
Analysis of Suggestions for Improvement as part of the FY 2010 
County’s Line of Business & Schools Program Review Processes 

Fall 2008 
 
Request By:      Public 
 
Suggestion: Limit internal publications; put them on-line, i.e. Employee Handbook, and Employee 

Retirement System handbook. 
  
Response By:   Department of Management and Budget 
 
Background: The majority of internal publications for County employees are readily available on the 

County website at this time, including documents such as: 
• The Courier (Office of Public Affairs)  
• Employee Handbook (Department of Human Resources) 
• Retirement System Handbook (Department of Human Resources) 
• New Employee Orientation Materials (Department of Human Resources) 
• Employee Guide to the Performance Management Process (Department of Human 

Resources) 
• Fairfax County Training Resource Catalog (Department of Human Resources) 
• Adopted & Advertised Budget Plans (Department of Management & Budget) 

 
Given both budget constraints and efforts at becoming less dependent on hardcopy documents, 
agencies continuously review the number of hardcopy publications; and many efforts have been 
made to lower the number of hardcopies printed and to provide more of these materials on web 
pages and online. In many cases, it is mandated by the IRS and U.S. Department of Labor that 
these publications are accessible and available to all county employees.  Specifically, the 
publications associated with employee benefits, such as those produced by the Department of 
Human Resources, are discretely required by IRS regulations to be accessible and available in 
written paper document-form.  Therefore, due to a number employees having limited access to 
computers, agencies are unable to cease printing hardcopy publications entirely in order to 
ensure that essential internal publications are accessible and available.   

 
Recommendation: 
 

While it is not currently recommended to cease the printing of all hardcopies of internal 
publications, further opportunities to scale back the number of printed hardcopies are being 
implemented and have been included as part of the current FY 2010 Lines of Business Review 
process.  

 
For example, Department of Management and Budget (DMB) prints hardcopies of both the 
Advertised Budget Plan and the Adopted Budget Plan, and since FY 2001, DMB has decreased 
the number of printed copies from 300 to 180 or a 40 percent decrease, with additional 
reductions being considered.   

 
The Office of Public Affairs has proposed decreasing the current 16,000 printed hardcopies of 
the Courier newsletter distributed to 10,000 copies for a cost savings of approximately $18,960 
per year or 36 percent of the total annual cost of $52,800.   
 



Additionally, The Department of Human Resources has implemented several efforts to reduce 
the use of hardcopies which include: 
• on-line enrollment system in Fall 2004 so that all open enrollment changes are submitted 

electronically rather then via paper 
• The Benefits Summary Handbook being printed primarily for new employees; while an 

electronic copy of the Handbook is posted on the County Infoweb and Internet sites for 
access for current employees. 

• Requested health plan vendors provide condensed benefits summaries for open enrollment, 
providing full booklets only upon the employee's request. 

• Mailings were eliminated detailing the dates of open enrollment and benefit changes.  In 
2007 the letter was replaced with a post card and then eliminated in 2008.  

• Implemented an electronic ACH payment process to receive COBRA premiums 
electronically instead of via U.S. mail. 

• Other Human Resources-related options for reducing paper are being explored, including 
the ability to submit certain elections and changes electronically instead of via paper form. 

 
 
 
 


