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Dear Honorable Tenl Ross,

This proposal addresses Upshur County Clerk's Daed of Trust and Mechanlc's Liens and is presented by
Kofile Technologies, Inc. (Kofile). Quoted services include imaging and indexing. This assessment also
contalns photographic documentation of the volumes in thelr current state., Note that prices for the
Inventory herein are good for 90 days from the date of this assessment.

Kofile Technologies, Inc. (Kofile] is uniquely quallfied 1o complete Upshur County Clerk's modernization
goals by taking an innovative approach to this project to ensure a successful cutcome. Kolile's basis
for success is decades of experience, realistic solutions, and professional anclysis and each project ks
unique and deserves special attention, OQur team providas redlistic solutions, professional analysis, and
innovative archival products to equip records stewards with the information and resources needed to

preserve collections.

ARCHIVAL DIGITIZATION
Imaging a document and digitizing o collection creates an electronic representation of the ariginal

archival record. This process is

not meant to replace the archival record, but to aid in Its preservation. The image serves as a
reference tool and is a back-up if the original Is damaged or dastroyed,

Archival digitization includes capture and processing [custom image enhancement and cleanup)
and optimization for access. Security backups are captured on archival microfilm with a Lifs
Expectancy (LE} of 500 years.

Kofile's services are unlgue because materials are addressed according to thelr conditions and fold
endurances without blind, automatic scanner feeds. Techniclans are tralned fo handle fragile and
historical documents and use the best hardware and software available. Many projects involve re-
work for collections dlready imaged or indexed by low-bid vendors, With Kofile, images are the
highest quallty and are free of distortion and loss of information due fo image capture.

Koflle always defaults to U.S, National Archives and Records Administration (NARA) technical
guidelines for digitization. Upon request, Keflle stores an electronic security back up of all images in
case of loss, damage, or destruction by fire or natural disasfer,
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IMAGING OVERVIEW

Operatars observe each page during capture, Forfaint or illegible pages, the operator marks the
page, readjusts the scanner, and employs contrast tools, If unsuccessful, the operator indicates ond
inserts a review form for the quallty assurance team to assess. The page Is marked with a "Best Possible
Image Indicator” or treated with further enhancements.

Imoges are captured at a minimum of 300 dpl at 2564 bl-tonal or gray levels, This ensures the highest
image quallty for documents with poor contrast and difficuli-to-read information. Images accumulate
as Group IV bi-tonal Images In a standard TIFF or PDF format. Images are opfimized and scaled for
system cutput.

“The mhde mxphas ihur partiol do cumen! (leslrudwn is nonmll This s. uml(mp!uhie mul comrmy fo any pmsalvnﬂon
Atandard, Kafilo has the sxperionce und oxpertise to hﬁndlu fragile dotuments and uddress the physical prasetvofion of lhe

saurca dochmtent.

Sousce: Higgins. Jessie. “Recorder's Oifice Froserving Oldest County Facords by Daginittag Them: Same Coatiry-O/F Pages Crumbie Ben Tovebed ~
Feantville Coarier £ Pross, August 31 7003,
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" iIMAGE PROCESSING AND ENHANCEMENT —~ ~
IMAGEPERFECT 1s Kofile's proprietary digltal SLR-bused software which ulilizes proprietary algerithms,
critical for capturing different densitles and quality levels in a collection, to provide optimal quality
and unlform Imagss. Image Perfect measures each image at a minimum for the foliowing attributes:

White-on-while images .
Synchronizing Images from different scanners " Eg;;;?g: g?ﬂ?t?stm ents

Floating poge cropplng & segmeniation .
Rolating & de-skewing Images s Msladata Nomalization

® = & o

Kofile uiilizes the Microsofi® SQL database as the underpinning for its production systems and
IMAGEPERFECT allows operators to interactively build and edit image processing scripts, which can be
saved for batch processing. Progress tracking capabllities can ldentify exceplions enabling supervisors
to quickly and efficiently corract problems. This software automatically detects and compensotes for
a scanner(s) variances. The Assured lmage delivers consistent, high-quality cutput.

IMAGEPERFECT enables repalr of the currently displayed image without rescanning which could
compromise image integrity, and uses custom image clean-up and enhancements such as deskew,
despeckie, character repair, and zona! processing to improve legibility. Kofite maintalns 100%
docurnent Integrity and image control with exciusive image locking capabilities. The processing
procadures will not allow for Information from rescanned pages to cut and paste accidentally into
the Incomrect page.

Quality Targets permit operators to view image quality at scan. Images, even those scanned on
different devlces, are "normallzed.” Rather than using ad-hoc algortthms and tricks, this software
measures image quality and propagates this data through the imaging chain. Quality Targets serve
as the foundation for qudlity assurance analysis,

Quuality Targets (pictured herein) establish the baseline digital capture quality of the scanner during
scanning. Therefore, Kofile can measure the digitization physles at the Hime of capture. IMAGEPERFECT
measures each Image af a minimum for:

Target dpi

Target Tone scale & comrection
Color Managemant
Brightness/Confrast Correction
Gamma Adjustment

White Balancing

Page Orientation

Exposure uniformity

Color reproduction data

If applicable to the project, Kofile
performs negative Photostat polarity
reversal (so that all characters are
black on d positive background). The
document certificatlon strip {flle strip) is inverted to match the polarity of the finat imagse,

If requested, annotations are supported to allow the addifion of Name, Book Type, Volume, and Page
on the image. Image quallly metadata ls captured as part of the image header along with a secured
digital signature that certifies the fidelity and integrily of every image scanned.
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Quality Conirol {QC)
Qur Quality Control [QC) process snsures that all Images are cerfified, Each Image is sight checked

-during QC. Each page Is.checked fo ensure there are no missing pages, double feeds, or "A" pages,

which may have been added. Every Image s Inspected and a statistical, random, batch-based
review of 8% of the Inventory Is conducted before delivery. Upshur County Clerk can recelve an
image log noiing the steps employed.

Advanced Equipment i

Koflle can scan mixed-sized and large-format documents. Kofile employs a range of scanners to tailor
imaging services to the document that requires imaging. All of scanners employ page defection to
adjust for varylng sizes of paper and, more-importantly, thicknesses o reduce "pull-throughs” on thin
papers following thick bond. Fragile documents are imaged by hand and not fed through an
automated Document faeeder. Kofile's technicians are trained te handle fragile documents.

Upshur Gounty Clerk August 30, 2022
imaging and indexing of Deeds ‘of Trust and Mechanic's Lisns © Kofila, Inc. All ights reserved. © 5




WideTek
This wide-format duplax scannar digitizes
twa-sided printed documents up to 34" In
wldth. The scanner needs only 2.5 seconds
o scan bothsides of the page in asingle
pass at a resolution of 300 dpl. This
scanner ensures the best possible gentle
document transport and digitizes historical
and fradile documents without darmage
to the source document,

ARCHIVAL INDEXING

Data Integrity is essenfial. Koflle's
proprietary indexing software and keying
procedures Is proven 99.25% accuracy,

Prior to indexing, Kofile conducts a comprehensive assessment of Upshur County Clerk's indexing
specifications o ensure accurate and consistent indexes, guarantesing quick searches for users.

During the assessment, Koflle documents established methods of iIndexing specific insiruments,
clarifylng terminalogy. and the standards used to enter names, dates, and other basic required
Infermation. This analysis differentiates the following:

v Cross-indexed documents
= Differentiation between individuol namas & corporation names
«  Government depariments & agsncies
Alternate & alias nogmes .
Abbrevigtions, tittes, & naming consistency {e.9., hyphens, nos., spaces, & suffixes)

Kofile’s quality control procedures (QC) ensure that managers and supervisors internglly research and
answer questions about any problematic process. Kofile will contact Upshur County Clerk for any
clarification-and/fer decisions needed. Cllent involvement demonstrates Kefile's pride in building
successful professional relationships.

Data Entry Procedures
Consistently keyed flelds will improve document refrieval and build @ dependatle, searchable

database. To accomplish this, two technicians separately key the same entry for every fleld. Software
is then ufilized to ensure fhose separate entries match. Fields that do not match are sent to a
supsrvisor to determine the issue, after which the entry is sent to a third technician to key a final fime.
With this methodology, each field is blind-keyed at least twice, and up to three times,

Any amendments are communicated with Upshur County Clerk via an exceplion list, Some

exceptions are to be expected as not all records contain dll flelds noted. Kofile will establish rules for
these abnomdlifies once the project commences,

August 30, 2022
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SCOPE OF SERVICES : , |
General treatments and services are outiined in the following. Services are tailored to the needs of the

specific item.

Image—Archival Image Capture, Image Processing, Clean Up, & Enhancements {iM)

Upshur Counly Clerk

charges.

Capture images at a minimum of 300 dpi at 254 gray levels, ensuring the highest quality for poor
contrast and legibllity. Gray-scale ensures optimum resolution for each page,

Images accumuiate as Group IV bi-fonal images in a standard PDF or TIFF format.

IMAGE PERFECT, Kofile's proprietary software, ensures the optimum image qually with custom
image clean up and enhancements such as deskew, despackle, character repair, polarity
reversal, and zondl processing.

Crop excess blank space around Image. This may involve manual cropping to insura best quality
Image.

images are namad {tagged for the directory file structure) at case level by book, volume, and
page (or other requested flalds).

Imagess are grouped (stapled) together to form documents, Cases are grouped and indexed to
form documents by case number., .

Page Validation {automated PG. numbering for validation}.

If applicable, images are optimized and scaled for systeim output.

If requested, annotations are supported to anable the slecironic addition (either custom or
Book/Volume/FPage) on the digital image to assist in recording keeping,

when mulliple documents (Deeds, Birth Record, efc.) exist on a single page, images are split 5o
that each document s viewable individudlly. In the case of Vitals, this service incurs additional
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» STHCHING: I identified, images receive stitching where necessary, such as entries fhat horizontaliy”
spon the lengih of more than one page. Amendments are stitched to the appropriate Ceriificate
and indexed In place of the orlginal Certificate.,

¢ Upshur County Clerk recelves a MASTER {8.g., CD, DVD, fip, flash diive) in o medium suilable to
the project size,

= Kofile can hold a securlty copy of all images for safekeeping.

Archival Indexing {ID)

»  Key and blind re-key verify documents,

*  Formmotting of metadata (indexes) per the requirements of the County's System vendor,

v [Frequested, Kofile can provide a Disaster Recovery elecironic offsite backup of metaclata,
s Indexing fields, as appllcable, and identlfied here:

v Grantor

v Grantee

v  Recorded date

* Document type
= Lagal description

PROJECT PRICING

Without a signed agreement, prices are geod for 90 days. Pricing Is based on esfimaied page countis
and condition levels, Pricing is finalized upon review at the Kofile lab. Billing occurs on aciuals per
mutually agreed upon pricing, not to exceed the P.O. without authorizatlon.

5"4“??5F i
! Dged ofTrust . 1-2 . _“1‘:509 _ZZ(_J_ hHandwr_it-t_e_m o sl 41000 $308000 $4,490.00
'Dagg_gj@_s'iwmmw 73-160 - 133340 47,870 Typed ©$8400420 §210397.00 $294,40120 .
Mecharistion 1 “ 18075 Hanowiiten | $12220 330000 $42220
‘Mechanicslion - 2-41 47030 25499 ‘Typed $29.62890 479, %,66690 . $109,295.80

PROJECT TOTAL $I 15, |65 30 $293 443 90 $408,409.20

PAYMENT SCHEDULE & TERMS

s Kofite will process 25% of the project each year and is offering a corelating 4-year payment plan.
s Equal payments of $25,538.08 are to be made every 90 days following wark commencement.

¢ The finalinvoice Is adjusted (up cr down) to reflect the Final number of pages and docyuments.

= The County can provide additional funding to this, or other projects, over the term of the contract.

R

: Project Cost - $408.609.20

'Aé}e;;rd": T T§10215230 1 $30645690
- {OYearz T i@%t@?ﬁ?..f,f_ $20430460
[OYears | “4l0215230;  $102,15230
JOYeard o $l0215230 5000
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This proposal shall be governad by the terms of use found at hitps:/fkofile.com/termsandconditions.

' cy ACCEPTAN ; KOFILE ACCEPTANCE
- , Vool Stiackan

Signature of Authorized Offictal Slgnature-of Avitorized Official

Tc; oD TEF T?SCCQQ Michae! Strachan

Print Hame of Authorized Offlcial Print Nome of Aothorized 0fficial
LSy CO.30D6GT Secretary and GC
Title of Authorized Official Title of Authorized Official
F—[S~- DD 2 9-16-2022
Date D‘uie '
ACCESSIBILITY QF RECORDS

Records held at Kofile are maintained as private and confidential matertal. Upshur County Clerk is
guaranteed access to records via emall or tollk-free fax at our expense. Upon receipt of a records

‘request, Kofile will flag the requested record and verify inventory contol, pull supporting paperwork,

and email/fax a response to the approved requester or alternate. The tumaround time for a records
request will meet or exceed requirements.

Please note that all records (Including volumes, documents, digital images, metadata or microfiinm)
serviced by Kofile shall remain the property of Upshur County Clark. This peolicy applies to any
agreement, verbal or written, between Upshur County Clerk and Kofile.

The records are not used by Koflle other than in connection with providing the services pursuant to
any agreement befween Kofile and Upshur County Clerk. The records are not commercially exploited
by or on behalf of Kofile, its employees, offlcers, agents, in-vitees or assigns, in any respect.

Please let me know If you have any guestions. We look forward to serving Upshur County Clerk and to
working together for the preservation and access of its public and historical assets.

Sincerely,

Stacy Cortesano
C: (972) 984-8508
@ stacy.cortesano@kofile.com
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