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Please accept our sincere appreciation for your consideration of services.  We hope that our experience conveys to your organization that Excel Archives of Virginia, Inc.  is a strong force in a very competitive industry.  Our history differentiates us from our competitors by demonstrating a consistently high level of personalized service, sound business ethics, and mutual trust between Excel and our clients.  From the top to the bottom, Excel employs people committed to these principles.  We are a company with the technology, infrastructure and financial resources to provide excellent service now and in the future.  Excel is a service-driven company working in earnest to provide storage and related services that will exceed your expectations.
Excel Archive’s focus and structure are optimally designed to support a strategic partnership with your organization.  We take a consultative approach to our services to allow our customers to take advantage of current technologies and techniques including bar-coding, scanning, automated inventory and project management, and web-based access.  Our proposal is to provide your organization with a dedicated Sales and Operations Team to oversee your account.  The role of this team will be to continuously look at best practices from internal and external perspectives to ensure Excel provides for your needs with the most up-to-date capabilities at our disposal.  By having the same dedicated team for the life of the project and beyond, your organization will gain the benefits of consistent management and effective communication.

The Excel Group provides full-service courier, logistics, warehouse facility services, archiving, document imaging, data backup services and records destruction to customers throughout the Mid-Atlantic region. Excel Archives of Virginia, Inc. was listed Number 205 on the INC. 500 Fastest Growing Companies for 2004.  We are active members of various national associations which include ARMA, MCAA, ALA, PRISM, NRC and ECA. Our involvement in these associations helps us stay abreast of the industry specific developments. These affiliations provide us with best-practices information to help us serve our customers most efficiently and effectively. 
Our steady, paced growth will help us overtake our competition and remain sustainable for the long term. The Excel Group’s mission is to be the region’s most reliable business services provider by offering and maintaining consistently high-quality services. We will achieve this mission by fostering long-term relationships with customers, employees and vendors, as well as ensuring that personal attention, timely communication and respect for all people are the basis of our business philosophy. 

1. GEOGRAPHIC SERVICE AREA

Services are offered within a 50 Mile radius of each of our facilities located in:

1. Sterling, VA 

2. Elkridge, MD 

3. Jessup, MD

II. SCHEDULE OF SERVICES
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 RECORDS MANAGEMENT SERVICES 

Records Centers Overview
Excel Archives of Virginia, Inc’s professionally managed, service-focused centers provide state of the art security and inventory systems to make sure that your records are readily retrievable and accounted for at all times. Our headquarters’ facility boasts 100,000 sq. ft. in Sterling, VA. our Elkridge, MD facility houses 25,000 sq. ft and our Jessup, MD facility offers 40,000 sq.ft. 
The loss or unintentional destruction of your organization’s vital records could open your organization to liability and potentially jeopardize its ability to conduct future business. In these days of terrorist events and natural disasters, consider off-site, secure storage for complete protection and peace of mind. Off-site data storage in our climate controlled media vault offers safekeeping to support your contingency plan.

With access 365 days per year, 24 hours a day, our services range from retrieving to delivery, pickup to refile, inventorying to destruction, standard delivery to rush delivery and document imaging to document destruction.  All boxes in our record centers are bar coded and entered into our electronic inventory database with full historical tracking. Rush delivery of any item in our inventory is available at any time.  Excel will become an extension of your organization’s staff.

Security

Excel Archives understands the role we play in the security of your organization’s information. Our concrete and steel record centers require key-cards for access and use electronic surveillance monitoring 24/7/365 for the highest level of security. Additionally, through authorization lists, you can provide your organization with secured access to information stored in our facilities. We record your company’s files and documents in our state-of-the-art computerized inventory, which is available to you online.  Our records storage facilities regulate temperature & access and use state-of-the-art record keeping and retrieval system. We also have some of the most secure facilities in the country. 

DESCRIPTION OF SERVICES:

Transportation Service Levels
1. Same Day Delivery: If your request is made by 11:00 AM, your delivery will be made by close of business the same day

2. Next Day Delivery: If your request is made by 3:00 PM, your delivery will be made by close of business the next day.

3. Special Time Delivery: If your request is made by 3:00 PM, your delivery will be made the next day at your specially requested delivery time.

4. Rush Delivery: Delivery will be made within 3 hours of your request.

5. Weekend Delivery: Deliveries are available on Saturday, Sunday, evenings or holidays
Labor Services

· Data Entry Staff: Personnel charged with entering data for special projects outside of the scope of the normal contract
· Emergency Services Staff:  Personnel charged with the execution of standard activities after normal business hours

· Project Manager: Management Personnel charged with supervising warehouse and data entry staff for special contracts outside the scope of the normal contract. Average industry experience of three to five years.

· Records Analyst: Personnel charged with providing analysis for special projects outside of the scope of the Normal contract
· Data Conversion Specialist: Personnel charged with the task of data conversion for special projects outside of the scope of the normal contract
· Site Preparation Coordinator: Personnel charged with the preparation of documents / materials at the client site for transfer to the Excel facility

· Senior Consultant: Personnel charged with the responsibility for the overall management of a special project from the generation and development of the scope of work for the Special Project through the supervising of the budget, quality control and project staff. 
· Staff Consultant: Personnel responsible to execute day-to-day project tasks  

· Warehouse Clerk:: Personnel charged with execution of tasks outside of the scope of the normal contract. 
Chart I  - Labor Categories 


	Labor Category
	Government Rate Hourly

	Data Entry Staff
	$22.00
	Hour

	Emergency Services Staff
	$28.00
	Hour

	Project Manager
	$35.00
	Hour

	Records Analyst
	$35.00
	Hour

	Data Conversion Specialist
	$65.00
	Hour

	Site Preparation Coordinator
	$42.00
	Hour

	Senior Consultant
	$180.00
	Hour

	Staff Consultant
	$90.00
	Hour

	Warehouse Clerk
	$20.95
	Hour


STORAGE SERVICES:
	HARD COPY STORAGE

	
	
	Government

	Description
	
	Unit / Quantity
	
	Price

	Monthly Storage (Monthly Minimum)
	
	Month
	
	$35.00

	Hard Copy Records Storage (per month)
	
	Cubic foot
	
	$0.16

	Next Day Container Retrieval 
	
	Container
	
	$1.85

	Next Day File Retrieval
	
	File
	
	$1.65

	Rush Container Retrieval
	
	Container
	
	$4.18

	Rush File Retrieval
	
	File
	
	$4.18

	 File Refile
	
	File
	
	$1.65

	 Container Refile
	
	Container
	
	$1.85

	Permanent Removal Per Cube (In Addition To Retrieval Cost)
	
	Cubic Foot
	
	$2.95

	
	
	
	
	

	PALLETIZED MATERIALS STORAGE

	Palletized Materials Storage (per month)
	
	Pallet
	
	$18.00

	
	
	
	
	

	SERVICES

	Computer Entry for Newly Arriving Boxes (Initial Set-up, Bar Coding, Scanning, Shelf Placement)
	
	Cubic Foot
	
	$1.00

	File Indexing  
	
	Line
	
	$.40

	Interfiles (The Filing of An Item Into An Existing Carton or File)  
	
	File or Carton
	
	$1.85

	Computer Record Changes (Per Line)
	
	Line
	
	$0.40

	Additions/Deletion  Of Data From Computer System  
	
	Line
	
	$0.30

	Re-Boxing – Per Container (In Addition To Cost of Container)  
	
	Box
	
	$2.50

	Facsimile Services
	
	Page
	
	$0.95

	Photocopy Service  
	
	Page
	
	$010

	Instant File (Cut off by 3PM - Hardcopy file into PDF image available on Web Repository until 12AM same day

	
	Base plus per page
	
	$ 5.85/file + $.10/page



	Data Conversion



	Download of Information From Client Provided Disk (Minimum 1 Hour)  
	
	Hour
	
	$65.00

	Reports



	Initial Report (New Clients) (Electronic Format – Adobe Acrobat / Computer Printouts Available)  
	
	Report
	
	N/C

	General Reports (Electronic Format – Adobe Acrobat)  
	
	Report
	
	$10.00

	Customized Reports (Including Electronic MS Excel & MS Access Formats)  
	
	Report
	
	$60.00

	Computer Printouts (First Two Per Calendar Year N/C)  
	
	Printout
	
	$20.00


Computer Entry for Newly Arriving Boxes: Barcodes will be generated for each container received in our facility, indicating the unique location for reserved shelf placement until that box is permanently removed from our facility. That assigned location is reserved for the barcode that will be scanned into an electronic database creating an inventory of all files and containers received from each organization. 

File Indexing: Should you desire a complete index of all the contents of every box in your inventory, Excel can, at our hourly rate, write up the information and provide your organization with a complete list of all the files contained in each box.   

Interfiles: Excel personnel will become an extension of your staff and add any new documents into an existing file or carton that is already in your inventory. 

Re-Boxing: Excel takes the preservation of your documents very seriously and to that end, will take every precaution to ensure that each records storage box is in premium condition. In the event that a box is damaged when received in our warehouse, our personnel will transfer the contents into a new box and will mark the container appropriately.

Retrievals / Re-files: Requests for retrievals of files or containers can be made by phone, email or online. The request is entered into the computer database and a workorder is generated identifying the unique shelf location for each file or container.  

Delivery: Excel Archives offers service to our clients 24 hours per day, 365 days per year. Any time that a file is needed, our clients have access. There are several different levels of service to receive files or containers:
1. Fax
2. Mail
3. Instant File: If a retrieval request is made by 3PM, the file will be retrieved and scanned into a pdf file and may be retrieved from our Web Repository.

4. Customer Pick-Up: Our clients have the option to come to our facility to pick up a file or container, or they may review their documents in a personal viewing room at our facility.
5. Delivery: Our courteous drivers will bring your documents to your facility. There are several different levels of service available:

a. Next Day Regular: If the request is made by 3PM, the files will be delivered by close of business the next day
b. Next Day Special Time: Requests may be made for a delivery to be made at a specific time the next day
c. Same Day Regular: If the request is made by 11AM, the files will be delivered by close of business that day

d. Same Day Rush: In emergency situations, files may be delivered within 3 hours

e. Weekends / Holidays: Files are available to be delivered at any time of night or on observed holidays

	Next Day Delivery 

– 1st Box
	
	Container
	
	$10.00

	Same Day Delivery

 – 1st Box
	
	Container
	
	$29.00

	Rush Delivery (Within 3 hrs) – 1st Box
	
	Container
	
	$44.60

	Weekend / Holiday Delivery – 1st Box
	
	Container
	
	$72.75

	Delivery of Additional Box
	
	Container
	
	$1.25

	Emergency Customer Pick-up or Fax
	
	Container
	
	$15.00

	Client Viewing Room
	
	N/A
	
	N/C


LABOR SERVICES

 Excel Archives team can become an extension of your staff to handle the details of your records management needs so that your team can focus on your business. We are ready to do as much or as little as suits your needs. The labor services that are available are:
Auditing: Our professional personnel will perform a verification of the contents of each box to ensure that the proper files are actually in the proper box.

Indexing: Our staff will create an electronic database of every file in every box so that your organization would be able to instantly locate any file at any given time.
Purging: It is not necessary for your organization to take the time to purge your desired files from the file drawers in order to send them to our facility for off-site records management. Our experienced personnel will remove your documents, and place them into records storage containers in preparation for shipment to our facility. They would also be able to index the files simultaneously if desired either to the file or box level.

Repackaging:  If the need should arise, our staff would reorganize the contents in each box to suit your needs. For example, if files were initially filed by a person’s last name and it is desired to now organize the files by employee number, our team would handle this enormous task to free up your staff and then provide you with the updated inventory.

Re-labeling Services:  If any files need to have new labels placed on them, our team would be happy to handle this task.

	Labor Services (Hourly Rates – M-F, minimum ½ hour):



	Auditing, Indexing, Purging, Repackaging and Re-labeling Services  
	
	Hour
	
	$30.00


 Records Storage Supplies:  Excel offers a variety of records storage boxes designed specifically to handle files, documents, medical records, architectural drawings, x-rays etc. 
· Standard 1.2 Cubic Ft. Record Storage Box:  Standard Heavy duty corrugated records storage box, white w/Excel logo, perfect for long term archival use, removable lid, measures 12'' x 10'' x 15'', sold in multiples of 25, shipping is extra.
· Letter 2.4 Cubic Ft. Record Storage Box: Letter size Heavy duty corrugated records storage box, perfect for long term archival use, removable lid, measures 12”x10”x24”, sold in multiples of 20, shipping is extra.
· Legal 3.0 Cubic Ft. Record Storage Box:  Legal size, Heavy duty corrugated records storage box, perfect for long term archival use, with removable lid, measures 15'' x 10'' x 24'' , sold in multiples of 20, shipping is extra.
· Architectural Box: Measures 48”x6”x6” – sold individually, shipping is extra.
· Check Boxes: Measures 10½”x24”x4½” – sold individually, shipping is extra.
· X-Ray Cartons: Measures 5½”x20”x15½” – sold individually  

· Bar Code Labels (10 per Sheet) 

	SUPPLIES – Shipping and Taxes are additional

	Standard 1.2 Cubic Ft. Record Storage Box 12”x10”x15”, Multiples of 25, shipping & taxes extra
	
	Box
	
	$2.45

	Letter 2.4 Cubic Ft. Record Storage Box,  12”x10”x24”  

Multiples of 20 – shipping & taxes extra  
	
	Box
	
	$5.25

	Legal 3.0 Cubic Ft

 Record Storage Box 15”x10”x24”, Multiples of 20, shipping & taxes extra  
	
	Box
	
	$5.85

	Architectural Box - 48”x6”x6”, shipping & taxes are additional  
	
	Box
	
	$2.85

	Check Boxes 10½”x24”x4½”, shipping & taxes are additional
	
	Box
	
	$2.93


eBackup Service – 

This Intelligent Data Protection Solution is designed for organizations that need more than just backup and recovery features in their data protection programs. The eBackup Service, which is based on IBM Tivoli Storage Manager (TSM), fulfills their need for a comprehensive solution to stay competitive and focus more of their time on strategic issues such as application availability and network performance in a cost effective manner. 
As data protection needs increase in complexity, the benefits of a flexible and scalable architecture become more apparent. Advantages of intelligent data protection service include savings in administrator time, speed of data recovery, and reliability and integrity of backups.
eBackup Features Include:

· Automated scheduling of Changed Data Backup
· Guaranteed Daily Backup 

· No expensive hardware or software to purchase

· Service is economical and easy to use
· Intelligent Data Protection using enterprise class infrastructure that is redundant and fault tolerant

· Highly secure using 56 to 64 bit encryption technology

· Restore and backup from a Web based GUI in minutes

· Data Storage offsite in a secure environment

· 24 x 7 support and monitoring to ensure success
· Reduced backup windows and size requirements

· Multiple Agents and Wide range of Client support

· Service can utilize existing Internet connections

· Quick installation and implementation

· No charge for restores

· Pay only for what you backup 
	eBackup
	
	Gigabyte
	
	$18.40
	


Full Service Data Vault for Rotations & Archiving

Excel Archives of Virginia, Inc. offers off-site data protection through scheduled daily, weekly or monthly rotations. Our service is flexible to your organization’s particular needs in regards to pickup schedules and our staff will work with you to support your long-term archival needs. Our media vault is electronically monitored 24 hours a day. Data is stored in fire-rated, humidity and climate controlled vault with heat and fire sensors and fire systems include FM200 the latest fire suppression system.  In addition to the data protection our staff and facilities provide, Excel offers delivery service 24 hours per day, 365 days per year.  We take pride in offering true personal service.

	Electronic Media Services

	
	
	Government

	Description
	
	Unit / Quantity
	
	Price

	Tape Handling 

(Monthly Minimum)
	
	Monthly Minimum Charge
	
	$30.00

	Media Vault Storage Per Tape / Cartridge 

(Hanging / Slotted)
	
	Per Month per tape / cartridge
	
	$0.21

	Media Vault Storage Per Container of Magnetic Media
	
	Cubic Foot
	
	$1.15

	Media Vault Storage of Container 

(20 capacity or small)
	
	Per container monthly
	
	$8.50

	Media Vault Storage of Container 

(40 capacity or small)
	
	Per container monthly
	
	$10.50

	Media Vault Storage of Container

(60 capacity or small)
	
	Per Container monthly
	
	$20.00

	Tape Slotting
	
	Per slot monthly
	
	$0.35
	

	Tape Handling

 ($30.00 per month minimum for this service)
	
	Per tape handled
	
	$0.10
	

	Container Handling
	
	Per container handled
	
	$8.50
	

	Scheduled Rotation Transportation

(within 50 miles)
	
	Trip
	
	$24.00
	

	Scheduled Rotation Transportation
(greater than 50 miles)
	
	Mile
	
	$0.48
	

	Daily Data Rotation (Monday – Sunday)
	
	Per Scheduled run per month
	
	$1360.00
	

	Daily Data Rotation  (Monday-Friday)
	
	Per scheduled run per month
	
	$850.00
	

	
	
	
	
	
	

	Weekly Data Rotation
	
	Per scheduled run per month
	
	$175.00
	

	Monthly Data Rotation 
	
	Per scheduled run per month
	
	$85.00
	

	
	
	
	
	
	

	Retrieval / Re-files



	Per Tape / Cartridge (Hanging / Slotted)
	
	Tape
	
	$1.20

	Per Container
	
	Container
	
	$1.95

	Emergency – per item – Customer Pick-up (During Normal Business Hours)
	
	Item
	
	$15.00

	Media Pick-up / Delivery
	
	
	
	

	Ad hoc Delivery (within 24 Hours) 
	
	Per Request
	
	$38.95

	Emergency Delivery (within 4 hours)
	
	Per Request
	
	$76.00

	Extreme Emergency Delivery (within 2 hours)
	
	Per Request
	
	$110.00

	Add New Units / Computer Entry

	Initial Entry for Newly Arriving Tape / Cartridge / Container(s)
	
	Per Tape / Cartridge / Container
	
	$1.45

	File Indexing (For Containers)
	
	Line
	
	$.40

	
	
	
	
	

	Permanent Removal

	Per Tape / Cartridge / Container
	
	Per Tape / Cartridge / Container
	
	$1.50

	Vault Supplies



	Bar Code Labels
	
	Per Tape
	
	$ 0.06
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DOCUMENT CONVERSION SERVICES (DCS)

Document imaging is the conversion of paper documents into electronic images on your computer. Once on your desktop, these documents can be retrieved effortlessly in seconds. Every organization generates large amounts of paper and electronic documents. We have all developed our own ways to store important files, yet things continue to get misplaced. Everyone knows the frustration of not being able to find a file right when we need it most. Traditional methods of storing paper and electronic records require a great deal of effort to manage, distribute and find those documents. As the number of files grows, the time and effort required to manage them also increases.

Document imaging revolutionizes the archival of information and provides the means to rapidly locate, retrieve and share all documents in your system. All document imaging systems should have five basic components: 

1. Scanning and importing tools to bring documents into the system

2. Methods for archiving and storing documents

3. Indexing systems to organize documents

4. Retrieval tools to find documents

5. Access control to provide documents to authorized people

Just as the Internet has boomed in popularity because of the fast access it provides for information stored in web pages, document imaging systems provide tremendous value because of the fast access they provide to information stored within an organization’s documents.
Document imaging builds on the strong points of paper documents: Files are scanned or electronically converted and a high-resolution photocopy is stored on a hard drive or optical disk. Electronic “index cards” can attach information to a document such as author, reference number or date created. Files can still be viewed, printed, shared and stored, but imaging adds an enormous advantage by giving documents active content.
	
	
	Government

	Description
	
	Unit / Quantity
	
	Price

	Document Imaging
	
	Page
	
	$0.08


51 507
DESTRUCTION SERVICES (DS)

Excel Archives of Virginia, Inc. offers both onsite and offsite destruction services.  No job is too small or too large – whether 100 pounds or 100,000 pounds. We can assist you for a one-time service or if you need routine shredding.
Secure Storage of Documents to be Shredded:
Excel Archives will provide security consoles to be placed throughout your office area. An Excel Archives representative will collect the confidential material from the designated bin(s) and either take it directly to our secure facility, or shred it on-site on your scheduled pick-up days. 
There are two styles of consoles available:
· 100 LB Security Console (40” H x 19” D x 19” W)

This console will hold approximately 100 pounds of paper, has a convenient front-loading drop slot and a tamper-evident, keyed lockable door. The drawstring nylon bag ensures easy and secure document removal.

· 200 lb. Console (42.1” H x 29.1” D x 22.4” W)

 This console is constructed of high density polyethylene plastic, features a tamper-proof padlock design and has a reinforced lid with slot.
Scheduled Pick-ups:
Excel Archives will schedule regular pick-ups of your classified documents based on your needs. We offer scheduled daily, weekly, bi-weekly and monthly pick-ups. If your service needs ever change, your frequency can be modified to meet your requirements.

Additional Pick-ups:

At times our customers find that the Excel Archives security consoles become full before their regular scheduled pick-up day, if this happens, simply call us and we will be happy to schedule an extra pick-up.  If this continues to occur, you may consider an additional security console for your needs.
Call-In Pick-ups:
Periodically customers will need our services when they are cleaning out files, relocating, or doing purges. We are able to accommodate these pick-ups with a notice of 48 hours.

Certificate of Destruction: 

A Certificate of Destruction can be issued as documentation for destruction services provided. Please ask your Excel Archives representative for a sample Certificate of Destruction.  
	
	
	Government

	Description
	
	Unit / Quantity
	
	Price

	Certified Shredding

(In Addition To Retrieval Cost)
	
	Pound
	
	$0.19

	Security Console 

(100 lb) 

 1st Unit Per Month
	
	Console
	
	$17.00

	Security Console 

(100 lb) 

 additional Unit(s) Per Month
	
	Console
	
	$10.00

	Security Console 

(200 lb)

 1st Unit Per Month
	
	Console
	
	$27.00

	Security Console

(200 lb)

 additional Unit(s) Per Month
	
	Console
	
	$17.00








