THE CHALLENGE

Paradise’s manual processes were slowing down operations:
e Paper-heavy workflows: More than 75 percent of municipal transactions required
printing and scanning.
Lost time: Employees in finance and development spent 10—15 hours a week

retrieving files or following up on missing signatures.
Limited visibility: Managers couldn't see where items were delayed or who had
pending approvals.
e Space & storage costs: Physical filing cabinets consumed valuable office space.
“Our people were working hard, but so much effort was lost chasing paper instead of
results.”

— Director of Corporate Services, Town of Paradise




RESULTS

Within one year of implementation, the transformation delivered measurable
results:

Area Before After Improvement

Average back-office task 10 days 6 days 40 % faster
time

Search time for records 20 min < 5 min 75 % faster

Re-keying of data Frequent Eliminated 100 % reduced

Overall administrative Baseline = 12 hours/week +30 % productivity
capacity saved per team

Departments reported higher morale and fewer missed deadlines. Staff described the
shift as freeing them to focus on resident service rather than paperwork.

“It's not just faster, it's clearer. Everyone knows where the work is.”
— Records Management Coordinator, Town of Paradise




LESSONS LEARNED

1. Visual mapping creates ownership.
Staff buy-in grew once they saw waste made visible.
2. Digital doesn’'t mean complicated.
Simple online forms and clear routing achieved 80 percent of the benefit.
3. Peer champions sustain change.
Local advocates helped staff stay confident through the transition.
4. Measure and celebrate time saved.
Quantifying gains turned small wins into long-term momentum.

PRACTICAL TAKEAWAYS

e Start by mapping one paper-based workflow end-to-end.

e Choose an ECM or form-automation tool that integrates with existing systems.
e Train staff early; confidence accelerates adoption.

e Track and share “time-back” metrics to demonstrate value.

e Reinforce that productivity means creating space for higher-value work.
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