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Executive Summary:


The Arkansas Department of Education (ADE), through its partnership with Information Network of Arkansas, created the Director’s Communication Memos application to facilitate communication between the Department of Education and all schools, districts, counties, cooperatives, state offices and the public via the Internet without the time and expense of weekly mail outs. 

Previously, the Arkansas Department of Education sent out weekly packets to approximately 1500 schools in the state.  This packet included an actual memo from the Director, along with any attachments needed to provide further explanation or legislative issues dealing with the memo.  These attachments would usually reach upwards of 100 pages.  Now, these memos are created electronically, approved by different ADE sections and submitted for release and posting to the Internet without ever passing one piece of paper.

The return is undoubtedly cost savings.  The Department is saving in excess of $300,000 per year associated with the “real” cost of previously mailing out the memos.  Printing cost, materials, postage and staff time have all been alleviated with the Arkansas Department of Educations delivery of Director’s Memos.

To view the ADE Director’s Memo application please visit http://arkedu.state.ar.us/dirmemos/.
Description of Project:

The challenge of Director’s Memos was to create an alternative to a proven method that would cut cost, time and staff involvement.  This application had to be reliable and immediate with co-creation capabilities.  A web-based application was developed to facilitate communication via the Internet.

The creation phase of a memo includes to whom the memo is meant for, contact information within the department, the actual text of the memo that is copied into the space provided and a place to add attachments that can be downloaded by the end user.  Once a memo is created it is logged on the review page that is routinely checked by ADE section leaders for approval at the section level before moving on to another checkpoint.  The ADE Systems Planning and Support team review the last section and approve the memos, then submit the memos to be posted live to the Internet.   The Arkansas Department of Education’s home page provides a link where school superintendents, principals, faculty, staff and even the public can view the memos requiring their attention.  
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Significance to the Improvement of the Operation of Government:

The significance of the Director’s Memos is that it efficiently saves staff time and postage costs by using a simple application designed for ease of use.  The Arkansas Department of Education knew that the current method of mass mailing white papers was not cost feasible and they did not want something that would make the process more complicated.  With that in mind, INA created a user-friendly application that could generate memos to be downloaded by the end user.  Once the application was in place it allowed staff, which usually spent most of their time at copying and mailing machines, to focus their time on other projects.  

Cost savings occur in the following areas: printing costs, materials costs (paper, envelopes), postage, and staff time.  

The Department of Education releases approximately 225 memoranda each year, with each ranging from two to twenty pages.  The average would be between three to four pages.  The total number of copies distributed for each memo is approximately 1500.

It is estimated that the annual distribution cost for ADE memos is approximately $361,125 for postage, paper, materials and labor cost to send communications through the manual process.  The Department is saving in excess of $300,000 per year with the web-based system.

The efficiency of management of information is a major benefit.  In today's society, timing is everything.  When the Agency determines the need to disseminate information to schools/the public, that information can be posted almost instantly and it is delivered to the desk of every potential recipient at one time.   

Benefits Realized by Taxpayers, Agency or State:

Aside from the cost savings involved to produce these memos, another benefit is faster more ready access to information. Previously, the distribution of memos was only to school administrators - generally the only way that information was more widely available was by the administrator being willing to distribute the information.  With the memos being on the Web, everyone has equal access to the information including the public.  

Distribution on the Web is instantaneous.  The information is delivered to each school building in the state, colleges and universities, public libraries, etc. at the same time.  Previously, mailings were made on a weekly basis and often the information had a two-week lag time between the time it was prepared and the time it was actually delivered.

The hierarchical system of review and approval helps assure accurate information and more precise style for official communications from the Agency.
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Return on Investment:

With the launch of the Director’s Memos, ADE immediately noticed short-term returns in staff involvement and efficiency of operation.  ADE staff no longer needs to copy, collate and distribute thousands of pieces of paper anymore, allowing them to focus their time managing new projects.  Also, the information distributed is now instantaneous via the Web and is widely available, even to the general public.  

The long-term return is undoubtedly cost savings.  The Department is saving in excess of $300,000 per year associated with the “real” cost of previously mailing out the memos.  Printing cost, materials, postage and staff time have all been alleviated with the Arkansas Department of Educations delivery of Director’s Memos.


