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January 26, 2021 
 
City of Coral Gables 
Finance Department / Procurement Department 
2800 SW 72nd Avenue 
Miami, Florida 33155 
Attn: Yusbel Gonzalez 
 
Dear Ms. Gonzalez, 
 
Advanced Data Solutions, Inc. (ADS) is pleased to submit this response to your Request for Proposal, 
Records Conversion Services. As a Premier Reseller of LASERFICHE, we handle the import of 
thousands of electronic images and metadata into this software daily. We are critical in the design 
and implementation of department-specific workflows, folder structures, templates, and group 
assignments.  If selected as your solution provider, we stand ready to perform in accordance with the 
requirements of the contract and the terms and conditions set forth in this RFP.   
 
With a client-based focus on State and Local government, ADS has provided electronic document 
management solutions to countless entities with records management needs and documentation 
similar, if not identical, to yours.  Since 1999, this is what we do and who we are.  We have worked 
directly with numerous agencies completing huge back-file conversion projects, system 
implementations, web hosting and on-going records management needs.  Our operations facilities 
are in Oldsmar, Florida (Tampa Bay), Dallas, Georgia (Metro Atlanta) and Miami.   
 
Our primary focus is the conversion of microfilm, standard paper and large-format drawings to digital 
images.  We have over 22 years of experience integrating and interfacing millions of source-image 
and index files into countless document imaging systems including Laserfiche.  Because of this, we 
are uniquely qualified to provide your conversion services.  We have the strongest expertise within 
the municipal government for document imaging in the Southeastern United States.   
 
We have passed a rigorous RFP process with the Department of Management Services initially 
downscaling State Contract vendors from over 600 to 125.  State contract vendors are scrutinized 
primarily on experience, references & financial strength.  We submitted the highest D&B credit rating 
available achieving 100%-point value.  References and experience were equally valued.  We are 
currently in the process of obtaining our General Services Agreement (GSA Contract).  
 
Our commitment to client success remains at the forefront of our strategic purpose. We 
believe that by investing time to understand each client’s needs and business objectives we 
can design and deliver “best of breed” solutions.   We enjoy harmonious & mutually beneficial 
working relationships with our existing clients and look forward to continuing the same with 
the City of Coral Gables (COCG). 
 
We do not offer voicemail; we offer people resources instead.  Feel free to contact our office any time, 
day or night (6am – 10pm), to speak to a person who will be glad to offer personal assistance.   
 
Kindest regards,  
 
John Civale 
John Civale VP of Sales 
Advanced Data Solutions, Inc.  
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E  MINIMUM QUALIFICATION REQUIREMENTS 

2.1 INTRODUCTION 
Bidder shall provide the Services in accordance with the requirements outlined in this solicitation and pursuant 
to Florida Administrative Code Rule 1B-24, 1B-26 and Chapters 119 and 257 of Florida Statutes regarding 
storage, retention, and records destruction procedures. 
 

The City administers official records dating back to its founding in the1920s (and earlier). Currently, it works 
with a contracted vendor to actively manage records in the following approximate volumes: 
 

 423,000 transactions across all departments over the past 12 months (primarily adding, storing, & 
transporting) 

 45,475 pages (Large Format) scanned over the past 12 months. 
 198, 536 pages (8 ½ x 11) over the past 12 months 

 

ADS formed in 1999 to provide document imaging systems and services to our client base 
throughout Florida.  Our service bureau converts millions of standard paper, large format 
drawings and microformed documents monthly to digital images.  Our experience has given 
us “hands on” interaction with many departments within a variety of organizational structures.  
Through our specialization, we became a leading systems integrator with unique specialization 
in departmental workflow, document lifecycles, records retention guidelines and best practices.   

Our qualifications will be well documented throughout our proposal.  Clearly, we specialize in 
the conversion of records defined in your initiative.  We have extensive experience with the 
import of millions of image and metadata files into the Laserfiche platform.  In addition, we 
have implementation and support experience with our Laserfiche systems clients as a premier 
value-added reseller.   

We have serviced countless multi-year contracts during our 22 years of municipal records 
management expertise.  

Our operations facilities are detailed below. We operate two shifts, five days per week 
and provide records management services for over 200 municipalities. 

Advanced Data Solutions.  
65 Antioch Road, Suite C 
Dallas, Georgia 30157 

Advanced Data Solutions   
13302 SW 128 Street 
Miami, Florida 33186 

Advanced Data Solutions 
141 Scarlet Boulevard, Suite A  
Oldsmar, Florida 34677 

 
Our headcount is approximately 35 and is dependent on current project requirements.  Most 
key employees have been with the company for years and our retention rate is high.  We work 
in a strong team environment both internally and externally always inclusive of client project 
team personnel.  We believe these relationships are directly responsible for the success we 
have with each-and-every records management project.  Our operational structure is divided 
among three major service divisions within two different industries. 

 Paper Records Conversion Services (Small Format Documents and Large Format Prints) 
 Microfilm and Microfiche Conversion Services 
 Records Management & Document Imaging Systems Implementations 

 

https://www.flrules.org/gateway/ChapterHome.asp?Chapter=1B-24
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=1B-26
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Unique Qualifications 
 
We have the strongest expertise in document imaging in the Southeastern United States 
focused primarily on one market: State & Local Government.  As mentioned previously, we 
have passed a rigorous RFP process with the Department of Management Services initially 
downscaling State Contract vendors from over 600 to 125. 

 
 
 

ADS has converted over 300 Million images. 
 

No other local company has industry specialization in 
paper records conversion achieving the volumes that 
we can support.   

 

Since inception, we have serviced over 200 government clients including, but not 
limited to State Agencies, Local Agencies, Counties and Cities. 

 
Additional Facts 
 
➢ We scan over 200 tons of paper records to digital format annually. 
➢ We support various software systems including Laserfiche, FileNet, Hummingbird, On-Base, 

SharePoint, Kodak Capture Pro, OpenText and more. 
➢ Our technology partners are an extension of our company and reputation.    
➢ We own ALL our equipment and do not subcontract any conversion services.  
➢ Our primary service is the conversion of paper and microform records for city and county 

government offices.  We specialize in building and growth management records but have 
also worked with dozens of other departments including Police, City and County Clerk, 
Human Resources, Finance, Public Works, Planning and Zoning, Engineering, Public 
Defender and many others.  Our contracts typically extend to all departments within a city 
or county.  

➢ Our Georgia location has served a government client base for over five years. We own and 
operate from our 9,000 SF building in Florida (Tampa Bay) and our 1,500 SF building in 
Georgia (Metro Atlanta).  Our buildings are owned, not rented or leased.  As such, we are 
in full control of our security measures and can satisfy client-specific requirements on 
demand.  

➢ All equipment is owned, not leased.  The company maintains a very high credit rating and 
has strong relationships with software and equipment vendors.  We are in good standing 
with Kodak, Fujitsu, Contex and LASERFICHE with available credit to have immediate 
shipment of new equipment and software with basically no financial limitations. 
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2.3 REQUIRED SERVICES: PICK UP RECORDS 
The Awarded Bidder shall: 
Have the ability to perform pick up of records from designated City owned sites on an as-needed-when-needed 
basis. Some records are being stored with a 3rd party storage facility in Tampa and Awarded Bidder may have 
to pick up records from there (Tampa) location at 4745 Oak Fair Blvd, Tampa, FL 33610. Pick-up requests 
shall be placed by the City, Monday through Friday, between the hours of 8 AM and 5 PM. Records shall be 
picked-up by the Awarded Bidder within 48 hours of the City’s request, excluding weekends and official City 
Holidays. 

 
ADS Chain of Custody Procedures 

Our driver and warehouse manager will be introduced at project inception as a member of the 
project team and identified by an ADS uniform.  He manages pick-ups throughout Florida daily. 

➢ Coordinated Batch Pick-Up between ADS Driver and Client Project Manager 
➢ Driver: Create Manifest & cover pages / Picks Up Boxes / Packs / Reconciles to Pick-Up 
Log 
➢ Driver: Report exceptions or discrepancies to Client Project Manager  
➢ Log signed by ADS Drive and Client Project Manager 
➢ Boxes transported directly to an ADS facility. 
➢ Boxes unpacked and confirmed Manifest / Transmittal again at the ADS facility. 
➢ Batch is entered in WebFlow for tracking purposes designating physical receipt of boxes. 
 

Each batch of records is tracked from pick-up to destruction in our WebFlow program. Inactive 
boxes are stored in sections within our warehouse and are clearly marked and inventoried. As 
records are converted and cleared as reviewed, they are marked as such with colored labels 
on the boxes themselves and within WebFlow. We have depicted box lifecycles in graphics 
throughout this proposal. Microform data is handled in a similar manner to hard copy records. 
 
This screenshot depicts the initial receipt of Batch 65, picked up on 10/27/2016 consisting of 
100 boxes. No work has begun yet on this project.  All boxes are tracked through all levels of 
production. 
 
Each batch we pick up with COCG will be entered into our WebFlow program to mirror your 
batch, box #’s and descriptions. 
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Example, Pick-up and Delivery Confirmation Log. 
 

 
 
➢  
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2.4 REQUIRED SERVICES: RECORD DESTRUCTION 
The Awarded Bidder shall: 
Have capability to dispose/destroy records (shredding) and provide certification of record destruction to the 
City.  Records shall be destroyed only upon receipt of written authorization signed by the City department 
requesting the destruction, the City Clerk, and City Attorney’s office. If shredding is required, a City employee 
must witness the shredding. It is preferred by the City, that the shredding of documents be performed on-site 
at the facility. A certification of the destruction of records for all authorized records destruction shall be sent to 
the City Clerk. The certification shall include, at a minimum, the following information: (i) an itemized list of 
documents destroyed, (ii) date and time of destruction, and (iii) customer name and number. 

 
Delivery of Source Files and Index Metadata 

We will provide PDF / TIFF files scanned at resolutions of 300 dpi.  We follow the standards 
as dictated by the Florida Department of States Records Management (DOS) – Standards and 
Requirements / Electronic Recordkeeping (Chapter 1B-26.003, Florida Administrative Code).  
We will assist the client with necessary Destruction Certificates required by DOS and other 
required standards. Most municipal building departments destroy their records after conversion 
and upload.  We are familiar with the procedures and create Certificates of Destruction for 
every batch destroyed.   

As a matter of protocol, our discs are labeled by project, client name, burn date, number of 
boxes and other pertinent information.  Our burn dates and descriptions tie directly to invoices 
and certificates of destruction to promote unity and organization.  This has proved helpful 
especially when projects span multiple batches, multiple departments and multiple years.  

We maintain copies of all client discs in perpetuity unless requested otherwise.  Certain records 
disposition standards have historically required off-site copies of source image and metadata 
files to comply with destruction stipulations.  Laserfiche briefcases are often copied to DVD 
media discs or downloaded directly from our SFTP.  Regardless, we maintain briefcase copies 
on DVD as a matter of protocol.    

ADS has copied hundreds of millions of source-image and metadata files to CD-ROM / DVD 
Media discs since inception 22 years ago.  We have learned that all discs and burn processes 
are not created equal.  Most media are produced by a relatively small number of factories, 
located in several different places, mostly present in Taiwan, Japan, Singapore, Malaysia, 
China and India. The best media generally comes from Japan, Taiwan and Singapore. There 
are different grades of discs such as archival, duplication and other unreliable grades.  We 
utilize only 1st Class Blank DVD Media / “Archival Grade” Discs which have a flawless 
rating burning with 95-100% reliable results. These discs are suited for converted records 
which are quite often destroyed. They serve as excellent archival quality media, as well as 
video masters. 

Taiyo Yuden       DVD-R & CD-R    Silver Thermal 

Taiyo Yuden invented the CD-ROM media disc in 1988.  Their discs have historically been the 
most reliable name in blank CD and blank DVD products.  In addition to using high quality 
discs, we also burn data at the slowest speed possible to decrease the possibility of file 
corruption.   



12 
 

2.5.1 REQUIRED SERVICES: SCANNING, INDEXING, IMAGING & MEDIA CONVERSION 
The Awarded Bidder shall: 
Have the ability to scan documents with a 72-hour turnaround (excluding weekends and official City Holidays) 
into the City’s Records Management Program (Laserfiche). Total time period from pick-up and scanning of 
records shall not exceed 72 hours. Scanned documents may be provided to the City utilizing the following 
methods: 
 
Laserfiche: Awarded Bidder utilizes Laserfiche to transfer the Laserfiche Briefcase to the City’s Laserfiche 
system. The City currently utilizes Laserfiche version 10.4. 
 
Cloud: Awarded Bidder transfers to the City the scanned and indexed files utilizing the City’s Cloud system, with 
a City provided account. 

 
As a Premier Reseller of LASERFICHE, we handle the import of thousands of electronic 
images and metadata into this software on a daily basis. We are critical in the design and 
implementation of department-specific workflows, folder structures, templates, and group 
assignments.  If selected as your solution provider, we stand ready to perform in accordance 
with the requirements of the contract and the terms and conditions set forth in this ITB.   
 
ADS WebFlow / Project Management 

In order to provide clients with turnarounds, such as 72 hours per above in your requirements, 
project management is critical.  At ADS, our focus is on quality services and effective project 
management.  By creating our own project management software (ADS WebFlow) and 
managing our labor costs, we operate in a streamlined environment that considers revenue, 
margins and overhead rates in day-to-day operations.  

Our primary expense is labor.  Through WebFlow, we closely match our billings to our labor 
costs. We utilize its capabilities for budgeting efforts which include labor time and project 
billings. WebFlow allows us to accurately track and budget project timelines with all efforts “in-
house” so that client deadlines are met or exceeded.  WebFlow is described in more detail 
throughout our proposal response.   

No Other Records Conversion Company Has Internally Developed Industry-Specific 
WEBFLOW PROJECT MANAGEMENT SOFTWARE. 

 

 

 

 

 

 

ADS WebFlow also provides us with information such as detailed and average times per box 
by function and by employee.  This allows us to make production decisions for compliance 
with client deadlines.   
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We utilize ADS WebFlow for the tracking and budgetary quality control procedures necessary 
for an effective workflow.  Each batch of records is tracked through their entire lifecycle using 
this product.  At a glance, we know immediately where each box of each batch of client records 
is in production / conversion.  This helps to expedite records requests (typically within 15 
minutes) and to provide client-specific status reports.   

 

 

 

 

 

 

 

 

 

Each batch of records is tracked from pick-up, to re-delivery and / client “sign-off” for 
destruction in our WebFlow program.  

We have grown with the industry and have basically established benchmark standards through 
our direct involvement with the Division of Archives and Department of Management Services.  
Our policies have been copied and used repeatedly in public records management initiatives 
throughout the Southeastern United States. 

Warehouse Management 

The below picture depicts our warehouse and boxes from several clients.   They are labeled 
by owner, batch number and date.  This information directly correlates with our pick-up logs 
and WebFlow.  As mentioned previously, WebFlow tracks every record box through all phases 
of production including return or destruction.  
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2.5.2 REQUIRED SERVICES: SCANNING, INDEXING, IMAGING & MEDIA CONVERSION 
The Awarded Bidder shall: 
Have the capability to scan single-sided, double-sided, and large format documents such as building plans, 
blueprints, architectural drawings, etc. Documents may contain text and/or graphics. Graphics may include, 
but not be limited to, plans, photographs, icons, graphs, charts and signatures. Each scanned image should 
reflect the color properties of the original document. 

 
We utilize Kodak and Fujitsu scanners for our document conversion. 

Kodak Capture Pro Software to Capture, QC, and Index Kodak Production Scanners  
Daily Volume: up to 30,000 pages per day Throughput: 100 pages per minute 
File Formats: TIFF/Multi-page TIFF, PDF, RTF, TXT, Searchable PDF, PDF-A 
Features: Streak filtering, controlled stacking, Perfect Page technology, iThresholding, 
automatic color detection, autocrop, image edge fill (black or white), aggressive crop, deskew, 
content-based blank page detection & deletion, multi-color dropout, automatic orientation  
Output Resolutions: 100 / 150 / 200 / 240 / 300 / 400 / 600 dpi Compressions: CCITT Group 
IV; JPEG or uncompressed output 
Multi-Feed Detection: Intelligent ultrasonic technology; 3 sensors that work together/ 
independently.  
 

 
 
 

 
We utilize only the highest quality equipment and software. Our scan operators are tenured 
and have been with our company for years. All documents will be scanned on both sides and 
software technology and settings will automatically delete blank back-sided documents. Sonar 
technology will prevent any double feeds and preparation control counts will ensure 
completeness as verified by both document scanning and review staff. We will use a high 
setting to enable three sensors for double feed detection. 
 
Each scan operator is fully trained in our Kodak Perfect Page software which allows for very 
detailed scanner settings allowing customization for all record types. Despeckle, rotate, 
deskew are just a few.  
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The following graphics demonstrate why this results in the best quality possible.  They 
demonstrate the image enhancements available using Kodak Capture Pro software. Although 
we have other scanning options, we typically use Kodak scanners and software because of the 
image quality which we feel is superior to other leading scanners and software.  We have 
concluded this through side-by-side comparisons of difficult images such as documents with 
watermarks, raised seals, thermal fax pages, carbon copies, dot matrix generated documents, 
faded records and many others. 

 
 

Kodak's Perfect Page technology and optics provide the best image quality available. 
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We utilize Kodak and Fujitsu along with Kodak Capture Pro scanning software which is a subset 
of Kofax VRS (Best Practice within our industry).  Our software allows us to output images and 
metadata to any required client specifications including direct interface with many common 
records management systems. 

The list below details our inventory of conversion equipment. 
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 Qty Description 

   4 Contex Crystal 40 Plus / HD 4250 Large Format Scanners – Black & White (B&W), 
Grayscale & Color Scanning Capabilities / ScanOS Software 

   1 Contex Crystal 40 Plus / HD 4250 Large Format Scanners – Black & White (B&W), 
Grayscale & Color Scanning Capabilities / ScanOS Software 

   1 KIP 40 Plus Large Format Scanner – B&W, Grayscale & Color Scanning Capabilities – 
ScanClient Software – Version 2.0.0.16 

   1 Kodak i660 – 120 Page Per Minute (PPM) Scanner / 240 Page Per Minute (PPM) Duplex 
Capability / B&W & Grayscale Scanning Capabilities / Scans Up to Ledger (11” x 17”) Size – 
Kodak CapturePro Software 

   6 Kodak i4200 – 120 Page Per Minute (PPM) Scanner / 240 Page Per Minute (PPM) Duplex 
Capability / B&W & Grayscale Scanning Capabilities / Scans Up to Ledger (11” x 17”) Size – 
Kodak CapturePro Software 

   3 Kodak i1440 – 100 PPM Scanner / 200 PPM Duplex Capability / B&W & Grayscale 
Scanning Capabilities / Scans Up to Ledger (11” x 17”) Size - Kodak CapturePro Software 

   1 Fujitsu fi6800 – 130 PPM Scanner / 260 PPM Duplex Capability / B&W & Grayscale 
Scanning Capabilities / Scans Up to Ledger (11” x 17”) Size 

   1 Fujitsu fi6670 – 70 PPM Scanner / 260 PPM Duplex Capability / B&W & Grayscale 
Scanning Capabilities / Scans Up to Ledger (11” x 17”) Size 

   1 Fujitsu FI5900C – 120 PPM Scanner / B&W, Grayscale and Color Capabilities / Scans Up to 
Leger (11” x 17”) Size 

   6 Fujitsu FI-5650C / 5750 – 57 PPM Scanner / 114 PPM Duplex Capability / B&W, Color & 
Grayscale Scanning Capabilities / Scans Up to Ledger (11” x 17”) Size 

   1 Fujitsu FI-4860C – 60 PPM Scanner / 120 PPM Duplex / B&W, Color & Grayscale Scanning 
/ Scans Up to Ledger (11”x17”) Size 

   5 M4097D – IPC (Image Enhancement Controls) – 50 PPM Scanner / 100 PPM Duplex 
Capability / B&W & Grayscale Scanning Capabilities / Scans Up to Ledger (11” x 17”) Size 

   6 M4120C – 25 PPM Scanner / 50 PPM Duplex Capability / B&W, Color/Grayscale Scanning 
Capabilities/ Scans Up to Legal (8.5” x 14”) Size 

   1 Mekel Mach V Microfilm Scanner – Quantum Scan Software / B&W and Grayscale 
Capabilities / Scans 35mm - 16mm roll film / Group IV tiff images and/or Jpeg files are 
created automatically during conversion.  Other file options available. 100% Image Capture 

   4 Wicks & Wilson - 4100 Microfilm Scanner / B&W and Grayscale Capabilities / Scans 35mm 
and 16mm roll film / Group IV tiff images are created automatically during conversion. Other 
file options can be chosen prior to media conversion. 

   1 Mekel Mach VII Microfiche Scanners – / B&W and Grayscale Capabilities / Scans 35mm, 
16mm, Comm Fiche, Jacketed and unjacketed / Group IV tiff images and/or Jpeg files are 
created automatically during conversion.  Other file options available. 100% Image Capture 

 
Document Scanning Software:  Kodak Capture Pro, Version 5.1.3 (Production Software) 
Laserfiche Avante Version 10.3.1  
Wide Format Scanning Software: NextImage Scan & Archive, Version 7.3 
Microfilm Conversion Software : Quantum Scan 1.02.22 / Quantum Process 1.
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2.5.3 REQUIRED SERVICES: SCANNING, INDEXING, IMAGING & MEDIA CONVERSION 
The Awarded Bidder shall: 
Have the ability to handle documents that are stored in multiple formats and media, including loose pages, sewn-
in bindings, stapled and 3-ring binders. Bidder shall separate and prep all documents from their binding 
prior to scanning and indexing. Once scanned, documents will be shredded by the Award Bidder as 
instructed by the City in accordance with paragraph 2.4.1.1 above. 
 
The condition of most records is reasonably good; however, some older records shall require special handling. 
Specifically, some records are more than one hundred years old and are in varying condition maintained by the 
City Clerk's Office. Such records are archived in a controlled and fire-proof environment and need to be handled 
with care; due diligence must be exercised to preserve the documents in their original condition. The intrinsic 
value of rare or unique records shall be assessed by the City and, in the event of damage, charged back to the 
Awarded Bidder. 

 
Document Preparation and Best Practices 
Document preparation is critical to the success of any paper conversion project. Prepping 
procedures are determined during Proof of Concept and the Kick-Off meeting. Document types 
are identified, and many questions are answered. Solid relationships are established, and 
production timelines are exactly determined. Years of experience has taught us this phase of 
production is critical to quality and adherence to deadlines. 
 
Each document type has its own specific prepping procedures and documents must be 
organized in a consistent, user-friendly manner consistent with your current or desired filing 
system. Our prep staff is determined when project teams are established. They are familiar 
with your project and ask questions when something appears different or out of the ordinary 
(missing control sheets, color documents, misfiled records, etc...). The document prep staff 
remove all the staples, repair any torn documents, emboss any raised seals on both small and 
large format documents, identify color, faded, and illegible documents, etc... In addition, post-
it notes will be relocated to an area on the document where information is not interrupted, 
otherwise, they will be placed on a blank page immediately preceding the original document. 
Torn pages will be repaired. 
 
Raised Seals 
 
Legal documents and wide format drawings often contain raised seals.  We have set the 
benchmark and best practice of effectively embossing the seals for proper visibility on scanned 
images. 
 

 

 

 

 

 

Special consideration and control procedures must be established when scanning large 
and small format records that originate from the same file.  These records are scanned 
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on different systems, small format scanners and wide format scanners.  Control 
numbers and identifiers must be used to accurately reunite these records in a digital 
format.  Through years of quality control experience, we have perfected these 
procedures to insure this occurs.  Thus, small format application records and 
supporting documents are combined digitally with their wide format drawing affiliated 
records.  

After small and large format record files are reunited and confirmed, control numbers 
are eliminated such that their original records properties are not affected; and all 
information is just a digital copy of the historic paper image. 

VOID Stamps 

Wide format drawings are often voided on the front or back of the sheets.  With client consent, 
we will stamp all drawings on the front side as “Void” if the back side is stamped and the front 
is not.  Thus, it is clear to the end-user that the drawing is void while viewing.  

 

 

 

 

 

 

 

 
 

Special consideration might be necessary 
when prepping / scanning certain 
documents. Often there are watermarks 
that may distort or hide data on the 
original / scanned image. 
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Document preppers basically get the records ready for digital conversion. The preparation 
staff also record a document count for each box on our Preparation Labels which are on the 
front of each box. These labels contain the date and signature of the person who performed 
the work. These labels correlate directly to labor performed within WebFlow. Quality 
Control. Your box lists / control logs will be verified at various stages, including 
document preparation. 
 
This screenshot depicts that boxes 1001 thru 1010 have been prepared. Through other 
reports, we can review box preparation times, budget times, average times and projected 
completion dates. All boxes are tracked through all levels of production.  
 

 
 
 
2.5.4 REQUIRED SERVICES: SCANNING, INDEXING, IMAGING & MEDIA CONVERSION 
The Awarded Bidder shall: 
Have the ability to provide scanned documents viewable in PDF format at a minimum of 300 dpi and in other 
formats such as: TIFF, GeoTIFF, JPEG< PDF, Searchable PDF     

 
The Laserfiche repository generally consists of scanned tiff files while PDF files are often 
imported as a function of convenience.  TIFF files are generally non-proprietary and have a 
smaller file size, thus most scanned documents are TIFF.  TIFF files are automatically 
converted to PDF during export (for sharing purposes in emails and other reasons).  
Regardless, should COCG prefer scanned pdf files, or other file types, we will comply 
accordingly. Below is an example set-up screen. 
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2.5.5 REQUIRED SERVICES: SCANNING, INDEXING, IMAGING & MEDIA CONVERSION 
The Awarded Bidder shall: 
Have the ability to provide each scanned document as an individual file with all appropriate metadata and 
indexing, in accordance with the City’s specification for file names, and loaded into Laserfiche by the Awarded 
Bidder. The Awarded Bidder will be responsible for loading files and indexing all files provided by the City. An 
automatic document naming ability is important, allowing any or all the following information to be added: date, 
time, department name, document type address, folio, sequential document number and additional metadata 
if needed. 
 
Awarded Bidder will be responsible for loading documents into Laserfiche, the City’s records retention 
software, including but not limited to manual entry of metadata information associated to each file. 

 
ADS staff is well trained in the differing needs of our clients in regard to identifying and 
indexing their records in Laserfiche as well as other platforms.  Index fields required will be 
identified at the beginning of each stage or document type and will be specified in each 
corresponding Job Setup and template for COCG. 
 

2.5.6 REQUIRED SERVICES: SCANNING, INDEXING, IMAGING & MEDIA CONVERSION 
The Awarded Bidder shall: 
Have the ability to provide scanned documents using Optical Character Recognition (OCR) to permit full-text 
searches using a document management system. 

 
OCR is often performed on the system where the repository resides.  Most of our clients’ 
schedule OCR to occur in the evenings or during non-peak hours.   
 
Since we are a Premier reseller of Laserfiche (we actually run our company with it), we can 
provide this as a service to COCG as well.  
 
2.5.7 REQUIRED SERVICES: SCANNING, INDEXING, IMAGING & MEDIA CONVERSION 
The Awarded Bidder shall: 

Have the ability to perform extensive manual documentation classification and metadata management to 
facilitate City-wide search, retrieval, and process improvement. Some data will be provided by the City. 
However, some data will require the Awarded Bidder to manually look for key phrases on the paper and 
document and enter it into Laserfiche. 

 
Assisting in the Design of Indexing Configuration 

ADS will proactively assist in the design of your indexing configurations based on your 
requirements and on our experience with current trends with other similar municipalities.  
Manual documentation classification is almost always a requirement during back-file 
conversions.  We will gladly assist and perform both manual and electronic capture, when 
available.   

We are actively involved with the design of Laserfiche templates with several neighboring 
cities.  We have included some screenshots from the Cities of Fort Lauderdale and Pompano 
Beach below.   

This graphic depicts a template we designed for Building Permit files which defines metadata 
to be linked to scanned source image files.  The source of the metadata is the client’s 
permitting system.  Metadata is extracted into an excel spreadsheet which we subsequently 
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load into a Laserfiche SQL table.  We designed a Laserfiche workflow that matches the 
metadata to the correct scanned image file. 

The design of document templates is an evolutionary process.  Records management 
policies and filing methods often change throughout the years.  As such, our templates are 
designed to allow for modifications which often consider new information or information 
previously unavailable.  

 

 

 

 

 

 

 

 

 

 

In these examples, similar processes are utilized for Planning & Zoning files. 
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In these examples, similar processes are utilized for Human Resources and Purchasing 
files. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.5.8 REQUIRED SERVICES: SCANNING, INDEXING, IMAGING & MEDIA CONVERSION 
The Awarded Bidder shall: 
Have the ability to capture, including scanning, OCR, batch document import and classification (especially of 
PDFs, but ultimately of CAD drawings and other formats). 

 
 

 
ADS can provide all of the above services.  Laserfiche has the ability to capture and archive 
virtually any file type, including CAD.  In order for users to view CAD or other file types, the 
viewer must reside on the particular user system.  Batch import is easily facilitated through 
import scripts or simple “drag and drop.”  
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2.6.1 REQUIRED SERVICES: WEB PORTAL, RECEIPT OF ORDERS & TRANSITION PERIOD 
The Awarded Bidder shall: 
Provide self-service document tracking, control, and reporting regarding records and/or boxes in Bidder’s care. 
 

 
As described in detail above, and throughout our proposal, we have designed our own project 
management software, ADS WebFlow.  At ADS, our focus is on quality services and effective 
project management.  By creating our own software and managing our labor costs, we operate 
in a streamlined environment that considers revenue, margins, and overhead rates in day-to-
day operations.  

We utilize ADS WebFlow for the tracking and budgetary quality control procedures necessary 
for an effective workflow.  Each batch of records is tracked through their entire lifecycle using 
this product.  We know, at a glance, where each box of each batch of client records is in 
production / conversion.  This helps to expedite records requests (typically within 15 minutes) 
and to provide client-specific status reports.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.6.2 REQUIRED SERVICES: WEB PORTAL, RECEIPT OF ORDERS & TRANSITION PERIOD 
The Awarded Bidder shall: 
Have the capability and ability to receive purchase orders/releases via email and provide goods/services as 
requested in the purchase order/release. 
 

 
 

ADS understands this requirement and has this ability. 
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2.6.3 REQUIRED SERVICES: WEB PORTAL, RECEIPT OF ORDERS & TRANSITION PERIOD 
The Awarded Bidder shall: 
Comply with a 30 – 60-day transition period, as the material kept in storage may need to be transferred from 
the incumbent facility to the Awarded Bidder’s location. The incumbent vendor shall be responsible for the 
transfer of records to the Awarded Bidder’s facility. 
2.6.4 REQUIRED SERVICES: WEB PORTAL, RECEIPT OF ORDERS & TRANSITION PERIOD 
The Awarded Bidder shall: 
Handle at “no cost” to the City, the intake of records from the incumbent facility to the Award Bidder’s location. 
2.6.5 REQUIRED SERVICES: WEB PORTAL, RECEIPT OF ORDERS & TRANSITION PERIOD 
The Awarded Bidder shall: 
Comply with the following end-of-contract requirements: 
Upon contract expiration or termination, within 30 calendar days, or on a mutually agreed upon schedule, 
transport any City records in bidder’s possession to a new location designed by the City. If necessary, records 
shall be packed in boxes provided by the Awarded Bidder and labeled in accordance with the index. Termination 
fees and/or permanent removal fees shall not be charged. 
2.7 ACCESS TO CITY RECORDS 
The Awarded Bidder shall: 
Access to City records shall be strictly limited to authorized City personnel as designated in writing. The 
Awarded Bidder shall maintain a sign-in sheet and require identification from all persons seeking access to the 
records. The Awarded Bidder shall obtain from the City, and maintain on file, the list of authorized City 
Personnel. 

 
 

ADS has sufficient warehouse space to accommodate these requirements.  We also have 
Chain of Custody procedures to ensure records security as described elsewhere in or 
response.  We understand the above requirements and pledge agreement. 
 

 
F  PREVIOUS COCG CONTRACT DISCLOSURE 
 

ADS has not had any contracts with COCG in the past or present. 
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G  REFERENCES & PROJECT TEAM QUALIFICATIONS 

 
 

 
Our company’s Operations Manager (Project Team Leader), Kay McNeil and John Civale, will manage this phase through “hands on” 
involvement of conversion and data transmission. The company’s principal owner, Melody Engle, will also be involved with project 
management through your conversion lifecycle.  Kay and Melody have worked together successfully for 18 years. Our conversion staff 
has been with us, on average, for at least five years individually.  All staff routinely work on similar government conversion projects on 
a daily basis. We have 35 employees in our service bureaus most of which are cross trained in various capacities.  

 

 

 

               Team Member Project Responsibilities Location / Current Assignments Unique Qualifications 

Melody Engle, Principal 
Florida Office 
Working President & CEO  
33 Years’ Experience 
22 Years at ADS 

 Project Management 
 Production Schedule and Budget 
 On-Site Survey / Kick-Off Meeting 
 Hands-On / Ongoing Client Involvement 

 Georgia Office / Florida Offices 
 Finalizing GSA Contract 
 Ft Lauderdale Implementation 
 Atlanta Aviation / Ongoing 
 SOC Compliance 

 Founder and Hands-On Working President of ADS / 1999 - Present 
 CPA / PricewaterhouseCoopers Audit Manager / 1990–1996. 

Implemented Firmwide paperless audit system / Train-the-Trainer 

Kay McNeil 
Florida Office 
Project Manager /Team Leader  
36 Years’ Experience 
18 Years at ADS 

 Project Design & Implementation 
 Taxonomy Beta Testing & File Transmissions 
 Proof of Concept / Client Acceptance 
 Completeness Checks: Source Images/Metadata 
 Overall Project Management 

 Georgia Office / Florida Offices 
 Ft Lauderdale Implementation 
 Atlanta Aviation / Ongoing 
 Internal Software Migration 
 SOC Compliance 

 36 Years of City, County & State government experience in software 
development and data collection / integration 

 17 Years ADS Operations Manager 
 Laserfiche Certifications 

John Civale 
Florida Office 
Vice President of Sales  
34 Years’ Experience 

 Policy and Procedure Development 
 State Government Business Devt 
 Ongoing Client Communication  
 Estimating and Budget (independent) 

 Georgia Office / Florida Offices 
 Finalizing GSA Contract 
 Company Expansion / Mergers & Acquisitions 

 34 Years of City, County & State government records management an  
conversion experience.  

 Certified Records Manager 

James Watt 
Florida Office 
Information Technology Director 25 Years’ 
Experience 
20 Years’ Experience at ADS 

 Network Design and Configuration 
 Implementation / Ongoing Support of Security 

Practices 

 Georgia Office / Florida Offices 
 Network Management 
 Information Technology Security 
 SOC Compliance 

 High level CISCO Certifications 
 High level Microsoft Certifications 
 Project Management Expertise  
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REFERENCES 

Each of the below projects have client-driven delivery requirements.  At project inception, 
we have a kick-off meeting where we discuss deadlines and anything special that might 
require special urgency.  These matters are defined within their timelines.  We operate one-
two shifts in our service bureaus based on production requirements.   

 
Pompano Beach / Document Imaging, Microform and LASERFICHE Implementation 
ADS began converting small and large format documents for the City during 2002.  In 
2010, we began the back-file conversion of millions of microformed images & data input 
resulted in concise data management & drastically improved record retrieval times.  We 
converted nearly 1 million images from the City's microfiche library and tagged files with 
appropriate metadata.  This project was completed in eighteen months.  
 
Paper scanning services are ongoing citywide. We work with various departments 
including police, finance, public works and others, but focus primarily on Growth 
Management. We convert building permit files consisting of a multitude of small 
documents and large format prints.  To date, we have converted over 3 million small format 
documents and 250 thousand large format prints. 
 
During 2003, we implemented a document imaging system within the City Clerk’s office.  
This system grew to 45 users.  The system managed paper records spanning 50 years 
and simplified public records requests.  We established multiple databases (Folder 
structures, indexing schemes, password security, drop-down menus, search routines, and 
extensive OCR).   
 
During 2015 / Current, we migrated the city to a more robust Laserfiche system in a 
citywide deployment that included all the above plus the development and design of 
several extensive workflows and forms processing routines.  To date, we have installed 
186 users and have written and supported many custom workflow routines. 
 
Contact Name:    Eugene Zamoski, Information Technology Director 
Telephone:           954-786-4537  
Email:                   Eugene.Zamoski@copbfl.com 
City of Ft Lauderdale / Document Imaging Services & Laserfiche Briefcase 
ADS began converting small and large format documents for the City during 2017.  Since 
that time, we have primarily converted small and large format documents for the areas 
within Growth Management.  All records are imported into the City's Laserfiche using 
Laserfiche briefcases designed for specific document types.  Data is extracted from the 
City’s permitting system into an 600,000 line excel file.  Data from the excel file is used for 
a custom Laserfiche workflow which populates metadata into index fields designed by 
both ADS and the City.  Services are ongoing.  We have converted 3,500,000 small format 
pages and 150,000 large format prints and 3.8 million metadata entries for the city.  
 
Contact Name:     Floyd Brock, Permits Service Supervisor 
Telephone:           954-828-5281 
Email:                    FBrock@fortlauderdale.gov 
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Village of Pinecrest / Document Imaging and Laserfiche System Implementation(s) 
ADS began converting small and large format documents for the Village during 2001 - 
Current.  During 2003 we implemented a document imaging system within the City Clerk’s 
and Building Department offices.  The system manages paper records spanning 15 years 
and simplified public records requests.   We have scanned and converted hundreds of 
thousands of small and wide format records for both the Clerk and Building departments.  
All building records since Village inception during 1999 have been converted.  The Village 
has implemented a Laserfiche ECM system with our assistance and training. 
 
Contact Name:     Guido Inguanzo, Village Clerk 
Telephone:           305-234-2121 
Email:                    Inguanzo@pinecrest-fl.gov 

 
 

Since inception, we have converted records for over 150 Florida Cities.  Other references 
are available upon request. 

 
County Government 
 
Through the years, we have performed services for dozens of County Government offices.  
Below is a short list. 

 
Fulton County  Oconee County 
Paulding County  Broward County 
Hillsborough County Miami-Dade County 
Martin County Monroe County 
Sarasota County Orange County 
Seminole County Okeechobee County 
Santa Rosa County Alachua County 
Pasco County Polk County 
Clay County Palm Beach County 

 
 

We have been providing services for most of our clients for years.  It is extremely rare for 
ADS to fulfill a back-file conversion project and not be asked to continue as the service 
provider.  In those cases, there are either no more records to convert or the client assumes 
this task “in-house.” 

 
We earn the relationship, not just the project. 

 
It is a fair statement to say that our clients do not view ADS as just a vendor, but rather an 
extension of their conversion team.  Our job is to make these efforts as seamless and 
painless as possible.  Those who work with us directly have full confidence that we dedicate 
all resources and efforts to satisfying client needs as quickly as possible.   

 
We just try harder. 
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H  Pricing Form 
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I  IFB RESPONSE FORMS
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