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AVALON BOARD OF EDUCATION - December 21, 2022

AVALON BOARD OF EDUCATION
32"° STREET AND OCEAN DRIVE
AVALON, N3 08202

AGENDA

CALL TO ORDER

The New Jersey Open Public Meetings Law was enacted to ensure the rights
of the public to have advance notice of and to attend the meetings of the
public bodies at which any business affecting their interest is discussed or
acted upon. In accordance with the provisions of this Act, the Avalon Board
of Education has caused notice of this meeting to be published by having the
date, time, and place thereof posted in The Press of AC. Additionally notice
was posted on the Avalon School website,

PLEDGE TO THE FLAG

I pledge allegiance to the flag of the United States of America and to the
Republic for which it stands, one Nation under God, indivisible with liberty
and justice for all.

ROLL CALL
Mr. Richardson Mrs. Scarpa  Mrs. Schiela
Mrs. Schwartz Mrs. Binder Mrs. Walters
ATTENDANCE
__ Mrs. Fox Ms. Fiori __ Dr. Murtaugh
MINUTES

It is recommended that the Board of Education approve the minutes and
executive minutes of the meeting held November 16, 2022, (see drive)

BOARD SECRETARY/BUSINESS ADMINISTRATOR REPORT

Monthly Reports
A Budget Summary and Monthly transfer report for December, 2022 are
presented for review. {see financial Reports file)

Transfers

It is recommended that the Board of Education approve, upon
recommendation of the Chief School Administrator, the following transfers of
funds for November 2022: (see pages 7)
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C. Board Secretary Report

Board Secretary’s Reports, for the month of October, 2022 pursuant to N.J.A.C.
6A:23A-16.10 (c)3, T certify that as of December 21, 2022, no budgetary line item account
has obligations and payments (contractual orders) which in total exceed the amount

appropriated by the Avalon Board of Education pursuant to N.J.S.A. 18A:22-8.1 and
N.J.A.C. 6:23-16.10 (a)1. (see Financial Reports file)

In accordance with N.J.A.C. 6A:23A-16.10 (¢) 2, it is certified that anticipated revenue has
changed for the month ending November, 2022 as follows:

Increase $ Decrease $0

December 21, 2022
Linda Fiori Date

D. Treasurers Report

Treasurer’s Report in accordance with 18A:17-36 and 18A: 17-9 for the
month of October 2022. The Treasurer’s Report and Secretary’s Report are
in agreement for the month of October 2022, (see Financial Reports file)

E. Certification
Pursuant to N.J.A.C. 6A:23A-16.10 (c) 4, the Avalon Board of Education
certifies that as of December 21, 2022 and after review of the Secretary’s
Monthly Financial Report and the Treasurer’s Monthly Financial Report and
upon consultation with the appropriate district officials, to the best of the
Boards’ knowledge, no major account or fund has been over-expended in
violation of N.J.A.C, 6A:23A-16.10 (a) 1 and that sufficient funds are

available to meet the district’s financial obligations for the remainder of the
fiscal year.

F. WARRANTS

It is recommended that the Board of Education approve the following:

o Warrant paid on 10/31/22

Warrants paid on 11/30/22
Payroll paid on 11/30/22 & 12/15/22
Vendor bill fist for December 2022
Authorize the Business Administrator to pay any additional bills due
and owing for December, 2022 and may transfer funds as
necessary so that no line item is over expended. A list of bills paid
and transfers made will be presented at the next board meeting.
(see pages 8-14)

Oc oW
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G. ACLS Coop
It is recommended that the Board of Education approve the resolution to
participate in the Alliance for Competitive Energy Services through May,
2028 per the attached agreement (see pages 15-16)

H. Records Management Proposal
It is recommended that the Board of Education approve the proposal from
Record Management Service in the amount of $7,400. (see pages 17-24)

I ROD Grant
It is recommended that the Board of Education approve to allow Garrison

Architect to apply for a ROD Grant for the Fire Alarm System in the amount
of 40% of the total project.

V. FOR YOUR INFORMATION -
VI. CHIEF SCHOOL ADMINISTRATOR’S REPORT - (See pages 4-6)

VII, BOARD OF EDUCATION BUSINESS
>  Old Business
>  New Business
»  Committee Reports

VIII, PUBLIC COMMENT
Members of the public are invited to address the board concerning board

business matters of interest. If you wish to address the board, when acknowledged
please provide your name, address and share your comment. Issues that have not
previously been considered through administrative channels shall not be considered
by the Board. Comments will be considered and a response may be forthcoming if
and when appropriate. The Board requests that all members of the public, be
mindful of the rights of other individuals when speaking. If you choose to comment
about staff, the Board does not endorse those comments nor will the Board be held
liable for comments that are made by the public about staff members and that
should a staff member consider your comments defamatory, that staff member

retains all rights to pursue any legal remedies against the person making the
comment.

IX. EXECUTIVE SESSION
It is recommended that the Board of Education, by Resolution, adjourn into
Executive Session, from which the general public is excluded, to discuss
student placement, personnel, litigation, negotiations, or any other matter
appropriate for this session. The results of this session will be made public
as soon thereafter as a decision is reached, if permitted by law.

X, RESUMPTION OF PUBLIC PORTION OF MEETING

XI. ADJOURNMENT
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Policy

A. Presentation of 2022-2023 NJ Start Strong Scores for the Fall 2022 administration- Dr. Renee Murtaugh.

A. Motion to accept the Chief School Administrator’s Harassment, Intimidation, and Bullying Report for
November, 2022.

B. Motion to affirm the Chief School Administrator’s Harassment, Intimidation, and Bullying Report for

October, 2022.

C. Motion to approve the following facility requests:

T RPL LY AL SIS P SR B Room e G u
" Requested By - Date(s) - | Time .| Requested | . . Purpose . 'l
Tuesday, 4:30pm- Multi-Purpose |art Workshop-Wreath
Avalon Library December 6, 2022 7:00pm Room Making
Wednesday, 4:30pm- | Multi-Purpose
Avalon Library December 7, 2022 7:00pm Room Art Workshop-Wreaths
Thursday, 9:00am- Music Room-
Avalon Players June 22,2023 5:00pm Stage-Gym  [Auditions
Friday, 10:00am- Music Room- |Parent Meeting-
Avalon Players June 23, 2023 12:00pm Stage-Gym  [Read Through
Monday June
26th-Friday July 21st
(excluding Tuesday 12:00pm- Music Room-
Avalon Players July 4th & weekends) 6:00pm Stage-Gym  |Rehearsals
Friday, 7:30am- Cafeteria &
Avalon Players July 21, 2023 12:30pm Music Room  |Character Fun
Monday, July 4:00pm- Music Room-
Avalon Players 24-Thursday, July 27th |  10:00pm Stage-Gym  |Dress Rehearsals
Friday, July 28th- 3:00pm- Music Room-
Avalon Players Saturday, July 29, 2023 10:00pm Stage-Gym  {Shows @ 7:00pm
Sunday, 1:00pm- Music Room-
Avalon Players July 30, 2023 9:00pm Stage-Gym  |Show @ 5:00pm
Sunday, 7:00-
Avalon Players July 30, 2023 9:00pm Cafeteria Cast Party
Saturday, 12:00pm-
Avalon Library February 11, 2023 4:00pm Art Room Art Workshop-Painting
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. “Requested By | " .Date(s} “Time | Requested. | . Purpose il
Wednesday, 12:00pm- Art Workshop-Painting
Avalon Library April 12, 2023 3:00pm Art Reom Birdhouses
Saturday, 3:00pm- Gym-Music
Avalon Library August 12, 2023 10:00pm Room-Stage [Concert-jersey Tenors
Mondays Jan 23,30 7:00pm- Seminar Class
Avalon -EMS Feb 6,13, 2023 8:30pm Gym {Kevin Scarpa)
Personnel

D. Motion to approve, upon the recommendation of the superintendent, the following individuals as per
diem substitute teachers for the 2022-2023 school year,

Roberta Juska
Colleen McKenna
Krista Salvadore

E. Motion to approve, upon the recommendation of the superintendent, the following individuais as site
supervisors for the 2022-2023 school year at the stipend rate of 340 per hour as per the negotiated

agreement,

F.  Motion to approve, upon the recommendation of the Superintendeant, Tom Marshall as Athletic Programs

- siteSupervisors

Matthew Andris
Barbara Farrell
Alanna Smallwood

Coordinator for the 2022-2023 school year at a stipend rate of $40 per hour as per the negotiated

agreement,

G. Maotion to approve, upon the recommendation of the superintendent,
Teacher of Special Education at a salary of

, effective
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Informational/Discussion
a. Enrollment Report
b. Educators of the Year-
Stone Harbor: ESP of the Year Jim Weed and Teacher of the Year Laura Salvesen
Avalon: ESP of the Year Kelly McCorristin and Teacher of the Year Tom Marshall

¢.  School Mapping [nitiative
d. Fire Drill: 11/08/2022 @10:30am
e. Security Drill: 11/30/2022 @9:15am Bomb Threat/Sheiter in Place

Stone Harbor School Update- Dr. Murtaugh
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Check Journal Avalon Board of Education B Page 1 of 1
Rec and Unrec checks Hand and Machine checks 12/05/22 09:31

Starting date 10/31/2022 Ending date 10/31/2022

Chki# Date | Rec d_ate_] C_ode|_ __Vendor name Check Comment Check amount
D32062 10/34/22 2109  Cape May Co Special Services 1,800,00
D32063 10131122 2003  Nj Department Of Treasury 1,428.00

Fund Totals

11 General Current Expense $1,800.00
12  Capital Qutlay $1,428.00
Total for al! checks listed $3,228.00

Prepared and submitted by: /A NS /‘0/6’//; -

/" /" / Board Secretary Date




Check Journal Avalon Board of Education Page 1 of 1
Rec and Unrec checks Hand and Machine checks 12/15/22 11:35

Starting date 11/30/2022 Ending date 11/30/2022

Chki# Date | Rec date| Code| Vendorname Check Comment - Check amount
D32068 11130/22 2109 Cape May Co Special Services 1,799.00
D32069 11130/22 2003  Nj Department Of Treasury 1,430.00

Fund Totals
11 General Current Expense $1,799.00
12 Capital Outlay $1,430.00
Total for all checks listed $3,228.00

=l
Prepared and submitted by: M V4 /3'0/ 2=

Board Secretary Date




Check Journal Avalon Board of Education Page 1 of 1
Rec and Unrec checks Hand and Machine checks 12/09/22 14:26

Starting date 11/30/2022 Ending date 11/30/2022

Chk#}] Date {Rec _da_gel C_od_e_l ~ Vendor name - Check Comment Check amount
F32064 11730/22 1371 Avalon Board Of Ed Payroll 111,851.89
F32065 11/30f22 1341 Avalon Boe P/r Agency 8,5632.07

Fund Totals

10 General Fund $6,203.45
11 General Current Expense $81,895.03
20 Special Revenue Fund $1,404.04
60 Enterprise Fund $1,576.65
70 Internal Service Fund $26,282.15
71 Fund 71 $3,022.74

Total for all checks listed $120,384.06

Prepared and submitted by: /-)/ﬂh ///30/’2}"

(/ Board Secretary Date

Yz,



Check Journal Avalon Board of Education Page 1 of 'ﬂ
Rec and Unrec checks Hand and Machine checks e A tae

12/09/22 14:22
Starting date 12/15/2022 Ending date 12/15/2022

Chki# Date |Rec datel C_od____el ~ Vendor name Check Comment Check amount
F32066 1211522 1371 Avalon Board Of Ed Payroli 115,976.43
F32067 12115122 1341 Avalon Boe Pir Agency 8,849.59

Fund Totals

10 General Fund $6,203.45
11 General Current Expense $85,955.69
20 Special Revenue Fund $1,404.04
60 Enterprise Fund $1,576.65
70 Internal Service Fund $26,663.45
71 Fund 71 $3,022.74

Total for all checks listed $124,826.02

Prepared and submitted by: M\& / 2—// A// e N

/Board Secretary Date

V4



Vendor Bill List Avalon Board of Education
Batch Count = 1

Page 10of 3
12/16/22 12:07

Batch Number 1 Current Payments

$153,750.77 Batch Total

P.O.# 300277 legal

1060 | Admin Partners
P.O.# 300002 Monitoring

American School Counselor Asoc
P.O.# 300253 Professional Develpment 12/1

1232 | Amerihealth Ins Co Of Nj

P.O. # 300001 Health Insurance
| 1561 | Aqua Treat, Inc

PO.# 300003 Service

1938 | Atlantic Electric
PO.# 300004 Electric

Borough of Avalon
PO.# 300017 Water service

E875 | Borough of Wildwood Crest
P.O. # 300273 Basketball

1524 | Brain Pop LLC
P.O.# 300258 Brain Pop

1710 | Cape Assist

P.C.# 300220 11/18/22 Peer Leadership Conf

1676 | Cape May Co Shared Services
P.O. # 300270 Transportation

P.O.# 300005 Itinerant services
P.O.# 300028 One to One Aide agreemnt

1037 | Casa Payroll Service
P.O.# 300009 Payroll

1264 | Clever Prototypes, Lic
P.O. # 300233 Schoo! License

1167 | Cm3 Building Solutions
PO # 300007 Phone service

POC.# 300229 Renewal services

1211 | Coles Music Service

P.O.# 300117 Instrument Repairs

$4,088.00 Vend Total
$4,088.00 PO Total

$250.00 Vend Tota!
$250.00 P PO Total

$99.00 Vend Total
$99.00 PO Total

$38,848.28 Vend Total
$38,848.28 P PO Total

$200.00 Vend Total
$200.00 P PO Total

$17,564.89 Vend Total
$17,564.89 P PO Total

$4,294.72 Vend Total
$4,204.72 P PO Total

$250.00 Vend Total
$250.00 PO Total

$2,076.00 Vend Total
$2,076.00 PO Total

$210.00 Vend Total
$210.00 P PO Total

$1,220.87 Vend Total
$1,220.87 PO Total

$1,973.60 Vend Total
$400.00 P PO Total
$1,573.60 P PO Total

$345.70 Vend Total
$345.70 P PO Total

$1,047.00 Vend Total
$1,047.00 PO Total

$3,585.17 Vend Total
$169.17 P PO Total

$3,416.00 P PO Total

$229.50 Vend Total
$229.50 PQ Total



Vendor Bill List Avalon Board of Education
Batch Count = 1

Page 2 of 3
12/16/22 12:07

Batch Number 1 Current Payments

$153,750,77 Batch Total

1697 | Comcast
P.C, # 300010 Cable sevice

| 1837 | Comcast Business
PO # 300011 Internet service

1503 | Degler-Whiting, Inc

P.O.# 300186 Preventive Maint & Inspection
P.O.# 300283 Supplies
F994 | Denise McLaughlin

P.O.# 300029 Transportation

Harbor Square Theater

P.O. # 300264 Hcliday Mevie

1932 | Home Depot Credit Services
P.O. # 300274 Supplies

Horizon Blue Cross Blue Shldnj
P.O.# 3000t4 Dental

Jewelry Studio

PO.# 300260 Retirement

1241 | Kast Distributors, Inc
P.O.# 300276 Supplies

P.O.# 300016 Tuition

AB63 | NJ School Jobs

PO.# 300254 Advertising - Jobs

P668 | Old Colony Group, LLC

P.O.# 300278 Lighting recycle
[D384 | Pearson
P.O.# 300234 Pearson testing

1987 | Press of Atlantic City

P.O.# 300271 Advertising

| H325 | ReadyRefresh by Nestle
P.O.# 300269 Water

1195 | Ricohl/ikon Office Services
PO.# 300015 Copier lease
P.O.# 300027 Cloud subscription

$119.28 Vend Total
$119.28 P PO Total

$1,577.00 Vend Total
$1,577.00 P PO Total

$2,360.00 Vend Total
$1,900.00 P PO Total

$460.00 P PO Total

$360.00 Vend Total
$360.00 P PO Total

$664.00 Vend Total
$664.00 PO Total

$105.22 Vend Total
$105.22 PO Total

$1,523.95 Vend Total
$1,523.95 P PO Total

$229.00 Vend Total
$229.00 PO Total

$4,151.70 Vend Total
$4,151.70 PO Total

$8,079.90 Vend Total
$8,079.90 P PO Total

$50.00 Vend Total
$50.00 PO Total

$490.74 Vend Total
$490.74 PO Total

$200.00 Vend Total
$200.00 PO Total

$36.80 Vend Total
$38.80 PO Total

$435.81 Vend Total
$435.81 PO Total

$1,163.86 Vend Total
$1,143.86 P PO Total

$20.00 P PO Total

/3



Vendor Bill List
Batch Count = 1

Avalon Beard of Education

Batch Number 1 Current Payments

$1563,750.77 Batch Total

2166 | Rocky & Fred'S Creative Desigh
P.O.# 300251 Veterans Wreath

| 1087 | Schoppy, Inc
P.O.# 300261 Retirement - lce Buckef

1721 | Staples Credit Plan
P.O.# 300259 Staples

2108 | Stone Harbor Board Of Educatio
300023 Tuition

300024 Interlocal Agreement

300266 Reimbursement - Mckenna
3002587 Reimbursement - Colleen Mckenn

300279 Reimbursement - Salvesen

1329 | Sun Life Assurance Co
PO. # 300025 Life Insurance

T840 | Toledo Physical Education Supply
P.O. # 300252 Basketball Supplies

1973 | Tony'S Produce
P.O.# 300275 Kitchen Supplies

V322 | Woodbine Board of Education
P.O.# 300026 Interiocal agreement

L998 | Wooter Appare!, Inc (CovCare)
P.O. # 300228 Uniforms

$90.00 Vend Total
$90.00 PO Total

$209.00 Vend Total
$200.00 PO Total

$78.78 Vend Total
$78.78 PO Total

$51,964.60 Vend Total
$40,500.00 P PO Total

$8,799.60 P PO Total
$175.00 P PO Total
$750.00 P PO Total
$1,740.00 P PO Total

$80.78 Vend Total
$80.78 P PO Total

$983.88 Vend Total
$083.88 PO Total

$383.85 Vend Total
$383.85 PO Total

$1,969.91 Vend Total
$1,969.91 P PO Total

$159.98 Vend Total
$159.98 PO Total

Total for Report =

$153,750.77

¥

Page 3 of 3
12116/22 12:07



A RESOLUTION BINDING THE (insert name of District)
TO PURCHASE ELECTRIC GENERATION SERVICES
THROUGH THE ALLIANCE FOR COMPETITIVE ENERGY SERVICES (“ACES”) Bid
Cooperative Pricing System ID#E8801-ACESCPS

RESOLUTION NUMBER

WHEREAS, the Alliance For Competitive Energy Services {(hereinafter referred to as “ACES”),
an alliance composed of the New Jersey School Boards Association (hereinafter referred to as “NJSBA™),
the New Jersey Association of School Administrators, and the New Jersey Association of School
Business Officials, will from time to time during the Effective Period as defined below solicit bids from
electric power suppliers for electric generation services through an energy aggregation program in which
NJSBA will act as Lead Agency of the ACES Cooperative Pricing System #E8801-ACESCPS in
accordance with the “Public School Contracts Law”, N.J.S.A. 18A:18A-1 et seq., and the Electric
Discount and Energy Competition Act, N.J.S.A. 48:3-49 et seq. (“EDECA”) and the regulations
promulgated thereunder; and

WHEREAS, the (insert name of District) is a Participating member of
the ACES Cooperative Pricing System: and is eligible thereby to obtain electric generation services for ifs
own use through one or more contracts to be awarded to electric power suppliers following said bids for
electric generation services pursuant to the aggregation program; and

WHEREAS, the Lead Agency will from time to time during the Effective Period (from date of
adoption through May, 2028 hereinafter referred to as “Effective Period”) issue one or more Requests for
Bids for electric generation services on behalf of the ACES Cooperative Pricing System pursuant to the
Public School Contracts Law and EDECA; and

WHEREAS, due to significant volatility and the potential for price increases in the wholesale
eiectric market, Participating Members will preauthorize the Lead Agency to award coniracts for Electric
Generation Service in each service tesritory to one or more electric power suppliers that submit bids
which are reasonably forecasted to provide estimated savings to the Participating Member based upon its
previous electric usage and utility provided Basic Generation Service rates; and

WHEREAS, the Lead Agency will only award contracts for said electric generation services to
electric power suppliers that submit bids with pricing reasonably estimated to be lower than the utility-
provided basic generation service; and

WHEREAS, the District agrees to purchase all electric power needed for its own use (exclusive of
on-site electric generation sources) during the Effective Period through any electric power supplier(s)
awarded a contract, it being understood that the term of any one contract shall be subject to the provisions
of Public School Contracts Law;

WHEREAS, the Lead Agency will notify the Department of Community Affairs’ Division of
Local Government Services by mail prior to the issuance a Request for Bids for electric generation
services, with the understanding that if the Division of Local Government Services does not respond
within 10 business days, it will be deemed to have approved the issuance of the Request for Bids or the
Request for Rebids,

)



NOW, therefore, be it

RESOLVED that the District binds itself to the ACES Cooperative Pricing System ##E8801-
ACESCPS to purchase all electric power needed for its own use (exclusive of on-site electric generation
sources) during the Effective Period from the electric power supplier or suppliers awarded a contract for
electric generation services by the Lead Agency; and, be it

FURTHER RESOLVED that the Lead Agency of the ACES Cooperative Pricing System is hereby
authorized to execute a master performance agreement that obligates the district to purchase electricity at
the terms and conditions stated therein with a third-party supplier or suppliets who have been awarded the
contract or contracts by the Lead Agency on behalf of the participating members of the ACES
Cooperative Pricing System #E8801-ACESCPS (or any CPS number to be assigned in the future), and
provided further that ali such contracts shall be at prices reasonably forecast and estimated by the Lead
Agency fo provide savings to the Districts relative to the price charged for basic generation service by the
electric public utility that would otherwise provide such service; and, be it

FURTHER RESOLVED that ACES is authorized to continue to bid to obtain electric generation
services at any time during the Effective Period on behalf of the ACES Cooperative Pricing System
including, for example, a rebid if energy market conditions do not initially lead to a successful bid, on
additional dates to be determined by the Lead Agency; and

FURTHER RESOLVED that this Resolution shall take effect immediately upon passage. The
authorization provided to the NJSBA pursuant to the Local Public Contracts Laws (N.J.S.A. 40A:11-
11(5)}, and the Local Public and Public School Contracts Laws Administrative Code (N.JLA.C, 5:34-7.1 et
seq.) shall be valid until May, 2028 (the Effective Period) at which time the Cooperative Pricing System
will be subject to renewal. Any rescission or expiration of this resolution shall not affect any Agreements
entered into prior to such rescission or expiration.

CERTIFICATION

I hereby certify that the foregoing is a true, full and correct copy of Resolution Number

adopted by at its meeting on 20
BY: ATTESTED BY;

Name and Title Name and Title
On Behalf of:
County of , State of New Jersey

(Insert county name)

/6



November 17, 2022
Avalon Elementary School
235 32+ Street

Avalon, NJ

Ms Fiori,

On behalf of the Record Management Services team, I would like to thank you for the
opportunity to present the Avalon School with the attached proposal, which describes RMS’s
unique approach to the management of your records.

We are a small company but we provide big service. We approach all jobs large and small with
the same philosophy, to make the daily use and mainfenance of your documents as painless as
possible for you and your staff. While your staff will become an integral part of our team while
we are working with you, we will strive to keep the tmpact on their daily schedules to an
absolute minimum. All of our staff fully understands the need for confidentiality, discretion, and
accuracy. Normal, onsite staff will be two to four employees who are accustom to working -
together as a team, A smaller on site staff takes a bit longer to complete the job but allows for
less stress on your office staff and better communication in general.

Our team will work closely with you to build a long-term relationship supplying the most
customer-focused and efficient record management plan possible., We provide you with a
custom program designed specifically for your individual needs, We will leave you with a clean,
neat, organized, user-friendly space and we do so at an extremely competitive price. We are
always available for questions and assistance and an annual maintenance program is available to

guarantee the continued maintenance of your records with your staff’s effort limited to boxing
the documents.

Sincerely,

Donna Sainson

Senior / Principal Consultant

609-364-1710

Donna @RecordManagementServices.LLC.com

z



AVALON ELEMENTARY SCHOOL

RECORD MANAGEMENT PROPOSAL

Prepared by:

Donna Sainson

Record Management Services
773 Alps Place

Vineland, NJ 08361

856-696-4523 (office)

609-364-1710 (cell)

dsainson@comcast.net
donna@RecordManagementServicesL1.C.com
www.RecordManagementServicesLLC.com

November 17, 2022

/¥



Why a Record Management Plan is a must,

The staff of an office is the heart of that entify. The documents created during the regular course
of business are the lifeblood. During any litigation, those documents are a primary defense or
weakness for the company depending solely on how they have been handled. On a daily basis
they can save the company nioney or become an unending drain on reseurces.

» An average file cabinet costs the company $550 per year to maintain.

e Studies show that payroll costs related to searching for misplaced documents can average
$5,000 annually.

s State and Federal standards require that documents be destroyed on a regular routine
basis to be considered legally acceptable.

¢ Many businesses are in potential violation of fire and safety codes directly related to the
mismanagement of document storage.

e Office staffs without a document management progran are more likely to destroy
documents on impulse, often by placing them in the trash where anyone has access to the
information as opposed to shredding them in a confidential manner.

» Often documents are subpoenaed during litigation that could legally have been destroyed
during the normal course of business. The fact that they were not destroyed can not only
cost the company through loss of the litigation but also through payroll and equipment
costs generated locating and copying the requested items,

* An easy fo use, concise, record management system can reduce costs by allowing quick
follow up on projects and legal / licensing / report filings, thereby avoiding fines and
penalties. If documents are easy to find, staff is more likely to maintain a clear history of
past transactions and notice inconsistencies before they become a problem.

» Using staff to assist your customer base instead of losing payroll time searching through

old and damaged documentation can have an astounding impact on how the office is
viewed by the customers, clients, or public,

/7



Introduction

Record Management Services LLC (hereafter to be known as Consultant or RMS) is a privately
owned corporation. We provide custom record management solutions for businesses of all sizes.
Each project is priced according to the client’s needs and designed to enhance the client’s natural
strengths while eliminating damaging and often dangerous weaknesses.

As the owner and principal consultant, Donna Sainson, is on site throughout each project. We
stress the idea of a team experience and listen closely to ideas and concemns raised by the Avalon
Elementary School and their staff. Before we begin a project we discuss goals and areas of
concern with your staff so that we can be sure to retrieve, during the inventory, whatever
information is necessary to make the staff’s daily life easier. During an initial, informal start up
meeting, the Avalon Elementary School’s staff is introduced to the RMS staff that will be
working on their project. They are given an overview of the project’s goals and asked to voice
areas of concern that they would like to have addressed. Throughout the project we continue to
stress that the Avalon School’s staff is the experts on what they do and we will create the record
program around their needs.

The objectives of an Information Management Program are as follows:

Improved services and management effectiveness with reduced cost;

o Identification of all records and audit trail of records;

e Identification and protection of vital records;

» More efficient filing and record keeping procedures;

* Ensure optimum utilization of file space, equipment, supplies, and personnel.
The benefits of the Information Management Program are as follows:

o Staff reduction, where appropriate;

o Improved services and office efficiency;

¢ Reduction or elimination of new filing equipment purchases;

e Improved integrity of filed records;

s Protection of vital records in the event of disaster;

+ Hstablish a legally acceptable policy for retention, maintenance, and destruction of
records.
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General Service Features

Start Up Meeting

Our start up meeting is an informal affair designed to put the staff at ease and become the basis
for a team effort. It is very natural for staff to feel nervous and threatened at the beginning of a
project, We strive to ensure them that we are not there to find fault but rather to simplify the
record management process, thereby providing them with more time to spend on the critical
areas of their job.

Organization

Before and during the document inventory we work hard to improve the look, design and quality
of the record storage area. Space is a major factor in most offices and the record storage area is
never the “corner office with a window” but we do all we can to make the area look and feel
better. We will sweep, clean, do minor repairs on shelving and cabinets and replace any
damaged boxes if needed to make the space as user friendly as possible.

Inventory

The type of inventory we do is flexible. Some items are clearly boxed and rarely used so a
notation of what is in the box is sufficient. Other mixed or problem, documents need to be
inventoried by individual file folder to allow them to be found quickly. Still others may, for
example, be filed by type but most often looked up by the name. In that case we would add an
additional category so Word Find could be used to pull up the name in addition to the type.
These are the kinds of things that are investigated at the start up meeting but they continue to be
addressed throughout the inventory.

Database

A Microsoft Access database is used for the inventory. We recommend leaving the information
in an Access format because it is virtually impossible to change an entry while sorting, Each line
or record is considered as one item by the software and always kept intact. The information can
be sorted by any column title or you can use Word Find to look up a particular reference. The
database will be designed to conform to the state of New Jersey’s guidelines to allow the Avalon
School to merge with the state ARTEMIS software in the future.

Ongoing Maintenance

We provide you with the labe! format like those we placed on the boxes and suggest a method of
transferring boxes to storage that ensures you have all the information you need next time you
destroy documents. We suggest that destructions take place once a year at whatever is
considered your “slow” time. By sorting the database by “Destruction Date” you can print out a
list of all documents that can legally be destroyed. We recommend sending a copy of the list to
each department whose records appear on the list and having them sign their approval as you do
not want to destroy any document that is in litigation or audit.
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Completing the Destruction Forms

RMS will compile alf the information necessary to file the destruction requests through
ARTEMIS and enter the data or assist you in doing so. We also make future destructions as
simple as possible. Simply sort the inventory by Destruction Date and all eligible boxes are
clearly displayed. Once you have determined that the documents are not in use by anyone you
can complete ARTEMIS by using the information on the inventory., No additional look-ups or
research are needed. Once completed just have the forms signed by your director and legal
representative and submitted as per your company rules,

The Final Report

At the end of the project you will be presented with a Final Report and the Access database
containing your inventory. The final report will outline what work was completed and make
recommendations for changes in the way your documents are archived. The recommended
changes are designed to enhance the system and keep records moving toward destruction in the
most efficient, smoothest manner possible. One of the most common recommendations is that
specific long-term hold documents not be boxed with short-term records slowing the flow of the
document system. Each final report is specific to your office’s needs and is intended to continue
to minimize the number of boxes held in your storage area,

Ongoing Maintenance Made Even Easier

Should you choose to do so, we can provide you with annual maintenance of your record storage
area. Your sfaff’s involvement is reduced to boxing the documents that they want removed from
their offices and placing the boxes in the record storage area, Once a year RMS returns to your
office and organizes the boxes, All new boxes created in the preceding year are added to your
database inventory, and the destruction forms are prepared for you, We are available by phone
and email throughout the year to assist you with questions and ideas.

Billing information
Standard billing requires payment to be invoiced upon receipt of the final report.



Terms & Conditions

Prior to the commencement of a project by Consulfant, a number of terms and conditions must
be present including, but not limited to:

Consultant will rely on the Avalon Elementary School to provide the accuracy and proper
classification of all files, The Avalon Elementary School will be responsible for instructing
Consultant as to how the files are organized (defining of records series) and explaining any
industry "jargon" to describe a file or records series.

The Avalon Elementary School must make representations and warranties that no file presently
under review is the subject of existing or threatened litigation,

Consultant will not destroy any documentation but will make recommendations based on the
appropriate state, federal, and industry retention schedules, Recommendations must be reviewed
and approved by a representative of the Office of Record as well as a designated Legal
representative and Corporate Officers as determined.

A coordinator (employee of the Avalon Elementary School) must be assigned to the project to
work with Consultant. The designated individual will act as liaison, coordinating all activities
between Consultant and Avalon Elementary School as an entity. These duties will include but
not be limited to;

» Interaction in proposal and subsequent contract negotiations;

¢ Handle invoicing and billing;

* Provide appropriate working conditions for Consultant;

* Coordinate schedule of activities;

¢ Review work as necessary;

* Coordinate various activities and meetings as defined by either management or

Consultant;

» Review forms.
The assignment of this responsibility to an individual at the Avalon Elementary School will
remain constant through the life of the project.

The materials and services that will be required by Consultant for the duration of the project are:
* An area designated for Consultant to work within the Avalon Elementary School
* Access to Photocopying machine, Office supplies or Desk if needed

This proposal is only for those records identified by Donna Sainson, Principal of RMS and Linda
Fiori the site visit of November 17, 2022,
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Project Background

With reference to data gathered in discussions with Avalon Elementary School and a site visit to

the facility, the type of information to be maintained and the need to retrieve this information
was discussed.

Currently, the records are kept four locations, Stone Harbor offsite storage, Avalon offsite
storage, Stone Harbor Elementary School, and Avalon Elementary School . This proposal
addresses documents at the Avalon Elementary School only. The records appear to be placed
into storage by various people at various times with no attempt at consistent handling. The
boxes are labeled for content but not for schedule, series or destruction date.

From a quick review of the files in a site visit, it appears that the New Jersey Records Retention
Schedule has never been applied to these records. Moreover, there does not always appear to be a
logical method in which these records have been retained (no central file classification scheme),
There is no inventory of records that Avalon Elementary School stores.

Proposed Project

Consultant recognizes the Avalon Elementary School’s desire to have their current situation
analyzed and recommendations made, Consultant proposes to develop and recommend an
efficient, modern program, which will improve retrieval, security, and control problems. The
documents will be inventoried in the manner outlined in the General Services portion of this
proposal. The proposed program will be in keeping with the Avalon Elementary School’s
corporate philosophy of maintaining information in the most effective and efficient manner,

Cost Rational

Consultant will conduct the inventory of the records stored in the designated areas (as defined in
the site visit of November 17, 2022). The inventory will be compared with the New Jersey
retention schedule and recommendation for destruction will be made, where appropriate.
Appropriate ARTEMIS information will be prepared for review and approval of the Avalon
Elementary School. This does not include the physical destruction of any documents by
Consultant.

The Avalon Elementary School will provide office space and all necessary facilities for
Consultant personnel while engaged in on-site activities. The on site activities will account for
approximately 40% of the total time of this project.

Consultant will provide all the services as stated in this proposal. All participants base the cost
estimate for the proposed services upon strict adherence to the project schedule.

The inventory will be done on an “Access Database”.

The cost to implement the proposal is:
Avalon Elementary School  $7400

Prices are in effect until December 30, 2023,
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