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To protect and enhance the health 
and safety of the public through 

effective medical regulation



Meet the Medical Board
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RECORDS:

� Applications
� Renewals
� CME Audits
� Legislation / Rules
� Complaints / Investigations
� Enforcement / Compliance
� Administrative Hearings
� Budget / Fiscal / HR
� Board Members
� Public Meetings
� General Correspondence
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Project Charter

PROBLEM

7,191 boxes

stored offsite

• Monthly Charges 
• Access to Records  
• Staffing Resources
• Annual Cost $15,000
• @2,400 paper/per box 

= 17.2 Million Pages

GOAL

50%
Reduction



Unseen… into Viewable Format
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High Level Process – S I P O C
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Baseline Data:  CT Flowdown
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Baseline Data: Historical Review
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Box Activity Review
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� 64% of stored boxes had no 
further activity; potentially 
unneeded or due to staffing 
turnover and knowledge 
transfer–unknown that they exist

� Another 2,128 boxes were called 
back to office for review

� Over 200 of those boxes were 
retrieved & returned at least 3 
different times

� One box retrieved 12 times

� Incurred retrieval & return fees 
when initial scanning was not 
processed before offsite storing

4,623 Untouched Storage



Data Collection Summary
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Offsite Storage Continuously Growing:

STORED
BOXES

ANNUAL STORAGE
& RETRIEVAL COSTS

PAPER
MANAGEMENT

7,191 17.2
Million
Pages

$15,000

Purpose of this Lean Routine project is to identify, address and reduce offsite 
stored records and eliminate potential future increase of unnecessary stored paper. 



Root Cause Analysis
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5
Whys

Why do we pay $15,000 annually for offsite storage fees?

Why do we have permanent or 75 year storage requirements?

Why do we retrieve and return boxes incurring additional fees?

Why not scan documents for faster efficient & future access?

Why not properly dispose boxes past their retention date?



Process Map:  Current State

Multiple Steps  � Billing Starts  � No Retention Review � No Billing End
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Process Overview



Process Improvement Map
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ESTABLISHED
• Initial paper processing—where storage is not required
• Store same records in a single box
• Box assigned Record Retention Schedule #
• Box assigned a Destruction Date
• 6-Month Review of stored boxes
• Regular retention destruction and transfer

END RESULT



Operational Definitions
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Process Improvement Awareness

Staff Awareness & New Hire Onboarding

� Agency Records Processing Map

� Staff Responsibilities—Office Policies

� Operational Definitions

� User-Friendly Searchable RRS# Spreadsheet

� 6-Month Review of Offsite Stored Boxes

� Vendor Data & Billing Review for Sustainability
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Executive Director (Black Belt) Provided Data & Visual 
Management Tools to Senior Team and Agency Staff

Visual Management

7,000+ Boxes = 8,500 Cubic Feet = 60,000 Gallons

Project Status
Success Meter



Project Metrics

Measure Result
7,191 stored FY2015 5,722 33% Reduction

Phase 1   -1,196 boxes Annual Cost Savings $2,071

FY2015 June–Sept Qtr vs. FY2016  Quarterly Savings $556

FY2016 Year End 18% Reduction of new boxes 
going into offsite storage

Phase 2   In Progress for final Project Results
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Improvement Summary

Current

Storage Billing Starts

Increased Paper Backlog

Customer Access Delays

Outdated & Missing RRS#

Lack of Awareness

Future

Billing Ends

Record Accountability

Faster Response &

Electronic Formats Available

Current & Easy to Apply RRS#

Staff Engagement & Ownership
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As A Result

� Reduced Paper Backlog / 5 S

� Faster Access / Public Transparency / Customer Response

� Reduced Monthly Storage Costs

� Storage Vendor Billing Cleanup

� Awareness / Updated Records Retention Schedules

� Staff Engagement / Visibility / Knowledge Transfer

� Satisfied Executive Director

� Statewide Process Share
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Sustainability
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• State & Agency Policies
• Agency Records Processing Map, Definitions, Staff Contacts, 

Website Reference, Records Retention Schedules
New Hire Onboarding

• Announcement at Agency Audit Conclusion
• March & October Staff Reminders to Review for Retention

Staff Awareness               
5S / Lean Reminders

• Shows New Activity & Older Stored Items
• Monthly Allows Prompt Response to Concerns

Monthly Billing Invoice 
Review 

• Helps Sort & Plan for Items Found Past Their Retention
• Set Up Next Destruction Date6-Month Database Review  

Stored Box Inventory

• Creation of New Records Requiring a Schedule
• Several Revisions Still In Progress for Retention ChangesRecords Retention 

Schedule Updates



Questions | Comments
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Special THANKS to…

Senior Management Team

Champion:  A.J. Groeber

Executive Director

Sponsor:  Stuart Nealis

Project Manager

Mentor:  Tom Melfo, OOD

Subject Matter Experts

� Liz Hawk

� Gary Holben

� David Katko

� Judy Rodriguez 

Green Belt Candidate:  Karry Thacker
State Medical Board of Ohio


