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SIN 51-507 Destruction Services. Micro Records Company provides shredding, incineration, and disintegration services (type of destruction specified by client) of paper documents, maps, blueprints, catalogs, microfilm, microfiche, ID cards, and VHS tapes. 





The agency will specify the type of destruction service (shredding, incineration, disintegration) required, as well as the type of material that will be destroyed.  After Micro Records Company documents the type of destruction service requested by agency Micro Records Company will arrange a date for material pickup from the agency.  Destruction will not take place onsite, all work will be taken to Micro Records Company facility and destroyed.  Once work has been destroyed Micro Records Company will issue a letter to the agency stating the type of destruction that occurred, the type of work and volume destroyed, and the date of destruction.  





51-507 Destruction Services (DS)





Document Destruction (per box)


Doc	Certificate of destruction supplied upon request


Ce


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. Price�
�
Document


Destruction�
Per standard record box


15Lx12Wx10H�
$6.62 


per box�
10%�
$5.96


Per box�
15%�
$5.79 


per box�
�



Please note, there is also a pickup fee:





Pick up/Delivery Cost


Pricing is based on 500-mile radius of corporate office


Customer may also choose to use any shipping organization (ie. UPS, FED EX, DHL), to send or receive work, standard shipping rates will be applied





Pick up/Delivery Cost


Item�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. Price�
�
0-25 miles�
$59.00�
10 %�
$53.10�
15%�
$50.38�
�
26-50 miles�
$88.00�
10 %�
$79.20�
15%�
$75.56�
�
51-75 miles�
$112.00�
10 %�
$100.80�
15%�
$95.71�
�
76-200 miles�
$282.00�
10 %�
$253.80�
15%�
$241.80�
�
201-500 miles�
$705.00�
10 %�
$634.50�
15%�
$604.50�
�




































  


SIN 51-506 Document Conversion Services





Document Preparation (per image)





Level-1 (standard)


Pre-Conversion Document Preparation


Removal of document from file folder


Staple removal (not to exceed one staple for every 8 pages)





Level- 2 (enhanced)


Includes standard preparation plus:


Mounting post it notes or any other non standard piece of paper


Unfolding


Removing documents from special bindings


Insertion of separator sheets





Document Preparation


Item�
Unit(s)�
Commercial Price�
MFC Discount


�
MFC Price


�
Discount Offered


�
Gov. Price�
�
Level-1 (Standard)�
Per


Image�
$0.023


 Per image�
10%


�
$0.0207


Per image�
15%�
$0.02015 


per image�
�
Level-2 (Enhanced)�
Per Image�
$0.046 


per image�
10%


�
$0.0414


Per image�
15%�
$0.0403 per image�
�



Document Reconstruction (per image)


Level-1 (standard)


Reassembly of documents to their original sequence within a folder with one staple


Level-2 (enhanced)


Complex reassembly of documents:


Replacing pages to ring binders


Replacing papers to post folders


More than 1 staple per document (not to exceed 1 staple average per 8 pages)





Document Reconstruction


Item�
Unit(s)�
Commercial 


Price�
MFC 


Discount�
MFC 


Price


�
Discount Offered


�
Gov. 


Price�
�
Level-1 (Standard)�
Per 


Image�
$0.023 per 


image�
10%�
$0.0207


per


Image�
15%�
$0.02015


 per image�
�
Level-2 (Enhanced)�
Per 


Image�
$0.046 per 


image�
10%�
$0.0414 


per 


image�
15%�
$0.0403 


Per image�
�



 OCR








Micro Records Company, Inc. (JOD Enterprises) Executive Summary.


Founded in 1964, Micro Records Company, Inc. is a privately owned service bureau located in Baltimore, Maryland. Specializing in document imaging services and sales of document management solutions Micro Records Company, Inc. has helped organizations of all shapes and sizes gain control of their document management throughout the last 43 years.  Initially, Micro Records Company, Inc. serviced organizations by primarily providing microfilm/microfiche services and equipment.  As the industry and technology has advanced so has Micro Records Company, Inc.  For the last 10 years Micro Records Company has become fully immersed in the document imaging world.  MicroRecords Company, Inc. now provides imaging services, (paper documents, digital images, microfilm, microfiche, aperture cards, etc.) content management and imaging systems and equipment, and repair services. As a value added reseller for Digitech Systems and FileBound, our document management solutions will help agencies reduce operating costs, improve efficiencies, gain faster access to critical business information, comply with regulatory requirements, and increase overall profitability. 


Years of experience in the document management industry has allowed Micro Records Company, Inc. (JOD Enterprises) to understand that all organizations are unique in the way they are managed and operate; therefore, there needs to be multiple ways and options to approaching document management.  Knowing these facts, Micro Records Company, Inc. approaches each project by first gaining a clear understanding of how the organization operates, the inefficiencies involved with current processes, and the organization’s goals for document management.  After analyzing these key factors, Micro Records Company, Inc. establishes the most appropriate steps for document management implementation.  In certain cases this may mean that Micro Records Company, Inc. performs the physical scanning of documents for organizations, or Micro Records Company, Inc. provides organizations with the tools and knowledge needed to perform the scanning internally. Either way Micro Records Company is committed to helping organizations gain control over their document management.  Our success is demonstrated by the various organizations that have used our services and products throughout the years and we believe that our knowledge and expertise in the document management field will help government agencies as well. 





GSA Scheduled Services. Micro Records Company, Inc. provides office imaging services and document solutions as described by Special Item Numbers (SIN); SIN 51-409 Network Optical Imaging System & Solutions, SIN 51-501 Needs Assessment and Analysis Services, SIN 51-506 Document Conversion Services, 51-507 Destruction Services, SIN 51-SIN 51-402 Multi-Reader and Reader Printers and Systems, SIN 51-1001 Introduction of New Products/Services.





SIN 51-506 Document Conversion Services. Document conversion is the process of converting original paper documents, data, or graphics into digital data and transferring the data to a new media and format for use in a document imaging and storage system.  





After years of experience in the document conversion field, Micro Records Company, Inc. has established clear defined steps and personnel duties to maximize accuracy and efficiency. Adhering to best practices in document conversion and quality control ensures that the final product is complete and accurate.   





The following steps and personnel duties, demonstrates how Micro Records Company, Inc. approaches document conversion:











   Indexing (per document)





   Work with customer in defining their requirements for coding and indexing. Data to be indexed must be     


   consistently located on the cover/first page of each document, clearly identifiable and legible. 





   Client may supply an electronic index database to be used to populate additional index fields.


   Level-1: 1 field up to 15 Alphanumeric Characters 


   Level-2: 2 fields or up to 30 Alphanumeric Characters


   Level-3: 3 fields or up to 45 Alphanumeric Characters


   Level-4: 4 fields or up to 60 Alphanumeric Characters


   Level-5: 5 fields or up to 75 Alphanumeric Characters


   Level-6: 5 fields or up to 100 Alphanumeric Characters





     Indexing


In


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC 


Price


�
Discount Offered


�
Gov. Price�
�
Level 1�
Per Document�
$0.13 per document�
10%�
$0.128 per document�
15%�
$0.111


per document�
�
Level 2�
Per Document�
$0.27 per document�
10%�
$0.267 per document�
15%�
$0.232


per document�
�
Level 3�
Per Document�
$0.42 per document�
10%�
$0.415 per document�
15%�
$0.363 


per document�
�
Level 4�
Per Document�
$0.58 per document�
10%�
$0.574 per document�
15%�
$0.504 


per document�
�
Level 5�
Per Document�
$0.70 per document�
10%�
$0.693 per document�
15%�
$0.605 


per document�
�
Level 6�
Per Document�
$0.94 per document�
10%�
$0.930 per document�
15%�
$0.806 


per document�
�






    OCR (optical character recognition)


OCR


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC 


Price


�
Discount Offered


�
Gov. 


Price�
�
OCR-No verification or adjustments�
Per image�
$0.050 


Per image�
10%�
$0.045


Per image�
15%�
$0.0428


Per image�
�
OCR-verification of OCR processes�
Per image�
$0.073 


Per image�
10%�
$0.066


Per image�
15%�
$0.067


Per image�
�









Scanning Paper (per image) black& white, grayscale & color


Higher and lower resolutions are available upon customer requests





Pricing based on paper sizes up to 8.5 x 11 at 200 & 300 dpi or less as requested by customer


Pricing is based on paper being good quality original suitable for processing through an automated document feeder during scanning


Images will be output to TIFF format unless another format is requested by customer


Grayscale and color scanning prices are based on the document being scanned entirely as grayscale or color.


All documents will be captured in duplex unless simplex is requested by customer, an additional 10 % charge is added to total conversion cost


If higher resolution is required please contact for pricing





Scanning pages up to 8.5x11


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. Price�
�
Black & White 200 dpi�
Per Image�
$0.035 


per image�
10%�
$0.0315 per image�
15%�
$0.02992 


per image


�
�
Black & White 300 dpi�
Per Image�
$0.070 


per image�
10%�
$0.063 


per image�
15%�
$0.05995


per image�
�
Grayscale 200 dpi�
Per Image�
$0.093 


per image�
10%�
$0.084 


per image�
15%�
$0.0801


per image


�
�
Grayscale 300 dpi�
Per Image�
$0.110 


per image�
10%�
$0.099 


per image�
15%�
$0.0947 


per image�
�
Color 200 dpi�
Per Image�
$0.120 


per image�
10%�
$0.108 


per image�
15%�
$0.1028 


per image


�
�
Color 300 dpi�
Per Image�
$0.165


 per image�
10%�
$0.149 


per image�
15%�
$0.1411 


per image�
�






Scanning Paper (per image) 11X17 black & white, grayscale & color


Higher and lower resolutions are available upon customer requests


Pricing based on paper sizes larger then 8.5 x 11 up to 11x 17 at 200 & 300 dpi or less as requested by customer


Pricing is based on paper being good quality original suitable for processing through an automated document feeder during scanning


Images will be output to TIFF format unless another format is requested by customer


Grayscale and color scanning prices are based on the document being scanned entirely as grayscale or color.


All documents will be captured in duplex unless simplex is requested by customer, an additional 10 % charge is added to total conversion cost


If higher resolution is required please contact for pricing





Sca	Scanning larger than 8.5 X 11 documents


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. Price�
�
B& W


200 dpi�
Per Image�
$0.036 per image�
10%�
$0.0324 per image�
15%�
$0.03123


 per image�
�
B&W


300 dpi�
Per Image�
$0.073 per image�
10%�
$0.0657


Per


Image�
15%�
$0.06247 


per image�
�
Grayscale


200 dpi�
Per Image�
$0.097 per image�
10%�
$0.0873


Per


Image�
15%�
$0.08362 


per image�
�
Grayscale


300 dpi�
Per Image�
$0.116 per image�
10%�
$0.1044


Per


Image�
15%�
$0.09974 


per image�
�
Color


200 dpi�
Per Image�
$0.123 per image�
10%�
$0.1107


Per image�
15%�
$0.10579 


per image�
�
Color


300 dpi�
Per Image�
$0.173 per image�
10%�
$0.1557


Per image�
15%�
$0.14711 


per image�
�



Large Format Scanning/Engineering Drawings (per image) Any document larger than 11 X17


Higher and lower resolutions are available upon customer requests





	Large Format Scanning/Engineering Drawings 


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. Price�
�
200 dpi�
Per Image�
$2.81


per image�
10%�
$2.53 


per image�
15%�
$2.41 


per image�
�
300 dpi�
Per Image�
$4.12 


per image�
10%�
$3.71 


per image�
15%�
$3.53 


per image�
�
Color or 300 dpi+�
Per Image�
$6.18 


per image�
10%�
$5.56 


per image �
15%�
$5.29 


per image�
�






     Microfilm Scanning (per image)


     Higher and lower resolutions are available upon customer requests


     Standard 16mm/35mm Scanning


Single image per frame with consistent frame separation


Roll film scanned at 200/300 dpi


Images will be output to Tiff format unless another format is requested by customer





    Microfilm Scanning


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. Price�
�
16mm (200 dpi)�
Per Image�
$0.035 


per image�
10%�
$0.0315 


Per image�
15%�
$0.03023 


per image�
�
16mm (300 dpi)�
Per Image�
$0.071 


per image�
10%�
$0.0639


Per image�
15%�
$0.06045 


per image�
�
35mm (200 dpi)�
Per Image�
$0.041 


per image �
10%�
$0.0369


Per image�
15%�
$0.03503 


per image�
�
35mm (300 dpi)�
Per Image�
$0.082 


per image�
10%�
$0.0738


Per image�
15%�
$0.07053 


per image�
�



   


    Microfiche Scanning (per image)


    Higher and lower resolutions are available upon customer requests


Microfiche scanned at 200/300 dpi


Images will be output to Tiff format unless another format is requested by customer





   Microfiche Scanning


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. Price�
�
Standard Fiche 


200 dpi�
Per 


Image�
$0.071 


per image�
10%�
$0.0639


Per image�
15%�
$0.06045


per image�
�
Standard Fiche 


300 dpi�
Per 


Image�
$0.088 


per image�
10%�
$0.0792


Per image�
15%�
$0.07556 


per image�
�






Imaging Analysis. During this phase, one of our experienced solution consultants examines the scope of the project, taking into account the deadline requested and technical feasibility of the project.  The solution consultant proceeds by drafting a proposal outlining how Micro Records Company, Inc. will approach the project and a price quote for our services based on the given information.  





Project Outline. Once requirements are clearly defined and quote is accepted by the client the solution consultant proceeds to outline the scope of the project with all of the key details distinguished (scanning specifics, document indexing, file format, media, etc).  The completed project outline is then given to the project manager.





Production Specifications. The project manager reviews the project outline provided by the solution consultant and proceeds to determine where the documents for scanning will begin (Phase 1 or Phase 2), designates the assigned operators to the project, and creates the project account on our internal network.  





Document Preparation Specialist. Phase 1 documents are sent to a document preparation station where preparation specialists begin the process of preparing (removing staples, paper clips, etc.) documents for the scanning process.  If work is designated Level 2, meaning the documents are ready for the scanner, the project manager proceeds to assign the work to the designated scanner operator.  





Scanning Phase. Documents are moved to the scanning phase once work is deemed suitable for scanning.  In this phase the scanning operator proceeds to scan the documents at the specified resolution determined in the project outline.  Scanning operators are verifying the quality of images and confirming that all documents are being captured while documents are scanned.





Indexing Phase. Once the documents have been scanned the scanned images are moved to an indexing station where an indexing specialist proceeds to index documents according to specifications in project outline.  While indexing, the operator is also verifying the quality of the documents and noting any concerns in scanned images.  After index completion the indexing operator gives any of the written concerns to the quality assurance specialists.  


    


Quality Control Phase. After documents have been indexed the documents are sent to a quality control station where a quality control specialist proceeds to review the scanned images to determine quality acceptability and verification of document indexes.  At this stage, quality control specialists determine if documents are deemed acceptable or unacceptable.  Any 


documents deemed unacceptable are given to the project manager who proceeds to review the work and determine if the poor quality of the images is due to scanner operator error, or if the poor image is due to the quality of the original documentation.  Any work deemed unacceptable due to operator error will be sent back to the scan station for rescanning.  The rescanned work will once again go through all of the necessary verification steps to ensure image quality.  Documents deemed acceptable will be sent to the burning station where images will be exported to specified media as noted in project outline.





Media Output.  After all documents have been scanned, indexed, verified, and properly formatted, a media burning specialist proceeds to take the electronic images and export the images to the specified media, as noted in the project outline.  The media is then labeled according to project outline and the media specialist confirms that all work is available for viewing through the specified media chosen by customer.





Project Delivery. After media specialist has approved finished product the work is sent to client.








Aperture Card Scanning (per image)


    Higher and lower resolutions are available upon customer requests


Images will be output to Tiff format unless another format is requested by customer


    


   Aperture Card Scanning


Item�
Unit(s)�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. Price�
�
200 dpi�
Per Image�
$1.06 


per image�
10%�
$0.954


Per image�
15%�
$0.91 


per image�
�
300 dpi�
Per Image�
$1.23 


per image�
10%�
$1.12 per image�
15%�
$1.06 


per image�
�



    Pick up/Delivery Cost


    Pricing is based on 500-mile radius of corporate office


Customer may also choose to use any shipping organization (ie. UPS, FED EX, DHL), to send or receive work, standard shipping rates will be applied





    Pick up/Delivery Cost


Item�
Commercial Price�
MFC Discount�
MFC Price


�
Discount Offered


�
Gov. 


Price�
�
0-25 miles�
$59.00�
10 %�
$53.10�
15%�
$50.38�
�
26-50 miles�
$88.00�
10 %�
$79.20�
15%�
$75.56�
�
51-75 miles�
$112.00�
10 %�
$100.80�
15%�
$95.71�
�
76-200 miles�
$282.00�
10 %�
$253.80�
15%�
$241.80�
�
201-500 miles�
$705.00�
10 %�
$634.50�
15%�
$604.50�
�









