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                                       City Purchasing          General Information 206-684-0444

Current Contract Information


ALERTS

This contract is not intended for anything that is more properly classified as Public Works.  

This contract is limited to only those items expressly provided for in this contract.

Do not use for federally funded purchases without a specific review for your grant funding requirements. 

	Contract Title  Scanning & Imaging Services/Microfiche and Microfilm
	Contract #  3238

	Buyer
	Name: Presley Palmer
	Phone: 206-233-7158
	E-Mail:

presley.palmer@seattle.gov


	Vendor 
	Name:  USArchiving & Imaging Services Inc.
	ID# 0000184431

	Vendor Address

	Address 2961 222ND PLACE SE:  Sammamish WA  98076
             
	Zip  98075

	Vendor Contact
	Name:            Mick Plath

	
	Phone:  425-822-5170         
	Fax:  425-822-5787
	E-Mail: 

mplath@usaimaging.com          

	WMBE Status
	 FORMDROPDOWN 


	Description
	Scanning & Imaging Services

	Contract Term
	1/15/2014- 1/11/17

	Future Extension Option
	Unknown

	Freight Terms
	Charge for delivery and pickup

	Prompt Pay Discount
	Net 30

	Delivery ARO
	See contract attachment

	Order Instructions
	See contract attachment
	Order Limit:  N/A

	Contract Change History
	Original Contract Award:  1/15/2014 – 12/31/2015
Change Order 1:  Issued to extend contract 1 additional year, until 1/11/17, to have time to re-bid/contract per mutual agreement in Amendment 1.
Change Order 2: Revise Buyer and incorporate Amendment 2.

	Comprehensive Contract
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	Current Pricing

[image: image4.emf]0000003238va1.doc x


	Piggyback from Lane County Oregon


	Vendor Emergency Contact Information

	Emergency Contact Name
	Noreen Plath

	Emergency Phone Number
	206-396-0425

	Back-Up Emergency Phone Number 
	206-396-0423

	Contact information for company locations areas outside Seattle that can be called upon in an emergency

Alternative Address
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VENDOR CONTRACT


		The City of Seattle


PURCHASING SERVICES


700 – Fifth Avenue, Suite 4112

Seattle, WA  98124-4687

		

		Vendor Contract #


0000003238

		Date


6/9/16

		Change Order #


2



		

		

		Payment Terms


Net 30

		Freight Terms


Charge for Pick-up and delivery



		

		

		Buyer:   


Presley Palmer

		FAX:  


206-233-5155

		Phone:  


206-233-7158







		Vendor #0000184431

USArchive & Imaging Services

2961 222ND PL SE

SAMMAMISH  WA  98075

		

		Ship To:

NA





		Contact:  Mick Plath

General Service Line#: 425-822-5170

Direct Line#      425-822-5170



Fax #:
  425-822-5787

E-mail     mplath@usaimaging.com



		

		Bill To:

SEE BELOW







USArchive & Imaging Services, Inc.is awarded a contract for providing the City of Seattle with Scanning, Imagining Services as well as Scanning of Microfiche and Microfilm.  This is based on the Lane County Contract #233521, per Attachment 1, and terms and condition’s per Lane County Contract. 

Initial Contract Term; 1/15/2014 – 12/31/2015.

Change Order 1: Issued to extend contract for one additional year, until 1/11/17, to allow time to re-bid/contract per mutual agreement in Amendment No. 1. 

Change Order 2:  Issued to incorporate Amendment No. 2 which is for SPU Water Records Repository Scanning Project and revise the Buyer information.

Orders shall be placed by CITY DEPARTMENTS.  Invoices shall be mailed in duplicate to the CITY DEPARTMENT, Accounts Payable, per attached list. Each invoice shall indicate Contract #0000003238.


In all other respects, this contract remains the same.

The City does not guarantee utilization of this contract.  This contract is subject to cancellation by either party upon thirty (30) days advanced written notice.  The City may award contracts to other vendors for similar products or services.  Actual utilization will be based on availability, proximity of vendor facilities, frequency of deliveries, or any other factor deemed important to the City.


�











		

		Authorized Signature/Date
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Amendment No. 2

Attachment 3

A

N UUSArchive

Trusted Document Manogement *

May 27, 2016

Ms. Liz Bukis

Seattle Public Utilities
700 5™ AVE STE 4500

SEATTLE WA 98104-5033

Dear Liz,

This is to confirm our proposed pricing to complete the scanning and digitization of your 300

boxes of various Water Department documents,

Pricing will be 300 boxes @ 5776. per box = $232,800.00

The Project will be completed under our Seattle contract #3238 and will take no more than 6

months to complete.

Please let mie know if you have any questions.

Sincerely, /ﬂ %
Noreen Plath — 206-396-0425
Co-Owner/VF of Business Services
USArchive & Imaging Services, Inc.
2961 222"° PL SE

SAMMAMISH WA 98075

www.usarchive.com 425-822-5787

FAX 425-822-5787





Amendment No. 2
Attachment 2

-{:@‘USArchive USArchive & Imaging Services, Inc.

& Inaghng Servioes 3961 222ND PL SE
SAMMAMISH, WA 98075

(425) 822-5170
nplath@usaimaging.com
http://www.usarchive.com

- — :
{Address i

Liz Bukis

Seattle Public Utilities

700 5TH AVE STE 4500
SEATTLE, WA 98104-5033

Ship Via J
USArchive truck | Seattle contract #3238 | Michael/Noreen Plath
. Quantity ‘

I Activity

® dealtle Public Utilities Proposal/Estimate after
Pilot Project Proof of Concept Completion
to scan 300 boxes of various Documents;
Various Folder types with
Documents with a variety of paper
Documents with different Bindings
Folders with all Document types such as
Photographs
Newspaper clippings

@ $776. per box

* Pickup/delivery charges will be billed separately
$75.00 per pick up and delivery plus $.50 per mile = $100.00 per pickup to be billed
when picked up

* Images will be delivered on customer provided encrypted drive.

* Invoicing will be billed following successful QA / QC of returned digital records.

Please sign our Proposal/Estimate and we will commence this scanning project
immediately.

Accepted By

Accepted Date

USArchive & Imaging Services, Inc. Estimate 3781, 05/27/2016

Date

05/27/2016 |

PO Numi:grr—

300

Rate
776.00

Tntal_

|

Estimate
Estimate # '
3781
Exp. Date
06/01/2016

|
|
|

Sales Rep

Amouni
232.800.00

$232 800.00!





Amendment No. 2
Attachment 1
Metadata Details

J.  ACCORDION FOLDER NAME
K. SUBFOLDER NBR
L. SUBFOLDER NAME
M. DOCUMENT NAME
N. FILE NAME
0. MEDIA CORRUPT
P. MARKUP
Q. COMMENT
Glossary
Accordion- Typically a brown or manila legal size paper expanding type folder
folder containing documents. The manila sub-folders and items inside the
accordion-folder are not inventoried or counted as pieces. An accordion
folder may not be an accordion folder, and in lieu may be some other
plastic or paper container. -
Sub-folder Typically a manila folder inside of an accordion-folder. May also be an
envelope, booklet containing media, or a manual/report
Loose liem Any document or manila folder that is not inside an accordion-folder. A
| loose item will be counted as a piece. (for simplicity, loose items may be
o ' consolidated into a new manila folder to simplify piece count)
 Piece ' Anything that is grouped together or loose is treated uniquely, or as one
piece.
Sensitive For the purposes of the Water Records Repository project, any document
Document Type | that contains a water pipe route is considered sensitive.

From Procedure IT-800.1

“The City Department of Information Technology, Information Security
Policy Guideline GUI10A defines the following types of data under
Information Security:

Sensitive. Term used to designate information that is business data
intended strictly for use within the City. Although most of this information
is subject to disclosure laws because of the City’s status as a public entity,
it still requires careful management and protection to ensure the integrity
and obligations of the City’s business operations and compliance
requirements. It also includes data associated with internal e-mail systems
and City user account activity information. Sensitive information is
generally not released to the public unless specifically requested.”

Last updated 6/3/2016

Sue Orr/Tom Shea
Page 15






Amendment No. 2
Attachment 1
Metadata Details

Draft Agf’é’e—z-r}\e'n—ts B

Secondary Document Types
These document types may be grouped into one File for the folder in which they
reside. If the files are from a different folder, don’t group them together.

Legal Descriptions

Memos

Tests

Rea

dings

Newspaper Articles

Receipts

Parts List

Maps

Pressure Charts

Excel Requirements

1.

Excel spreadsheet deliverable shall be provided to SPU with only one workbook — mare
than one workbook does won’t export to csv without added steps.
All cells shall be TOP, LEFT justified text, with no borders.
Font: Calibri 12 for all cells with color set to Automatic
Forbidden characters: Vertical Bar / Pipe |, apostrophes, single or double quotes, and:
{Hl=+-%"1@<>\*
Special User Characters: commas shall be used to separate values stored in the META
column. Tilde shall be used to separate range values in the META column.
Utilize the Document Type Value* specified in the Document Types table in the
DOCUMENT TYPE column within the Excel spreadsheet.
Excel spreadsheet column naming and column order:
A. FILE PATH
DOCUMENT TYPE
SECURITY CLASSIFICATION
PROJECT NAME
META
BOX NBR
INVENTORY NBR
WATER RECORD NBR
ACCORDION FOLDER NBR

T T o mmoO 0 ®

Last updated 6/3/2016
Sue Orr/Tom Shea

Page
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Amendment No. 2
Attachment 1
Metadata Details

and iso files will have “CD” as document
type.

FLOPPY Deliver scan image of floppy as pdf,
contents of cd to be delivered as ISO file.
Both pdf, and iso files will have “Floppy”
as document type.

MAP_SENSITIVE There are maps that include pipe routes.
Generally maps show the existing
condition while plans show the proposal.

Last updated 6/3/2016
Sue Orr/Tom Shea
Page 13





;E}géu-ment Type Value* 7 7 P
| SKETCH These are sketches that do not include

Amendment No. 2
Attachment 1
Metadata Details

Document Types

T Grouped High Value Document Types
These document types may be grouped into one File for the folder in which they

reside. If the files are from a different folder, don’t group them together.

T'___Discussion

pipe routes. There is a business need to
attach the most current sketch to the GIS
record. Many of these are not dated and
there is a time and cost associated with
separating them. Inthe end we agreed to
group the ones that do nat have sensitive
data. This will be re-evaluated after the

- - pilot.
PHOTO B
FIELD_NOTES | T e -
MISC See Secondary Document Types table
below

Separate High Value Document T\Epes
Separate all of the below document types within the folder into different files.

Document Type Value* Discussion _ LS N
PLAN_SENSITIVE There are plans that include pipe routes.
Most plans are sensitive but there could
be some that do not have pipe routes.

(such as gutter plans)

PLAN ' These are plans that do not include pipe
o routes.
SIGNED_AGREEMENT In meeting with Vendor on 2/9, agreed the

signed agreements should be scanned as
their own file.

wgEETCH_SENSITIVE These are sketches that include pipe
routes. ]
REPORT These are reports that do not include pipe
- . routes S
REPORT_SENSITIVE These are reports that include pipe routes

MANUAL These are vendor instructions such as
| installation, and/or operation, and product
(such as a valve) specifications.
. CD Deliver scan image of cd as pdf, contents
‘of cd to be delivered as ISO file. Both pdf,

Last updated 6/3/2016
Sue Orr/Tom Shea
Page 12
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Amendment No. 2
Attachment 1
Metadata Details

CDs will be scanned as a pdf, and the contents provided as an 150. The SO will
have the same name as the pdf. In the event the CD is corrupt set the media
corrupt flag to Y, otherwise set to N on the pdf record as there would be no I1SO
provided.
i. Loose CD not contained in a water record
a) Ifit’s collection of CDs (e.g. a booklet/case of CDs that all
reference a similar topic)
ii. CD or collection of CDs loose in an accordion folder (e.g. a booklet/case
of CDs that all reference a similar topic)
iii.  CD or collection of CDs within a sub folder (e.g. a booklet/case of CDs that
all reference a similar topic)

. Floppy discs will be scanned as a pdf, and the contents provided as an ISO. The

iSO will have the same name as the pdf. In the event the Floppy is corrupt set the
media corrupt flag to Y, otherwise set to N on the pdf record as there would be
no I1SO provided.
i. Loose Floppy not contained in a water record
a) Ifit’s collection of Floppy discs (e.g. a booklet/case of floppy discs
that all reference a similar topic)
ii.  Floppy or collection of Floppy discs loose in an accordion folder (e.g. a
booklet/case of Floppy discs that all reference a similar topic)
iii.  Floppy or collection of Floppy discs within a sub folder (e.g. a
booklet/case of Floppy discs that all reference a similar topic)
REPORT or MANUAL Document Type that is loose and not within an accordion
folder
i. REPORT
i. MANUAL
REPORT or MANUAL Document Type within an accordion foider (REPORT and
MANUAL Document Types within a subfolder are migrated out into the
accordion folder — see General Business Rules 15)
i REPORT
ii. MANUAL

Last updated 6/3/2016
Sue Orr/Tom Shea
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Amendment No. 2
Attachment 1
Metadata Details

o001

LFE

D Narcwaulfw el ery

waultwrrdelivery thox3

0007 RXUO0008-W 10007-R-X-1.pdf
- ' ' [ x BERIE |
wanftwrrdelis rs \hﬂﬂ\Wl()U( 8\A T:‘?Tci!'?;-"-f‘;";f'Qz"ic‘:!_;.:fr V-X L.pdf i
lwiooos ] ,, L
!lt\\\i .‘| sy ibox 3! ","".'_j_‘-__._'_f_._‘_f_\' RGO _
aultwrrdelive box3\’ l\l 00001 -WI1000] {

** Numeric tﬁcrementing value begmnmg at 1 without precedmg 2er0s.

A. Item in a subfolder and the subfolder is in an accordion folder
i3. Loose item that is not a REPORT or MANUAL Document Type, but is some other
bound document, enveloped papers or collection of photographs not in an
accordion folder
i.  This item may be associated to a water record (another accordion folder)
ii.  This item may be an orphan, in which case it will be assigned its own
WATER RECORD NBR
(. Loose papers not in an accordion folder
i.  SPU staff will be alerted, and the loose papers will be put into a new
manila folder(s). We designate these as “X” because the loose papers in
this case become a loose item.
OR
ii. SPU staff will be alerted, and the loose papers will be put into an existing
accordion folder. We designate these as “Y” so we know the papers are
loose, and were not contained within a subfolder.
17. A manila folder not contained in an accordion folder
i.  SPU staff will be alerted, and the manila folder will be treated as its own
water record
OR
ii.  SPU staff will be alerted, and the manila folder will be put into an existing
accordion folder.
t. Loose papers in an accordion folder
['. Loose item that is not a REPORT or MANUAL Document Type, but is some other

bound document, enveloped papers or collection of photographs in an accordion
folder

Last updated 6/3/2016

Sue Orr/Tom Shea
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File Naming

Amendment No. 2
Attachment 1
Metadata Details

Yellow color indicates formatting for FILE NAME
Gray color indicates FILE PATH structure
INVENTORY NBR WATER | ACCORDION | SUBFOLDER | pdf Scenario
RECORD | FOLDER NBR file**
NBR NBR
100007 WI000 1 1 J A
WspugisO Narc\vault\wrrdelivery\box3\W 1000 1 INTUG0001-W10001-1-1-1.pdl’
| 10000: [W10001 [ 1 [ x 11 [Bi
WspugisONarc\vault\wrrdelivery\box3\W 1000 1\ \XA00002-W10001-1-X-1 .l
100003 | wioooz | x |1 [1 Tl
WspugisOliarcivaultiwrrdelivery\box3\W 1000 2151 -W10002-X-1-1.pdf _
00004 ‘ 3 | X ] Ci
: COT00004-W H0003-X-X- 1 pdf
100 Y 12 |ci
| Wspugi<ONarc\vault\wrid very\box3\WI()001\I 0001-W10001-1-Y-1.pdf
[ 100005 L J W10004 L | X |1 [bi
\arc\vauitwirdelivery\box 3V W 10004, XX\ 00005-W10004-X-X-1 e B
l W10 T ]2 l} |Il
\\s,y 1 cwaullvrrdel ory box3\W10001\ 2110000 1 -W10001-1-2-1.p4
100001 | waoo ._i K |2 [E
\\31 iU Narc\vault\wrrdelivery\box3\W 10001\ 1\ Y\MOO0U1-W10001-1-Y-2.p!
100001 | w0001 | 1 K 12 [i
\\s ois0\are\waultiwrrdelivery\box 3\W 1000 1\ DAT0000 1 -W 100 01-1-X-2,
10000 [ w100 _J: 1 J1 Jdi
\\31 /is0 Narc\vault\wrrde livery\box 3\W 10005 DV IU00006- W10005-1-1-1.pd!
100006 | w1000 || ¥ |2 |Gia
Wspugish Narc\vault\wrrdelivery\box3\W 10005\DAINI00006- W 10005-D-1-2 il
100001 | wiooo1 | 1 IE |1 Jai
\\spugis( arc vas111\wrrdellvery\box3\w]OOO]\I\D\IOOOOI W10001-1-D-1.pdf
(100001~ | wio - | 3 |1 |Giii
\\sEugisO_?_'\:xf:_'_:;".'x-':,.:,s,ll vrrde fivery\box 3\W 1000111300001 -W10001-1-3-1.pd!
100007 [ wiooo ! .- TJ FEE
| spupisd Harcvanlt\wrrdelivery\box 3\W10006\F\T\I000C 7-W 10006-F-1-1.pdi _
100007 | W10006 | . f 2 [lia
\spugis01arcivaultwrrdelivery\bux 3\W 10006\ A TNG0007-W10006-1-1-2.pd
Last updated 6/3/2016
Sue Orr/Tom Shea
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Attachment 1
Metadata Details

4. Documents will be transferred to Washington State Archive facility for storage following
SPU validation.

Last updated 6/3/2016
Sue Orr/Tom Shea
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Amendment No. 2
Attachment 1
Metadata Details

17. If there is writing on the outside of large manila envelopes, or similar items, it will be
scanned.

18. Pressure charts often have bleed through and can have things in pencil written on the
back. Because things can be written on the back these shall be scanned in duplex.
There is a hole punched in the middle that causes the automated blank page removal
to fail. These pages will be removed by SPU during validation.

19. Photoshop a reddish tone on drawings that are inverted blue lines with mark-ups for
enhanced readability on the darker plans. Vendor will test, and SPU will buy off on the
Vendor’s plan to proceed.

Inventory
1. Document Count

a. All documents will be transferred from SPU to the Vendor site by a secure truck.

b. Data will be transferred back to SPU on a secure drive.

c. Vendor shall provide a count of the items they are taking into their custody prior
to removing them from SPU’s work site.

d. A count of items shall be provided upon return. The departing and return counts
shall match.

e. The departing and return counts shall be provided in writing to the SPU Project
Manager (Liz Bukis) and the SPU Point of Contact (Karen Zollman)

f.  SPU Point of Contact will count the high value documents. This count will be
provided in writing to the SPU Project Manager (Liz Bukis) - see Document Types
table below.

Note: The project team at SPU discussed weighing folders and decided an inventory
count was adequate.

Final Deliverables

8

Provide link from Excel spreadsheet to expedite document viewing, see File Naming
table below.

Separation pages can be left in the paper documents and taken to storage.

Final delivery of digital documents shall exclude separation pages from the scanned
files.

Last updated 6/3/2016
Sue Orr/Tom Shea
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14.

15.

16,

Amendment No. 2
Attachment 1
Metadata Details

d. Ranges will be supported separated by a tilde (~) e.g. 0-12345 - 12350 would be
ORD12345~0RD12350 (with no spaces). The SPU Software Developer will store
every number in the range sequentially within the database. (ORD12345,
ORD12346, ORD12347, etc.)

i. Multiple ranges for one pdf document item shall be supported.
Example:
0-567890 — 567900 and 0-567970 — 567980
would be represented as:
ORD567890~0RD567900,0RD567970~0RD567980

e. If an unrecognized/new number type is discovered (a number the vendor is
unable to reconcile with 12a above) in the scanning process, the vendor will
contact the designated SPU Point of Contacts (Liz Bukis, Karen Z., Tom Shea, Sue
Orr} to determine the meaning and approve a new number formatting/naming
standard for the new number type. If the vendor adopted a standard prior to
SPU’s approval, they are responsible for correcting the data before it is delivered
to SPU at the Vendor’s expense.

If a subfolder is identified by a number, the value as written on the subfolder will be
preserved as the SUBFOLDER NAME. (e.g. if a subfolder has 0-12345 written on the

label / tab, 0-12345 would be entered as the SUBFOLDER NAME. However, O-12345
would also be entered in the generic number column (META) as ORD12345)

The order of the subfolder within the accordion folder shall be preserved both digitally
and physically, after the scanning is completed.

REPORT or MANUAL Document Types shall be treated as subfolders, or as standalone
water records if they are not associated with an existing water record. See File Naming
Bi & Bii

a. File Naming Bi case: The REPORT or MANUAL title shall be entered as the
SUBFOLDER NAME, and the individual tabbed section or chapter titles shall be
entered as the DOCUMENT NAME. Individual tabbed sections or chapters would
be separate pdf files within the subfolder.

b. File Naming Bii case: The REPORT or MANUAL title shall be entered as the
ACCORDION FOLDER NAME, and the individual tabbed section or chapter titles
shall be entered as the DOCUMENT NAME. Individual tabbed sections or
chapters would be separate pdf files within the accordion folder.

Cover sheets and binder covers for reports will be scanned and included as the first
page in the first tabbed section or chapter pdf.

Last updated 6/3/2016
Sue Orr/Tom Shea
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10. If there are subfolder(s) within a subfolder, the inner subfolder(s) will be moved out
into the accordion folder. Those subfolder(s) will be handled as individual subfolders
within the accordion folder.

11. For FLOPPY and CD’s Document Types the vendor shall provide 1SO files in addition to
a PDF scan of the CD / FLOPPY disc face. 3.5 inch floppy discs will be handed as CD'’s.

12. There be one generic metadata element called {META) which shall contain ail the
numeric metadata for each item as follows:

a. Number Formatting/Naming:
Recognized numbers within the water records should be preceded with alpha
characters (LETTER CODE):

i
ii.
iii.
iv.

vi.
vii.
viii.

Xi.

ORD = Ordinance

LID = Local Improvement District

RES = Resolution e.g. Res. 123345

PLN - Plan (plan numbers are typically 2 or 3 digits followed by a dash,
and then 2 or 3 more digits e.g. PLN34-342 or PLN234-987. Do not places
spaces around the dash in the plan number)

PRO - Project

JOB ~ Job Number

F —F Number

8 — 8 Number

C — Capital Project Number

IBM - At this point in time, the business is unable to define this numerical
reference.

Activity ID - A financial accounting number. Typically 5 to 7 characters in
length.

1. If the number begins with a letter code (one or more letters)
those letter(s) will be capitalized and act as the LETTER CODE. In
the event that the LETTER CODE is already in use, contact SPU
{see e. below).

2. If the number begins with a number, and contains letter within
the number, contact SPU (see e. below).

b. There will be no space between the alpha characters and numbers. (ORD12345)

c. Numbers and ranges stored in the generic number column (META) will be

separated with a comma (,) with no spaces
(e.g. ORD12345,10B67894,0RD12345~0RD12350,PLN55-789)

Last updated 6/3/2016

Sue Orr/Tom Shea
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MEDIA Y Y/N flag » Applies to media CD and FLOPPY Document
CORRUPT Types
- N | » Valid Values: Y,N
MARK UP ¥ Y/N flag > See General Business Rules 3z 4
» Valid Values: Y,N ) |
COMMENT String > Free form text added by the vendor to note any
anomalies discovered with the document(s) in
the scanning process.
General Business Rules

1.  Every pdf will have its own metadata record.

2. The metadata will be populated in the pdf properties as follows:

a. Title —Concatenate PROJECT NAME, SUBFOLDER NAME, DOCUMENT NAME

b. Author - Seattle Water Department

¢. Subject - DOCUMENT TYPE according to Document Type table below.

3. Y/N flag will be populated in MARK UP when a PLAN, PLAN_SENSITIVE or
MAP_SENSITIVE Document Type contains mark-up.

a. There will be no attempt to determine the nature of the mark-ups. (Whether
post construction or for some other purpose.) It is adequate to note that there is
mark-up and this will be searchable for retrieval purposes.

4. In cases where writing and drawings resides on the reverse side of a plan the reverse
side of the plan will be scanned and MARK UP shall be populated with “Y”.

5.  No less than 95% of the pdf files will be rotated and oriented to ease of viewing (with
the text readable left to right) by the Vendor. If the Vendor is unable to meet the 95%
threshold SPU shall receive written notice.

6. SPU Staff may elect to rotate some the documents remaining in the 5% that could not
be appropriately oriented by the Vendor manually during the QA process.

7. Document Types of PLAN or SKETCH will not be rotated and oriented to ease of
viewing because current technology to do this isn’t available.

8. Negatives shall be scanned as photographs.

8, To avoid duplicate plans in the Virtual Vault the SPU Software Developer will perform a

search in the Virtual Vault database for the plan. If ane is found a duplicate record will
not be created.

Last updated 6/3/2016
Sue Orr/Tom Shea
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record. Larger projects may have many
accordion folders. SPU will help the vendor
determine which accordion folders need to be
grouped into one water record. This value may
also be a “letter” character in certain see File
Naming

ACCORDION Y
FOLDER NAME

String

Accordion folders will typically have a name or
title. This name or title shall be entered as the
ACCORDION FOLDER NAME

If the accordion folder has no written name or
title the WATER RECORD NBR and ACCORDION
FOLDER NBR separated by dashes shall be used
as the name.

Sample Value for unnamed / untitled subfolder:
W10001-1

SUBFOLDER NBR | Y

String

Numerically sequential number issued by the
vendor for each subfolder within an accordion
folder. This value may also be a “letter”
character in certain see File Naming

SUBFOLDER Y
NAME

String

Y

Subfolders will typically have a name or title.
This name or title shall be entered as the
SUBFOLDER NAME

If the subfolder has no name or title the WATER
RECORD NBR, ACCORDION FOLDER NBR, and
SUBFOLDER NBR separated by dashes shall be
used as the name.

Sample Value for unnamed / untitled subfolder:

W10001-1-3

DOCUMENT Y
NAME

String

Required for items that are Grouped, or
Separate, that are not MISC (see the Document
Types table below)

If there is no value, vendor shall enter an
underscore (_) to identify DOCUMENT NAME
wasn’t inadvertently missed in the Vendor’s
data entry process in error

If document type is MISC, “MISC” will be
entered in the DOCUMENT NAME

FILE NAME ¥

String

Y

See File Naming section below
Sample Value:
100001-W10001-1-3-1.pdf

Last updated 6/3/2016
Sue Orr/Tom Shea
Page 3





Amendment No. 2
Attachment 1
Metadata Details

INVENTORY NBR

which box the item resides in. For
archival/retrieval purposes this will be valuable.
Sample Values:

1

2

3

String

v

Numerically sequential number, leading zeros
are permitted.

o However, if a barcode is spoiled,
numbers may be skipped, but those
numbers shall be recorded by the
vendor and provided to SPU in writing.

Number to be preceded with a capital letter “i”

(e.g. 154332)

This number is sourced from the vendor
provided barcode.

This is a piece count used to inventory Water
Records for transportation and tracking to the
vendor, and then on to the state archives
This number will be assigned to every accordion |
folder and loose item that is not contained in an
accordion folder.

A manila folder (subfolder) contained in the
accordion-folder will not have an inventary
barcode. If the manila folder is outside of the
accordion folder, it will have the inventory
barcode.

Sample Values:

100001

100002

100003

WATER RECORD
NBR

String

Numerically sequential number assigned by the
vendor. The numbering should be continuous
with no gaps or duplicates. Numbers shall be
preceded with the capital letter “W” and begin
at 10000. See Filing Naming below

ACCORDION
FOLDER NBR

1
1

String

Numerically sequential number issued by the
vendor for each accordion folder that is part of
a water record. There may be more than one

accordion folder for a water record. There also
may be just one accordion folder for a water

Last updated 6/3/2016

Sue Orr/Tom Shea
Page 2






Amendment No. 2
Attachment 1
Metadata Details

Metadata Details Table

Name

Regq.

Datatype

Business Rules

FILE PATH

Y

String

>

Link to pdf in the SPU directory for validation
purposes. Also will serve as a temporary view of
the documents until they are entered in the
Virtual Vault. See File Naming table below.

DOCUMENT
TYPE

String

Required for every pdf.
See Document Types below

SECURITY
CLASSIFICATION

TBD

Y| Y

v

SPU will populate based on Document Types —
Vendor to leave this field empty
Populated based on SENSITIVE Document Types

PROJECT NAME

String

Y ¥

v

One water record may contain many projects.
One accordion folder may contain multiple
projects.

In cases where more than one accordion folder
is part of a single water record, SPU shall
provide a PROJECT NAME value to the vendor.
In cases where there is only one accordion
folder in the water record what is written on the
accordion folder shall be entered as the
PROJECT NAME by the vendor

If an accordion folder is an orphan the WATER
RECORD NBR shall be used as the PROJECT
NAME. (Typically this will present as an
accordion folder that cannot be tied to another
water record, and has no labeling)

Sample Value for orphan water record:
W10001

META

Formatted
String

BOX NBR

Number-_m -

Holds important numbers within virtually all
Water Records that tie each Water Record back
to other Utility information

If there is no value, vendor shall enter an
underscore (_) to identify any important
numbers were not inadvertently missed in the
Vendor’s data entry process in error

See General Business Rules 12

This will be a number, leading zeros are not
permitted

The box number will go onto a label and be
affixed to the box. The box number tells us

Last updated 6/3/2016

Sue Orr/Tom Shea
Page 1





Amendment No. 2
To
City of Seattle
Contract for Scanning, Imaging Services, Scanning of Microfiche and Microfilm
Contract 0000003238

This Amendment No. 2 {(“Amendment”) incorporates an SPU Water Records Repository Scanning Project
into Vendor Contract # 0000003238 with USArchive & Imaging Services executed January 15, 2014
(“Agreement”) previously amended to extend the term to January 15, 2017. All schedules and
attachments referenced herein, becomes part of this agreement.

Amendment Number 2 to the Agreement includes the following:

Inventory and box records for scanning as described in Attachment #1, Metadata Details

Secure vehicle transport of documents for scanning

Provide two secure hard drives for scanned data

Repair documents for scanning as required

Scan documents in accordance with the Metadata Details document, Attachment #1

Identify documents and enter metadata in accordance with the Metadata Details document,

Attachment #2

7. Pricing and metadata entry to be based on the result of a pilot effort, Attachment #2, and
confirmation letter, Attachment #3

8. Payment will be ongoing following succesful SPU QA/QC of returned digital records

& B R

Except as provided in Amendment Number 2, all items and conditions of the Agreement as previously
amended, remain in full force and effect.

Each party has full power and authority to enter into and perform the Amendment, and the person
signing this Amendment on behalf of each party has been properly authorized and empowered to enter
into this Amendment. Each party further ackowledges that it has read this Amendment and the
Metadata Details document, understands it, and agrees to be bound by it.

USArchive & Imagiging Services, INC City of Seattle _ ’
Name/Title: f\"';) F’ : /_’[Aj;/\¥ Name/Title: l:‘: Uy A C//C»"ti';/fjrﬁfy%s'/;g»'6 SAY A
Signature: "7 - Signature: \2 " ptre- Lt S
bate: [,/ Date: Yir T A
F 1 ;7






_1527071366.pdf
!@D’ VENDOR CONTRACT

The City of Seattle Vendor Contract # Date Change Order
PURCHASING SERVICES #
700 — Fifth Avenue, Suite 4112 0000003238 12/18/15
Seattle, WA 98124-4687 1
Payment Terms Freight Terms
Net 30 Charge for Pick-up and delivery
Buyer: FAX: Phone:
Laura Park 206-386-0068 206-684-0445
Vendor #0000184431 |
. . ) | Ship To
USArchive & Imaging Services ‘
2961 222" PLSE ™
SAMMAMISH WA 98075
Contact: Mick Plath Bill To:
General Service Line#: 425-822-5170 | ’
Direct Line##  425-822-5170 ‘

SEE BELOW
Fax#:  425-822-5787 \

E-mail mplath@usaimaging.com

USArchive & Imaging Services, Inc.is awarded a contract for providing the City of Seattle with Scanning,
Imagining Services as well as Scanning of Microfiche and Microfilm. This is based on the Lane County
Contract #233521, per Attachment 1, and terms and condition’s per Lane County Contract.

Contract Term; 1/15/2014 — 12/31/2015.
Change Order 1: Issued to extend contract 1 additional year, until 1/11/17, to have time to re-
bid/contract per mutual agreement in Amendment 1.

Orders shall be placed by CITY DEPARTMENTS. Invoices shall be mailed in duplicate to the CITY
DEPARTMENT, Accounts Payable, per attached list. Each invoice shall indicate Contract #0000003238.

In all other respects, this contract remains the same.

The City does not guarantee utilization of this contract. This contract is subject to cancellation by either
party upon thirty (30) days advanced written notice. The City may award contracts to other vendors for
similar products or services. Actual utilization will be based on availability, proximity of vendor facilities,
frequency of deliveries, or any other factor deemed important to the City.

Authorized Signature/Date

Cre L /a/;/s/






Amendment No. 1
To
City of Seattle
Contract for Scanning, Imaging Services, Scanning of Microfiche and Microfilm

This Amendment is entered into this day of December 17, 2015 (“Addendum Effective Date”), by and
between USArchive & Imaging Services, Inc and City of Seattle (“City”).

Whereas, the City of Seattle requires revisions to the terms and conditions of the Agreement;
1. Now, therefore, it is agreed the following provisions are included in the Agreement:
a. Contract Term: This contract shall, upon mutual agreement, be extended one additional

year while the City prepares a re-bid. Contract shall end January 11, 2017" shall be added.

IN WITNESS WHEREQF, USArchive & Imaging Services, Inc and the City of Seattle have caused this
Addendum to be executed by their duly authorized representatives, effective as of the Addendum
Effective Date. By signing below, each representative acknowledges and agrees that they have the
authority and power to bind their respective organizations.

USArchive Eyiﬁ?ices, Inc THE CITY OF SEATTLE
By: ,///_ 4{2’ o L By: ‘dé‘("- %
Jhicth ael (@i Vivian Uno
Title:__President Title:  Supervisor, City Purchasing & Contracting Svc

-
Date:__12/17/15 Date: / 0}/ ?A






‘@’ VENDOR CONTRACT

E%Eii%t}igglsﬂsﬁﬂgERVICES Vendor Contract # Date Change
Order #

700 - Fifth Avenue, Suite 4112 0000003238 1/15/2014

" Seattle, WA 98124-4687

Payment Terms | Freight Terms

Net 30 Charge for Pick-up and delivery
Buyer: FAX: Phone:
Sara Schutt 206-386-0068 | 206-684-0456
Vendor #0000184431 ‘ Ship To:
USArchive & Imaging Services
2961 222"° PL SE NA
SAMMAMISH WA 98075
Contact: Mick Plath Bill To:
General Service Line#: 425-822-5170
Direct Line#  425-822-5170 SEE BELOW
Fax#  425-822-5787
E-mail mplath@usaimaging.com

USArchive & Imaging Services, Inc.is awarded a contract for providing the City of Seattle with
Scanning, Imagining Services as well as Scanning of Microfiche and Microfilm. This is based
on the Lane County Contract #233521, per Attachment 1, and terms and condition’s per Lane
County Contract.

Contract Term; 1/15/2014 - 12/31/2015.

Orders shall be placed by CITY DEPARTMENTS. Invoices shall be mailed in duplicate to the
CITY DEPARTMENT, Accounts Payable, per attached list. Each invoice shall indicate Contract
#0000003238.

There is a charge for pick-up and delivery, see attachment #1, for pricing.

The City does not guarantee utilization of this contract. This contract is subject to cancellation
by either party upon thirty (30) days advanced written notice. The City may award contracts to
other vendors for similar products or services. Actual utilization will be based on availability,
proximity of vendor facilities, frequency of deliveries, or any other factor deemed important to
the City.

Authorized Signature/Date
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Attachment #1
Pricing Estimate only for Scanning Conversion Services Processed in Issaquah Washington

» Document Preparation (no Re Assembly) Based on labor time to prepare documents

(This includes any special handling or “prep” (taping, staple and paper clip removal, binder/folder disassembly/reassembly, etc.)
and redaction services.)

> Scanning (200 dpi or 300 dpi — Multipage Searchable PDF Format)

Up to 8.5” x 11.0” (letter size): $.055 (5.5 cents) per page/image

OCR if required for word searching: $.009 (9/10 cent) per page/image
» Indexing (Per keystroke): _ $0.012 (1.2 cent) per character (simple indexing)
> Pick-up and Delivery (from/to Issaquah WA) $75 pet trip plus .50 per mile

Example project cost estimate per standard banker’s box:
(Estimated 2000 sheets per box, plus an estimate of 25 file folders per box)
Prep: per box estimate (1.5 to 2 hours)
Scan: per box @ $0.055 X 2000 sheets = $110
OCR: (Optional) per box @ $0.009 X 2000 sheets = $18
Index: Per box (Simple index by file folder w/ 15 characters ea.) = $12.60 per box

Total per 100 box project (no material reassembly):
Per bankers box = $158 to $170

A typical 100 box scanning project of 200,000 sheets = $15,800 to $17,000 (7.9 to 8.5 cents per page.)

OCR option (if needed for word recognition) per box = $18 additional
(Note: if a cloud or software solution is chosen, the OCR process may be inciuded)

Pick-up and delivery - $75 plus $0.50 (50 cents) per mile.
Destruction = $9.50 per box.

Optional on-site scanning prep and scanning: TBD - This will be determined by the volume of work and
the time-line required for processing. There is a surcharge for employee travel and equipment delivery/setup.

QC Workfiow diagram

Documents Inventory built for Statement of Work Barcodes assigned

evaluated at :> doc access during ﬂ (SOW) designed l__—> & Chain of Custody :>
customer site production and approved signed

Doc Prep: Staples, Production Inspection of Indexing &
paperclips, tears, |:> scanning of @ images & rescans |___> additional visual :>
ete. are addressed documents as necessary QC takes place

Images to server Docs passed to QC Product completed Physical docs page | 1

for elec. assembly > station for 100% e & prepared for [___> staged for return or
as needed Qc and index check delivery or upload destruction
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VC3238

Attachment #1

Typical Cloud Records Access Subscription Services (SpringCM):

Read more about SpringCM here: http://www.usarchive.com/partners/springcm/

(Note: The following are estimates only. Additional study is required for detailed pricing)

SpringCM Cloud document access solution:
Setup & training estimate (one time) - $1500 to $2500

Per admin user - 539 per month
Per ea. full user - 518 per month
17 GB storage Free (approx. 300,000+ pages)

Public folder pricing - TBD

Note additional information to be provided after additional study.
A secure public access folder can be included with all systems.

Typical On-Premise (software) Records Access Solution (docSTAR):

Read more about docSTAR and Eclipse here: http://www.usarchive.com/partners/docstar/

(Note: The following are estimates only. Additional study is required for detailed pricing)

docSTAR on-premise (software) document access solution:
Software (one time) - $8,000 to 15,000

Setup & training estimate - $2500
Per admin user - TBD

Per ea. full user - TBD

Public folder pricing — TBD

Server purchase options (if required) - TBD

Page | 2
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VC3238
Attachment #1
Microfilm and Microfiche Services

This contract can be used for microfilm and microfiche services as well as larpe format scanning prejects (maps
and drawings).

Below see an example of pricing;

Here is some sample pricing that we used at Lane County for such work.

Microfiche sheets and miciefilm yolls:

Scanning of LMD Subdivision Microfiche Files (sheets) to 300 dpi PDFs - $0.075 (7.5 cents) per image.
Advance Correction to resolve Frame Spacing and Split Images - $0.025 (2.5 cents) per image.

COM Fiche Scanning - $0.125 (12.5 cents) per image

Scanning of Microfilm 16 MM files in M carts - $0.0625 (6.25 cents) per image

Wide‘ format maps & drawings (B/W, color or grayscale) < $2.45 Per

50 ea. sheet

Indexing - $0.012 (1.2 cents) t0 $0.015 (1.5 cents) per character

{Note: all microfiche, microfilm and aperture card scanning projects will require a project scope for
pricing. Pricing may be affected by material condition, volume and additional handling required.)

Payment Terms: Net 30

Page | 3
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VC3238

Attachment #1

[bookmark: _Pricing_Estimate_for]Pricing Estimate only for Scanning Conversion Services Processed in Issaquah Washington

· Document Preparation (no Re Assembly)	Based on labor time to prepare documents

(This includes any special handling or “prep” (taping, staple and paper clip removal, binder/folder disassembly/reassembly, etc.) and redaction services.)



· Scanning (200 dpi or 300 dpi – Multipage Searchable PDF Format)

Up to 8.5” x 11.0” (letter size):		$.055 (5.5 cents) per page/image 

OCR if required for word searching:		$.009 (9/10 cent) per page/image

		

· Indexing (Per keystroke):			$0.012 (1.2 cent) per character (simple indexing)

· Pick-up and Delivery (from/to Issaquah WA) 	$75 per trip plus .50 per mile 



Example project cost estimate per standard banker’s box:

(Estimated 2000 sheets per box, plus an estimate of 25 file folders per box)

Prep: per box estimate (1.5 to 2 hours) 

	Scan: per box @ $0.055 X 2000 sheets = $110 

OCR: (Optional) per box @ $0.009 X 2000 sheets = $18

	Index: Per box (Simple index by file folder w/ 15 characters ea.) = $12.60 per box 



Total per 100 box project (no material reassembly): 

Per bankers box = $158 to $170 



A typical 100 box scanning project of 200,000 sheets = $15,800 to $17,000 (7.9 to 8.5 cents per page.)



OCR option (if needed for word recognition) per box = $18 additional

(Note: if a cloud or software solution is chosen, the OCR process may be included)



Pick-up and delivery - $75 plus $0.50 (50 cents) per mile.  

Destruction = $9.50 per box.

Optional on-site scanning prep and scanning: TBD - This will be determined by the volume of work and the time-line required for processing.  There is a surcharge for employee travel and equipment delivery/setup. 

QC Workflow diagram

 Documents evaluated at customer site



Inventory built for doc access during production

Statement of Work (SOW) designed and approved



Barcodes assigned & Chain of Custody signed



Doc Prep: Staples, paperclips, tears, etc. are addressed



Images to server for elec. assembly as needed



Production scanning of documents



Docs passed to QC station for 100% QC and index check



Product completed & prepared for delivery or upload



Physical docs staged for return or destruction



Inspection of images & rescans as necessary



Indexing & additional visual QC takes place















Typical Cloud Records Access Subscription Services (SpringCM):

Read more about SpringCM here: http://www.usarchive.com/partners/springcm/

(Note: The following are estimates only.  Additional study is required for detailed pricing)

SpringCM Cloud document access solution:

Setup & training estimate (one time) - $1500 to $2500

Per admin user - $39 per month

Per ea. full user - $18 per month

17 GB storage Free (approx. 300,000+ pages) 

Public folder pricing – TBD





















Note additional information to be provided after additional study.  

A secure public access folder can be included with all systems.



Typical On-Premise (software) Records Access Solution (docSTAR):

Read more about docSTAR and Eclipse here:  http://www.usarchive.com/partners/docstar/

(Note: The following are estimates only.  Additional study is required for detailed pricing)

docSTAR on-premise (software) document access solution:

Software (one time) - $8,000 to 15,000

Setup & training estimate - $2500

Per admin user - TBD

Per ea. full user - TBD

Public folder pricing – TBD

Server purchase options (if required) - TBD



 Software maintenance per year - $3000

Public folder - TBD

























Microfilm and Microfiche Services



This contract can be used for microfilm and microfiche services as well as large format scanning projects (maps and drawings).

Below see an example of pricing;  

Here is some sample pricing that we used at Lane County for such work.   

Microfiche sheets and microfilm rolls:

Scanning of LMD Subdivision Microfiche Files (sheets) to 300 dpi PDFs - $0.075 (7.5 cents) per image.

Advance Correction to resolve Frame Spacing and Split Images - $0.025 (2.5 cents) per image.

COM Fiche Scanning - $0.125 (12.5 cents) per image

Scanning of Microfilm 16 MM files in M carts - $0.0625 (6.25 cents) per image

		Wide format maps & drawings (B/W, color or grayscale) < 50 ea. 

		$2.45

		Per sheet

 

		 

		 

		 











Indexing - $0.012 (1.2 cents) to $0.015 (1.5 cents) per character

(Note: all microfiche, microfilm and aperture card scanning projects will require a project scope for pricing.  Pricing may be affected by material condition, volume and additional handling required.)

 

Payment Terms: Net 30
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