Attachment 1
Blanket Contract # 0000002481va1
Micro Com Systems Washington Ltd.


City of Seattle

Microfilming, Scanning and Indexing Services
Scope of Work

Services provided to City Departments are in accordance with the terms and conditions of City of Seattle Request for Proposal #DPD-2357, a competitive solicitation.  The contractor shall provide all of the types of the services described below.  

1. DOCUMENTS
1A. Document Pick Up and Delivery:  

1A.1 
Transport all documents, media and microfilm in a secured, enclosed vehicle.

1A.2
Provide daily pick up and delivery, unless otherwise agreed upon by both parties. 
1A.3
For scanning documents, provide a turnaround time of no more than five working days, for digital images, with the ability to recall a single document in a shorter time frame.

1A.4  
Should a City Department need the files that are at the Vendor’s place of business, the Vendor shall fax or deliver the documents as needed within 1 business day.  

1A.5
For routine microfilming, provide a turnaround period of twenty (20) working days for original documents unless another time is agreed upon.  Documents shall be returned within 1 business day or as agreed upon turnaround period.

1A.6
For specific microfilm projects, the turnaround time shall be negotiated on a case by case basis.    

1A.7 
Original files will be delivered back to the Ordering City Department.  

1B. 
Document Retention:  At the request of the City Department, physical documents will be stored at a secure site and will be able to destroy documents per the City’s Retention Schedule (to be provided by City Department).
1C. 
Preparation of Files:  If requested, prepare files for scanning or filming without harming originals and return in the original order
1D. 
Document Storage:  When not in production, documents shall be locked and secured by a monitored alarm system at the Vendor’s facility.
1E.  
Ownership:  The city retains exclusive ownership of all documents, in hardcopy or electronic format.  No city document may be disclosed or transferred to another agency without permission of the data owner.  

2.  MICROFILMING
2A. Quality Control:  

2A.1   Vendor will perform quality control on the microfilmed images.  These measures include a spot check of various frames on the film to insure clarity.  The roll of film is checked for proper resolution and density readings that meet or exceed State standards.  

2A.2 All microfilm service needs to pass State Archive Requirement or be redone at expense of vendor.

2C. Silver Duplicate Roll:  

2C.1   Vendor will create a silver duplicate roll for archival storage, unless other method is approved by the state.  

2D Jackets and Jacketing:  

2D.1  Insert microfilm into microfiche jacket with indexing as specified by each City Department.
3. SCANNING & INDEXING

3A.
Service:  

3A.1
Provide scanned images electronically to City Department (on CD as multi page tiff or other acceptable format) accompanied by simple delimited text index file.

3A.2
Provide output in PDF, TIF, JPEG, or GIF.  The vendor will recommend the format when the specific work is requested and at that time they will also provide the information.  The vendor will normally use the most current version of the selected format unless the city requests a different format.

3A.3
Provide with OCR when requested.

3A.4
Provide PDF file conversions including hidden text applications.

3A.5
Provide indexing & coding services.

3B
Quality Control:  

3B.1
Provide large format document scanning up to 42” at 300 or better dpi resolution.  

4. QUOTE PROCESS
At the sole discretion of the City, Departments may request a single quote or multiple quotes from vendors for a specific requirement that does not vary the essential identity of main purpose of the scope and contract. Request for quotes may be placed by email, fax or by telephone.
Orders may be placed with vendors selected based on requirements that best meets the needs of the ordering department. 

5. PRICING:    Please see price list, Attachment 2 for Microfilm/Scanning & Indexing.
6. PAYMENT TERMS:  Net 30
7. BILLING:  Each City department will be billed separately by invoice
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