
 

 

 

 

 

 

 

Proposal to digitally transform Miebach Consulting’s physical records 
to save Time, Money and space. 

Professional Services Agreement 

THIS PROFESSIONAL SERVICES AGREEMENT (“Agreement”) is made as of May 24th, 2024 (the “Effective Date”), between 
Cornerstone Consortium (DBA Document Mountain), an Indiana limited liability company having its principal place of business at 
504 N. Illinois St., Kirklin, IN 46050 (“Cornerstone”) and Lebanon Planning and Zoning Department (“Client”), having its principal 
place of business at Lebanon, IN.  In consideration of the promises and mutual covenants and undertakings contained herein, the 
Cornerstone and Client (“Parties”) agree as follows: 

1.      Cornerstone shall provide professional services (“Services”) to Client for the business solutions (the “Solution”) specified in 
the separately executed statement of work document (“Statement of Work”), the initial Statement of Work is attached and 
incorporated herein by reference.  

2.      Cornerstone and Client may, from time to time, mutually agree on Services which shall be described in an individual 
Statement of Work.  All Statements of Work shall be subject to written acceptance by Cornerstone and Client, shall reference this 
Agreement and shall be subject to the terms and conditions of this Agreement.  In the event that there is any inconsistency 
between a term in a Statement of Work and this Agreement, the term in the Statement of Work shall control, except that nothing 
in a Statement of Work shall be deemed to change or supersede the terms in Sections 9 and 10 unless specifically set forth 
therein. 

3.      Cornerstone shall perform any Services set forth in any mutually accepted Statement of Work in accordance with the 
schedule set forth therein and shall provide overall management of the Service in accordance with the Statement of Work and this 
Agreement.  Client shall perform the tasks and obligations that are required to support the Services that have been identified in 
each Statement of Work that has been mutually accepted by Cornerstone and Client. 

4.      Warranty and Grant of License.  Client acknowledges and agrees that all right, title, and interest in the Services and Solution 
shall remain with Cornerstone.  As to any software owned by Cornerstone and used by Cornerstone for Client, Cornerstone will, at 
its expense, indemnify, hold harmless and defend Client from and against any action brought against Client by a third party, to the 
extent that such third party’s claim alleges that the Software infringes the property rights of such third party when used as 
implemented for Client and within the scope of the License, and in accordance with the documentation.  In the event any Services 
or Solution become, or in Cornerstone’s opinion are likely to become the subject of a claim of infringement of the property rights 
of any third party, Cornerstone may replace or modify the Services or Solution to make them non-infringing.  If a replacement or 
modification is not reasonably available to Cornerstone, then Cornerstone may terminate this Agreement and license upon 
providing Client thirty (30) day’s written notice and refunding the License fees paid by Client amortized over three (3) years 
straight line depreciation. 

 Additionally, Cornerstone warrants to Client as follows: 

(a)    All professional services provided under this Agreement shall be performed in a prompt and professional manner in 
accordance with industry standards; 

(b)    All Solutions shall be provided free of material errors or material defects in design and workmanship; 

(c)     Cornerstone owns all right title and interest in and to, or otherwise has sufficient right, title and interest in, the Solution, to 
convey the license and right to use; 

 



 

(d)    The Solution will operate in substantial conformity with any Statement of Work between the Parties. 

 5.  ​ Third Party Software.  In addition to Cornerstone software, the Solution may contain Third Party Software otherwise 
necessary to connect Client’s existing applications to the Solution, including but not limited to operating systems and third-party 
vendor modules (collectively “Third Party Software”).  In such cases and to the extent such rights may be assigned, Cornerstone 
assigns to Client all rights arising from Third Party Software license agreements.  Cornerstone provides no warranty as to any Third 
Party Software. 

 6.  ​ Performance Standards.  Cornerstone shall utilize its reasonable efforts to meet the Performance Standards as set forth in 
any Statement of Work.  In the event the Performance Standards are not satisfied, Client shall notify Cornerstone’s service 
manager, who shall assemble a project team of Cornerstone technical personnel to investigate and diagnose the reasons for such 
failure and to implement corrective actions to meet the Performance Standard.  Cornerstone shall not be responsible for 
unsatisfied Performance Standards resulting from causes outside Cornerstone's direct control.  Furthermore, to the extent a 
Performance Standard is not satisfied due to Client's actions or inactions, Client shall reimburse Cornerstone for the project team's 
time investigating and diagnosing the cause of the issue. 

 7.  ​ Business Disruption. Cornerstone will exercise its reasonable efforts in performing its Services hereunder so as to 
minimize the risk of undue disruption to the normal business operations of Client. 

 8.  ​ Disclaimer of Warranty.  EXCEPT AS OTHERWISE SET FORTH IN THIS AGREEMENT, CORNERSTONE EXPRESSLY DISCLAIMS 
ALL WARRANTIES OF ANY KIND, WHETHER EXPRESSED OR IMPLIED, INCLUDING BUT NOT LIMITED TO THE IMPLIED WARRANTIES 
OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE.  WE MAKE NO WARRANTY THAT THE SERVICES WILL BE 
UNINTERRUPTED, TIMELY, SECURE, OR ERROR FREE; NOR DO WE MAKE ANY WARRANTY AS TO THE USE OF THE SERVICES OR THE 
RESOURCES OR AS TO THE RELIABILITY OR ACCURACY OF ANY INFORMATION OBTAINED THROUGH THE USE OF THE 
CORNERSTONE SERVICES OR CORNERSTONE RESOURCES. 

 9.  ​ Limitation of Liability.  CORNERSTONE SHALL HAVE NO LIABILITY WITH RESPECT TO ITS OBLIGATIONS UNDER THIS 
AGREEMENT OR OTHERWISE FOR CONSEQUENTIAL, EXEMPLARY, SPECIAL, INCIDENTAL OR PUNITIVE DAMAGES EVEN IF IT HAS 
BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN ANY EVENT, THE LIABILITY OF CORNERSTONE TO CLIENT FOR ANY 
REASON AND UPON ANY CAUSE OF ACTION SHALL BE LIMITED TO THE AMOUNT PAID TO CORNERSTONE BY CLIENT UNDER THIS 
AGREEMENT DURING THE PRIOR SIX (6) MONTH PERIOD.  THIS LIMITATION APPLIES TO ALL CAUSES OF ACTION IN THE 
AGGREGATE, INCLUDING WITHOUT LIMITATION TO BREACH OF CONTRACT, BREACH OF WARRANTY, NEGLIGENCE, STRICT 
LIABILITY, MISREPRESENTATIONS, AND OTHER TORTS. BOTH PARTIES UNDERSTAND AND AGREE THAT THE REMEDIES AND 
LIMITATIONS HEREIN ALLOCATE THE RISKS OF PRODUCT AND SERVICE NONCONFORMITY BETWEEN THE PARTIES AS AUTHORIZED 
BY THE UNIFORM COMMERCIAL CODE AND OF OTHER APPLICABLE LAWS. THE FEES HEREIN REFLECT, AND ARE SET IN RELIANCE 
UPON, THIS ALLOCATION OF RISK AND THE EXCLUSION OF CONSEQUENTIAL DAMAGES SET FORTH IN THIS AGREEMENT. 

 10.   Support Services.  Cornerstone will provide support available during Cornerstone’s normal business hours, Monday through 
Friday to Client’s representatives.  Such services are not available on Saturdays, Sundays or holidays observed by Cornerstone.  
Inquires shall be on a first come first serve basis.  In responding to each service inquire, Cornerstone shall make a reasonable 
attempt to determine and solve problems directly related to the resource and to instruct the Client in the proper use of the 
resource.  Cornerstone does not guarantee support results or represent or warrant that all errors or program defects will be 
corrected.  Access to Cornerstone may be limited from time to time at the discretion of Cornerstone.  Communications between 
Cornerstone and Client shall be via telephone, facsimile, email, and postal services.  Communications includes but are not limited 
to support responses, advertisements, notifications, announcements, and other information.  Service failures due to an Acts of 
God, Human Intervention, or Terrorist Actions are not covered under the Support and maintenance agreement. 

11.   Fees and Charges. 

a.      Fees. The Fees charged for the Services provided by Cornerstone will be set forth in each individual SOW. 

b.      Timeliness of Payment. Client shall pay Fees and other charges to Cornerstone within thirty (30) days after the due date of 
the invoices for the performed Services.  Invoices or scheduled payments not paid within thirty (30) days of the invoice date shall 
have a one and one-half percent (1 ½%) per month interest charge assessed against the unpaid balance from the date of the 
invoice until the date of payment. 

c.       Maintenance: Annual or Monthly Agreements. In order to ensure continuous operation of Solution and interoperability with 
Client’s business, Client may obtain maintenance for the Solution from Cornerstone. ("Maintenance") The annual fee for system 
Maintenance is eighteen percent (18%) of total then current License fees for the Solution or a set monthly fee, unless otherwise 
spelled out in the SOW.  During the Maintenance period Cornerstone will provide Client with updates to the Software to improve 
System operation and stability free of charge (“Updates”).  Cornerstone will implement Updates as part of the Maintenance 
service.  In addition, during the Maintenance period, Cornerstone may also make enhancements to the Software adding 



 

functionality (“Enhancements”).  Client may elect to purchase these Enhancements from Cornerstone as an additional License fee, 
associated maintenance fees to be prorated for any partial year.  Cornerstone will support Enhancements as part of its 
Maintenance of the System. 

                                                     i. ​ As part of Maintenance, Client shall receive: 

1.   Updates to the Software that improve system stability and/or performance. 

2.   Replacement Hardware, if applicable, delivered to the Client on the next business day provided  Cornerstone determines that 
it is appropriate and that current Hardware is defective, the failure of the Hardware is not the result of the negligent or willful act 
of Client, a third party or otherwise the result of an Act of God. 

3.   Unlimited calls to Cornerstone help desk regarding operational and "how to" questions about the System. 

4.   Remote sign-on support to Client’s machine, when necessary and approved by Client, to effect problem determination and 
remedy. 

Cornerstone will provide Maintenance services during Cornerstone’s normal business hours, Monday through Friday, 8:00 am to 
5:00 pm, EST.  Such services are not available on Saturdays, Sundays or holidays observed by Cornerstone, unless Client executes a 
unique Afterhours Maintenance Agreement.  In responding to each service inquiry, Cornerstone shall make a reasonable attempt 
to determine and solve problems directly related to the System programs and to instruct the Client in the proper use of the 
Software. 

 Client may contact Cornerstone regarding maintenance at the following: 

E-Mail:              ​ Support@cstoneindy.com 

Telephone:       ​ (888)427-5663 ext. 216 

 12.   Term of Agreement.  The term of this Agreement shall begin on the Effective Date and shall continue for a term of one (1) 
year.  This Agreement shall automatically renew for up to three additional one (1) year terms unless notice of termination is 
provided pursuant to the terms of this Agreement or are otherwise extended by any active Statement of Work. 

13.   Termination of Agreement. 

a.      Termination by Client.  Client may terminate this Agreement at any time by providing Cornerstone with ninety (90) days 
advance written notice.  However, client may not terminate this Agreement if client is not current with all payments due 
hereunder.  In the event of a material breach of this Agreement by Cornerstone, Client may terminate this Agreement provided 
Client has notified Cornerstone of such breach in writing and the breach was not cured by Cornerstone within ninety (90) days 
from the date of said written notice. 

b.      Termination by Cornerstone.  As long as Cornerstone is not in material breach of this Agreement, Cornerstone may terminate 
this Agreement at any time upon providing Client ninety (90) days advance written notice.  However, Cornerstone may cease the 
provision of services without notice if Client is more than sixty (60) days delinquent in paying an invoice and may terminate this 
Agreement without notice if Client is more than ninety (90) days delinquent in paying an invoice. 

 14.   Dispute Resolution.  In the event a dispute between the parties arising out of or relating to this Agreement, the parties shall 
meet in person and negotiate in good faith to attempt to resolve the dispute.  Disputes will be handled by an Authorized 
Representative of Client and the President of Cornerstone.  In the event these individuals in good faith determine the dispute 
cannot be resolved within fourteen (14) days of the date one party gave written notice of the dispute to the other party, the 
dispute may, by mutual consent, be submitted to binding arbitration in accordance with the Commercial Arbitration Rules of the 
American Arbitration Association. However, in no event may arbitration be initiated more than one hundred eighty (180) days 
following the giving of written notice of the dispute. Any arbitration proceeding under this Agreement shall be conducted in 
Indianapolis, Indiana.  The arbitrator(s) shall have no authority to award any punitive or exemplary damages or to vary or ignore 
the terms of this Agreement and shall be bound by the governing law as defined herein. 
  
15.   Governing Law.   This Agreement shall be construed and enforced according to the laws of the State of Indiana without 
reference to principles of conflicts of laws.  Unless the parties agree to arbitration under Section 17, the sole and exclusive forum 
for any disputes arising out of or relating to this Agreement shall be in a court of competent jurisdiction in Indianapolis, Indiana, 
and the parties hereby irrevocably consent to such jurisdiction. 



 

 16.   Modification of Agreement.  No amendment, change, waiver, or discharge hereof shall be valid unless in writing and signed 
by an authorized representative of the party against which such amendment, change, waiver, or discharge is sought to be 
enforced. 

 17.   Client Data.  Cornerstone agrees that Client Data shall be the sole and exclusive property of Client, and upon the termination 
of this Agreement (other than a termination by Cornerstone for a material breach by Client), or upon Client's request at any time 
during the term of this Agreement, provided Client is not then in material breach, Cornerstone shall promptly turn over to Client 
all such Client Data for which Client will be responsible for all industry fees of extracting the data in question. Cornerstone shall 
utilize its reasonable efforts to maintain adequate backup procedures as necessary to reproduce Client Data in the event of a 
disaster and shall maintain errors and omissions and general liability insurance. 

 18.   Confidentiality.  Each party hereby agrees that (i) it and its respective officers, employees, agents, assignees, and successors 
shall exercise reasonable care to keep all client data and other confidential information (the “Confidential Information”) strictly 
confidential, (ii) it shall instruct its officers, employees, agents, assignees and successors to use the same degree of care and 
discretion with respect to the Confidential Information of the other party, or of any third party utilized hereunder, that it itself 
requires with respect to its own most confidential information, (iii) it will use such information solely for the purposes and in the 
manner set forth in this Agreement, (iv) it will not disclose any such Confidential Information to any other person, corporation, 
governmental agency or other entity without the express written permission of the other except as may be required by law, 
regulation, or court order, and (v) it shall institute appropriate security policies and procedures to meet its obligations hereunder. 
Notwithstanding the foregoing, the confidentiality obligations set forth in this Section will not apply to any information that the 
recipient party can establish to have (i) become publicly available without breach of this Agreement, (ii) been independently 
developed by the recipient party outside the scope of this Agreement and without reference to the Confidential Information 
received under this Agreement, or (iii) been rightfully obtained by the recipient party from third parties that are not obligated to 
protect such information's confidentially. 

 19.   Notices. All notices that are required or permitted to be given by either party to the other in connection with this Agreement 
and the transactions contemplated hereby shall be in writing and shall be deemed to have been properly given if and when 
delivered personally or sent by certified mail, return receipt requested, addressed as follows: 
  
If to Client at the address provided in the signature block. 

            ​ If to Cornerstone: 

Document Mountain by Cornerstone 504 N. Illinois St., P.O. Box 215 Indiana 46050-0215 

20.   Assignment. This Agreement and Cornerstone's rights and/or obligations hereunder may be assigned or transferred by 
Cornerstone without the prior consent of Client.  Client may not assign its rights and/or obligations hereunder without the prior 
written consent of Cornerstone.  This Agreement shall endure to the benefit of and be binding upon the parties, their permitted 
successors and assigns. 

 21.   Client Responsibility.  Client shall be exclusively responsible for the supervision, management and control of its use of the 
Solution including but not limited to: 

a.      Insuring proper audit controls and operating methods; 

b.      Establishing adequate backup plans, based on alternate procedures and/or based on access to qualified personnel to 
diagnose, patch and repair Solution defects, in the event of a Solution malfunctions; and 

c.       Implementing sufficient procedures and checkpoints to satisfy requirements for security and accuracy of input and output as 
well as restart and recovery in the event of a malfunction. 

22.   Miscellaneous. 

a.      Survival.  All provisions of this Agreement relating to confidentiality, nondisclosure, publicity, proprietary rights and 
indemnity shall survive the cancellation, termination or expiration of this Agreement.  

b.      Waiver.  A waiver by or failure of either party to exercise any right in any instance shall not be deemed a waiver thereof in 
any subsequent instance. 

c.       Partial enforcement:  If for any reason a court of competent jurisdiction finds any provision of this Agreement, or portion 
thereof, to be unenforceable, that provision shall be enforced to the maximum extent permissible so as to affect the intent of the 
parties, and the remainder of this Agreement shall continue in full force and effect. 



 

d.      Headings.  The section headings used herein are for reference and convenience only and shall not enter into the 
interpretation hereof. 

e.      Independent Contractor. Cornerstone, in performing its obligations under this Agreement, is acting only as an independent 
contractor of Client and the rights and responsibilities of the parties shall be determined accordingly. 

f.       Force Majeure. Other than were it is expressly defined here in, each party hereto shall be excused from performance 
hereunder for any period and to the extent that it is prevented from performing any services pursuant hereto, in whole or in part, 
as a result of delays caused by the other party or an act of God, war, civil disturbance, court order, labor dispute of the other party 
or any third party, or other cause beyond its reasonable control and which it could not have prevented by reasonable precautions, 
and such nonperformance shall not be a default hereunder or a ground for termination hereof. In the event that either party is 
excused from performance hereunder pursuant to this Section 12.2, then that party shall take all reasonable actions to resume, or 
provide alternative, performance of its obligations hereunder as soon as feasible. Cornerstone's obligations pursuant to this 
Section 12.2 shall be to promptly, diligently, and continuously use its reasonable efforts to provide the Services and otherwise 
perform its obligations under this Agreement, at no additional charge to Client. 

g.      Entire Agreement. This Agreement, including any Statement of Work referred to herein and attached hereto, constitute the 
entire agreement between the parties hereto with respect to the subject matter hereof and there are no representations, 
understandings or agreements relative hereto which are not fully expressed herein. 

IN WITNESS WHEREOF, Cornerstone and Client have caused their duly authorized representatives to execute the Agreement on 
the date(s) set forth below. 

                          ​ Document Mountain by Cornerstone       ​                           ​ Client - Lebanon Planning and Zoning Department 

                           ​ By:____________________                                      ​            ​ By:____________________ 

 ​ ​ Name:____________________                                 ​            ​ Name:_________________ 

 ​ ​ Title:____________________                                    ​            ​ Title:____________________ 

 ​ ​ Date:____________________                                                  ​ Date:_________________ 

 ​ ​ ​ ​ ​ ​ ​ ​ ​  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

STATEMENT OF WORK – 001 – Document Mountain 

Specifications: 

This statement of work (SOW) is an agreement for Cornerstone to perform professional services for Client.  This SOW is in renewal 
of and governed by the Professional Services Agreement executed by the Client and Cornerstone.  This SOW defines the 
professional services to be provided to the Client by Cornerstone. 

 Business Situation: 

The Client finds themselves in a situation where they are required, because of space constraints, to digitally transform their 
physical records. They have asked Cornerstone to digitally transform these records, allowing their organization to focus on their 
strength of serving the people of Client.  An overview of the records in question are listed below: 

  Number of containers is estimated at:  

-​ 120 Boxes of Historical Documents 
 

Number of images:  
 

-​ 360,000 

Deliverable: 

To convert the client’s records from a physical format to a digital format, Cornerstone will provide digital transformation services 
for the client's existing physical records. Cornerstone’s professional records management services will immediately free up 
valuable office space, eliminate unnecessary on/off-site storage, restore employee time, and mitigate record compliance risk. 

 Assumptions/ Responsibilities: 

Cornerstone will provide services available during Cornerstone’s normal business hours, 8 am to 5 pm Eastern Monday through 
Friday to Client’s employees.  Such services are not available outside of Cornerstone’s normal business hours or during office 
closures observed by Cornerstone unless specific additional resources are contracted by client with Cornerstone.  Inquiries shall be 
on a first come first serve basis.  In responding to each service inquiry, Cornerstone shall make a reasonable attempt to determine 
and solve problems directly related to the deliverable solution.  Cornerstone does not guarantee service results or represent or 
warrant that all errors or program defects will be corrected.  Access to Cornerstone may be limited from time to time at the 
discretion of Cornerstone for repairs or as a result of circumstances beyond the control of Cornerstone.  Communications between 
Cornerstone and client shall be via telephone, facsimile, email, web and postal services.  Communications include but are not 
limited to support responses, advertisements, notifications, announcements, and other information.  The client agrees to provide 
available access to appropriate Board personnel necessary to facilitate the Document Mountain services. 

  

 

 

 

 

 

 

 

 

 



 

 

Implementation: 

Implementation & Transportation: Implementation and transportation will begin with the physical records located in the main 
office.  The physical records will be identified by record type, boxed, labeled and categorized on site. 

Digital Transformation: Cornerstone will provide digital conversion services. Including but not limited to physical records 
preparation, scanning, indexing and quality control.  These services will be provided in conjunction with Document Mountain’s 
production schedule. 

 Fees and Expense: 

Total Est. One-time Digitization Services Investment 

 Containers Images to 
be 

Transformed 

Est. Digital 
Investment 

Initial  
Pick Up 

Remote 
Implementatio
n and Training 

Secure 
Destruction 

Upon 
Approval 

Total Est. 
Investment 

Main 
Office 

120 360,000 $43,200.00* $1,515.00 $4,000.00 $1,212.00 $49,927.00 

* These numbers are estimates and not a fixed bid.  The number of images may fluctuate based on the number of images per page (front and/or 
back) as well as the size of the images which will impact the total monthly hosting investment. 

 

Total Est. Monthly Services Investment 

 Document 
Mountain Hosting 

Physical Storage (if stored for longer 
than 60 days after completion 

Total Monthly Est. Investment 

Main Office $385.00 
 

($332.00 w/ 
3-year agreement) 

$120.75 $332.00-$505.75 
 

 

 

Record’s Final Disposition:  After receiving permission from the client, the final disposition of the client’s physical records is that 
they will be securely shredded. 

 Additional fees and charges: Client shall pay Fees and other charges to Document Mountain within thirty (30) days after the due 
date of the invoices for the performed Services.  Invoices or scheduled payments not paid within thirty (30) days of the invoice 
date shall have a one and one-half percent (1 ½%) per month interest charge assessed against the unpaid balance from the date of 
the invoice until the date of payment. 

Estimates:  The above one-time and monthly investments are estimates and not a fixed bid. The provided numbers are for 
estimating purposes only.  Actual image counts will be used for accurate billing. Additional containers/records as well as enhanced 
services will be managed on a separate statement of work. 

    

                          ​ Cornerstone ​ ​ ​       ​                           ​ Client - Lebanon Planning and Zoning 

                           ​ By:____________________                                      ​            ​ By:____________________ 

 ​ ​ Name:____________________                                 ​            ​ Name:_________________ 

 ​ ​ Title:____________________                                    ​            ​ Title:____________________ 



 

 ​ ​ Date:____________________                                                  ​ Date:_________________ 

Exhibit A 

Project Specifications 

These specifications define the standards, requirements, and data delivery formats to ensure successful completion of this 
project. 

 Preparation 

-         Goal: Prepare documents for digital transformation via a high-speed scanner 

-         Removal (unless previously agreed upon): 

- Paper binding such as paper clips, staples, plastic coils, spiral coils…will all damage a high-speed scanner and must be 
removed. 

- Paper that will slow down a high-speed scanner such as post it notes, photos, art, drawing, folders containing 
information must be removed. 

- Folded paper 

- Folded paper will be straightened to the best of the preppers ability but can potentially impact the outcome of the 
digital transformation. 

-         QC: Every page will be reviewed in the preparation process for the standards previously described. 

Scanning 

-         Dots per inch will equate to 200 dpi (unless previously agreed upon). 

-         The color setting will be in grayscale (unless previously agreed upon) (other options are black and white or color). 

-         Duplex setting: 

- Scan Front and back 

- Drop blank backs:  Thresholds will be set to remove blank backs, but some bleed-through will be scanned. 

- No manual deletion of blank backs during QC 

-         Auto orientation will be set to on: 

- Scan as filed in customer’s files 

- Note: This feature senses text and attempts to orient documents based on writing.  Reading handwriting is not precise, 
resulting in documents which were correctly oriented becoming mis-oriented, causing re-work. 

-         Sensitivity: optimize sensitivity to pick up watermarks on 1st pass. 

- Note: Increased sensitivity will cause more blank-backs to occur due to additional “bleed-through.” 

-         No re-prep: Files will be returned to their original box to conform with the chain of custody document, but they will not be                   
​ re-prepped back into their original file folders and condition. 

-         QC/Re-scan: Quality Control will review each image for issues outside of what has been previously described. 

 

 



 

 

 

Indexing 

-         3 index fields will be provided per record type containing no more than 20 characters including spaces. 

-         Index values must be easily determined on the folder or the first page of the file. 

-         Index values that are not easily determined will be left blank. 

-         QC: Quality Control will review the indexing information for accuracy based on the standards previously described. 

Special instructions: _______________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

 
 


