need approval, it is 
automatically routed to the 2 – Waiting for Check or EFT Confirmation folder.

• If the invoice is for a service, a VB script is used to place a hold on the invoice 
in Lawson to keep it from being paid. Laserfiche Workflow then:

• Determines the name of the original requester of the PO and sends that 
person an email to approve the invoice.

• Creates a new folder for the reviewer within the Accounts Payable\Invoice 
Routing\Requester Approval folder.

• Sets security on the new folder so that only the appropriate reviewer can 
view the information.

• At this point the reviewer can approve, deny or reroute the invoice.

• If he chooses to deny the invoice, an email will be sent to the AP office to 
either delete the invoice or reroute if necessary.

• If he chooses to reroute the invoice, the workflow will repeat the above 
steps and email the new reviewer. If the second reviewer approves the 
invoice, the invoice packet is moved to the 2 – Waiting for Check or EFT 
Confirmation folder and the security is adjusted as necessary.

• The invoice’s metadata is updated to reflect that the invoice is awaiting 
payment. A different VB script removes the hold placed on the invoice in 
Lawson.

• The invoice packet remains in the 2 – Waiting for Check or EFT Confirmation 
folder until a check is cut and imported into Laserfiche.
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Laserfiche Workflow routes invoices down a different path depending on whether they were approved, denied or rerouted
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Check Processing

The check intake is done through a third workflow. A batch of checks, run from 
MHC Software, is imported into the Check Processing folder. This batch can 
consist of one or more checks. The workflow extracts the check number and 
vendor ID from the first page using the Pattern Matching activity and assigns 
this information to tokens.

Next, Laserfiche Workflow uses the Token Calculator activity to calculate the 
fiscal year and assign it to another token. Workflow also runs a custom query in 
Lawson to determine the invoice number associated with the check number and 
the vendor name associated with the vendor ID.

Laserfiche Workflow creates a new entry and assigns the same metadata fields 
as the PO—with the addition of check number. Laserfiche Workflow then:

• Looks up the PO number in Lawson based on the invoice number and assigns 
a company code to the check.

• Finds the appropriate invoice and PO, and adds the check number to each 
document’s metadata.

• Removes the check from the batch document and saves it as a new entry.

These steps are repeated for every check in the batch.
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Once the check has been cut, the AP clerk 
changes the invoice status to Check Has Been 
Issued, which launches a workflow. This workflow 
searches the repository for the invoice packet 
folder, which now includes a copy of the check, 
and moves it to the vendor folder.

At this point, unless the invoice is for a capital 
expense, the workflow is complete. If an invoice 
is for a capital expense, the workflow queries 
Lawson for the activity and account code and 
places an additional document shortcut in the 
Capital Invoices folder, under the current fiscal 
year and the appropriate activity code. This is 
done per the finance department’s request to 
provide a centralized location for review.

Laserfiche Workflow matches checks 
with their associated invoices and POs
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The information is viewed through shortcuts on the user side of the repository. 
The actual documents are stored in their record series folders on the archive 
side of the repository with the appropriate retention applied.

Each invoice is stored with its associated PO and check in one folder in Laserfiche
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Benefits of Laserfiche

Automating the accounts payable process with Laserfiche has resulted in the 
following benefits for the city of St. Charles:

• Physical storage and record destruction costs have been reduced since the 
AP office has no more paper records to send to the archives.

• The time spent processing invoices has been reduced by 80 percent—from 
five minutes per invoice to one minute per invoice.

• Staff does not need to dig through banker boxes to access information since 
everything is available in one place in the repository.
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Laserfiche Solution Contributed By: Dr. Robert Sobie, 
County Technology Director and Ashley Bancroft,  
IT Administrative Assistant, Eaton County, MI

At Eaton County, MI, accounts payable (AP) is a process 
that touches all 25 departments. With approximately 
1,000 invoices processed per week county-wide, 
AP used to be a very paper-heavy and cumbersome 
process. Here is how the county automated it with 
Laserfiche Workflow.

ACCOUNTS PAYABLE 

Eaton County, MI

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Charlotte, MI
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The Process

Invoices can originate in every department. Paper invoices are scanned into 
Laserfiche with Laserfiche Scanning and electronic invoices are printed into 
Laserfiche with Laserfiche Snapshot. Each department scans or prints its own 
invoices. The Information Technology department, for example, would store its 
invoices in this folder:

During the scanning or printing 
process, the following template 
is assigned:

QUICKER BETTER SAFER  |  29



ACCOUNTS PAYABLE

Once an invoice is submitted into the Laserfiche repository, Laserfiche Workflow 
launches the Update Vendor Name workflow. This workflow includes a custom 
Workflow script that:

• Looks up the vendor number in the New World Systems – LOGOS Financial 
System and retrieves the vendor name to populate the Vendor Name field. If 
there is no vendor name in the database associated with the vendor number, 
the document is renamed _INVALID VENDOR NUMBER.

• Calculates the purge date by adding seven years to the invoice date retrieved 
from the template. Since the county likes to purge all documents at the end 
of the year, the date is formatted to be 12/31/YYYY with YYYY corresponding 
to the calculated year.

Once these template fields are 
populated, the Accounts Payable 
– Start workflow is invoked. This 
workflow:

• Converts the data from the 
template fields into tokens.

• Uses the Pattern Matching activity 
to extract the dollar amount from 
the GL Code multi-value field and 
adds them together with a Token 
Calculator activity. It then inserts 
this total into a brand new token.
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Workflow then compares this calculated total to the GL Distribution Total (the 
amount entered into the template by the user).

• If the totals match, the department head is notified by email that he has a 
new invoice to review.

• If the totals do not match, the invoice is renamed _TOTALS DO NOT MATCH 
and the workflow terminates.

The department head must review the invoice and change the value of the DH 
Approval field to either:

• Approved

• Denied

• Controller

Once this field value is updated, the Department Approval workflow is invoked. 
This workflow reads the value of the DH Approval field and performs different 
actions based on it.

If the invoice was approved the DptName field is populated with the name of 
the specific department. Workflow then checks to see if the name of the invoice 
does not equal _TOTALS DO NOT MATCH. If this condition is true:

• The invoice is routed to the Incoming Payables (Workflow) folder in the 
Controller’s Office for review.

• A text box is also appended to the document with the time and date that the 
department head approved the invoice.
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If the condition is false, the 
workflow terminates.

If the department head 
denies the invoice, the DH 
Approval field is cleared out 
and an email is sent to the 
specific department asking 
them to review and re-submit 
the invoice.
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If the department head selects the Controller as a result of their review, the 
entry is routed directly to the controller’s folder and an email is generated 
asking the controller to approve the invoice.

In some instances, money needs to be transferred in order to pay for the 
transaction. In cases like these, the invoice will have the Transfer Request field 
set to Yes. Since this field is only used by Information Technology, field security 
is configured to hide this field from users in all other departments. Another 
workflow checks for this field value and sends an email to the controller asking 
for a budget transfer if one is needed.
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After the controller reviews the invoice, he can either approve or deny it by 
updating the value of the AP Approval field.

If the invoice is approved:

• A textbox is added to the invoice listing all the GL Distribution Codes and 
amounts that are pulled from the invoice template.

• The year is extracted from the invoice date using the Pattern Matching activity. 
This allows the county to sort the invoices by year in their final storage location.

• The invoice is then routed to a folder based on its type:

• Weekly Payables

• Credit Card Payables

• Board Payables

• An AP assistant enters the invoice into the Accounting System and generates 
a batch number which she then enters into the Batch # field.

• She also populates the APEntryYear field, which causes the invoice to be 
routed to its final archival place in the County Financials folder.
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If the invoice was denied, it is routed to the departmental folder and an email is 
sent to the department head asking for the invoice to be reviewed, completed 
and re-submitted. The AP Approval field is then cleared out.

Approved invoices remain in the County Financials folder for seven years until 
they are purged by the Records Manager.

Increasing Efficiency

In order to make sure that all invoices are reviewed and approved in a timely 
matter, a special workflow runs on Thursdays at 9:30 am. This workflow searches 
the repository for invoices that haven’t yet been addressed by the department 
head and, when appropriate, emails the department head with a reminder that 
there are outstanding invoices.
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Here is the configuration of the Search Repository activity for the Sheriff 
Department:
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Keeping the Repository Clean

In order to keep the repository clean and organized, another scheduled 
workflow runs daily at 9 pm to check for any empty batch folders (the folders 
created during the AP process described above) and deletes them.

Tips for Creating Workflows

It only took the county 90 days to fully implement all of the AP workflows.  
Here are some tips for designing and implementing your own workflows:

• The best way to learn is from others. Take advantage of the numerous 
resources out there including the Laserfiche Support Site, Laserfiche Answers, 
and regional/local user groups.

• Break your large workflow into smaller, individual workflows corresponding to 
each of the main parts of your business process.

• Generate buy-in from other departments by demonstrating the new workflow 
can make their working lives a lot easier.
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AGENDA MANAGEMENT
Compiling meeting agendas is a necessary component for local government. The  
paper-intensive process creates bulky agendas and takes hours of manual labor to 
compile. Once the process has been made paperless, employees can save hundreds  
of hours and ensure accuracy. 

This section contains solutions from two local governments demonstrating how they 
have created paperless agendas, accelerating the compilation process significantly. 

City of Thousand Oaks, CA 40

Gunnison County, CO 48
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AGENDA MANAGEMENT

Laserfiche Solution Contributed By: Antoinette 
Mann, Deputy City Clerk and Laura Maguire, Records 
Management Analyst, City of Thousand Oaks, CA

Every Thousand Oaks city council meeting agenda 
packet contains at least 20-30 items. Each agenda item 
must go through a thorough review process before it is 
approved and included on the agenda. Here is how the 
city took this arduous, manual process and automated it 
with Laserfiche Workflow.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Thousand Oaks, CA

AGENDA MANAGEMENT 

City of Thousand 
Oaks, CA
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The Legacy Process

All agenda items must be reviewed and approved before they can be included 
in the agenda packet. The first three reviewing departments are:

• City Attorney’s Office

• Finance Department

• City Manager’s Office

In the past, the submitting department would email a copy of the agenda 
item to all three departments. Each department would review the document 
independently and make comments/changes. Some would make the changes 
directly in the electronic document while others would print out the document 
first and send back written comments. The submitter would then receive three 
different versions of the marked-up documents (some electronic, and some 
paper). The submitting department then had to incorporate all of those changes 
into the agenda item. Occasionally the comments from one department would 
conflict with changes requested by another.

On occasion, the updated agenda item was then resubmitted to the reviewing 
department for another review. Once approved by all three departments, the 
item was then submitted to the City Clerk and the process continued until the 
item was finalized.

The City Clerk would print all the finalized agenda items and manually compile 
the agenda packet. The agenda packet was then scanned into Laserfiche 
where it was OCRd. A city employee would then perform quality control on the 
entire document (averaging 500-700 pages) to make sure that it was scanned 
correctly. The printed agenda packet would then be sent to a print shop that 
would scan it in again, and print out at least 30 copies for distribution to council 
members, the public and other staff.
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The Current Process

Laserfiche Workflow automated and streamlined the entire agenda packet 
review/approval and generation process. Now, after the agenda item is written, 
the submitting department imports it into the department’s For Submission 
folder in Laserfiche.

During the import process, the submitter fills out the document’s metadata 
including Meeting Date, Title and Agenda Section. The submitter also changes 
the value of the Submitted field from Pending to Submitted.

Laserfiche Workflow routes the agenda item to the submitting department’s 
Pending Approval folder and creates a shortcut (and assigns appropriate entry 
access rights) in each of the three reviewer’s folders (City Attorney, Finance 
Department and City Manager).

Laserfiche Workflow notifies each reviewing department by email of new items 
that require attention. Since all three departments will be reviewing and making 
comments/updates in the same Microsoft Word document, City Manager review 
is completed last to avoid creating conflicts.

Once the reviewer from the appropriate department finishes making comments/
edits using Microsoft Word’s track changes option, the value of the appropriate 
status field is changed to one of the following:

• Approved: agenda item is approved as is.

• Additional Info Needed: agenda item needs changes and must be 
resubmitted afterward for another review.

• Conditionally Approved: agenda item needs minor changes but does not 
need to be resubmitted for another review afterward.
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The reviewer also includes any comments in the appropriate Comments field.

If the agenda item is approved by all three reviewing departments, it is routed 
directly to the City Clerk for final review. If the Additional Info Needed or 
Conditionally Approved option is selected, the submitter is notified of this 
decision by email and the value of the Submitted field reverts back to Pending. 
The submitter makes the required changes and updates the value of the 
Submitted field to Submitted.

If additional info was needed, the agenda item moves through the same review 
process outlined above. If the item was conditionally approved, after being 
updated it is routed to the City Clerk for a final review.

The City Clerk is notified of agenda items for review. After reviewing an agenda 
item, she must change the value of the City Clerk Approval field to either 
Approved or Additional Info Needed. If additional information is needed, the 
submitter is notified by email and has to make the changes before resubmitting. 
Once approved, the original is moved to the City Clerk’s processing folder 
where City Clerk staff merges the agenda items (report and attachments) and 
assembles the agenda packet. At this point, the agenda item leaves the workflow 
process and can no longer be accessed by the submitting department. City Clerk 
staff converts all merged documents to TIFF images to store in the repository.
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The finalized agenda packet is distributed by email to city council members, 
department heads, deputies and other staff members. It is also made available 
to the public on the city’s website through Laserfiche WebLink. The print shop 
accesses an electronic version of the agenda for the limited packets now  
being printed.

Laserfiche Workflow

The backbone of the new automated process is Laserfiche Workflow. One 
workflow runs behind the scenes routing agenda items for review between the 
various approvers.

When designing this workflow, the city had to take into consideration that not 
all departments have to review the agenda item a second time. In order to make 
sure that this is the case, the Conditional Parallel is used. Here is what the City 
Manager review branch of the Conditional Parallel activity looks like.
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It was also important that only the people who 
have to work with the document at the time, such 
as the submitter and then the reviewer, could 
modify it. The Assign Rights activity assigns rights 
to the appropriate individuals and then removes 
them after their tasks are completed.

When the agenda item has been approved by 
everyone, the submitter is notified by email. To 
make sure that the workflow does not terminate, 
if an email cannot be sent, the email activity is 
enclosed within a Try-Catch activity.
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Since the same workflow processes both new agenda items and those that need 
another review, the starting rules are configured so that the workflow is invoked 
when an entry is created, changed or moved.
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Benefits of Laserfiche

Automating the agenda review process has resulted in the following benefits for 
the city of Thousand Oaks:

• The city eliminated two scanning sessions (one by the City Clerk department 
and one by the print shop) that used to take up to eight hours by compiling 
the entire agenda electronically. The print shop now receives a PDF version 
of the agenda and packet to print only ten copies.

• Reviewers receive the documents in their native format allowing for changes 
and comments to be tracked in a single document. The final reviewer, the 
City Manager, sees all comments from the other two reviewing departments.

• Reviewers no longer have to be at their desks to review the agenda items. 
They can do so remotely through Laserfiche Web Access even when they’re 
out of the office.

• Submitters no longer have to reconcile three different sets of comments 
and changes to their agenda items before resubmitting for review. All of the 
comments are now in a single document.

• Staff can now monitor electronically when the document was submitted and 
where it is in the approval process.

• Agendas are now available to the public online through Laserfiche WebLink 
at 5 pm on posting day.
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Laserfiche Solution Contributed By: Mike Lee, IT Director, 
Gunnison County, CO

Like any local government, Gunnison County, CO, 
regularly compiles meeting agendas. Here is how 
Laserfiche Forms and Laserfiche Workflow shortened 
a cumbersome, paper-based agenda management 
process from one week to three working days.

NUMBER OF EMPLOYEES: 
200-500

HEADQUARTERS: 
Gunnison, CO

AGENDA MANAGEMENT 

Gunnison 
County, CO
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Legacy Process
1. An agenda item, which is basically a stack of paper, was delivered to the 

administration department to be logged into a spreadsheet.

2. This stack of paper would be transferred to the finance department, which 
recorded it in another spreadsheet and reviewed the item to ensure it was 
within budget.

3. If necessary, the paper stack was then transferred to the attorney’s office for 
additional review.

4. Finally, the agenda item and all of its supporting documentation would arrive 
at the administration department for scanning and distribution.

This process was inefficient, and the stacks of paper would often get lost. Since 
it was difficult to track who had the agenda item at what time, there was no 
accountability, resulting in missed deadlines.
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Laserfiche Forms

All proposed agenda items, along with any supplemental documents, are now 
submitted through Laserfiche Forms.
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Once the form is submitted, Laserfiche Workflow does the following:

• Creates a shortcut to the agenda item in the department head’s Laserfiche folder.

• Sends an email to the head of the department who is responsible for the agenda 
item for review.

• If the item is denied, it is moved to the Denied Submissions folder and the 
submitter is notified by email.

• If the item is approved, Laserfiche Workflow invokes a second workflow that 
will take the agenda item through the rest of the review process.

Here is what this workflow looks like:
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The second workflow then:

• Creates a shortcut to the agenda item in the county administrator’s folder and 
notifies the county administrator by email of a new agenda item for review.

• If the county administrator thinks the agenda item is incomplete, the 
submitter is notified by email to provide more information.

• Once the submitter provides the required information, the county 
administrator must approve the agenda item and specify if the agenda 
item should also be reviewed by the finance department and/or the 
attorney’s office.

• Notifies the finance department and/or the attorney’s office of pending items 
to review and creates shortcuts to the agenda item in their folders.

• If both the attorney’s office and finance department must review the item, 
the review process happens in parallel.

• During this review, either department may request more information from 
the submitter.

• Routes the finalized agenda item to the county manager’s folder for review.

• The county manager can approve the item directly or request more 
information before approving.

• Moves approved items to the county administrator’s folder. The submitter is 
notified of the approved agenda item.

• Automatically fills out a formatted PDF agenda with the agenda item 
information.

• Moves the finalized agenda item to the Approved Agenda Submissions folder, 
where it is filed by date and renamed to a standardized naming convention.
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Here is what the county manager approval branch of the workflow looks like:
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Throughout the process, the action history of each agenda item is tracked in the 
business process details.
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Each party is also reminded of what to do during their particular step with 
email notifications.

Benefits of Laserfiche

Automating the agenda management process with Laserfiche has resulted in the 
following benefits for Gunnison County:

• The time between the submission of the agenda item and when it appears on 
the agenda has been reduced from one week to three working days.

• Agenda items are no longer lost on the way to someone’s desk.

• The requesting department head can log into Laserfiche and see the status 
of the item as well as any remarks or additional information the reviewers 
have made at any point in the process.
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NEW EMPLOYEE 
ONBOARDING PROCESS
The onboarding process for government employees often requires rigorous background 
checks and requires excess paper. Onboarding in government is a particularly paper 
intensive process and using Laserfiche can help solve issues with printing, information 
loss and easily creating accurate employee files. Digitizing and automating the process 
of recruiting and hiring employees saves paper.

Here are two solutions for the onboarding process, making the process easier and faster 
than ever. 

City of Elgin, IL 58

City of Mount Pearl, NL 64
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NEW EMPLOYEE ONBOARDING PROCESS 

City of Elgin, IL

Laserfiche Solution Contributed By: Jeff Massey, Chief 
Technology Officer, City of Elgin, IL

Located 35 miles northwest of Chicago and home to 
over 110,000 residents, the city of Elgin, IL, employs 
850 people. The city recently implemented a Laserfiche 
system to take benefits open enrollment for its 
employees completely paperless.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Elgin, IL
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Prior to implementing Laserfiche, employees were required to 
select their medical insurance benefits by filling out a five-page 
paper packet, which had to be completed even if no changes were 
being made. Once forms were received, they had to be manually 
reviewed. Changes were then manually entered into the SunGard 
NaviLine payroll system as well as the insurance provider’s system. 
This paper-based process took 400 hours of human resources staff 
time to complete.

Using Laserfiche, the city automated both forms processing and 
data entry into NaviLine, cutting 350 hours of labor.

“Laserfiche provides real value to the city that results in hard 
dollar savings for the entire organization,” said Jeff Massey, Chief 
Technology Officer at the city of Elgin. “Within the first year of 
deployment, Laserfiche provided a positive ROI. The workflow 
improvements provided staff time benefits almost immediately.”

Here is how Laserfiche Forms and Laserfiche Workflow automated 
the city of Elgin’s benefits open enrollment process.
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New Process

Once a year, all qualified city of Elgin employees receive an email with 
open enrollment instructions and a link to the form in Laserfiche Forms. The 
employee then clicks the link to open the form.

Employees select their benefits by filling out a Laserfiche form
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Once the employee enters his last name and last four digits of his social security 
number, Laserfiche Forms auto-populates the remaining demographic fields by 
performing a lookup into NaviLine.

Laserfiche Forms looks up the employee’s demographic information in the database based on the employee’s name 
and last four digits of the social security number
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The employee selects the appropriate dental, health and vision coverage. He can 
also select “No Change” in any of those sections. Once the form is completed 
and submitted, Laserfiche Workflow takes over.

The Laserfiche Forms Process Diagram shows which workflow to launch depending on whether the employee 
indicated changes to benefits
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A SQL reporting service runs daily on the SQL database and generates a 
CSV summary of all submitted information. This report is emailed to the HR 
department which can track the submissions as they come in and quickly contact 
the necessary employees if changes or corrections are needed.

At the end of the month, NaviLine imports the CSV file and updates employee 
records with the new benefits enrollment information so that the employees’ pay 
can be adjusted accordingly.

Another SQL stored procedure runs monthly to produce a data file with all 
benefits enrollment information. This report is automatically saved to the benefit 
provider’s FTP site so that it can update its records.

Benefits

Implementing Laserfiche at the city of Elgin has resulted in the following:

• HR staff saves 350 hours of labor by automating both forms processing and 
data entry into NaviLine. This equates to about $15,000 in savings.

• The city of Elgin saves an additional $15,000 in legacy support costs from  
the previous document management software that is no longer in use.

• Other departments save $30,000 in storage and retrieval costs.

Laserfiche Workflow:

• Extracts all data from the form

• Inserts this data into a SQL 
database

• Updates the SQL database with 
the appropriate codes in order to 
simplify uploading to NaviLine

Once the workflow finishes running, 
Laserfiche Forms saves the form in 
the employee’s folder in Laserfiche. 
If “No Change” is selected for 
all sections, there is no further 
review necessary and the form is 
immediately saved in the employee’s 
Laserfiche folder.

Laserfiche Workflow inserts new benefits 
enrollment data into NaviLine
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NEW EMPLOYEE ONBOARDING PROCESS 

City of Mount 
Pearl, NL

Laserfiche Solution Contributed By: Rick Dunphy, 
Information Technology Manager and Natalia Chebel, 
Records Officer, City of Mount Pearl

The city of Mount Pearl hires as many as 25 
temporary employees during its peak season each 
year. The recruiting process used to be tedious and 
paper heavy, but Laserfiche Workflow has changed 
the way the city works.

NUMBER OF EMPLOYEES: 
200-500

HEADQUARTERS: 
Mount Pearl, Newfoundland 
and Labrador, Canada
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Applications

Once a request to hire is submitted to Human Resources by the hiring manager, 
HR advertises the job either internally within the organization or externally, 
depending on the position. Normally there is an application deadline of one 
week for internal job postings and two weeks for external job postings.

The majority of applications are submitted by email while the rest are delivered 
either in person or by mail.

Previously, applications were kept in paper recruitment files that could contain 
as many as 500 pages. Now, they are either imported into Laserfiche through 
the Laserfiche Microsoft Outlook integration or scanned with Laserfiche 
Scanning.

During the importing or scanning process, the HR administrative assistant fills 
out the Recruitment Candidate and Recruitment Position templates.
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Once an application is saved in Laserfiche and the template is populated, 
Laserfiche Workflow moves it to a brand new candidate folder and synchronizes 
the metadata between the document and folder. Here is what this part of the 
workflow looks like:

66  |  QUICKER BETTER SAFER



NEW EMPLOYEE ONBOARDING PROCESS

To help the hiring committee access the applications more conveniently, 
Laserfiche Workflow also creates a separate folder that contains only shortcuts 
to the application packages.

Laserfiche Workflow also sends an email confirmation to the candidate.
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Review

As soon as the system starts processing applications, the HR administrative 
assistant runs a business process that sends a notification to hiring committee 
members letting them know that they may start the review process.
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The notification email contains a shortcut to the Application Packages folder 
and a brief guide on how to leave comments on the applications with metadata 
and annotations.

The day after the job posting closes, Laserfiche Workflow generates a list of 
applicants with their contact information, qualification notes and status (internal 
or external). This report is a PDF form that is filled out by Laserfiche Workflow 
based on the information contained in metadata fields.
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Here is what this section of the 
workflow looks like:

At each step of the screening, 
members of the hiring 
committee make notes, either 
private or visible to other 
members. Private notes, useful 
for reminding the individual 
committee member about 
what he liked or disliked about 
a candidate, are made using 
sticky notes while public notes 
are made in the template 
fields directly.
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Once all of the members of the hiring committee 
make a decision about a particular candidate, 
they change the Agreed-on Applicant Status 
field to either eligible or ineligible. Candidate 
folders marked as eligible are moved to the 
Eligible folder while candidate folders marked as 
ineligible are moved into the Ineligible folder.
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Here is the section of the workflow that moves the files:

Throughout the process, Laserfiche Workflow generates acknowledgement 
letters to applicants at different stages of the recruitment process. For example, 
it creates and sends letters letting applicants know that they were identified as 
ineligible after a certain screening stage.

If several positions with the same title (i.e. lifeguard, summer student or laborer) 
are filled, Laserfiche Workflow also generates standard offer letters.
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Benefits of Laserfiche

Automating the recruitment process with Laserfiche has saved the city of Mount 
Pearl an estimated $30,000 CAD annually after the first year of implementation. 
In addition, the city was able to:

• Optimize the screening process by allowing hiring committee members to 
work with electronic application packages, collaborate more efficiently by 
sharing notes on applicants, view applicants’ status in the competition and 
receive notifications of applications pending review.

• Save time for the HR team by eliminating the need to print and assemble 
application files (which, in some cases, consisted of over 1,000 pages!).

• Avoid the grief associated with maintaining physical records—filing, re-filing, 
running out of space, retrieving, preparing records for disposition, etc.

• Standardize and speed up notifications and report generation.
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PERMITTING AND 
LICENSING
One of the many functions of state or local government is to provide a variety of 
permits and licenses for applicants. From noise building permits to business licenses, 
the process can be tedious and require many steps of approval along the way. By 
empowering users to request permits and licenses on their own, governments save time 
processing paperwork. Citizens can enter their information, have the data be captured 
automatically and used to route the application to the appropriate employees. 

Here are some solutions, demonstrating the flexibility of Laserfiche as all manner of 
permitting and licensing processes can be automated. 

Brunswick County, NC 76

City of Fargo, ND 84

City of Greeley, CO 90

City of Newport Beach, CA 98

City of Westminster, CO 104
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PERMITTING AND LICENSING 

Brunswick  
County, NC

Laserfiche Solution Contributed By: Michael Read, Deputy 
MIS Director, Brunswick County, NC 

Located between historic Wilmington, NC, and lively 
Myrtle Beach, SC, Brunswick County, NC is the fastest 
growing county in North Carolina and sixth-largest by 
total area. During the past 10 years, growth in Brunswick 
County has outpaced the state and nation by a large 
margin. Brunswick County experienced a growth rate of 
29 percent since 2006, and is currently the 30th fastest 
growing county in the nation. “We’ve been on this trend 
for a while,” says Brunswick County Manager Ann Hardy in 
an article published on StarNews Online. “We’ve got a lot 
of retirees coming to take advantage of the many leisure 
pastimes we offer as well as the great weather.” 

NUMBER OF EMPLOYEES: 
1,000-5,000

HEADQUARTERS: 
Bolivia, NC

EXISTING LASERFICHE 
INTEGRATIONS: 
ESRI Collector for ArcGIS and 
Brunswick County’s Custom 
Permitting System
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Applying for a 
Building Permit

Depending on building permit type, a 
customer or contractor fills out one of 
two different forms.

• A change out/trade form is used 
for small projects, like replacing an 
air conditioning unit.

• A second form is used for larger 
commercial/residential projects, 
such as building a new house.

The customer or contractor fills 
out the application in Laserfiche 
Forms. Different fields appear as the 
applicant fills out the form, so he only 
needs to provide the information that 
is relevant to the project at hand. The 
ability to hide sections of a form that 
do not apply to the submitter makes 
for a cleaner and easier to understand 
application.

To keep pace with population growth, the county’s building 
department performs 3,000 building inspections and reviews 100 
to 150 applications for new residential or commercial building 
projects each month. The many inspections and applications 
generated a lot of paper that had to be transferred between 
different individuals and departments. Additionally, the county’s 
846 square mile land area, much of which is rural or coast 
wetlands, presented a unique service delivery challenge. Here is 
how Laserfiche helps the county building department keep pace 
with growth.

Customers and contractors fill out a Laserfiche form when 
they want to apply for a permit
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Eighty percent of the forms are filled out by large contractors who apply for 
permits often and know the process well. The remaining twenty percent – 
smaller contractors or homeowners performing their own work – often need 
help with the application, so the form allows them to submit it with some  
fields left blank. 

Once the form is submitted, it is sent to the Intake group where it is reviewed 
by a representative. If something is missing or incorrect, the representative 
calls the contractor in order to complete the form or obtain the correct 
information. Once the application is complete, the Intake representative 
submits it. This action transfers the data to Brunswick County’s custom 
permitting system. 

The permitting system generates the permit and invoice, and saves both in 
Laserfiche. An automatic email is sent to the applicant with a link to the  
invoice and permit in Laserfiche WebLink. The applicant can then download  
the documents from the portal themselves. They have three days to pay the  
invoice. This is where the process for the change out/trade permit ends. 
Commercial/residential permits continue on.

Approving Commercial/Residential Permits

Before the permits for new commercial/residential buildings can be generated, 
they must be approved by the appropriate departments which can include one 
or more of the following:

• Planning

• Permitting

• Fire

• Environmental Health

• Storm Water

• Engineering

• Utilities

• Plan Review
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Brunswick County developed a custom in-house dashboard where the 
departments can view the status of all permits awaiting their review, and the 
appropriate employee can perform the approval or rejection. The dashboard is 
color-coded to help the departments view what permits need their attention. 
Permit applications and supporting documents can be viewed directly from the 
portal from an embedded Laserfiche view. The departments can select their 
decision from a dropdown field.

Once everyone has either approved or noted that their approval is not necessary, 
the information is pushed into the permitting system where individual permits 
are generated.

Departments can select their decisions from a dropdown field in the custom portal
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Building Inspections

When a contractor is ready for the building department to inspect the item 
covered by the permit, he fills out another Laserfiche form online to schedule 
an inspection. The contractor simply fills in the project number, and the form 
displays a list of scheduled inspections that are still pending. This prevents a 
contractor from scheduling duplicate inspections.

The rest of the form is automatically populated with data from the permitting 
system. Data is also pushed to the ESRI Collector for ArcGIS geographic 
information system (GIS). Inspectors go into the field with an iPad, which they 
can use to view a map of all the houses that they need to inspect that day. 
When they click on a house, all the details from the relevant forms appear. 
Inspectors also have access to the Laserfiche App so they can view any 
documents associated with project. The Collector for ArcGIS data entry form has 
a hyperlink to open the Laserfiche App to the project folder. They can approve 
or deny the inspection via the map and that information is pushed back into the 
permitting system.

Information on the form for scheduling inspections is automatically populated based on project and permit numbers
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An integration with the GIS system allows an inspector to view all inspections that 
need to be performed on a map while he is in the field

Inspectors can view inspection information in a custom portal on their iPads
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Once all inspections for a new house have been approved, the permitting clerk 
opens the permitting system and launches a brand new certificate of occupancy 
form by clicking a button. When the form is submitted, the applicant receives an 
email with a link to the Laserfiche WebLink portal, where he can download the 
certificate of occupancy.

Contractors can download permits and other documents from a Laserfiche WebLink portal
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Benefits of Laserfiche

Implementing Laserfiche in the Brunswick County building department resulted 
in the following benefits:

• Contractors have access to all inspection information while in the field via 
their iPads.

• Contractors no longer have to drive hours to submit permit applications or 
building documents in the office.

• All departments can perform their permit review at the same time, making 
permit generation much faster.
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NUMBER OF EMPLOYEES: 
1,000-5,000

HEADQUARTERS: 
Fargo, ND

PERMITTING AND LICENSING 

City of Fargo, ND

Laserfiche Solution Contributed By: Renee Lura,  
Professional Services Manager, City of Fargo

As with most of the Dakotas and surrounding states, 
what were once quaint, quiet towns have now boomed 
into major metropolitan areas, fueled by the growth of 
the state economy. The city of Fargo, ND, felt this growth 
most acutely with public safety, permitting and building 
inspections.
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Laserfiche Forms

The fire inspection form has been 
created in Laserfiche Forms. The 
inspector opens this form on the 
iPad that he carries with him during 
the inspections. He types in the 
building address and the form is 
prepopulated with information 
from a lookup into the public safety 
records management system (RMS). 
Information that is pre-populated 
includes:

• Business name

• Plot information

• Notes about the property

• Owner’s name

• Owner’s email address

The Fargo Fire Department inspects up to 800 buildings a year. 
Existing commercial buildings must be inspected every year, new 
buildings must be inspected prior to use and most residential 
apartment buildings are inspected every other year. Previously five 
full-time inspectors worked three shifts across seven stations to 
perform inspections.

The city of Fargo used Laserfiche to reduce costs associated with 
unnecessary failed inspections, improve general compliance with 
building fire and safety codes, and cut in half the time required to 
complete the inspection process.

“Laserfiche catapulted Fargo’s technology from the 1970s to 
contemporary standards,” says Renee Lura, Professional Services 
Manager. “The ease of building forms and integrating form data 
into our overall process and applications positioned Laserfiche as 
the ideal way to connect our applications. Laserfiche Forms fit with 
our future goals, not just the immediate inspection need.”

Inspectors fill out an electronic form during the inspection
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The inspector performs the inspection and fills out the rest of the form. 
Buildings can either pass or fail inspection. Any violations result in a fail. The 
inspector lists any violations found in the form and asks business or building 
owner to sign the inspection form on the iPad.

Once the form is filled out, the customer signs it on the iPad
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Once the form is submitted, 
Laserfiche Workflow sends 
an email to the building or 
business owner with either a 
copy of the passed inspection 
or a list of violations to correct 
before next year’s inspection.

Laserfiche Workflow sends a copy of the inspection form to the business or 
building owner
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Occasionally, some of the information about the building, such as the owner, 
has changed since the last inspection. If that is the case, the inspector checks 
a box on the form and fills in the new information. After the form is submitted, 
Laserfiche Workflow emails this new information to the front office employee, 
who updates the RMS system.

The inspection form is stored in a records management folder for archival.

Inspection forms are stored in the records management folders
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Benefits of Laserfiche Forms

Automating the fire inspection process with Laserfiche Forms has resulted in the 
following benefits at the city of Fargo:

• The number of incorrectly filled out inspection forms has been reduced, 
since an inspection form cannot be submitted until all required information 
is filled out.

• All inspection reports are stored centrally and are accessible at any time 
without digging through file cabinets.

• The RMS system is in sync with Laserfiche, so all inspection information is 
always accurate.
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PERMITTING AND LICENSING 

City of Greeley, CO

Laserfiche Solution Contributed By: Mike Mesa, Application 
Support Specialist and Cheryl Aragon, Deputy City Clerk, 
City of Greeley, CO

The city of Greeley, CO, processes an average of 150 
liquor license renewals per year. Previously, the city 
Clerk had to manually collect and collate feedback from 
multiple departments before mailing the application to 
the state of Colorado.

Here is how Laserfiche Workflow made the liquor license 
renewal process more efficient.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Greeley, CO
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License Renewal Applications

As required by the State of Colorado, business owners fill out liquor license 
renewal applications on paper and deliver or mail them to the City Clerk’s office.

The Deputy City Clerk reviews the applications before scanning them into 
Laserfiche with Laserfiche Scanning. During this process, she also populates 
some of the metadata. The rest of the metadata will be populated at a later 
stage in the process.
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Applications are scanned into the Renewal Scan 
folder. Here is what the folder structure looks like:
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Laserfiche Workflow

As soon as an application is scanned into 
Laserfiche, Laserfiche Workflow:

• Creates a new “Review” document in the 
form of a fillable PDF and populates it 
with information stored in the original 
application’s metadata. Reviewers can leave 
comments in this form.

• Sends an email to the designated reviewer 
in the following five departments:

• Fire and Building Inspection Department

• Code Compliance Department

• Community Development

• Finance Office

• Police Department
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Here is what this workflow looks like:
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Each department makes its comments in the “Review” document. Since the 
departments are all working from shortcuts, all changes are made in the same 
master document.

• After they review the document, the departmental reviewers change the 
value of the corresponding metadata field to “Yes.”

• After all five departments have reviewed the document, the Attorney’s Office 
is automatically notified.

• The reviewer at the Attorney’s Office checks for legal compliance and makes 
his own comments in the “Review” document.

If at any point in the process a reviewer takes no action within two days, the 
reviewer receives a follow-up email. If no action is taken within five business 
days, an email is sent to both the primary department contact and his backup.

Once the Attorney’s Office has performed its review, the Deputy City Clerk is 
notified by email. She reviews the reviewers’ comments to make sure that they 
are clear and complete. Laserfiche Workflow then routes the application to the 
hearing officer, who has the final say on whether or not to issue the liquor license.
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A hearing officer acts much like a judge, but only deals with cases involving 
administrative agencies. The hearing officer reviews and electronically signs 
the application. It is then routed back to the Deputy City Clerk, who also signs it 
electronically, prints it out and mails it to the state, which issues the license.

Here is the workflow that routes shortcuts of the application to the various 
departments for review:
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Benefits of Laserfiche

Automating the liquor license renewal process with Laserfiche resulted in the 
following benefits:

• Reviewing license renewal applications is much faster because email 
notifications remind users to finish tasks in a timely manner.

• This workflow is so easy to configure that the city plans to apply this process 
to new license applications and transfer of ownership documents.

• Any new documents related to a specific license application are 
automatically stored in the appropriate Laserfiche folder, making all license 
documents easy to find.
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Laserfiche Solution Contributed By: Faz Cooper, Senior IT 
Analyst, Newport Beach, CA

The community development department (CDD) at the 
city of Newport Beach, CA, processes a large number 
of building permits—13,849 in 2013 alone. Here is 
how the city automated this time-consuming process 
with Laserfiche Quick Fields, Laserfiche Workflow and 
Laserfiche WebLink.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Newport Beach, CA

PERMITTING AND LICENSING 

City of  
Newport Beach, CA
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Legacy Process

Before the permitting process was automated with Laserfiche, permits would 
take between two and four weeks to become publicly available after being 
issued. The legacy process worked as follows:

• After the property inspection, the inspector would sign the back of the permit 
and bring it, along with all backup documents, to the records specialist.

• To keep track of the permits received from the inspector, the records 
specialist would compile a list of all permits and backup documents in a 
spreadsheet.

• The records specialist would send all of the paperwork to an outside 
scanning bureau.

• The scanning bureau would send a CD with the scanned documents back to 
the records specialist, who verified that everything he sent out (including all 
supporting documents) had been scanned by cross-checking the CD against 
the spreadsheet.

• Finally, the records specialist would import those files into the city’s legacy 
document management system, Alchemy, and enter metadata.

The New Process

Automating the permitting process with Laserfiche has reduced the processing 
time for one permit to less than a minute. Each permit now has a barcode 
appended to the first page. This barcode contains the permit number from the 
permitting system. It also serves as a way to tell one permit apart from the next 
one when being processed with Laserfiche Quick Fields.

With the new process, the inspector performs the inspection and signs the 
back of the final permit. The records specialist creates a stack of permits and 
supporting documents (with all supporting documents stacked directly under 
the permit with which they are associated) and scans it to a special folder on  
the network.
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Laserfiche Quick Fields runs every 15 minutes each business day and processes 
all of the files in the network folder by:

• Extracting the permit number from the barcode.

• Removing any blank pages.

• Rotating the image appropriately.

• Splitting the large file into smaller ones for separate permits by barcode and 
stores the documents in Laserfiche.

Here is what this Laserfiche Quick Fields session looks like:
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Once the permits are processed with Laserfiche Quick Fields, they await 
processing by Laserfiche Workflow. Laserfiche Workflow runs on any new CDD 
documents and:

• Queries the permitting system based on the permit number to obtain 
identifying information, such as the property address.

• Uses the queried information to populate the permit document’s metadata.

• Renames the document.

• Routes the document to the appropriate folder for storage (based on the 
street name).

Here is what the permit section of the workflow looks like:
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Laserfiche WebLink

Once the permits have been processed by Laserfiche Workflow and routed to 
their appropriate folder for storage, they are available for the public to view 
through Laserfiche WebLink. Laserfiche WebLink is embedded in the city’s 
website. The public can find permits either by browsing through the permit 
folders or searching by document type, permit number, address, etc.
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Here is a screenshot of the Laserfiche WebLink custom search configuration:

Benefits of Laserfiche

Automating the permitting process with Laserfiche has resulted in the following 
benefits for the city of Newport Beach:

• The city saves $6,500 a year by scanning documents in-house.

• Processing all permit documents with Laserfiche Quick Fields eliminates 
metadata entry errors.

• It takes less than a minute from receipt of permit to the time that it is 
available for the public on the website.

• Employees and departments can easily share documents.

QUICKER BETTER SAFER  |  103



PERMITTING AND LICENSING

PERMITTING AND LICENSING 

City of 
Westminster, CO

Laserfiche Solution Contributed By: Traves McCabe, 
Information Records Administrator, Westminster, CO

Each month, the Westminster City Clerk’s Office 
receives between 60 and 70 business and liquor 
license applications. Each business license has as 
many as 10 separate pages while each liquor license 
package contains up to 200 pages. Processing all of 
this paperwork took hours. Here is how the city used 
Laserfiche to reduce the time spent processing licenses 
by more than half.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Westminster, CO

EXISTING LASERFICHE 
INTEGRATIONS: 
Wintergate Licensing 
Database

104  |  QUICKER BETTER SAFER



PERMITTING AND LICENSING

Laserfiche Quick Fields

Applicants for a business or liquor license have to fill out an application and 
submit it to the clerk’s office along with all required documentation. Once 
everything is finalized, the complete application packet is scanned into 
Laserfiche with Laserfiche Quick Fields. There are two different Laserfiche Quick 
Fields sessions: one for the business licenses and one for the liquor licenses.
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Laserfiche Quick Fields splits up the large packet of documents into separate 
files. The First Page Identification process looks for the application form to 
determine the start of a new file. Here is what this session looks like:

Laserfiche Quick Fields uses the Zone OCR process to grab the unique identifier 
from the page (Account Number in the case of business licenses and State 
Liquor Number in the case of liquor licenses) and populates the corresponding 
template fields. Here is how this process is set up:
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If the form is filled out by hand and the unique identifier is not readable by 
Laserfiche Quick Fields, the scanning operator completes that field manually 
and presses F5 on the keyboard. Laserfiche Quick Fields then performs a lookup 
in the Wintergate licensing database to populate the remaining metadata. Here 
is how this lookup is configured:
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Laserfiche Workflow

Laserfiche Workflow moves the application packet to the Quality Control 
folder in Laserfiche. Westminster requires that a second person look over each 
application in Laserfiche to make sure it is scanned in correctly before the 
original paper documents are destroyed.

The Quality Control folder is monitored by the phone operator who makes 
sure that all images and metadata are correct. The operator can either mark the 
packet as Good or as Needs Correction by changing the value of a template 
field. Laserfiche Workflow routes packets that need correction to the Corrections 
folder and notifies the scanning operator. The scanning operator corrects the 
errors and Laserfiche Workflow sends the packet back for quality control.
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Laserfiche Workflow then checks to see if the license has a cancellation date. If there 
is a cancellation date, it means that the business is going to close. If the cancellation 
date has passed, Laserfiche Workflow routes this packet to the Inactive folder in the 
Records Management section of the repository and files it based on year. Here is 
what the Records Management section of the repository looks like:

If there is no cancellation date, the packet is routed to the Active folder in the 
Records Management section of the repository where it stays until it is marked 
for cancellation. Here is how the records retention is configured:
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Shortcuts to the application packet are created in regular staff folders for easy 
access by all non-records manager employees. Here is what this section of the 
repository looks like:

Laserfiche Workflow also checks to make sure the scanned document is not 
a duplicate of an existing file. If a duplicate is found, the recently scanned 
document is moved to the Quality Control\Duplicate folder and the scanning 
operator is notified. Here is what this branch of the workflow looks like:
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If a license is up for renewal, the renewal application is simply scanned into 
the existing record in Laserfiche. It then goes through the same process as 
new applications.

In the future, Westminster plans to make the license applications available in 
Laserfiche Forms. This will make the process completely paperless from start 
to finish.

Benefits of Laserfiche

Implementing Laserfiche at the city of Westminster has resulted in the 
following benefits:

• Licenses are processed 57 percent faster than before, resulting in a 
savings of $4,371 a year in salary costs.

• Data entry errors are reduced and Laserfiche Workflow makes sure that all 
information is consistent in both Laserfiche and the Wintergate licensing 
database.

• Time spent searching for a document has been significantly reduced.

• Laserfiche Records Management Edition automatically assigns retention 
schedules and lets the information records administrator know when 
license documents are up for disposition.
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MANAGEMENT PROCESS
Records management in government is required to comply with strict regulations 
regarding the security measures that need to be in place. Electronic records management 
can provide the ultimate solution, allowing documents to be kept securely for the 
required length of time. A DoD 505.2-Certified Records Management system can 
automate the entire document lifecycle.

This section provides government-specific records management solutions that enable 
users to move documents to permanent storage automatically and dispose of them 
according to regulations and retention schedules. 

Colorado Department of Natural Resources 114

North County Transit District 118

Town of Dover, NY 124
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RECORDS MANAGEMENT PROCESS 

Colorado Department 
of Natural Resources

Laserfiche Solution Contributed By: Susan Lesovsky, 
Application Support Manager, Colorado Water  
Conservation Board

The Colorado Department of Natural Resources (CDNR) 
deals with a variety of documents on a daily basis. 
Because many of these documents are legacy documents 
that have been scanned into Laserfiche from various 
physical storage locations, the department often runs 
across documents that are incomplete or have some 
unreadable text, or other problems that could not be fixed 
during the scanning and OCR process. In order to actively 
address any issues associated with scanned documents, 
the CDNR implemented a Report a Problem button that is 
available within the internal Laserfiche WebLink portal.

NUMBER OF EMPLOYEES: 
10-50 people

HEADQUARTERS: 
Denver, CO
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How This Process Works
1. When staff members open a document in WebLink, they can see a Report 

a Problem button beside the regular WebLink buttons in the toolbar.

2. When staff members click on the button, the following form pops up:  
 

This form allows staff to select a New Problem from a pull-down list and add 
a Comment (such as the number of the affected page) to help the Records 
staff quickly correct the issue later. Staff can submit multiple problems for the 
same document, one at a time, through this button.
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3. After users click Submit, the document is passed to a custom Web 
application that is hosted on one of the servers. This web application adds 
this document name into a Laserfiche WebLink Error Log page.  
 

This page lists the documents, their associated identifying metadata and 
the reported problem. By clicking on More, employees will be able to see 
the associated comments that were submitted along with the reported 
problem. The Records staff checks this log daily to see what problems they 
need to address.

4. Records staff looks up the documents in the Laserfiche Client by running a 
search based on the document name. They then correct any of the reported 
problems. Once the error is fixed, the employee checks the Resolved box 
and then clicks Update.
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How to Configure the Custom Button

To configure the button that launches the form, navigate to the C:\Program 
Files\Laserfiche\WebLink\Web Files directory on the hard drive and locate the 
following files: DocView.aspx and DocView.aspx.vb. Open each one in a text 
editor and modify them according to the instructions below.

DOCVIEW.ASPX

Insert the following code to add the button to class ToolbarRightSection.

DOCVIEW.ASPX.VB

Insert this processing code related to the button into the Page_Load function.
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Laserfiche Solution Contributed By: Sonya Finley, Document 
Control Coordinator, North County Transit District

North County Transit District (NCTD) provides public 
transportation for over 12 million passengers annually 
in north San Diego County, CA. Before implementing 
Laserfiche, all of NCTD’s documents were stored on a 
network drive. Here is how Laserfiche simplified records 
management and improved collaboration.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Oceanside, CA

RECORDS MANAGEMENT PROCESS 

North County  
Transit District 
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Ten Different Repositories

NCTD has ten different repositories. Access to repositories by departments and/or 
staff is granted based upon operational need.

• The shared repository is used for working files and reference material. Every 
department has a folder in this repository and can use it for day-to-day work.

• The records repository is used to store official records. Only the Document 
Control Clerk can make changes to the documents stored in this repository while 
everyone else has read-only access, as finalized documents are stored here.

NCTD’s shared repository is used for daily work
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Laserfiche for Document Collaboration

Employees are able to work off one document and keep track of all changes 
using versioning. When reviewing documents, collaborators email a link to the 
document in Laserfiche instead of creating a separate copy. One example of an 
important document that involves significant collaboration is the staff report.

EXAMPLE: STAFF REPORTS

Preparing a staff report requires long-range planning, advance scheduling, 
collaboration, and coordination with several departments. Laserfiche Workflow 
makes this process much more efficient.

NCTD’s Staff Report workflow has eight stages of approval:

• Division Chief

• CFO

• Procurement and Contracts

• CAO

• Intergovernmental Affairs

• Legal

• Administration

• Executive Director

• Clerk of the Board

At each step of the process, Laserfiche Workflow sends an email notification 
to the appropriate approver and his backup approver. He can then approve the 
report by updating a template field. If the report has not been approved within 
two days, Laserfiche Workflow automatically sends a reminder email to the 
approver.
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Laserfiche Workflow also keeps a history log in a template field, clearly 
displaying who has approved what and when.

The approval history of every staff report is contained in the 
document’s metadata
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At the end of the process, Laserfiche Workflow migrates the document into the 
read-only records repository for archival storage.

Repository Maintenance

Both public repositories are maintained using Laserfiche Workflow. NCTD has 
workflows that:

• Move finalized documents from the shared repository to the records 
management repository

• Rename documents to comply with a standardized naming conventions

• Auto-generate full-text indexing of optical character recognition (OCR)-
generated text

Final documents are archived in the read-only records repository
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In addition, NCTD ensures that Laserfiche is the only way to manage documents 
by implementing:

• Executive staff support. Support for Laserfiche came from the top down 
– from the CEO, Division Chiefs and Managers. Once management was on 
board with Laserfiche, everyone else was more likely to use the software.

• Required use policy. NCTD has a company-wide policy that mandates the use 
of Laserfiche in every department. A copy of the policy is distributed to each 
new hire and is viewable at any time in Laserfiche.

• Comprehensive training. New hire orientation, extensive training material—
including a comprehensive Laserfiche training manual—and regular 
supplemental sessions are just some of the Laserfiche training opportunities 
available at NCTD. Trained employees are more likely to use Laserfiche 
regularly.

• Easy-to-use setup. A simplified folder structure and intuitive naming 
conventions make Laserfiche easy to use, meaning users know exactly how 
and where to find what they need.

• Process improvement. NCTD consistently seeks user feedback in order to 
determine what processes can be improved throughout the organization. As 
users become more involved in the future application of Laserfiche at NCTD, 
they become more enthusiastic about using the software.

Benefits of Laserfiche

Implementing Laserfiche at NCTD has resulted in the following benefits:

• Content is now organized and stored in one central location eliminating the 
need to store files on multiple network drives.

• Versioning allows NCTD to store one copy of each document, while keeping 
an audit trail of all changes quickly accessible.

• Comprehensive security settings on the records repository prevent alteration 
of archived documents.
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Town of Dover, NY 

Laserfiche Solution Contributed By: Rosalind Cimino, 
Information Security Officer and Katie Palmer-House, Town 
Clerk, Town of Dover, NY

The town of Dover, NY, processes up to 300 land or 
building permits per year for 3,700 land parcels.

Before the town integrated Laserfiche with its land use 
software, the permitting process was paper heavy and 
inefficient. Here is how this integration has expedited 
the permitting process.

NUMBER OF EMPLOYEES: 
1-100

HEADQUARTERS: 
Dover, NY

EXISTING LASERFICHE 
INTEGRATIONS: 
Municity 
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Legacy Process

In the past, all paper documents related to a land parcel were stored in one file 
folder. Documents were never discarded, so file folders could end up being as 
thick as three inches.

Sometimes documents were borrowed and never returned to the folder, making 
them difficult to retrieve in the event of an audit or Freedom of Information Act 
(FOIA) request.

Current Process

Laserfiche is now integrated with Municity land management software, which 
enables building, planning and zoning departments to track, access, and archive 
permits, photos, maps and more.

When a resident applies for a building permit, he hands the paper application 
to the clerk who inputs the information into Municity and scans the application 
into Laserfiche. As part of the scanning process, the clerk fills out the associated 
template with required information.

• Document date

• Grid number

• Department

• Document type

Information in templates allows users to retrieve 
documents and enables process automation.
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Laserfiche Workflow automatically renames the document to Document Type Grid 
Number, allowing users to tell what type of document it is without opening it.

Workflow then automatically routes the different parts of the application to the 
appropriate records folder based on document type. Retention is automatically 
applied.

This workflow also creates shortcuts to the document in the appropriate 
subfolder. The shortcuts—which are based on Parcel ID—allow all land parcel 
documents to be accessible in one folder—regardless of the document type. 
Therefore, users can view information by parcel rather than by document type. 
Here is what this workflow looks like:

Laserfiche Records Management Edition allows retention to be applied to 
all records automatically.

Laserfiche Workflow automates the routing and renaming of all permits and related documents.
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Municity is integrated with Laserfiche through the Parcel ID. When an employee, 
such as the building inspector, logs into Municity, he can access all documents 
related to a parcel from the “Notes and Docs” tab.

While the inspector can make annotations on documents, send notes to  
another inspector and apply security on those notes, the original document is 
never altered.

Benefits of Laserfiche

Implementing Laserfiche has resulted in the following benefits for the town  
of Dover:

• It is easier to comply with FOIA and other regulations since documents are 
now instantly available. For example, a FOIA request to retrieve 50 land parcel 
documents takes only minutes to fulfill with Laserfiche, but it previously took 
several days.

• Laserfiche Records Management Edition stores documents and automatically 
applies retention while giving users the ability to access all documents related 
to a parcel from one folder.

• Laserfiche allows for all types of content (i.e., emails, maps, paper files and 
microfilm) to be stored in the same folder, simplifying access to any parcel 
document.

• All records are readily available in Municity.

Users can access all documents related to a particular land parcel directly from within Municity.
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REQUEST PROCESS
Government offices receive requests for all manner of documents from both employees 
and public citizens. Electronic forms and digital documents simplify the process and 
enable the government to better serve citizens. Permit requests, information requests 
and travel requests all require paperwork that must be reviewed and approved before 
the documents can be sent to the requester. 

This section provides solutions that highlight an automation of the request process, 
allowing departments to review requests more quickly and keep requesters informed 
every step of the way. 

City of Ithaca, NY 130

City of Palm Beach Gardens, FL 138

Contra Costa County, CA 146

QUICKER BETTER SAFER  |  129



REQUEST PROCESS

REQUEST PROCESS 

City of Ithaca, NY 

Laserfiche Solution Contributed By: Julie Holcomb,  
City Clerk and Alan Karasin, Senior Network Administrator, 
City of Ithaca, NY

The Freedom of Information Law (FOIL) is an important 
piece of legislation that provides citizens the right to 
access information from the government. While critical 
and cherished, the process of disseminating requested 
information can be a headache for government 
organizations and a less-than-ideal experience for the 
information requester.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Ithaca, NY
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Located in central New York, The city of Ithaca is home to over 
100,000 residents in the greater metropolitan area, as well as 
Cornell University, an Ivy League school of over 20,000 students. 
With such a large population, the city struggled to process over 600 
information requests per year in compliance with FOIL.

“The city of Ithaca has a very engaged constituency that holds 
its government to a high standard of transparency. Over the past 
decade we have increased the availability of public records via our 
website; however, there is a difference between making records 
accessible and making information accessible,” says Julie Holcomb, 
City Clerk.

In order to improve request response, the city turned to Laserfiche—
slashing the average FOIL request processing time by 35 percent.

Thanks to Laserfiche, the public has around-the-clock access to the 
FOIL request form through the city’s website, eliminating the need 
to travel to City Hall. In addition, the city uses archived data to track 
frequent document requests to make this information available on-
demand to the public via its Laserfiche WebLink portal.

“Laserfiche allows us to take the burden and responsibility for 
compliance off individual employees, and moves it to a centralized 
and defined system. Not only can we ensure documents are stored 
as long as they are required, they are now also safe from accidental 
loss or tampering, and easily available,” adds Holcomb.
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FOIL Requests

Previously, the FOIL request process was paper-based, costing the city both 
money and time. The law mandates that the city inform requesters that their 
request has been received within five days and that the requested information 
be made available within 20 days. The city did not always meet deadlines under 
the paper-based system.

Simply notifying the relevant departments took up to four days and the 
departments needed weeks to compile all necessary documents and send them 
to the requester. Requested information was discarded after delivering it to the 
requester, meaning that the entire process needed to occur again if the same 
information was requested at a later time.

Using Laserfiche:

• A member of the public submits 
an online FOIL request form 
through Laserfiche Forms.

• Required information 
includes an email address for 
notification purposes.

• A digital signature is created 
by the requester when 
completing the form.

Citizens fill in information about their 
request through Laserfiche Forms and 
can submit it from anywhere
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• Laserfiche Forms saves the request form to the repository.

• Laserfiche Workflow automatically sends an email notification to the 
requester, informing them that the request has been received by the city.

• Laserfiche Workflow routes the request form to the clerk’s office.

• A member of the clerk’s office selects the departments relevant to the 
information request from a dropdown menu in the form’s metadata.

• The attorney’s office sometimes has a more comprehensive understanding 
of an issue and knows that additional departments should be included in 
a search for records so they are notified of every request, enabling them 
to add or remove departments by altering the form’s metadata.

• This change prompts Laserfiche Workflow to automatically email both the 
relevant department(s) and the attorney’s office.

• If the information request is not fulfilled and the document’s status has 
not been changed from pending within five days, Laserfiche Workflow 
automatically sends a reminder email to the selected departments.

Automated notifications through Laserfiche Workflow ensure that the city complies with FOIL
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• Members of all relevant departments can add documents to the request 
folder, facilitating a collaborative work environment.

When the status field in the request’s metadata has been altered, Laserfiche Workflow acts on 
the document according to the newly selected status
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• After the documents have been added, members of the attorney’s office 
are given the opportunity to review and redact the information from within 
Laserfiche.

• At any point, a member of the attorney’s office can stop the progress of the 
request by altering a status field in the form’s metadata.

• The status can be set as pending, denied, approved in part or approved 
in full.

• If the request has been denied or partially approved, employees can select 
various legal definitions from a dropdown menu in the form’s template.

• The legal definitions automatically populate an email notification to the 
requester, explaining why the request was not completed in full.

• Laserfiche Workflow automatically notifies the requester via email with 
their completed request.
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After the request has been completed, Laserfiche Workflow archives the 
document using Laserfiche Records Management Edition, storing it so that 
it is easily accessible if the same information is requested at a later date. 
Once archived, the retention schedule is automatically set according to state 
regulations, meaning that employees do not have to manually track retention 
and disposition rules.

Laserfiche Workflow automatically routes documents to the appropriate folder according to document type
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Automation Benefits

The automation of the FOIL request process has resulted in the following benefits 
for the city of Ithaca:

• The city reduced FOIL request processing time by 7,000 hours in the first year.

• The public has around-the-clock access to the FOIL request form through the 
city’s website, eliminating the need to travel to City Hall.

• Since requests are permanently archived in the Laserfiche repository, the 
city can track what requests the public makes frequently and can make this 
information available to the public via the Laserfiche WebLink portal.

• Records available through WebLink are text searchable so the public can easily 
find information, saving time for both potential requesters and city employees

• The city always complies with state regulations regarding timely notifications.
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City of Palm  
Beach Gardens, FL 

Laserfiche Solution Contributed By: David Crump, Senior 
Software Systems Specialist, City of Palm Beach Gardens, FL

Every time one of the 600 city employees travels on 
business, a travel authorization form must be submitted to 
the Finance department for approval. Once that employee 
has returned, a travel expense report must also be filled 
out and approved. In addition, either of these documents 
could contain a check request for reimbursement.

This travel authorization and expense reimbursement 
processes used to be manual and paper-heavy. Here 
is how Laserfiche allowed the city to streamline the 
document lifecycle and improve communication between 
various departments.

NUMBER OF EMPLOYEES: 
100-500

HEADQUARTERS: 
Palm Beach Gardens, FL
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Capture

The forms involved in the travel processes are available on the city of Palm 
Beach Gardens’ intranet page for employees to download and print. The 
employee fills out the form with the help of his supervisor and provides 
supplemental information, such as airline confirmation, hotel registration and 
check request documents to go along with the reimbursement request.

The forms and all supplemental documents are scanned onto a network drive 
with one of the many multi-function printers distributed throughout the city. 
Laserfiche Import Agent monitors the network shared folder for any new 
documents and automatically imports them into the Travel_Process\Inbox  
folder in Laserfiche.

One set of workflows processes both the travel authorization and travel expense 
reimbursement documents.
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Approval by the Travel Coordinator

Laserfiche Workflow monitors the travel inbox folder for incoming travel request 
documents. When it finds a new document, Laserfiche Workflow sends an email 
to the travel coordinator letting her know that a new travel document has been 
submitted for review.

The travel coordinator reviews the document. If there is a check request 
included as part of the document, she moves it to the front of that document. 
She also applies and populates the “Finance – Travel” template.
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When the travel coordinator is finished with her review, she changes the Travel 
Coordinator Approval status to either Approved or Disapproved. This action 
invokes a second workflow.

The next stage in the process is approval by the finance coordinator. Both the 
travel coordinator and finance coordinator must approve all travel documents.

Approval by the Finance Coordinator

If the travel coordinator approves the travel documentation, Laserfiche Workflow:

• Routes the documents to the Pending folder.

• Sends an email to the finance coordinator notifying him of a new travel 
authorization or expense report for review.

• Checks to see if the travel document contains a last minute check request 
(the value of the Check Request Fields is set to “ASAP”). If there is one, 
accounts payable is alerted via email of a last minute check to be cut.
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• Renames the travel document to the accounts payable naming standard and 
appends “Pending Finance Administrator Approval” to the end of the name.

• Notifies the finance administrator of a new request or authorization for 
review.

Once the finance administrator reviews the travel request, he changes the 
value of the Finance Administrator Approval Status field to either Approved 
or Disapproved and inserts comments into the template. The finance 
administrator’s action launches the third workflow.

If the travel coordinator approves the document but the finance coordinator 
does not, the document is then sent back to the travel coordinator with 
comments for a second review.

Final Travel Document Processing

Before checking if the travel request was approved or disapproved, Laserfiche 
Workflow checks to see if the travel coordinator and finance administrator left 
any comments. If comments are found, they are copied and inserted into a 
Workflow Approval 1 Comments field. Since security settings prevent users in 
other departments from viewing any of the fields that have to do with the travel 
coordinator or finance administrator’s approval actions, the Workflow Approval 
1 Comments field provides a way for requesters to see why their request was 
approved or disapproved.
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Next, Laserfiche Workflow checks to see if the finance administrator approved 
or disapproved the travel request. If the request has been disapproved:

• The document is renamed and sent back to the Inbox folder.

• If there was an ASAP check request attached to the authorization form, the 
accounts payable department is emailed that the check request was not 
approved.

• The Travel Coordinator Approval field is reset and the Workflow Prior Denial 
field is added and populated.

If the request has been approved by the finance administrator, Laserfiche 
Workflow:

• Renames the document based on the Travel Department’s file naming 
standards and moves it to the Travel folder of the department that initiated 
the request.
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If the travel document contains a check request, Laserfiche Workflow:

• Checks if there is a check request included with the authorization form by 
looking at the template field. If that is the case, Laserfiche Workflow creates 
a new placeholder document inside the Accounts Payable\Process\Inbox 
folder, where the check request will be moved.

• Moves the check request page from the current document to the newly 
created placeholder document.

• Creates a link between the check request and travel documents.

• Emails the accounts payable department that the travel request has been 
approved. The AP coordinator will then apply the Finance – Check Request 
template which invokes a separate set of check request approval workflows.

• If the check request is for petty cash, Laserfiche Workflow emails the 
accounts receivable department.

• Emails the travel coordinator that the travel document has been approved.

Here is the part of the workflow that deals with check requests:
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Benefits of Laserfiche

Implementing Laserfiche at the city of Palm Beach Gardens has resulted in the 
following benefits:

• Only one copy of documents is now stored in Laserfiche, making them easily 
accessible by multiple people at the same time.

• Robust security settings allow only authorized personnel to perform certain 
actions on documents, such as update or enter new metadata.

• The travel expense authorization workflows can easily be used as models for 
automating various other processes throughout the city.
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Contra Costa 
County, CA

Laserfiche Solution Contributed By: Carrie Ricci, Customer 
Services Coordinator, Contra Costa County and John 
Phillips, ECS Solutions

With a population of over a million residents, Contra 
Costa County is the ninth largest county in California. 
Such a large population means a lot of work for 
the public works department, which is responsible 
for services such as construction, maintenance 
and improvement of infrastructure within the 
unincorporated county and the flood control district as 
well as county buildings and grounds.

NUMBER OF EMPLOYEES: 
10,000+

HEADQUARTERS: 
Martinez, CA
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Maintenance Division – Daily Crew Report

The maintenance division deploys crews to do each day’s required maintenance 
around the county. Some examples include pavement repairs, road signage and 
striping installation, creek bank repairs and weed abatement. At the end of the 
workday, each maintenance crew supervisor must file a daily report that outlines 
all of the work performed that day. This report used to be a Microsoft Word 
document which would be filled out, printed out, submitted to the supervisor for 
review and signature, and then stored indefinitely in a file cabinet.

Since each of the jobs performed by the department’s many 
divisions requires the submittal of a paper report or form, the 
department is overwhelmed by paper and file cabinets. The 
department wants to hire new staff but there is no place to put 
their desks. With no department-wide retention policy, documents 
are kept indefinitely, contributing to the overwhelming amount of 
paper and records management challenges.

The public works department is beginning to scan documents into 
Laserfiche and automating key processes in different divisions by 
implementing Laserfiche Forms and Workflow. Here is how the 
maintenance, flood control and environmental divisions are using 
Laserfiche to go paperless.
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Now, the entire report is completed in Laserfiche Forms. At the end of each day 
when they return to the office, maintenance crew supervisors fill out an electronic 
report form. The form has been made dynamic through the use of field rules, 
making the reporting process faster and easier. Certain sections appear only when 
a particular selection is made. For example, if the Dispatch field is marked “Yes,” 
then a field appears asking for a description of the dispatch.

The maintenance crew daily report electronic form
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Once submitted, the report is sent to the supervisor for review. He can approve 
it or send it back to the submitter with a request for more information. Approved 
reports are stored in the Laserfiche repository.

Approved daily crew reports are stored in the Laserfiche repository
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Flood Control Division – Worklog

The flood control division receives requests from other county departments and 
cities to review project applications. A clerk will log the request in a Laserfiche 
form, then assign it to an engineer.

Once the form is submitted, a Laserfiche workflow is started. This workflow 
calculates the worklog number and project due date, then notifies the assigned 
engineer of new work to be completed through email.

The flood control worklog electronic form
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Once the work is done, Workflow sends an email to the clerk letting her know 
that the work has been completed.

Laserfiche Workflow notifies the assigned engineer of pending work
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Environmental Division – Request to 
Initiate Environmental Process

Before a project is started, the 
environmental division performs 
an environmental review. The 
division requesting the review 
fills out an electronic Request to 
Initiate Environmental Process form. 
Once the form is submitted, the 
environmental division manager is 
notified to review the request and 
select the staff member who will 
perform the review. The form is then 
saved in the repository.

Once the form is submitted, 
Laserfiche Workflow notifies the 
assigned environmental planner 
of new pending work. When the 
planner starts the work, he or she 
changes the status in the form’s 
metadata from Assigned to In 
Progress. This triggers an email to 
the manager that the work has been 
started. When the work is finished, 
the planner changes the document’s 
status to Completed which triggers 
an automatic email notification to 
the manager.

The request to initiate the environmental process electronic form
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Benefits of Laserfiche

Using Laserfiche to automate processes within the Public Works Department 
has resulted in the following benefits:

• The department will have a standardized retention policy for all documents, 
allowing for the regular destruction of documents and eliminating the need 
for the department to keep paperwork indefinitely.

• The elimination of paper file cabinets will create more space, which will be 
used for desks for new employees.

• Information availability has increased, as a manager can now quickly run a 
Laserfiche search and see the status of all reports or projects in one view.

Laserfiche Workflow sends emails to the planner and manager
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Government procurement requires an excess of paperwork and often convoluted 
approval processes. Laserfiche not only helps users to speed up the current process, 
but the process can actually be streamlined and improved. Procurement often requires 
several stakeholders and Laserfiche enables different departments to collaborate and 
keep track of documents.

The solutions that follow describe how different government organizations have used 
Laserfiche to streamline procurement and improve communication. 

Ada County Highway District 156

City of Highland Village, TX 162 

Davie County, NC 168

San Bernardino Associated Governments 174
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Ada County  
Highway District 

Laserfiche Solution Contributed By: Misty Perry, 
Information Records Administrator, Ada County  
Highway District

Ada County Highway District (ACHD) is the only 
organization of its kind in the United States. ACHD is 
responsible for all short-range planning, construction, 
maintenance, operations, rehabilitation and 
improvements to Ada County’s urban streets, rural 
roadways (excluding state highways) and bridges. 
Most construction projects must go through a bid 
procurement process that results in a contract. Here is 
how Laserfiche was able to streamline this process.

NUMBER OF EMPLOYEES: 
200-500

HEADQUARTERS: 
Garden City, ID
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Legacy Process

Before ACHD implemented Laserfiche Workflow, the bid procurement process 
was cumbersome and paper heavy. The contract administrator would print out 
the bid packet (which ranges from 100 to 400 pages) and physically walk around 
the building obtaining signatures. The signed bid packet would then have to be 
scanned back into the system. Laserfiche Workflow allows the whole process to 
be automated.

The New Automated Process

Now, as soon as the bid packet and contract is ready, it is imported into Laserfiche 
by the contract administration department. Laserfiche Workflow is invoked 
immediately. This workflow:

• Moves the bid packet to a folder where it awaits supervisory approval. The 
supervisor is notified by email of a new bid packet for his review and approval.

• If the supervisor doesn’t approve the bid in four hours, Laserfiche Workflow 
sends him a follow-up email reminder.
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• Next, a different series of actions takes place depending on whether the 
manager approves or disapproves the bid packet.

• If the manager approves the bid packet, it is routed through the deputy 
director and contracts administrator’s office. The finalized bid packet is sent 
to the records management folder where retention is automatically applied.

• If the manager disapproves the bid packet, it is also routed to the deputy 
director and contract administrator’s office. The contract administrator 
must revise the bid packet. After the bid packet is revised, the contract 
administrator updates the CAO Approval Status field to Revised. This action 
triggers Laserfiche Workflow to send the bid packet back to the manager 
and deputy director.
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The final approved packet is routed to the records management folder 
where retention is automatically applied.
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Here is what this workflow looks like:
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Benefits of Laserfiche

Automating the bid procurement process with Laserfiche has resulted in 
the following benefits for ACHD:

• All reviewers and approvers are now notified by email immediately 
when they have a new bid packet to review. The manager and deputy 
director have access to each other’s folders, so if one of them is out of 
the office the other can approve for both. The administrative assistant 
is copied on all email notifications so she can contact one or the other 
if a particular approver is out of the office.

• All bid packets are moved to the records management folder 
automatically when they are approved. Retention is instantly applied. 
This saves the records administrator time and effort and reduces the 
amount of space needed for storage. This also saves time for the 
Laserfiche scanning operator in not having to scan the approved bid 
packet into the system. Contracts can also be accessed whenever they 
are needed.
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City of Highland 
Village, TX

Laserfiche Solution Contributed By: Van Tinch, Systems 
Administrator, City of Highland Village and Steven Haffey, 
DocuNav Solutions

Located north of Dallas, TX, the city of Highland Village 
is an affluent community of 18,000 residents. Like 
most local governments, the city continuously aims to 
enhance public services, facilities and infrastructure 
while promoting fiscal responsibility.

NUMBER OF EMPLOYEES: 
100-500

HEADQUARTERS: 
Highland Village, TX

EXISTING LASERFICHE 
INTEGRATIONS: 
Tyler Incode
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Because of this, the city has always been a bit ahead of the curve 
when it comes to adopting new technology. Recent initiatives to 
improve efficiency resulted in the Information Services Department’s 
reassessment of some processes, such as procurement, that were 
still paper-based and required manual data entry into multiple 
systems. Purchase orders were time consuming to document and it 
was hard to track compliance (like purchase and payment approvals).

By moving to a digital procurement system, the city wanted to 
achieve the following:

• Keep a  better organized record of all quotes, purchases and the 
receipt of goods

• Automatic issuance of purchase orders and standardized 
notifications

• Identification/resolution of unexpected invoices and reduction  
in turnover times

There were two options for digitizing procurement: using Incode 
document management software from Tyler Technologies to 
automate the storage of accounting records or integrating Incode 
with Laserfiche, which the city had been using for over eight years. 
The city chose the Laserfiche integration because of Laserfiche’s 
records management and searching capabilities that have been used 
throughout all city departments. This development was a team effort 
between the city and its reseller, DocuNav Solutions.

“The new integration is so robust that people don’t know where 
Incode ends and Laserfiche starts,” says Van Tinch, Systems 
Administrator. “It works so seamlessly.”

Even better, purchase order processing which previously took four 
hours now takes between 30 and 45 minutes.

Here is how the city of Highland Village automated the monthly 
processing of 150-200 purchase orders with Laserfiche and an 
integration with Incode.
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The Current Process

In the past, the procurement process was entirely paper-based and required 
manual data entry into many different systems. The new procurement process is 
almost completely digital:

• The process starts when a department puts together a quote package, scans it 
into Laserfiche and obtains management approvals in Incode.

• Next, the accounting department reviews and approves the quote in Incode 
and quote documents in Laserfiche.

• The accounting department then generates a purchase order, which is printed 
into Laserfiche with Laserfiche Snapshot.

• Laserfiche Workflow then emails a copy of this purchase order to the 
department administrator, who forwards it to the vendor.

When a department member receives the requested goods or services, he fills 
out a receiving report along with any associated documents such as freight bills, 
packing lists, bills of lading or receipts, and scans the package into Laserfiche. 
Workflow routes the documents to the correct folder in Laserfiche and sends 
an email to the accounts payable department along with a link to the receiving 
documents. When the invoice is received, the accounting technician enters it 
into Incode and then scans it into Laserfiche. The accounting technician reviews 
both the invoice and receiving report in Laserfiche, and pays the invoice.
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Throughout the process, Laserfiche Workflow automatically renames the 
documents and routes them to the correct folders in the Laserfiche repository 
for archival retention. Laserfiche Workflow also pulls purchase order and invoice 
information directly from Incode, and uses it to populate Laserfiche metadata. 
The appropriate retention is automatically applied.

Metadata, such as purchase order number, is populated from information in Incode

All purchasing documents are stored in the same folder sorted by year and organization
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If any database lookups fail, Workflow writes the error message into a metadata 
field for easier analysis and troubleshooting by the systems administrator.

This workflow branch looks up the purchase order in Incode and assigns it to the document 
as metadata. If the lookup fails, the error code is saved in a different metadata field to help 
with troubleshooting
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In order to simplify workflow 
maintenance and troubleshooting, 
the workflows are modular. 
One workflow invokes different 
workflows for certain branches. 
An example of this is shown in the 
diagram below. This gives workflow 
designers the ability to reuse 
certain popular activities as building 
blocks in other workflows.

Benefits of Laserfiche

Automating the procurement process with Laserfiche and an Incode integration has resulted in the 
following benefits for the city of Highland Village:

• Purchase order processing which previously took four hours now takes between 30 and 45 minutes

• Laserfiche Workflow eliminates human error and the time consuming tasks of filing documents in the 
appropriate folders, renaming them and filling out metadata

• The process is much more transparent and compliant with regulations

• It is much easier for the accounting technician to see which purchase orders have been fulfilled—
completely or partially—so that he can submit payment for only the goods received

The procurement process is designed with modular workflows
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Davie County, NC

Laserfiche Solution Contributed By: John Gallimore, Chief 
Technology Officer, Davie County, NC

Davie County, NC, which was carved out of Rowan County in 
1836, has an area of 264 square miles and a population of 
41,000.

Before implementing Laserfiche, the county’s contract 
approval process was paper-driven and inefficient. A 
department representative would fill out a submittal 
document in Microsoft Word, print it and attach it to a paper 
copy of the contract. This contract was then routed to various 
departments for signatures. If changes were necessary, paper 
copies were returned to the submitter for corrections, and 
then returned to the reviewing department for approval.

NUMBER OF EMPLOYEES: 
200-500

HEADQUARTERS: 
Mocksville, NC

EXISTING LASERFICHE 
INTEGRATIONS: 
DocuSign
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The paper-heavy process introduced several challenges:

• It was difficult to track the location of the contract, as there was 
no clearly defined order of review and approval

• Contracts were occasionally lost, delayed or misplaced

• Ensuring that the contract was signed by all parties before being 
finalized

The county used Laserfiche Forms, Workflow and Laserfiche 
DocuSign integration to automate the contract approval process 
and make it completely paperless.

New Contract

Once a new contract has been drafted, it is routed for approval and signatures. 
The submitter fills out the Contract Control form in Laserfiche Forms with details 
about the contract and uploads the contract draft. The submitter can select if 
the contract requires regular or expedited approval.

New contracts are submitted for review through 
Laserfiche Forms
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Once the form is submitted, Laserfiche Forms sends the contact for legal review. 
Legal can approve the contract or automatically send it back to the submitter for 
modifications. If the contract relates to a technology purchase, legal can send it 
on for technology review, otherwise, the contract can be sent directly to finance.

Each department can approve the contract or send it back to the submitter for 
modifications. The submitter can then choose to make the required changes and 
resubmit, or terminate the whole process.

After finance review, the contract is sent to the county manager for final review 
and approval. The county manager can either approve the contract or, if the 
contract requires board approval, send it to the clerk to the board. The clerk 
presents the contract to the board and records the board’s decision. If the board 
approves the contract, it is saved in Laserfiche where it awaits signatures. If the 
board rejects the contract, it is saved in a different folder in the repository and 
the process ends.

At any time during the process, if a department does not review the contract 
within three business days, an email reminder is sent to the county manager. If 
a contract requiring expedited review is not approved within five business days, 
an email is sent to the contract review team.

The entire contract review and approval process is mapped in Laserfiche Forms
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Approved Contracts

Once a contract is approved, it is 
saved in the repository in the Finance\
Contract Management\Approved Pending 
Signature\Contractor Name folder.

From there, the clerk right-
clicks the contract and selects 
the Send to DocuSign option. 
This action automatically 
emails the contract to the 
vendor for signatures via 
DocuSign.

Once a contract is approved internally, it is routed to a special folder 
in the repository where it awaits signatures

Contracts are signed through DocuSign and then automatically saved in the 
Laserfiche repository

QUICKER BETTER SAFER  |  171



PROCUREMENT

Once the signed contract is returned, Laserfiche 
Workflow routes it to the Finalized folder and 
updates the metadata accordingly.

The metadata pane of a finalized contract

The workflow that routes contracts to the Finalized folder in Laserfiche and updates the metadata
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Benefits of Laserfiche

Automating contract approval with Laserfiche Forms has resulted in the 
following benefits for Davie County:

• The process has been streamlined with a clear workflow and order of review, 
making contracts easily trackable throughout the process

• Participants can now be held accountable for their role in the process, 
eliminating delays

• Process bottlenecks can be identified and addressed quickly so that contracts 
are approved in a timely manner

• All contracts are stored in a centralized location, making them accessible 
anytime from anywhere by employees with the appropriate security rights

• Printing and storage costs have been reduced as the process is paperless 
from start to finish
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San Bernardino 
Associated Governments

Laserfiche Solution Contributed By: Jeffery Hill, 
Procurement Manager, San Bernardino Associated 
Governments

San Bernardino Associated Governments (SANBAG) 
is the council of governments and transportation 
planning agency for San Bernardino County. SANBAG 
is responsible for cooperative regional planning and 
furthering an efficient, multi-modal transportation 
system countywide. Before Laserfiche, the procurement 
and contract management process was paper-intensive. 
Here is how Laserfiche Forms and Laserfiche Connector 
simplify procurement for SANBAG.

NUMBER OF EMPLOYEES: 
11-50 people

HEADQUARTERS: 
San Bernardino, CA

EXISTING LASERFICHE 
INTEGRATIONS: 
Tyler Eden
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Procurement

If an employee wants to procure 
a service, such as auditing or 
construction management, he 
must fill out a procurement 
request in Laserfiche Forms. 
While filling out the form, certain 
documents such as the scope 
of work and independent cost 
estimate must be uploaded.

In order to make sure the 
information in the form 
is accurate, some fields 
display an alert when invalid 
information is entered.
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In this case, the number must be between 15 and 50.

The submitter can either submit the form directly or save it as a draft to 
complete later. Submitted forms are imported directly into a new folder in 
Laserfiche along with their attachments.

An email is sent to the procurement department notifying it of each submission.
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Contracts

New contract information is entered 
into Tyler Eden, which also generates 
a contract number. The finalized 
contracts are scanned into Laserfiche 
with the Contract Number included in 
the metadata.

Each contract has its own folder.
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Laserfiche Workflow automatically renames the document to include the 
contract number and additional information, such as if the contract includes an 
amendment, backup documents or a contract task order (CTO). This makes it very 
easy to locate a particular contract document without having to open it first.

Laserfiche Connector

Laserfiche Connector, a wizard-driven tool that provides a way to integrate 
Laserfiche with other applications without programming, integrates Laserfiche 
with Tyler Eden based on the contract number. All documents related to a 
particular contract are now accessible from within the Contracts tab in Tyler Eden. 
The user simply selects what type of contracts he would like to see and a search is 
performed in Laserfiche based on the contract number.
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Benefits of Laserfiche

Streamlining the procurement and contracts management process with 
Laserfiche Forms and Laserfiche Connector has led to the following benefits 
for SANBAG:

• Contracts are easily located with the click of a button within Tyler Eden.

• All information relating to a contract is stored in one place, eliminating 
the need to search for documents in multiple locations.

• Field constraints in the electronic procurement request form ensure 
information accuracy.
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laserfiche.com

QUICKER BETTER SAFER 
GOVERNMENT 

In today’s internet age, citizens expect their government to be more transparent and 
responsive to their requests. While it is important to serve the public effectively and 
efficiently, it is just as important to make sure this information is carefully documented 
and regulated.  

Learn how government organizations have made dramatic changes to their business 
processes with Laserfiche software while cutting costs, reducing manual labor and 
improving service to their citizens.

This book contains a collection of customer solutions (including step-by-step 
instructions and screenshots) for streamlining and automating various business 
processes across departments such as Facilities Management, Human Resources, 
Permitting and more.

For most of the district’s staff, starting the business day means opening Laserfiche. 
Because of the centralized storage space for files, the ability to collaborate easily 
on documents and the automation of many key business processes, Laserfiche has 
become an integral part of how work is done on a daily basis. 

Sonya Finley, Document Control Clerk, North County Transit District


