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Processing Time
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Rebecca A. Morris

Jurisdiction:

Alabama
Date:


August 25, 2015

	Jurisdiction
	Question(s)

	
	1.) Can any of you give me ballpark numbers on the time it takes you to handle the paper filings? 

2.) Are you a completely online system and don’t have paper handling problems?

3.) How long after mail arrives do you post the check and enter the filing into your system?

4.) If additional data entry is required, how long does that take?

5.) Ballpark from mail received to completely processed how many days?

Volume?                                              Number of Staff?

	Manitoba
	

	Corporations Canada
	

	Alabama
	

	Alaska
	

	Arizona
	1.) Expedited processing typically runs btw. 4 – 8 days, beginning the day after we receive the doc. Regular (non-expedited) processing for formation docs typically runs 20 – 25 days, although we’ve gotten as low as 15 days in the past (beginning the day after we receive it).

2.) No.  Our online capability is currently only corporation Annual Reports and entity name reservations.
3.) With expedited filings, by next day after receipt, checks are entered, entity record is created in the system, and doc is scanned and in the work queue. With regular (non-expedited) filings, we try and do all of the above on the same time frame (enter check, create record, scan doc), however, some doc types are not as urgent and sometimes several days pass before they are entered.  

4.) After the initial processing (enter check, create entity record, scan doc), the docs stay in the work queue until assigned to an examiner.  The examiner data-enters the entity information.  A typical examiner can process at least 45 formation paper documents per day, and we’ve had super-examiners be able to do 100 simple LLC formations in a day.  The speed of examination is limited by our current system, which requires a lot of switching back and forth between screens.

5.)  See above – we do the majority of the docs by the earliest date in the posted processing times, but sometimes it takes the full amount of days to process.
Volume?     We receive and process nearly 34,000 docs per month, on average.  Of those, approximately 5500 are LLC formations.                   
       Number of Staff?  Total staff, approximately 65 (we are using temps in some areas).  

	Arkansas
	

	California
	

	Colorado
	

	Connecticut
	Please see Connecticut’s responses below

	Delaware
	

	District of Columbia
	1.) No answer
2.) About 75% of our filings are online; we are hoping to go close to 99% online by the end of next fiscal year;
3.) We process filing within 5-15 business days from the date of receipt by Corporations division staff unless filing is expedited; in that case it is 1 or 3 day service;
4.) No other data entry is required.
5.) In general for non-expedited paper filings we are looking at 1-3 weeks for turnaround.
Volume?  About 10k filings for paper and web online filings per month.                                            
Number of Staff? 16 staff members including 4 contact representative and 12 paralegal specialists.

	Florida
	We currently process only paper amendments, dissolution and withdrawals being an exception.  Our checks are processed and imprinted with the deposit notation the day of receipt.  The documents are processed (filed or returned for corrections, generally no later than the 3rd day after receipt.  The information appears on our website within a varying timeframe, because of our migration to a new system, from 15 minutes to 24 hours.  We have a staff of 22 that process all papers amendments, all paper dissolutions, paper withdrawals, paper mergers, and paper conversions that are submitted for our 1.7 million active entities.

	Georgia
	1.) Georgia just rolled out phase 1 of our new processing system and now it’s taking anywhere from 10 to 15 days because of the shutdown.  Once caught up, it should only take 7 to 10.
2.) Not yet completely online. By the end of phase 2 we will offer all functionally online except some amendments, mergers and conversions.
3.) Our intake department opens the mail and enters each day.
4.) Once intake enters the mail into the processing ques, my examiners can go in that same day to process

5.) Once  intake enters the mail into the processing ques, my examiners can go in that same day to process. Expedites (1) – Same day within 4 hrs; Expedites (2) – 24 – 48 hrs Regular Paper – 7 to 10 days (until we catch up from the migration)

Volume?   Since our go live 6/27/2015, we have processed 65,256 filings. 55,818 has been online. 9438 paper.
      Number of Staff?  We have 3 intake staff plus their supervisor which opens, stamps, sort and enter mail.

     We have 8 examiners which process all filings. They will also enter all expedite filings.                         

	Hawaii
	1.) Paper filings is within 5 business days on regular review and expedited review, 1 to 3 business days.
2.) No we are not completely online, 29 business forms online.
3.) We enter data within 1 business day, for tracking purposes, and approval and completion of data - 2 to 7 days (depends on regular or expedited review) Checks are sent to our fiscal office every 5 days.
4.) n/a

5.) n/a

Volume? 100 pieces of mail/day    Number of staff? 25

	Idaho
	

	Illinois
	

	Indiana
	

	Iowa
	

	Kansas
	

	Kentucky
	In Kentucky we almost always give same-day turnaround on paper filings (not including annual reports which are handled separately).

Approximately 25% of our new filings are online.

Mail arrives in the morning, by afternoon the check is posted, and the filing is completed and verified.

Data entry usually takes less than 5 minutes.

Scanning is done at the time of filing, usually takes less than a minute.

Posting the check takes about 15 seconds, and is part of the filing process.

Number of staff 3-4, and they also handle the incoming mail.
Thanks Steve!  Do you have an estimate of your filing volume on paper – how many records you receive a day? Since January we've had 55,000 paper filings.  Of these, 11,000 are new entities. That's about 1500 / week.

We've also had 33,000 online filings, of which 10,800 are new entities,

Not counted above are 185,000 annual reports, of which 135,000 were filed online.  The bulk of the paper annual reports were filed by two additional staff.

	Louisiana
	1.) takes about 5 – 7 business days from the date of receipt. Sometimes turnaround is quicker but this is the time frame normally provided to customers.
2.) We are not completely online.  Some filings are available online; all filings are able to be filed by paper.
3.) Once the mail is received, it takes about 24 – 48 hours to batch the documents for processing (making a note in our system that the document is in house) and to send the check to our accounting division for deposit
4.) The data entry portion (entering information in the system, scanning, producing proof of filing and readying proof for mail) takes about 5 – 7 business days from the date of receipt. Sometimes turnaround is quicker but this is the time frame normally provided to customers.

5.) After proof of filing is produced, the work is then ready for verification.  Verification can take up to another 2 weeks after filing.  
Volume?    Average of 4,268 filings per month         Number of Staff? 11

	Maine
	

	Maryland
	

	Massachusetts
	1.) 1 day
2.) We still accept both paper and online.
3.) 1 day

4.) Same day

5.) 1 day

Volume? Massachusetts averages about 34,000 filings a month, with at about 75% of those filings being made electronically.
Number of Staff? Number of staff handling mail and online filings: 17 full time including all document examiners, data entry and scanner personnel.

	Michigan
	

	Minnesota
	1.) No answer
2.) We are not completely online.  Most business filings are available online, but we also accept business filings by mail or at our customer counter.
3.) The check is “posted” the day it is received with the filing.
4.) Currently mail filings are taking 3 to 5 business days to process once received, but has been known to be longer due to season, staff shortage, etc.
5.) Currently 3 to 5 business days
      Volume?    150+  pieces of mail/day       Number of Staff?  15

	Mississippi
	

	Missouri
	

	Montana
	1.) no answer
2.) In Montana we are not completely online yet. We do anticipate being online the first quarter of 2016.  Currently our online system is limited to an online payment portal where a customer can pay for their document plus a priority or expedited handling fee that must be paid.  Once payment is made the customer needs to fax to us the printed receipt along with the completed documents.  In addition customers are able to pay for copy work and annual reports online.  

3.) Once our mail arrives our Fiscal unit processes payments and enters into our system same day.
4.) After our Fiscal Dept. enters payment information they then assign a document tracking number.  The documents are then routed to our compliance unit where they’re compliance and either accepted or rejected.  At the moment our turnaround time is anywhere from 2 to 5 days from the date received. 

5.) Currently up to 5 days.  We are given up to 10 days by statute but rarely reach the 10 day mark.
Volume?  So far this year we’re averaging roughly 198 filings processed per day.                                           

Number of Staff? 3 fully trained full time Compliance Techs / 2 newer partially trained full time Compliance Techs / 1 fully trained part time Compliance Tech.

	Nebraska
	

	Nevada
	 

	New Hampshire
	

	New Jersey
	

	New Mexico
	

	New York
	

	North Carolina
	1.) No answer
2.) North Carolina has an online submission, but the documents go through the same examination process as the paper filings.
3.) Checks are deposited within 24 hours per statute.  However, during the peak annual report filing season we don't open all the mail which comes in for about a 1-2 week period.  The document is assigned to the examiner the next day, and the turn around goal is 3-4 days.  When the demand is low, we can turn documents around in 1 day.  We also have expedited service for same day and 24 hour if they elect this method.
4.) All data entry is done by the examiner or cash management staff.
5.) 3-5 days
Volume? 421 average daily with 29% submitted online        
 Number of Staff? Cash Management for Corporations 4; Document Examiners 12

	North Dakota
	

	Ohio
	. we are currently processing paper filings in approximately 1-2 day of receipt, but the check is not processed until after the data entry is complete.  This is the process:

1.
Day 1:  Mail is opened and sorted and the batches are created.  Many days we start to process the work the same day – in the afternoon.  Entering payment information and filing data.

2.
Day 2:  Filers data enter the filings and payment information.

3.
Day 3:  Checks are reconciled from the previous day, sent to our Finance department, and delivered to the Treasurer’s office.  The images (filing and approval certificate)  are scanned into the database. 

Recently we have been starting the work on the same day it is received so the process goes down a day, but can always take longer depending on the volume of work/number of employees present. 

We do not wait until the check has cleared to process the work.  If the check does not clear, then we contact the customer and they have 14 days to provide a replacement check.  Without a replacement check we cancel the filing.  

In 2015, we have approved an average of 17,800 filings per month and rejected an average of 2,100 filings a month.  I have 2 employees opening and sorting mail, 16 data entry employees (processing the filings and 2 of those employees do the reconcilement which is a rotating duty) and 1 employee scanning the images.  Of those filings approved, approximately 6,500 of them were done online – and of the online filings we had 3,900 filings which required a manual review for name availability – that process is quicker online than in our paper world.

	Oklahoma
	

	Oregon
	

	Pennsylvania
	

	Rhode Island
	

	South Carolina
	

	South Dakota
	

	Tennessee
	

	Texas
	

	Utah 
	

	Vermont
	

	Virginia
	1.) 6 to 16 business days, depending on document type.
2.) New Virginia stock corporations and new Virginia LLCs can be formed online, in real time, without any human intervention.  Currently, about 44% of new Virginia stock corporations and 79% of new Virginia LLCs are formed online.  We also accept about 17% of corporate annual reports and about 59% of registered agent change forms online, without any human intervention. We also accept a few document types online in PDF format.  They have to be printed and placed with the paper submissions, but the customer provides the payment and types the logging information.
3.) The document is logged and the check is deposited in 24 hours.
4.) After a paper document is reviewed, there is data entry, which takes about 2 to 3 business days.
5.) 6 to 16 business days, depending on document type.
Volume?  About 210 paper submissions per day, excluding annual reports and registered agent change forms
Number of Staff?  About 20, including the examiners.

	Washington
	 See Washington’s response below

	West Virginia
	

	Wisconsin
	 

	Wyoming
	


Additional comments:
CONNECTICUT:

GENERAL NOTE: In CT we have a 24-hour check deposit rule. Because of our volume-to-staff ratio, we have always sought and received an exemption from our Comptroller, to permit us up to 72 hours to deposit the checks (we must request this on an annual basis). In combination with our filing statutes (paraphrasing: “Filer must pay filing fee before the document will be ACCEPTED FOR FILING BY THE SECRETARY”), the check deposit rule has been interpreted in the past to require our office to process the check into our system BEFORE reviewing a doc, so that we do not perform review before the payment is made. As a result, we developed over time an awkward bifurcated system where we would “workorder” a doc (enter the check, document type and basic filing party information in to the system, generating a workorder number that is then married up during the review process to match payment with the document), and then separately process the doc (doc review and data entry) for all paper and fax filings. This is wasteful because it requires more than one person to touch the document, including extraneous keying to recapture the workordered doc when pulling it up for review and further processing. Once we mandated Annual Report online filing and about 270,000 docs per year were immediately transferred from paper to fully automated (with zero human intervention by our staff), we vanquished our historic backlogs. Also, with the addition of many other online filing offerings, we have managed to automate approximately 80% of all filings (98% of all UCC filings – but that is on the other side of the house). Because we generally operate without backlogs now, we are revisiting the up-front check processing practices in an effort to become even more efficient. As long as the customer tenders a check, then the customer’s duty regarding payment is met (assuming, as in 99% of the cases, the check deposits without incident). Despite our prior interpretation/practice, the statutes will permit the Secretary to review the docs BEFORE the checks are deposited, so long as a document is not accepted without an apparent payment (i.e. accompanying check or cc info entered into the system). Therefore, we will likely be transitioning to a review-first, check-deposit-only-upon-acceptance system. This will be more efficient because it will completely obviate the need to bifurcate payment separate from review (saving time) and it also will prevent us from carrying large amounts of cash balances for customers who send in new money after a rejection, failing to reference the money held on account from the rejection. Our audit process has pointed to the liabilities we bear (in terms of accounting AND in terms of liabilities to the customer for holding their money) when we keep rejection money on account. So, in short, we will be entering checks ONLY on accepted filings in the future, and we should be running on-time/no-backlogs once we transition to that system. This all may have been a bit off-topic, but if it can help anyone…

Can any of you give me ballpark numbers on the time it takes you to handle the paper filings?

We have a 5-day statutory window and we regularly meet that window. Sometimes we run a slight backlog of up to a couple weeks after major holidays, storm closings, winter vacations, etc., and sometimes we run day-for-day, accomplishing payment entry and review/processing/filing all within 24 hours of receipt. We offer expedited service that guarantees that we process a filing within 24 hours (for a $50 up-charge). Since we have vanquished our historic backlogs, our expedited service fee revenue has waned a bit, with frequent filers learning that we often provide relatively quick turnaround. Also, when occasional filers call, if we are running day-for-day, we tell them so that they do not waste $50 expediting their order. We most often run at a 2 - 3 day turnaround (or less) for all paper filings.

Are you a completely online system and don’t have paper handling problems?

We are not completely online, but many of our filings are now online, with more being added along the way. Our “paper handling problems” have largely subsided now that we only get about 250-500 paper docs per day, on average (mail and fax, combined). This is a testament to the success of our transition to automated filing, since we probably average about 30,000 – 35,000 filings per month and only receive about 250-500 paper filings per day. We have about 400,000 active entities of record.

How long after mail arrives do you post the check and enter the filing into your system?

We usually have checks entered and the corresponding processing completed within 3 business days, on average, from when the mail hits our floor. Again, this includes periods running day-for-day (processing to completion within 24 hours), weighed against brief periods of small backlog (up to a couple weeks). In other words, we often run at under 3 business days’ turnaround. Once we transition to check entry only upon acceptance, this should decrease further and we should hopefully never be in backlog (also, there will be even more online filing offerings available by then, which will help by diminishing paper filing even further, as well).

If additional data entry is required, how long does that take? N/A.

Ballpark  from mail received to completely processed how many days?  Average of 3 business days (often 1 or 2 business days, and occasionally up to 10 business days)

Volume?                   About 250-500 paper docs per day  (incl. mail and fax filings)                     
 Number of Staff?         18 Document Reviewers (Down from 30 in 2008 – through attrition)
WASHINGTON:
The majority of our annual reports are processed by our Business Licensing area; however, we process all formation and maintenance documents as well as the renewals for non-profits.  

Here are the answers to your questions Rebecca. If you need any other information, just let me know.  

Are you a completely online system and don’t have paper handling problems?

Regardless if a filing is online or paper based, in our current system, they all require manual work by a staff member. This will hopefully change with the implementation of our new filing system next year. 

The online filings are less time consuming however, because the majority of the ‘data entry’ has been completed by the customer. Currently, 58% of our filings come in online, the other 42% are paper based. 

How long after mail arrives do you post the check and enter the filing into your system?

Our Intake (Mailroom) area receives and processes the mail daily, including entering payments into our revenue system. The paper documents are then scanned into our processing system and the images are placed into the proper work queue with the date received. They are then worked in the correct chronological order. 

If additional data entry is required, how long does that take?

Data entry occurs at the time the document is reviewed for filing. 

Ballpark from mail received to completely processed how many days?

Our Expedited service standard is 2 business days from receipt. There is a $50 service fee to expedite paper filings. Our service standard for regular filings is 12 business days but we are routinely under that standard, averaging more like 8 – 10 days. 

As a side note, all Corporation online filings are considered Expedited (a $20 Expedite fee is automatically added to their online filing fees), and consequently they are processed within the 2 business day service standard as well. 

Volume? 

Monthly average for the first 6 months of 2015 has been 19,010 filings per month.

11,056 – Online filings

  7,954 – Paper filings                                            

This excludes the paper filings that are coming over our Front Counter during the day. 

Number of Staff?

11.5 dedicated to processing the filings, plus we have 2 supervisors who work in this area that will file documents when needed, and as their time permits.

Full text of email:
Good morning,

Unfortunately, I am not sitting here in the football capitol of the world (sorry!) and contemplating the season.  I am grappling with how long it takes to process business formations (amendments, etc.) on paper.  Our online systems – the few we have on the business side do not yet allow for filing most formations online.  It generally takes a day or two to get incoming mail batched for processing and then 3 to 10 days to complete the posting process which is the actual posting of the check and assigning an Entity ID Number.  Then the filing still has to be data entered, verified, and scanned - running out to between 20 and 30 days for total processing.
Questions:

Can any of you give me ballpark numbers on the time it takes you to handle the paper filings? 

Are you a completely online system and don’t have paper handling problems?

How long after mail arrives do you post the check and enter the filing into your system?

If additional data entry is required, how long does that take?

Ballpark  from mail received to completely processed how many days?

Volume?                                              Number of Staff?

Any information would help.  Thanks,

Rebecca A. Morris

Director of Business Services

Office of the Honorable John H. Merrill

Secretary of State of Alabama

Alabama State House, Suite 119

11 S. Union Street, Montgomery, AL 36104

334-242-7221
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