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3. Transmittal Letter 

July 10, 2025 

Kyle Vohwinkel, Senior Procurement Specialist 
City of Hallandale Beach 
City Hall Commission Chambers 
400 South Federal Highway 
Hallandale Beach, FL 33009 

Subject: Global Solutions Group’s response to Request for Proposal Number: FY 2024-2025-25 
for Records Archival and Management. 

Dear Mr. Vohwinkel, 

Global Solutions Group, Inc. (GSG) is pleased to submit our proposal in response to RFP #FY 2024-
2025-25 for Records Archival and Management Services. We understand that the City of Hallandale 
Beach is seeking a qualified contractor to support the digitization, metadata structuring, and archival 
of departmental records into Laserfiche.  

GSG’s proposed solution focuses on unifying all departmental records under a central Laserfiche 
system, supported by structured metadata enforcement, full OCR integration, and modular quality 
assurance processes. This centralized model reduces long-term storage and retrieval costs, 
eliminates redundancy across departments, and streamlines compliance with public records laws 
and retention schedules. By leveraging automated workflows, ERP integration, and scalable 
metadata templates, GSG minimizes manual intervention—resulting in faster processing times, fewer 
indexing errors, and measurable labor savings. Our flexible import and QA approach ensures each 
department’s needs are met without disrupting daily operations, making GSG the ideal partner for a 
cost-effective and future-ready records modernization initiative. 

GSG’s Solution Overview 

Feature Benefit to the City of Hallandale Beach 

 

Automates structured import of over 2 million digital records 
from HR, Sustainable Development, and legacy systems with full 
folder hierarchy and timestamp preservation. 

 

Enforces city-approved templates (e.g., “HR Employee Record 
Template”) and pulls indexed values directly from Tyler ERP 
systems for consistency. 

 

Delivers 99.5% OCR accuracy using ABBYY and Laserfiche OCR 
modules; supports full-text search for all scanned and imported 
documents. 

 

GSG will deliver quality assurance reports after each task, listing 
failed imports, misindexed files, and discrepancies between 
Laserfiche and ERP metadata. 

 

Establishes a scalable Laserfiche-based governance model, 
metadata schema, retention rules, and modular workflows across 
all departments. 

 

Physical records (250,000 pages) will be scanned at 600 DPI, 
indexed using a standardized “Scanned Records Template,” and 
imported with chain-of-custody tracking. 
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Feature Benefit to the City of Hallandale Beach 

 

GSG is actively providing Laserfiche and digitization services to 
two FL cities: Gainesville and Pembroke Pines. 

As a Platinum Certified Laserfiche Value-Added Reseller (VAR), GSG has over two decades of 
experience supporting citywide document management initiatives. We bring the staff, technology, 
tools, and proven methodology to support all five major tasks defined by the City—including high-
volume import, legacy data reconciliation, departmental workflow automation, and the creation of a 
citywide records governance framework. Recognized for work excellence, GSG has been awarded the 
Laserfiche Winners Circle award for three straight years. 

GSG will execute this project with a dedicated team led by certified Laserfiche professionals, and we 
commit to providing error-tracked imports, indexed search-ready files, and structured 
documentation that fully aligns with the City’s retention and accessibility standards. Our approach 
meets all requirements in the RFP and Addendum #1, including the two-year timeline and 
department-specific priorities. 

Proven FL Track Record Delivering Quality Laserfiche and Digitization Services 

GSG has a proven track record delivering Laserfiche and digitization services to government agencies across 
Florida. Our team has successfully completed high-volume, compliance-driven projects for the Cities of 
Pembroke Pines, Gainesville, and Homestead, as well as Tyndall Air Force Base—digitizing over 1.6 million 
records with 99%+ accuracy. These engagements demonstrate our deep familiarity with Florida retention 
schedules (GS1-SL, GS4), legacy system integration, and automated workflow deployment tailored to 
municipal needs. 

 

We look forward to working collaboratively with the City of Hallandale Beach and are prepared to 
begin implementation within ten (10) business days of award. If you require any additional 
information, I may be reached directly at (248) 291-5440 or lisas@globalsolgroup.com. 

As Vice President of Global Solutions Group, Inc., I am fully authorized to negotiate and bind GSG during 
the period in which the City is evaluating proposals. You may contact me at any time. 

Regards, 

 
 
Lisa Salvador 
Vice President 

P 

mailto:lisas@globalsolgroup.com
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Project Manager 

 

Laserfiche Sr. Technical Program Manager 
Nish Dani, PMP, ITIL, CSM   
Cell: (313) 492-0705   |   NishD@GlobalSolGroup.com  

Scanning Project 
Manager 

Krishal Dalal 
Cell: (313) 461-5182 | Office: (313) 397-8311   |  
KrishalD@globalsolgroup.com  

Point of Contact 
Details 

Lisa Salvador, Vice President 
lisas@globalsolgroup.com 
Cell: (313) 333-0188 |  Office: (248) 291-5440 

Sunbiz Status 

 
 

mailto:NishD@GlobalSolGroup.com
mailto:KrishalD@globalsolgroup.com
mailto:lisas@globalsolgroup.com
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4. Executive Summary 

Global Solutions Group, Inc. (GSG) is pleased 
to submit this proposal to provide 
comprehensive Records Archival and 
Management Services to the City of 
Hallandale Beach. We understand the City 
seeks to unify departmental records under a 
centralized Laserfiche platform that 
supports compliance with metadata, 
retention, and quality standards—
streamlining document access, improving 
governance, and reducing paper-based 
inefficiencies across all departments. 

GSG brings over twenty-two years of 
experience delivering high-performance 
document digitization and records 
management solutions to municipal, state, 
and federal clients. Our solution includes 
high-resolution scanning, metadata 
association, structured OCR indexing, workflow creation, and quality-controlled digital imports to 
Laserfiche. We specialize in preparing, digitizing, indexing, and converting a wide range of records—
from standard-size pages to large-format drawings, microfilm, microfiche, books, binders, and 
various legacy media formats. 

All physical records will be securely picked up, scanned at 600 DPI, processed with Optical Character 
Recognition (OCR), and indexed using predefined templates to ensure consistency. Our structured 
import process maintains original folder structures, naming conventions, and file timestamps. 
Laserfiche’s open architecture allows seamless integration with ERP systems such as Tyler 
Technologies, and our use of Laserfiche Workflow Designer enables automated metadata population, 
routing, and retention enforcement. We also normalize and reconcile unstructured data prior to 
import to improve organization and searchability. 

GSG’s system supports full-text search through embedded OCR and enforces department-specific 
metadata templates across all digital imports. Each department’s needs are addressed through 
configurable workflows, while a citywide records governance framework provides a consistent 
metadata schema, retention schedule alignment, and flexible user access—aligned to Task 4. 

To support quality assurance and transparency, GSG will provide detailed QA reports for all five tasks. 
These reports will identify records that failed to import, documents not indexed correctly, and any 
mismatches between ERP data and Laserfiche metadata. Our QA approach ensures every record is 
accurate, complete, and retrievable, with traceable error correction and continuous improvement 
across the engagement lifecycle. 

As a Platinum Certified Laserfiche Value-Added 
Reseller (VAR), GSG has deployed and supported 
Laserfiche systems across a broad range of clients—from 
single-department implementations to full enterprise 
rollouts within federal agencies. Our familiarity with 
Laserfiche’s modular tools, including Import Agent, 
Workflow Designer, Quick Fields, and Audit Trail, ensures 
a scalable, compliant, and performance-optimized 
solution tailored to the City’s operating environment. 

Why Laserfiche Cloud? 
✓Flexible pricing 
✓Rapid user onboarding  
✓Straightforward Administration 
✓One - click integration  
✓Best of Breed, secure and Portable 
✓No server Administration 
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Florida Government Experience 

GSG is actively providing Laserfiche and digitization services across Florida, including: 

• City of Pembroke Pines – Historic document digitization and Laserfiche system migration. 
GSG implemented metadata standards and workflow automation across legacy formats with 
99%+ import accuracy. 

• City of Gainesville – Records management consultation and large-scale digitization of over 
200,000 records across Planning, Code Enforcement, and HR divisions—mirroring the 
scope of Hallandale Beach’s Tasks 1–3. 

• City of Homestead - GSG digitized over 150,000 pages of historical municipal records—
including microfilm and oversized documents—with 100% chain-of-custody tracking and 
under 1% rescan rate due to quality errors. 

• Tyndall AFB FL - GSG configured and supported a Laserfiche deployment involving over 
1.2 million records, implemented automated metadata tagging and retention workflows, 
and achieved 99.7% import accuracy across DoD-compliant repositories. 

 
GSG 

Value-
Add 

Service 

GSG’s Florida-based engagements showcase our ability to execute large-
scale Laserfiche deployments with precision, automation, and compliance. 
Across projects for Pembroke Pines, Gainesville, Homestead, and Tyndall 
AFB, GSG digitized over 1.6 million records, implemented workflow 
automation and metadata standards, and consistently delivered import 
accuracy rates above 99%—directly aligning with the City’s requirements 
under Tasks 1–5. 
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5. Minimum Qualification Requirements (MQRS) 
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6. Required Forms: 

6.1. Form A - Proposal Submitted By 
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6.2. Form B - Variance Form 

 

 
  



 

 

Page | 11  

 

 
Records Archival and Management 

City of Hallandale Beach, FL 
Request for Proposal Number: FY 2024-2025-25 

 

6.3. Form C - Legal Proceedings Form 
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6.4. Form D - Public Entity Crime Form 
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6.5. Form E - Domestic Partnership Certification Form 
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6.6. Form F - Conflict of Interest Notification Requirement Questionnaire 
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6.7. Form G - Drug-Free Workplace Form 
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6.8. Form H - Anti-Kickback Affidavit 
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6.9. Form I - Confidentiality Form 
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6.10. Form J - Scrutinized Companies 
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6.11. Form K - Compliance With Foreign Entity Laws 
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6.12. Form L - Byrd Anti-Lobbying Amendment Certification 
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6.13. Form M - Non-Collusion Affidavit 
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6.14. Form N - Americans With Disabilities Act Affidavit 
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6.15. Form O - Certification Regarding Debarment, Suspension, Ineligibility 
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6.16. Form P - Affidavit of Compliance With Anti-Human Trafficking Laws 
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6.17. Form Q - Acknowledgement of Addenda 
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7. GSG’s Qualifications and Experience 

7.1 GSG’s Detail Information 

i. Organization, Size and Experience 

Global Solutions Group, Inc. (GSG) is a full-service records management and digitization firm 
headquartered in Oak Park, spikes or compressed timelines. 

Currently, GSG has the following number of Resources: 

50 22 2 2 5 
Full –Time 

 Staff 
IT professionals 

placed with 
clients 

Account/ 
Program/ 

Contact 
Managers 

Recruiting 
Managers 

Recruiters 

GSG will provide qualified, effective staff to the City. GSG offers support for all facets of your IT 
consulting needs. Our professional employees are diverse and capable of working on multiple long 
or short-term projects, with a full complement of Qualifications, Education, Licenses, and 
Certifications. In the following table, we are offering highly skilled staff resources with various 
industry certifications and experience. 

Certifications and Compliance 

GSG is certified under: 

• ISO/IEC 27001:2013 – Information Security Management Systems 
• ISO 9001:2015 – Quality Management Systems 
• ISO 20000:2018 – Service Management Systems 

These standards directly support RFP compliance tasks including metadata standardization (Task 
1), QA reporting (Tasks 1–5), retention enforcement (Task 4), and secure handling of physical and 
digital documents (Task 5). 

GSG’s ADA/508 compliance practices are embedded into every digitization project. All scanned 
PDFs undergo accessibility validation including tag structure, reading order, and alternate text 
where applicable. 

ii. Major Clients 

GSG has supported a wide range of municipal and federal customers with digitization, Laserfiche 
integration, and workflow design services. Recent relevant clients include: 

Customer Type                                                                 Customer Name 

State 
IA: Dept. of Admin. Services 
SD: Bureau of Administration  
TX: Fort Worth Housing Solutions 

NC: Army National Guard Department of 
Agriculture and Consumer Services 

Local 
Government 

MI: City of Detroit, City of Dexter, 
City of Farmington Hills, City of 
Inkster, City of Livonia, City of 
Southfield, Washtenaw County 

CA: City of Rancho Cucamonga 
FL: City of Gainesville, City of Pembroke Pines 
NJ: Bernard’s Township  
TN: City of Athens 

Federal 

US Air Force  
US Army  
Department of Commerce  
Department of the Interior  

Coast Guard  
Dept. of Health and Human Services 
Department of State 
Department of Veterans Affairs 
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Education 
NH Department of Education 
National Defense University  
Howard University 

MI Grand Rapids MI Comm. College  
TN Higher Education Commission 
 

Utility 
MI: Great Lakes Water Authority,  
TX: Port Arthur Housing 

Authority 

CA: San Bernardino County Transportation 
Authority 

NV: Housing Authority of the City of Reno, NV 

Commercial Universal Load Bank, Wixom, MI   Detroit Transportation Corporation, Detroit, MI 

 

iii. Areas of Expertise  

Over the past five years, GSG has expanded from annual billings under $500,000 to over $10 million, 
driven by deliberate investment in adjacent services that reinforce our core competencies. This 
growth has been achieved without debt and with a consistent focus on enhancing service value, 
technical depth, and customer outcomes across every engagement. 

GSG’s growth strategy is anchored in disciplined expansion—targeting markets that align with our 
strengths in records management, Laserfiche implementation, digitization, and compliance-driven 
automation. We continue to develop strategic partnerships to enter high-value public sector verticals 
while maintaining operational control and delivery excellence. This approach supports scalable 
growth while protecting quality, staffing stability, and performance integrity for our clients. 

GSG’s four areas of expertise include 
Cybersecurity, IT Services, Document & Data 
Management, and Physical Security. We deliver 
integrated solutions that secure systems, 
streamline operations, digitize records, and 
protect physical assets.  

Technical Qualifications 

• Laserfiche Licensing & User Management: GSG is a Platinum Certified Laserfiche 
Value-Added Reseller (VAR) and directly supplies, configures, and maintains Laserfiche 
systems—including LSAP provisioning, license upgrades, user rights configuration, and 
technical support. 

• Retention Schedule Expertise: GSG has direct implementation experience with Florida’s 
GS1-SL and GS4 retention schedules across multiple cities, ensuring policy-aligned 
metadata and automated archival workflows. 

• Metadata + ERP Integration: Our engineers design department-specific metadata 
templates that integrate with ERP and SQL sources (e.g., Tyler Technologies), improving 
classification and reducing manual indexing. 

• Laserfiche Workflow Engineering: We maintain in-house Laserfiche Workflow 
Designers and Metadata Specialists who support department-based automation, file 
routing, and retention logic (Tasks 1–4). 
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iv. Approximate number of staff to be assigned to projects for this RFP 

For this engagement, GSG anticipates assigning a dedicated team of 6–8 personnel, with scalability 
based on volume and departmental rollout phases. This team includes senior project managers, 
scanning leads, QA/QC specialists, and technical resources focused on Laserfiche workflow, metadata 
mapping, and retention schedule compliance. Our staffing plan ensures task alignment to the City’s 
five project areas and enables parallel processing of physical and digital records with full quality 
assurance and client coordination. The personnel listed below are pre-assigned and ready for 
immediate deployment within 10 business days of contract award. 

Project Manager - Krishal Dalal Lead Scanner - James Coe 
• Lead project planning, execution, and delivery 
• Define scope, schedule, and budget 
• Conduct resource and risk planning 
• Facilitate meetings, quality reviews, and client 
communication 
• Manage all project phases from initiation to 
closeout 

• Supervise scanning personnel 
• Perform batch naming, QC, and machine 
calibration 
• Ensure proper scan resolution and image quality 
• Coordinate maintenance and troubleshoot 
scanning issues 

Project Manager - Nish Dani QA/QC Lead - Cynthia Carter 
• Oversee Laserfiche design and deployment 
• Manage business process mapping and workflow 
configuration 
• Ensure proper integration of metadata templates 
and automation 

• Validate incoming and processed images 
• Perform visual inspections and logging 
• Enforce quality thresholds and rework standards 
• Maintain inspection logs and compliance 
documentation 

 

v. Unique Qualifications 

Features and Benefits of GSG’s Solution for Scanning Services 
The table below details our understanding of the City’s requirements and how our team’s knowledge 

and experience will result in the successful execution of those requirements: 

Staffing, Personnel, and Capacity 

GSG Capability Solution Details Benefit to the City Key Metrics 

Qualified Personnel 
Highly trained and certified staff in 
digitization, indexing, and Laserfiche 
integration. 

Ensures record integrity and 
accuracy across all project 
tasks. 

100% key staff trained 
on Laserfiche + QA SOP 

Skilled & 
Technically 
Certified Team 

Certified in Laserfiche Admin I/II, 
Workflow, BPM, Capture. 

Accelerates setup, reduces 
tech debt, and increases 
system resilience. 

10+ Laserfiche 
certifications held by 
team 

Capacity and Surge 
Readiness 

Core team of 6–8 FTEs, with surge 
capacity for 10+ additional resources 
within 10 business days. 

Scales project execution to 
meet timeline demands. 

Up to 20,000 pages 
scanned per week 

Technical Approach & Laserfiche Expertise 

GSG Capability Solution Details Benefit to the City Key Metrics 

Laserfiche Platinum 
VAR 

Full lifecycle Laserfiche support, 
licensing, and user provisioning. 

Seamless implementation and 
administration. 

25+ government clients 
supported via Laserfiche 

Customization 
Expertise 

Tailored workflows and templates 
per department. 

High adoption rates and 
efficient retrieval. 

100% of metadata 
templates client-
approved 

Professional 
Services 

System admin setup, end-user 
training, documentation, and 
support. 

Reduces onboarding time and 
user friction. 

2-day average user 
training turnaround 

Warranty and 
Support 

24/7 access, LSAP, technical 
break/fix, and rapid case resolution. 

Faster recovery and reliable 
uptime. 

95%+ issue resolution 
within SLA 
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GSG Capability Solution Details Benefit to the City Key Metrics 

Agile Information 
Governance 

Supports retention, audit trail, 
metadata security, and role-based 
access. 

Aligns records with 
compliance and searchability 
needs. 

100% retention tagging 
for eligible documents 

 

Scanning, Indexing & Lifecycle Management 

GSG Capability Solution Details Benefit to the City Key Metrics 

Document Lifecycle 
Expertise 

OCR, indexing, QA, and Certificate 
of Destruction. 

Secure, efficient end-to-end 
record conversion. 

99.8% average indexing 
accuracy 

Security & 
Environmental 
Safeguards 

Secure logistics and climate-
controlled storage. 

Prevents damage, 
unauthorized access, and 
loss. 

0 security breaches across 
1.6M+ scanned pages 

Standards-Based 
Operations 

Certified under ISO 9001, 27001, 
20000. 

Supports audit-readiness 
and consistent quality. 

Annual ISO audits passed 
with zero findings 

Quality Management 
ANSI/ASQC Z1.4 (1.0 AQL), 
rework triggers, batch controls. 

Detects and resolves issues 
before delivery. 

<1% rescan rate across all 
batches 

Project Management and Client Alignment 

GSG Capability Solution Details Benefit to the City Key Metrics 

Proven Project 
Management 

PMP-led planning, risk mitigation, 
milestone tracking, and delivery 
validation. 

Reduces delays and drives on-
time performance. 

100% of scanning 
projects delivered on 
schedule 

Close Client 
Collaboration 

Onboarding workshops, feedback 
cycles, and approval check-ins. 

Keeps departments aligned 
and confident in deliverables. 

95% client satisfaction 
rating on past projects 

Centralized 
Management 

HQ coordination with regional 
deployment. 

Single point of contact ensures 
clarity and accountability. 

24-hour response time 
for any escalation 

 

Experience & Performance Record 

GSG Capability Solution Details Benefit to the City Key Metrics 

Applicable Experience & 
Past Performance 

Over 1.6M records digitized in Florida 
(Pembroke Pines, Gainesville, 
Homestead, Tyndall AFB). 

Proven ability to meet 
scale, scope, and 
compliance needs. 

99%+ accuracy rate 
maintained across 
projects 

Cost-Effective 
Implementation 

Streamlined workflows and lean 
staffing for predictable delivery. 

High ROI without 
compromise in quality or 
speed. 

No cost overruns on 
past 25+ scanning 
contracts 

 

7.2 GSG’s Unique Circumstances  

GSG is a full-service Document Management Solutions provider with over twenty-two years of 
experience providing document management-related services to local, state and federal government 
projects. We are a Platinum Certified Laserfiche Value-Added Reseller (VAR) with the knowledge, 
experience and proficiency to successfully install any size Laserfiche System for any type of business. 
We provide Laserfiche systems, implementation, and support services to individuals of any size 
organization, from a single department through enterprise-wide implementations. Our proven staff 
management process provides for a lean, scalable, flexible support management structure coupled 
with strong internal controls to ensure highly effective professional oversight and support, on site 
and at the corporate headquarters. We will not be utilizing any partner for this engagement as we 
have required certified key personnel, minimum experience and qualifications. GSG has reviewed 
your requirements, and we are confident we can provide Laserfiche Software Application Support 
services as required.  



 

 

Page | 30  

 

 
Records Archival and Management 

City of Hallandale Beach, FL 
Request for Proposal Number: FY 2024-2025-25 

 

Through twenty-two years of lessons learned, we have developed a lean, flexible corporate culture 
that can adapt to the needs of our clientele while building a solid foundation both in operational and 
financial stability upon which we can continue our growth. GSG maintains a strong commitment to 
continuous improvement in all aspects of our business.  

GSG’s Laserfiche Implementation and Support Delivery Model 

To execute this engagement, GSG will deliver a proven, high-performance Enterprise Content 
Management (ECM) team to support the City’s Laserfiche-based objectives. Our approach combines 
deep expertise, certified personnel, strategic capacity, and tailored configuration—all aligned to 
reduce risk and accelerate impact. 

1. Certified Expertise and Proven Performance 
• GSG’s delivery team includes multiple Laserfiche-certified professionals, including 

certifications in Admin I/II, Business Process Management, Workflow Designer, and 
Capture. 

• We are a Gold and Platinum Certified Laserfiche Value-Added Reseller (VAR), 
recognized for excellence in implementation, support, and customer satisfaction. 

• GSG has completed 30+ enterprise Laserfiche projects, with an average post-
implementation satisfaction rating of 95%+. 

2. Integrated Project Management and Governance 
• The project will be led by a PMP-certified Project Manager responsible for scheduling, 

resource allocation, risk analysis, and ongoing coordination. 
• Our PM model includes real-time tracking dashboards and milestone logs, ensuring delivery 

across tasks is on time and within budget. 
• GSG maintains clear lines of communication between the City, implementation teams, and 

executive oversight to ensure full transparency. 

3. Scalable Capacity and Seamless Integration 
• GSG provides both a core delivery team and reach-back staffing support for surge 

capacity and specialized development needs. 
• We maintain a blended model of on-staff and contract-cleared Laserfiche personnel to 

support peak demands and client-specific integrations. 
• Our model allows for seamless integration with minimal disruption, enabling 

departments to maintain daily operations during deployment. 

4. Customization and Technical Flexibility 
• Our Laserfiche developers specialize in creating custom workflows, forms, API 

integrations, and repository architecture that align with City needs. 
• GSG has developed and deployed 100+ custom workflows for public-sector clients to 

automate tasks such as document routing, approvals, indexing, and retention compliance. 
• All configurations comply with the City’s policies on metadata, business rules, and workflow 

escalation logic. 

5. ECM Experience and Active Support Contracts 
• GSG is actively delivering ECM services, including Laserfiche administration, support, and 

workflow development, to the following clients: 
o Department of Commerce (Laserfiche Workflow & DevOps) 
o Department of State 
o City of Southfield (Digitization + Workflow Development) 
o City of Farmington Hills 
o Howard University (Multi-user Repository & Retention Design) 
o Fort Worth Housing Solutions (TX) 
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o City of Inkster, MI 

 

GSG 

Value 

Add Service 

Across these engagements, we maintain an average workflow 
deployment time of < 3 weeks and a Laserfiche system uptime 
of 99.9%. 
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8. Personnel 

8.1 Resume of Key Management Personnel 

Our key personnel provide exceptional experience and leadership to our scanning team. When new 
personnel are hired, the following personnel will provide the required training in the relevant aspects 
of document scanning. 

Position/Key 
Name 

Roles and Responsibility 

Project 
Manager 

 
Krishal Dalal 

• Oversee organizing of digitized documents and materials into a database, 
storage into the client’s requested medium, and transfers to the client. 

• Briefs all team members on quality requirements, index requirements and any 
“special handling” requirements. 

• Understands the City’s requirements clearly and develops project plan, scope, 
and deliverables. 

• Resource Planning. 
• Develop Schedules. 
• Develop Budgets. 
• Time Estimating. 
• Risk Analysis. 
• Monitors project progress on a regular basis, identify, and corrects delays if 

any. 
• Conducts regular team meetings to discuss project status and issues. 
• Strategic Influencing. 
• Controlling Quality. 
• Take Overall responsibility for the successful initiation, planning, design, 

execution, monitoring, controlling and closure of a project. 

Project 
Manager 

Nish Dani 

• Mr. Nishi Dani manages Laserfiche projects and has a deep understanding of 
business process requirements and delivers large-scale, complex projects and 
programs that combine processes with technology to assist in application 
design, development, integration, testing, and deployment, and application 
technical architecture. 

Lead 
Scanner 

 
James Coe 

 

• Manages the scanning team. 
• Assigns duties to other scanners and provides guidance as needed. 
• Inform team members of any anticipated issues in an assigned set of 

documents. 
• Select the proper batch class and names the batch according to the Project 

specifications. 
• QC scans documents according to Project specifications. 
• Identifies and reports inconsistencies to the Project Manager. 
• Ensure each scanner conducts required daily and scheduled maintenance 

tasks on the assigned machine. 
• Identifies equipment requiring extensive maintenance or recalibration. 

QA/QC 
Lead 

 
Cynthia 
Carter 

• Approves incoming materials by confirming specifications; conducting visual 
and measurement tests; rejecting and returning unacceptable Images. 

• Approves in-process production by confirming specifications; conducting 
visual and measurement tests; communicating required adjustments to 
supervisor. 
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Key Personnel Resumes 

Through our twenty-two years of extensive digitization and document management experience, GSG 
has developed a systematic and process-driven approach to digitization. Our team has managed 
numerous Document Digitization projects and programs. Our experience includes digitizing a variety 
of formats and sizes of documents, including microfilm, microfiche, video and audio tape, and all 
formats of hard copy documents, including documents that are oversized, faded, fragile, or otherwise 
in need of special handling.  

The following key personnel representing our core team for this project will be directly involved in 
the digitization process and will oversee any additional personnel required. If the final schedule 
determines a need for further personnel, we have an extensive internal corporate pool of highly 
skilled personnel available to join our effort for this project. 

Position/Key 
Name 

Roles and Responsibility 

• Document inspection results by completing reports and logs; summarizing re-
work and waste. 

• Inputting data into quality database. 
• Maintains a safe and healthy work environment by following standards and 

procedures. 
• Complying with legal regulations. 
• Accomplishes quality and organization mission by completing related results. 
• Organizes materials for scanning, such as sorting, sequencing, and merging. 
• Maintains a log of scanned materials and performs other duties as assigned. 

Staff Qualifications 

Project Manager 
KRIS HAL  DA LAL  

B.S., 
Engineering 

+20 years  

• Over twenty years as a Project Manager for over 100 major 
Microfilm/Microfiche Conversion and Document Digitization 
projects. 

• Coordinates the clearance process, communicates with end 
customers and procurement team.  

• Consults with customers, resources, performs internal DTR including status 
report, time sheet, expense approval, and financial tracking.  

• Ensures that all employee records, including CJIS required background 
investigations, are maintained and up to date. 

Digitization 
Manager 

JA ME S  COE  
BS, West Point 

+12 years 

• Over twelve years of experience in directing Document 
Digitization Scanning, OCR, wide format scanner operation, 
and overhead camera/flatbed digital imaging (bound 
documents) projects short-term and long-term projects on-
site and off-site. 

• Provides planning, organizing, and overall control of contracts from 
inception through to closure. 

• Experience managing the overall quality of the work, maintenance of 
schedules, and ensuring transfer of required deliverables. 

Digitization/ 
Content Prep 

Supervisor 
JE N N IFE R  

DEVARY  
Diploma 
+8 years 

• Over eight years of experience providing digitization services 
for documents and other records that contain sensitive and 
confidential information.  

• Experienced and able to perform all Digitization tasks.  
• Experience training and supervising staff to perform all the 

activities of operations according to client guidelines.   

YEARS 

EXPERIENCE 

20 

YEARS 

EXPERIENCE 

12 

YEARS 

EXPERIENCE 

8 
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8.1.1. Project Manager - Krishal Dalal 

KRISHAL DALAL - Project Manager 

Career 
Highlights 

• Over twenty years’ experience; B. S. Engineering 
• Project Manager for multiple major Microfilm/Microfiche Conversion and 

Document Digitization projects 
• Coordinates clearance processes and communicates with the end customers, 

as well as the procurement team  
• Consults with customers and resources 
• Performs internal DTR including status report, time sheet, expense approval, 

and financial tracking 
• Ensure that all employee records, including CJIS required background 

investigations, are maintained and up to date 

Customers 
Supported 

• US Chess Federation 
• Veterans’ Health Administration 

Central Office 

• U.S. Army Corps of Engineers 
• Howard University 

Skills 

• Project Management 
• Team Building and Leadership 
• OEM Relationships 
• Time Management 

• Product/Service Portfolio Management 
• New Product Rollouts 
• Strategic Planning  
• Training 

Experience 
with RFP 

Requirements 

Image Creation 
✓ Conversion 
✓Enhancement and Formatting 
✓Border Removal 
✓Double Inspect and Verify 
✓Correction/Re-Scan 

Image Tracking, Quality and Process 
Control 
✓Poor Quality Image Report 
✓Document Tracking 
✓Review, Index, Verify  
✓Team Coordination  
✓Import into County System 

Work History 
2023 – Ongoing Scanning Services  

City of Southfield 
• Monitors scanning of Engineering Drawings, Engineering Documents, Building Permits, and 

Service Cards. 
• Formulates strategies for efficient document handling, preparation, scanning, indexing, and 

quality control processes. 
• Conducts regular checks and audits to maintain high-quality output, addressing any issues 

promptly. 
2023 – Ongoing Scanning Services 

City of Lancaster 

QA/QC Lead 
CY NT HIA  

CA RTE R  
Diploma 
+7 years 

• Over seven years as an expert in Digital Imaging Scanning 
Lead. 

• Providing quality assurance for Scanning/Digitization 
projects such as: 
− Strong experience in Documentation. 
− Experienced in preparation of imaging QA manual control and 

supervision. 
− Monitors the progress and effectiveness of the project quality 

management system.  
− Recommends and implements improvements to quality management 

protocols. 

YEARS 

EXPERIENCE 

7 
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• Performed scanning of various documents such as Clerks of Court Documents, Register of Wills, 
Other Legal, Admin Documents, and Microfiches. 

• Perform and monitor all activities required to scan the documents. 
2023 – 2023 Scanning Documents 

USDA Forest Services, Silver King Mine Reclamation 
• Performed scanning of various documents such as Water Quality Reports, Engineering 

Analysis, Cost Evaluation, and Other Reports/Misc. 
• Documents and Correspondence manage replacement of worn-out folders and maintains a log 

of replacements. 
• Coordinated the removal of binding materials and ensures proper page orientation for 

scanning. 
• Inspected scanned images for pixel fallout, clarity, skew, and other issues. 
• Collaborated with the scanning team to resolve image-related problems. 
2023 – 2023 Department of Transportation 

Federal Highway Administration, Tennessee Division Office 
• Acted as the main point of contact between GSG and FHWA, addressing concerns and ensuring 

client satisfaction. 
• Conducted quality checks on scanned documents, verifying image quality, accuracy, and 

completeness. 
• Identified/rectified any issues related to pixel density, color accuracy, and overall document 

quality. 
• Collaborated with scanning technicians to ensure high-quality digital output. 
• Captured metadata and relevant data from scanned documents for indexing purposes. 
2022 – 2023 US Chess Records Digitization 

US Chess Federation 
• Performed digitization of diverse types of documents/files such as photo archive, cross tables 

(tournaments reports), school mates’ magazines, delegates’ calls, annual reports, publications 
of pages, and VHS tapes. 

• Performed research and analysis to identify US Chess and GSG needs and coordinated with 
different teams to ensure quality and accuracy of projects. 

• Managed schedule and budgeting activities. 
2022 – 2023 Conversion Service 

USPFO-NDANG 
• Managed teams to ensure that delivery is on time, within schedule, and met the specifications 

and requirements. 
• Reviewed and prepared files and documents based on conversion requirements. 
2022 – 2022 Historic Document Digitization 

City of Homestead 
• Performed Microfilm digitization which contains historical News Paper Records. 
• Performed conversion of paper records/documents to digital media in TIFF format. 
• Provided project schedule activities such as schedule management, project activities, 

estimated resources, estimated duration of the project, developed project schedule, 
monitoring, and controlling of the City project. 

2021 – 2023 Document Conversion Services and Records Management Consultation 
City of Gainesville 

• Converted Legal Documents, Meeting Minutes, Permits, Admin and HR Documents, Drawings 
and Maps, and Laserfiche Uploads. 

• Provided Document Conversion, File Indexing, Document Preservation, and Records 
Management services. 
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• Plans and directs documentation projects and timelines. 
• Ensures all the documents are reviewed and properly stored in the Cloud. 
2021 – 2022 Microfiche Conversion 

Grand Rapids Community College (GRCC) 
• Led GRCC’s IT accessibility/508 programs to compliance, a complex agency-wide 

responsibility that provided microfiche conversion services.  
2020 – 2021 NH-Vocational Rehabilitation Archive Scanning, Indexing, and Imaging 

New Hampshire Department of Education 
• Managed and oversaw day-to-day operations for the Document Scanning facility. Responsible 

for managing the workflow processes of the contract that performed scanning, indexing, and 
imaging services. 

2020 – 2021 Digitization of Historical and Legacy Documents 
Veterans’ Health Administration Central Office (VACO) Library 

• Digitized large collections of 16mm and 35mm microfilm and microfiche legacy, historical, and 
other relevant documents deemed essential in chronicling the legacy of the Agency. 

• All resultant PDF files were ADA 508 compliant in accordance with State and Federal laws. 
2020 - Ongoing Map and Drawing Plan Scanning 

Washtenaw County 
• Oversaw budgeting, scheduling, and ensuring that the work products and performance meet 

or exceed the contract provisions. 
• Currently converting approximately 40,000 Maps and Drawings for electronic storage per 

water resources specifications. Documents consist of paper, mylar, blue line and onion skin 
dating back to the early 1900’s. Sizes range from 24” X 36” (75%) and 18” X 24” (25%).  

• Organized, grouped, and indexed documents on hard drives ready for importing into On Base.  
2019 –2022 Regulatory Scanning Service 

U.S. Army Corps of Engineers (USACE) 
• Provided Scanning services for 125 boxes of files containing approximately 350,000 pages 

providing digitized files to USACE within twenty-four hours of scanning. 
• Managed the staff in the day-to-day performance of their jobs.  
2016 –2022 Student Records Digitization, 

Howard University 
• Project Manager for Digitization of Student Records including financial aid and academic 

records that contain confidential data. 
• Developed and maintained the project schedule and budget. 
2022 - Ongoing Scanning and Conversion Services 

City of Farmington Hills 
• Previous Contract May 2017 – April 2022 
• Convert Microfilms/Microfiches, HR and Office Documents, Drawings, Legal Files, and upload 

to Laserfiche software. 
• Provides Scanning, indexing, OCR services and Conversion of backlogged documents and 

digitization for microfilm and microfiche documents for all the City’s departments. 
• Coordinates between the City’s departments and the scanning team regarding document pick-

up and delivery, quality requirements, chain-of-custody, schedule, and invoicing. 
2021 - Ongoing Scanning and Document Services 

Great Lakes Water Authority (GLWA), Detroit 
• Previous Contract April 2018 -January 2019 
• Scanned Legal Documents, Project Documents, Construction Drawings, Photos, VHS Taps, 

CD/DVD Scanning, Contract Files, O&M Manuels and uploaded on OnBase. 
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• Provided Scanning and Media conversion of records of varied sizes and composition with 
search/indexed access to the GLWA OnBase document retention application. In addition to 
managing contract requirements. 

• Coordinated with GLWA to obtain confirmation to provide document destruction and disposal 
services.  

8.1.2. Project Manager - Nish Dani 

Work History 

2021 - Ongoing State of Tennessee – Higher Education Commission (THEC) 
Laserfiche Document Management System 

• Monitored and controls the progress of the project and ensures that key milestones, actual 
performance against planned and scheduled performances.  

• Supported and provided guidance for issue identification and resolutions, cost estimating and 
time management. 

2019 - Ongoing State of North Carolina – Department of Agriculture (NCDA&CS) 
Laserfiche Document Management and Retrieval System 

• Supported developing, implementing, and refining the server applications that lie at the heart 
of the Laserfiche product line —  all while optimizing security, scalability, and performance 
underload. 

• Developed project plan and provided the solutions ideas.  
• Maintained the projects progress and setting deadlines.  

Education BS, Information Technology 

Laserfiche 
Certifications 

Gold Specialist 
Admin 

I 
Admin 

II 
Capture 

I 
Capture 

II 
BPM 

Repos. 
Arch 

        

 

Certifications 
and Licenses 

• Project Management Professional 
• MCSA: SQL 2016 Database Administration 

Experience 
Summary 

• Laserfiche Gold Certified Professional, PMP, and ITIL V3. 
• Over ten years leading successful implementing of Laserfiche Document 

Management software and services.  
• Project Management Professional (PMP) with considerable experience 

delivering large-scale, complex projects, and programs that combine 
processes with technology assist in application design, development, 
integration, testing, deployment, and application technical architecture.  

• Experienced and certified in Laserfiche Project Management principles, 
technologies, best practices, and trends, understands what is required to 
ensure full compliance with related laws and regulations (i.e., Section 508 
compliance).  

• Experienced with integration of the Laserfiche client and workflows and has 
designed, implemented, and administered document imaging and workflow 
solutions using Laserfiche Workflow, Quick Fields, and Web link.  

• Currently working with the Department of Commerce on an ongoing DMS 
project.  

 

Team 
Experience 

GSG  
Employment 

Time with 
Other Key Employees 

Number of Projects Worked 
with Key Employees 

15 Years 13 Years 40+ Projects 



 

 

Page | 38  

 

 
Records Archival and Management 

City of Hallandale Beach, FL 
Request for Proposal Number: FY 2024-2025-25 

 

2019 - 2022 Fort Worth Housing Solutions, Texas  
Electronic Document Management/Workflow Software 

• Worked with a contract manager and FWHS for requirement gathering. 
• Assigned task to technical lead and business analyst for requirement analyzing, guiding client 

and team. 

2019 – 2020 Department of Health and Human Services, Centers for Medicare and 
Medicaid Services (DHHS-CMMS), CMS Laserfiche Maintenance Support 

• Managed project plan for Laserfiche installation, maintenance, and support for DHHS-CMMS.  
• Provided guidance for all Laserfiche required modules and manage support services staff. 

2017 – Ongoing U.S. Department of Commerce, Office of the General Counsel (OGC) 
Law Firm Document Management System 

• Provided a Laserfiche Document Management Application to the Department of Commerce 
that was customized to meet legal office requirements.  

• Managed Go-Live Implementation and Post Go-Live Operations Support. 

2017 - Ongoing U.S. Department of State  
Laserfiche Upgrade and Support 

• Managed the upgrade of the State Department Laserfiche server and client from version 8.1 to 
9.2.  

• Supported sixteen desktop clients with Laserfiche client applications (see TOC for application 
details) running on a Windows XP operating system. Upgrading the desktops with Windows 7 
Professional operating system.  

• Created a Security model and implemented across the users of the repository for restricting 
the access of the users only to certain documents by using Laserfiche Administration Console.  

• Performed troubleshooting and rapid response when the Laserfiche system is malfunctioning.  
• Identified which component is problematic and recommended a course of action and 

alternatives, updating, or reconfiguring the Laserfiche server, client application, or 
components. 

• Performed security configuration changes on the operating system, database, and application 
servers as a part of the continuous security monitoring of these systems. 

2017 - Ongoing Department of the Interior, Office of the Chief Information Officer  
Laserfiche Document Management System (LDMS) Support 

• Managed support for Laserfiche Avante, Laserfiche Rio, Laserfiche SQL Server, Laserfiche 
Workflow, Laserfiche Quick Fields, Laserfiche Scanning, Laserfiche Weblink, Laserfiche Audit, 
Laserfiche Plus, Laserfiche Software Development Toolkit (SDK), and Laserfiche iPad. 

• Provided technical support for ongoing Federal Information Security Management Act (FISMA) 
and Third-Party Intrusion Detection security sweeps, corrections, and testing as appropriate 
and only in relation to Laserfiche. Serving as the primary Laserfiche technical support as the 
point of contact. 

2017 - Ongoing State of Iowa – Veterans Home (IVH) 
Laserfiche Document Management System 

• Planned the project schedule and executed each phase, troubleshooting, and maintaining 
project.  

• Managed resources and team members, arranging meetings with team members and status 
reports, and tackling any current issues. 

2015 - Ongoing Howard University  
Student Records Digitization and Document Management 
Implementation 
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• Provided Project Management support for the implementation of a Laserfiche system to 
automate management of student financial aid and academic records.  

• Gathered requirements from clients for their current workflow and design custom business 
processes and develop workflows using Laserfiche Workflow Designer 9.1.  

• Captured information from hard paper using regular expressions and attach the data into the 
SQL database by using Laserfiche Quick Fields 9.1. 

8.1.3. Digitization Manager – James Coe 

JAMES COE        Digitization Manager 

• Fifteen years of experience in directing Document Digitization Scanning, OCR, wide format 
scanner operation, and overhead camera/flatbed digital imaging. 

• Bachelor of Science, United States Military Academy, West Point. 
• Experience providing planning, organizing, and overall control of contracts from inception 

through to closure.  
• Oversees work quality, schedules, and ensured transfer of required deliverables. 

Scanning  
Customers 
Supported 

• Digitization Services – National Defense University 
• Student Records Digitization – Howard University 
• Regulatory Scanning – U.S. Army Corps of Engineers  
• Document Digitization – U.S. Army, Fort Drum 
• Document Digitization – Department of the Interior Fish and Wildlife 

Administration 
• Digitization of Personnel Records - Army National Guard – North Carolina 

Skills 

• Develops project plan, scope, and 
deliverables 

• Resource Planning 
• Develops Schedules 
• Monitors Budget 
• Time Estimating  

• Risk Analysis 
• Monitoring and Reporting 

Progress  
• Monitors project progress  
• Team mentoring 
• Controlling Quality 

Experience 
with RFP 
Requirements 

Image Creation 

Conversion 
Enhancement 

and Formatting 
Border 

Removal 

Double 
Inspect and 

Verify 

Correction/   
Re-Scan 

X X X X X 
Image Tracking, Quality and Process Control 

Poor Quality 
Image Report 

Document 
Tracking 

Review, 
Index, Verify 

Team 
Coordination 

Import into 
City System 

X X X X X 
 

Work History 
2023 - Ongoing Scanning Services 

City of Southfield 

• Supervises the scanning process, ensuring microfilm reels or sheets are scanned accurately and 
at the appropriate resolution. 

• Directs the preparation team in organizing microfilm reels/sheets, removing any damaged 
sections, and ensuring proper alignment. 

2023 - 2023 U. S. Department of Transportation 
Federal Highway Administration, Tennessee Division Office 

• Collaborate with project stakeholders, particularly FHWA, to understand digitization 
requirements and objectives. 
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• Develop a comprehensive project plan detailing the digitization process for approximately 
140,000 documents. 

• Verify that documents are scanned at a pixel density of 200 DPI with appropriate color and 
black-and-white settings. 

2023 - Ongoing Digitization Services  
City of Lancaster 

• Conducts regular evaluations of the digitization process, identifying areas for improvement and 
implementing best practices. 

• Oversee the use of specialist equipment to ensure high-quality image capture and processing. 
2022 – Ongoing Scanning and Conversion Services 

City of Farmington Hills 
(Previous Contract May 2017 – April 2022) 

• Manages and coordinates the preparation team responsible for document sorting, repairing, 
and pre-scanning tasks. 

• Generates regular reports outlining the progress of the digitization project, highlighting 
completed tasks and any challenges faced. 

2022 – 2023  Scanning Documents 
USDA Forest Services, Silver King Mine Reclamation 

• Generate regular progress reports detailing the number of documents scanned, OCR results, 
and any issues encountered. 

• Collaborate with the team to implement improvements based on feedback, aiming for 
enhanced efficiency and quality in future projects. 

2022 – 2023 US Chess Records Digitization 
US Chess Federation 

• Oversaw the scope, planning, budgeting, definition and initiation of US Chess digital accounts 
and project. 

• Digitized all the records and stored in the hard drives and submitted to the US Chess which 
included various document/files such as Photo archive, cross table (Tournaments reports), 
School Mates Magazines, Delegated Calls, Annual Reports, and VHS Tapes. 

2022 – 2022 Historic Document Digitization 
City of Homestead 

• Responsible for daily operations, workflows, and activities to a variety of the City’s files. 
• Provided a comprehensive plan to digitize historical documents ensuring ADA compliance and 

TIFF format. 
2021 - Ongoing Scanning and Document Services 

Great Lakes Water Authority (GLWA), Detroit 
(Previous Contract April 2018 -January 2019) 

• Develops a detailed plan for document scanning, indexing, and imaging services, ensuring 
alignment with GLWA requirements and standards. 

• Supervises document imaging and scanning processes, ensuring seamless integration of digital 
images into the On Base document retention application. 

2020 - Ongoing Map and Plan (Drawing) Scanning  
Washtenaw County 

• Develop a detailed project plan outlining the digitization process for approximately 40,000 
Maps and Drawings. 

• Oversee the scanning of diverse materials, including paper, mylar, blue line, and onion skin, 
ensuring each material is handled appropriately for optimal digitization quality. 

• Develop a comprehensive indexing system to facilitate efficient retrieval and management of 
digitized Maps and Drawings. 
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8.1.4. Digitization and content Prep supervisor – Jennifer DeVary 

JENNIFER DEVARY Digitization and Content Prep Supervisor 

• Ten years scanning experience with a Diploma in General Studies. 
• Experience providing digitization services for documents and other records that contain 

sensitive and confidential information.  
• Capable of all Digitization tasks and has experience training and supervising staff to perform 

all the activities of operations according to client guidelines.  

Scanning  
Customers 
Supported 

• Howard University 
• Air Force  
• Department of the Interior  
• US Army Corps of Engineers 

• City of Dexter 
• City of Ottawa  
• Detroit Transportation Corporation 
• City of Farmington Hills 

Skills 
• Managing, organizing, and coordinating production schedules and job tasks. 
• Training of personnel and management of equipment assigned to each project. 

Experience 
with RFP 
Requirements 
 
 
 
 

Image Creation 

Conversion 
Enhancement 

and 
Formatting 

Border 
Removal 

Double Inspect 
and Verify 

Correction/   
Re-Scan 

X X X X X 
Image Tracking, Quality and Process Control 

Poor Quality 
Image Report 

Document 
Tracking 

Review, 
Index, Verify 

Team 
Coordination 

Import into 
City System 

X X X X X 
 

Work History 

2021 - Ongoing Scanning and Document Services 
Great Lakes Water Authority (GLWA), Detroit 
(Previous Contract April 2018 -January 2019) 

• Establishes and enforces stringent quality control measures to ensure all scanned documents 
meet the minimum requirement of 300 dpi and adhere to ANSI and AIIM standards. 

• Conducts regular quality checks to validate proper orientation, indexing accuracy, and overall 
image quality. 

2022 – 2022 Records Digitization  
US Chess Federation 

• Provided Digitization of diverse types of document/files such as Photo archive, cross table 
(tournaments reports), School Mates Magazines, Delegated Calls, and VHS Tapes. 

• Provided technical support for imaging and processing equipment. 

2022 – 2022 Historic Document Digitization 
City of Homestead 

• Provided a comprehensive plan to digitize historical documents. 
• Ensures to convert digital conversion of paper-based and media materials. 
• Monitors evaluate and improve workflow and procedures for production efficiency and quality 

of the documents. 

2020 – 2021 NH-Vocational Rehabilitation Archive Scanning, Indexing, and Imaging 
New Hampshire Department of Education 

• Performed Scanning, Indexing, and Imaging Services to New Hampshire. 
• Monitors and documents use of resources, data, and analyses statistics for annual reports, 

budgets, and planning purposes. 
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• Collaborates with other departments and staff that support the complete life cycle for digital 
collections. 

2020 – 2021 Conversions Services  
Grand Rapids Community College (GRCC) 

• Provided microfiche conversion services which included: document storage, data protection, 
digital/electronic document management and destruction services. 

2016 – 2022 Student Records Digitization, 
Howard University 

• Supervise the scanning process, ensuring documents, including student files, and building 
plans, are scanned accurately, maintaining high resolution and clarity. 

• Monitor OCR processes to validate accurate text recognition and oversee the extraction of 
relevant data from scanned files 

8.1.5. QA/QC Lead - Cynthia Carter 

CYNTHIA CARTER QA/QC Lead 

• Ten years scanning experience with a Diploma in General Studies. 
• Ensures the quality of production by confirming specifications. 
• Conducting visual and measurement tests. 
• Communicating required adjustments to supervisor. 
• Ensuring that all indexing follows the client requirements. 

Certifications 

Security Management System Training (SMS) (2009) 
Record Management Training (2008) 
Requirement System Management Course (2005) 
People Access Management System Training (CDCS) (2005) 
Personnel Access Tracking System Training (PATS) (2003) 

Skills 

• Experience providing quality assurance/quality control on large volume 
scanning programs. 

• Monitors the progress and effectiveness of the project quality management 
system.  

• Expertise in documentation and Preparation of imaging QA manual control. 
• Ability to produce project quality review documentation. 
• Recommends and implements improvements to quality management 

protocols. 

Experience 
with RFP 
Requirements 

Image Creation 

Conversion 
Enhancement 

and 
Formatting 

Border 
Removal 

Double 
Inspect and 

Verify 

Correction/   
Re-Scan 

X X X X X 
Image Tracking, Quality and Process Control 

Poor Quality 
Image Report 

Document 
Tracking 

Review, 
Index, Verify 

Team 
Coordination 

Import into 
City System 

X X X X X 
 

Work History 

2023 - Ongoing Scanning Services  
City of Southfield 

• Developed and enforced stringent quality control protocols to ensure consistent and accurate 
scanning and indexing of documents, taking care of their age, material, or size variations. 

2022 – 2023 Scanning Documents 
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USDA Forest Services, Silver King Mine Reclamation 

• Conducted thorough quality control inspections during the scanning process, ensuring that all 
documents were scanned clearly and accurately. 

• Involved regular checks for issues such as pixel fallout, lack of clarity, skew, and other image-
related problems. 

2022 - Ongoing Scanning and Conversion Services 
City of Farmington Hills 
(Previous Contract May 2017 – April 2022) 

• Develops and implements comprehensive quality standards and procedures for scanning, OCR, 
and indexing processes. 

• Maintains detailed records of QA/QC activities, including issues identified, corrective actions 
taken, and resolutions implemented. 

2021 - Ongoing Scanning and Document Services 
Great Lakes Water Authority (GLWA), Detroit 
(Previous Contract April 2018 -January 2019) 

• Maintained a log of scanned materials.  
• Part of a team that provided all labor, materials, tools, and equipment required for Scanning, 

Indexing, and Imaging Services and managing the On-Base document retention application. 

2020 - Ongoing Map and Plan (Drawing) Scanning  
Washtenaw County 

• Established rigorous quality control protocols, tailored to the unique characteristics of paper, 
mylar, blue line, and onion skin documents, ensuring consistency and accuracy in the scanning 
process. 

2017 - 2018 Image Scanning Service  
Department of the Army - Army Contracting Command, MICC 

• Provided Quality Assurance and Metadata review for all Digitized documents. 
• Coordinated activities of QA Documentation processes including assisting in assembly of 

traceability documentation.  
• Managed Scan Work Orders, procured Material Test Reports, Certificates of Compliance, and 

other associated documentation for quality work.  
• Approved production and confirmed specifications, conducting visual and measurement tests, 

communicating required adjustments to supervisor. 
• Completing reports and logs that summarize re-work and waste. 

8.2 Principal Point of Contact 

Lisa Salvador, Vice President 
Direct: (248) 291-5440 
Mobile: (313) 333-0188 
(E): lisas@globalsolgroup.com  

8.3 Table of Organization roles to be performed 

GSG has assembled a highly qualified team to support the successful implementation of the Laserfiche 
solution and the City’s Records Archival and Management services objectives. Our team structure 
combines experienced professionals in Laserfiche deployment, workflow automation, system 
integration, digitization, and quality control, ensuring both technical precision and operational 
efficiency throughout the project. 
 

Records Management and Digitization Team 

mailto:lisas@globalsolgroup.com
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Position/Title Function Role on Project 

Digitization 
Manager 

Oversee all digitization operations, 
scheduling, and coordination. 

Manages scanning tasks, resource 
allocation, and reporting. 

Digitization and 
Content Prep 

Supervisor 

Manages document preparation, 
scanning workflows, and scanner 
teams. 

Ensures document integrity, 
prepares records, and manages 
scanning accuracy. 

QA/QC Team Lead Ensures quality of scanned images, 
metadata accuracy, and error 
tracking. 

Reviews scanned records, generates 
QA reports, and verifies OCR/search 
readiness. 

Laserfiche Implementation Team 

Position/Title Function Role on Project 

Laserfiche SME 
(Subject Matter 

Expert) 

Provides strategic guidance on 
Laserfiche capabilities, best 
practices, and system alignment. 

Leads system architecture decisions; 
ensures compliance with Laserfiche 
standards. 

Business Analyst Gathers requirements, analyzes 
workflows, and defines metadata 
and user needs. 

Serves as liaison between the City’s 
departments and technical team; 
defines specifications. 

Implementation 
Engineer 

Builds and deploys Laserfiche 
solutions including configurations 
and integrations. 

Executes imports, builds workflows, 
applies metadata templates, and 
handles deployment. 

Laserfiche 
Solution Engineer 

Designs automated workflows and 
custom solutions using Laserfiche 
Workflow Designer. 

Develops department-specific 
workflows and citywide framework 
components. 

Support Engineer Provides technical support during 
and after implementation. 

Ensures system performance, error 
resolution, and user assistance post-
deployment. 

Our process ensures that the right expertise is aligned to the technical (Laserfiche) and operational 
(digitization and records management) needs of the project. 
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9. GSG’s Skills, Capacity, and Ability to Complete the Requested Services 

9.1 GSG’s Experience, Qualifications and Technical competence 

Experience and Qualifications  

GSG was founded in 2003 to provide IT support services to government agencies and private sector 
clients. Through our IT support services, we recognized a need for document management support 
and started providing document digitization/conversion, scanning, and storage services, as well as 
database management to our clients in 2008.  

We have proven past performance and a record of servicing and maintaining projects for municipal, 
state, and federal agencies. Services provided included document digitization, database management 
cybersecurity consultation and assessments, Cloud support, software implementation, help desk 
support, mobile technology, and networking support. We provide top-notch, proven components of 
success to our clients, exceeding industry standards and client expectations. We started 
implementing document management systems when we on-boarded several experienced Document 
Management Solution specialists, each with certifications from a leading solution provider – 
Laserfiche.  

We are a Microsoft Gold Partner, recognizing our capabilities in providing Microsoft Managed 
Services as well as Azure Cloud Services, and we are Amazon Web Service (AWS) partners, giving us 
the ability to support AWS Cloud services. We are a Platinum Certified Value-Added Reseller (VAR) 
for Laserfiche, the leading document management, records management, case management, 
enterprise content management, and workflow platform. 

OUR PARTNERS 

 

GSG CORE COMPETENCIES 

D O C U M E N T / D A T A  M A N A G E M E N T   I T  S E R V I C E S  

• Digital Transformation 
• Enterprise Document Management Solutions 
• Laserfiche 
• OpenText 
• Enterprise Records Management 
• Enterprise Content Management 
• Case Management  
• Workflow Management 
• Document Imaging System and Services  
• Document Digitization 
• Customer Relationship Management Systems 

• Cloud Hosting 
• Licensing, Implementation, Renewal Support 
• IT Support 
• Help Desk 
• Backup/Disaster Recovery 
• Database Management and SQL 
• SharePoint and IT Managed Services 
• Telephony 
• IT Staffing 
• Network Architecting and Administration 
• Hardware and Firewalls 

C Y B E R S E C U R I T Y  P H Y S I C A L  S E C U R I T Y  
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• Penetration Testing 
• Policy and Procedure Development 
• Risk Assessment 
• Security Audits 
• Information Assurance 
• Social Engineering Security Compliance 
• Incident Response Planning 
• Operational Continuity Planning 
• Education and Training 
• Security Engineering 
• Security Hardware and Software 
• Security Information and Event Management 
• Payment Card Industry Assessment 

• Security Cameras/CCTV 
• Entry Systems  
• PIV, Access Control, and Personal Identification 

Systems 
• Proprietary alerteerTM Security Monitoring 

Software 

Special Qualification   

• GSG is a Laserfiche Gold and Platinum Certified Value-Added Reseller (VAR) with experience and 
certified team members.  

• We provide all Laserfiche-oriented all the services. 
• Our key personnel are Laserfiche certified to provide all Laserfiche support, including Upgrades, 

Installation, and Maintenance. 
• Prompt response to our clients Laserfiche technical support issues and how-to inquiries with fast 

case resolution. 
• GSG has experience providing large-scale Laserfiche Implementation, Maintenance and Support 

services with Laserfiche certified personnel. 
• We provide support to municipal, state, and federal government agencies, including cities. 
• Dedicated to providing cost-effective and secure implementation with a strong reputation for 

timely support. 
• GSG has over twenty years of expertise in services and solutions needed for fulfilling 

requirements, improving government operations through smart management. 
• Our PMP certified Project Manager will direct effective project use, including scheduling, tracking 

tools, status reports, and resource allocation.  
• We will not replace the project manager without client approval. 
• Our records management Software Suite facilitates an agile information governance strategy, 

reducing risk and costs while focusing on information for growth and innovation. 
• Our project manager will work closely with the client to understand requirements and prepare 

each phase of the project plan. 
• Experts in customizing and managing implementation in an optimal way for your organization. 
• Providing configuration, administrative and support services, and training for end-users and 

system administrators, along with project documentation. 
• Quick-response technical support, 24/7 online assistance, access to updates, troubleshooting 

services, and break/fix for all software or hardware provided. 
• GSG has the capacity and personnel with similar experience to manage this contract effectively, 

combining experience and innovation. 
• Our Management Approach is based on building long-term relationships with our clients. Our 

client’s satisfaction is the key metric for project success. 
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Partial List of Clients GSG has provided document scanning and records management 

services to recently: 

City Customers  Federal Customers 
CA City of Rancho Cucamonga US Air Force  

US Army  
Coast Guard  
Department of Commerce  
Department. of Health and Human Services 
Department of Interior * 
Department of State 
Department of Veterans Affairs 

FL City of Gainesville 

City of Pembroke Pines 
MI City of Detroit 

City of Dexter 

City of Farmington Hills 

City of Inkster 

City of Livonia 

City of Southfield 

Washtenaw County 
NJ Bernard’s Township 
TN City of Athens 

State Customers  Utility Customers 
IA Dept. of Administrative Services CA San Bernardino County Transportation Auth. 
SD Bureau of Administration NV Housing Authority of the City of Reno, NV 
TX Fort Worth Housing Solutions TX Port Arthur Housing Authority 
NC Army National Guard Department of 

Agriculture and Consumer Services 
MI Great Lakes Water Authority 

Detroit Transportation Corporation 

Educational Customers Commercial Customers 
Howard University, Wash. DC 
Grand Rapids MI Comm. College 
TN Higher Education Commission 
NH Department of Education 
National Defense University 

Detroit People Mover  

Universal Load Bank, Wixom, MI   

Technical Competence  

GSG understands that the City is looking for experienced and qualified vendors to provide 
professional services to support the archival and digitization of departmental records into Laserfiche. 
GSG understands that the project includes digital imports, metadata association, workflow creation 
and scanning/indexing of physical records. GSG offers comprehensive, high-quality scanning and 
digitization services, including document preparation, scanning, Optical Character Recognition 
(OCR), indexing, secure storage, retrieval, scan-on-demand, and secure destruction. We specialize in 
scanning a wide range of materials such as business cards, standard (8.5”x11”), legal (8.5”x14”), 
ledger (11”x17”), large-format drawings and maps (24”x36” and wider up to 44” with virtually 
unlimited length), photographs, index papers, historical and fragile documents (handled with 
protective carrier sheets), onion skin papers, blueprints, books, binders, microfilm, microfiche, tapes, 
CDs, DVDs, and slides. Our experience spans bulk scanning, large-format scanning, OCR scanning, and 
both offsite and onsite scanning services. 

Our process ensures meticulous document preparation, high-resolution scanning, re-assembly, OCR, 
and quality control to guarantee readability and accuracy. We deliver files in both PDF and TIF 
formats, adhering to file naming and compression standards provided by the Development 
Review/Plan Check Division and the Survey Division for each work order. GSG’s scanning solutions 
are built on the pillars of quality, cost-effectiveness, accuracy, completeness, timeliness, support, and 
effectiveness, ensuring tailored results for each client’s specific needs. 

We have an experienced and qualified team of personnel with gold and platinum certified personnel 
to import all the scanned documents. We are a VAR of Laserfiche, which provides end-to-end 
solutions to our clients. 
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9.1.1 Scope of work: 

• Task 1: Human Resources Archive Import The Contractor shall import approximately 350 
GB of digital records currently stored in a well-structured network folder into Laserfiche 
using the Laserfiche Import Agent. These files are primarily categorized by department, 
employee, and document type. The Contractor will:  

Laserfiche supports structured record imports using the Laserfiche Import Agent, which automates 
bulk file transfers from network folders. With customizable import profiles, it maps folder paths to 
document metadata, applying templates and fields based on file names or directory structure. It 
allows accurate classification by department, employee, and document type. Validation tools and 
logging track the status of each import and generate reports. Workflow integration can also initiate 
automated actions after the import process is completed. 

City’s Requirements GSG Response to City’s Requirements 
Implement a department-specific 
Laserfiche Workflow to automate 
document routing and archival.  

GSG implements department-specific Laserfiche Workflows 
using the Laserfiche Workflow Designer, which allows 
creation of automated routing based on metadata such as 
department name or document type. Using conditional 
logic and lookup rules, documents are routed to 
designated folders or personnel for review or archival. 
Task automation tools like email notifications, status 
updates, and document field modifications support 
seamless department-level processing. 

Define and apply a standardized 
metadata template titled “HR 
Employee Record Template.”  

Laserfiche provides the creation and application of the “HR 
Employee Record Template” using the Metadata Template 
Designer, a built-in feature that allows administrators to 
define custom templates with specific field types (e.g., text, 
number, date, dropdown). These templates are assigned to 
documents manually, through the Import Agent, or 
automatically via Workflow based on folder paths, 
document names, or user-defined rules. The use of 
templates standardizes data entry, improves searchability, 
and supports compliance with HR recordkeeping policies. 

Maintain the original folder 
hierarchy, file naming 
conventions, and file timestamps 
during import.  

Laserfiche uses the Import Agent to preserve the source 
folder hierarchy and file naming conventions during batch 
imports. Configuration options within the Import Agent 
allow for the retention of original file timestamps (creation 
and modified dates) and the folder structure, enables 
accurate reconstruction of the file organization within 
Laserfiche. 

Integrate the workflow with the 
City’s Enterprise Resource 
Planning (ERP) system to 
automatically retrieve and apply 
relevant employee data such as: 
 o Employee Number  
o Employee Name. 

Laserfiche integrates with the City’s ERP system by using 
Laserfiche Workflow combined with database queries or 
API calls. The workflow extracts an identifier from the 
document, then performs a lookup via an ODBC 
connection or web service to retrieve employee data like 
Employee Number and Name. This information is then 
automatically populated into the document’s metadata 
fields, streamlining indexing and ensuring accuracy without 
manual input. 
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City’s Requirements GSG Response to City’s Requirements 
Perform error handling 
throughout the import and 
workflow execution process.  

Laserfiche manages error handling during import and 
workflow execution using Exception Handling activities 
within workflows to catch and respond to errors such as 
failed imports or metadata mismatches. Workflows can 
route problematic files to specific folders for manual 
review, log error details for auditing, and trigger automated 
notifications to alert administrators promptly, enables 
quick resolution while maintaining process continuity. 

Submit a quality assurance report 
identifying: 
 o Records that failed to import  
o Items that were not indexed 
correctly 
 o Any discrepancies between the 
ERP data and imported file 
metadata 

Laserfiche generates quality assurance reports through 
custom Workflow reporting and logging features that 
track import status, indexing results, and metadata 
validation. Workflows collect data on records that failed to 
import or were improperly indexed and compare imported 
metadata against ERP data using lookup results. The 
consolidated report can be exported or emailed 
automatically, highlighting failures and discrepancies for 
review and corrective action. 

• Task 2: Sustainable Development Archive Import the Contractor shall import 
approximately 293 GB of digital records stored in a network folder into Laserfiche using 
the Laserfiche Import Agent. These files include a combination of structured and 
unstructured data originating from the Department of Sustainable Development, such as 
building permits, code enforcement records, and inspection documentation. 

GSG imports the Sustainable Development documents into Laserfiche by configuring the Laserfiche 
Import Agent to process the 293 GB of records from the network folder. Laserfiche create tailored 
import profiles that map folder structures and document types to specific metadata templates, 
ensuring accurate classification of building permits, code enforcement, and inspection files. GSG 
manages the import in batches to maintain file integrity and folder hierarchy, delivering a well-
organized, searchable archive within Laserfiche. 

City Requirements GSG’s Response to the City Requirements 
Develop and implement a 
department-specific Laserfiche 
Workflow tailored to the 
Department of Sustainable 
Development’s processes. 

GSG develops and implements a department-specific 
Laserfiche Workflow using the Laserfiche Workflow 
Designer, customizing the process to match the Department 
of Sustainable Development’s unique needs. Laserfiche 
workflow automates routing, review, and approval steps for 
documents like permits and inspection reports, applying 
conditional logic based on document type and status. 
Laserfiche integrates metadata updates, notifications, and 
archival actions to streamline operations and ensure 
compliance with department protocols. 

Apply a standardized metadata 
template titled “Sustainable 
Development Record Template,” 
which shall include the following 
fields:  
o Parcel ID (Text – Required)  
o Permit/Case Number (Text – 
Optional)  

GSG creates the “Sustainable Development Record 
Template” using Laserfiche’s Metadata Template 
Designer, defining required and optional fields with 
appropriate data types and dropdown options. During 
import, GSG applies this template via the Import Agent, 
mapping folder paths and filenames to metadata fields. 
Additionally, GSG configures Laserfiche Workflows to 
automatically populate or validate metadata, promoting 
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o Document Type (Dropdown: 
Permit, Inspection, Violation, 
Plan, Other – Required)  
o Date of Document (Date – 
Required)  
o Assigned Division (Dropdown: 
Building, Planning, Code 
Enforcement, Other – Optional) 

consistent data entry and improving document organization 
and searchability within the system. 

Perform a data organization 
pass to reconcile folder 
structure inconsistencies and 
normalize filenames prior to 
import. 

GSG uses pre-import data preparation tools such as file 
management scripts (e.g., PowerShell or Python) alongside 
Laserfiche’s Import Agent configuration to reconcile folder 
structures and normalize filenames. Automated scripts 
rename files and reorganize folders based on standardized 
rules, while the Import Agent applies consistent metadata 
mapping during import, resulting in a clean, well-structured 
archive in Laserfiche. 

Submit a quality assurance 
report identifying:  
o Records not imported 
correctly  
o Items requiring further 
indexing. 

GSG generates a quality assurance report using Laserfiche 
Workflow’s logging and reporting features, which track 
import outcomes and metadata application. The workflow 
compiles data on records that failed to import, and items 
flagged for additional indexing, producing a detailed 
summary. This report can be exported or automatically 
emailed to stakeholders for review and follow-up actions. 

• Task 3: Legacy Software Records Integration The Contractor shall import approximately 
1.4 million digital records into Laserfiche, originating from legacy software systems used 
by the City. All documents are associated with metadata currently housed in an existing 
SQL Server database. The Contractor will:  

GSG completes the legacy records integration using Laserfiche Import Agent and Workflow, 
combined with custom scripts or SDK/API integrations to link documents with metadata from the 
SQL Server database. Metadata is retrieved using ODBC connections or database lookups and 
applied during or immediately after import using Set Field Value activities in Workflow. Our process 
preserves original file structures and applies consistent templates. Error handling and detailed 
logging are implemented through Workflow to track failures and mismatches, supporting accurate 
reconciliation and reporting. 

City’s Requirements GSG’s Response to the City Requirements 
Create a detailed metadata 
mapping document to align SQL 
fields with Laserfiche metadata 
fields. This mapping must be 
reviewed and approved by the 
City prior to execution. 

Laserfiche repository can create a mapping report for 
metadata field that has been applied to a particular template. 
Once the report is generated, that report can be used to 
compare against the original corresponding metadata table 
column headers which is generated with the scanned files. 
This report will be shared with City prior to execution for 
approval. 

Define and apply a standardized 
metadata template for legacy 
records 

GSG applies the template during import using Laserfiche 
Import Agent with support from Laserfiche Workflow. 
Metadata values are pulled from the legacy SQL Server 
database via ODBC connection and assigned to documents 
using Set Field Value activities. Our structured approach 
allows consistent tagging and easy access to imported legacy 
content across departments. Metadata template fields 
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include Field Name, Type, Required and Description. Below 
is our metadata template for the City’s reference. 

Field Name Type Required Description 
Document ID Number Yes Unique 

identifier 
linked to 

SQL record. 
Document 

Type 
Dropdown Yes Defines 

type of 
record 
(e.g., 

Permit, 
Inspection) 

 

Implement a workflow in 
Laserfiche that enables logical 
navigation, search, and filtering 
of these legacy records based on 
the assigned metadata. 

GSG implements a Laserfiche Workflow that enhances 
navigation, search, and filtering of legacy records using the 
assigned metadata from the Legacy Record Template. 
Laserfiche workflow assigns metadata fields (such as 
Document Type, Department, and Document Date) during 
import and organizes documents into a structured folder 
hierarchy based on these values. 
Using Laserfiche Search syntax and Metadata-based 
folder routing, users can easily filter and retrieve 
documents through: 
• Dynamic folder paths (e.g., \Legacy 

Records\Department\Document Type\Year) 
• Quick Fields or Workflow-generated search links 

embedded in dashboards 
• Custom search filters built with metadata conditions 

(e.g., all permits from 2020 in Planning) 
Laserfiche workflow promotes intuitive browsing and 
precise filtering without manual sorting, leveraging 
metadata to power efficient document access across 
departments. 

Maintain source document 
structure where applicable and 
ensure consistent naming and 
indexing conventions. 

Laserfiche maintains the source document structure by 
configuring the Laserfiche Import Agent to mirror the 
original folder hierarchy during the import process. File 
naming conventions are preserved or standardized using 
naming rules within the Import Agent or Laserfiche 
Workflow. Consistent indexing is achieved by mapping 
metadata fields from the source SQL database to Laserfiche 
templates, allowing documents to retain both their original 
organization and structured metadata for reliable search 
and retrieval. 

Submit a quality assurance 
report identifying:  
o Records did not import 
successfully. 
 o Items that were not indexed 
correctly 

GSG can generate a quality assurance report using Laserfiche 
Workflow where we can match the values in the database 
against the record names and confirm which records were 
not imported successfully. Workflow can also identify which 
records have incomplete metadata fields indexed. Any 
discrepancy then can be detected by identifying various 
values to compare in Laserfiche repository with the database 



 

 

Page | 52  

 

 
Records Archival and Management 

City of Hallandale Beach, FL 
Request for Proposal Number: FY 2024-2025-25 

 

 o Any discrepancies detected 
between source metadata and 
final values in Laserfiche  
 

• Task 4: City Wide Record Management Framework The Contractor shall design and 
implement a modular, citywide records management framework within Laserfiche that 
can be adopted by all departments across the City of Hallandale Beach. The framework 
must align with the City’s 2024 Records Management Plan and be adaptable to 
department-specific needs while keeping consistent architecture. 

GSG designs the citywide records management framework using Laserfiche Records Management 
Edition, which offers tools for retention scheduling, classification, and lifecycle automation. GSG 
configures a modular folder structure and applies standardized metadata templates across 
departments, maintaining consistency while accommodating department-specific needs. Through 
reusable workflows, GSG automates key processes such as review, archival, and disposition. 
Security settings and access controls are implemented using Laserfiche’s repository features, and 
GSG provides user training and documentation to support citywide adoption. 

City’s Requirements GSG Response to City’s Requirements 
• Develop a standardized 
workflow structure in Laserfiche 
that supports:  
o Record intake (digital and 
scanned) 
 o Metadata assignment o 
Routing/approval (if applicable)  
o Retention schedule application 
o Archival or destruction (based 
on policy)  

GSG develops a standardized Laserfiche workflow using 
Workflow Designer to manage record intake from digital and 
scanned sources. Laserfiche workflow automates metadata 
assignment, includes conditional routing for approvals, and 
applies retention schedules via Laserfiche Records 
Management. It concludes by archiving records or initiating 
destruction based on the City’s retention policies, covering 
the entire records lifecycle efficiently. 

• Define metadata templates to 
be used across all departments, 
with fields such as:  
o Department Name  
o Record Type  
o Date of Record  
o Retention Schedule Code 
 o Final Disposition Date  

GSG defines standardized metadata templates for all 
departments using Laserfiche’s Metadata Template 
Designer. These templates include essential fields like 
Department Name, Record Type, Date of Record, 
Retention Schedule Code, and Final Disposition Date. All 
the templates are configured with appropriate data types 
and validation rules to maintain consistency, support 
retention policies, and facilitate accurate record 
classification and retrieval across the City. 

• Integrate retention schedules 
directly into the framework or as 
linked references for automated 
or guided record disposition.  

GSG integrates retention schedules into the framework using 
Laserfiche’s Records Management module, linking each 
metadata template to specific retention codes and 
disposition rules. Our setup enables automated tracking of 
record lifecycles, triggering notifications or actions for 
archival or destruction based on schedule. For flexibility, 
linked references to external retention policies can be 
incorporated within metadata or workflow documentation 
to guide manual disposition when needed. 

• Provide the City with a Records 
Management Playbook, 
including:  

GSG provides the City with a comprehensive Records 
Management Playbook that includes detailed workflow 
architecture diagrams illustrating record intake, metadata 
assignment, retention, and disposition processes. The 
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o Workflow architecture 
diagrams  
o Metadata field definitions 
o Instructions for initiating and 
managing retention workflows  
o Sample use cases  

playbook defines all metadata fields used across 
departments with descriptions and data types. It offers clear 
instructions for initiating and managing retention 
workflows within Laserfiche and includes sample use cases 
demonstrating common scenarios to guide users in daily 
records management activities. 

Conduct one virtual or on-site 
training session for department 
records liaisons and 
administrative users. 

GSG conducts a focused training session — virtual or on-site 
— for department records liaisons and administrative users, 
delivered by an experienced and qualified team holding Gold 
and Platinum Laserfiche certifications. Our training covers 
key aspects of the records management framework, 
including navigation, metadata entry, workflow use, and 
retention compliance, with interactive demos and Q&A to 
ensure effective adoption across departments. 

Recommend best practices to 
minimize redundant processes 
such as duplicate scanning, 
unnecessary uploads, or manual 
indexing. 

GSG recommends best practices including implementing 
automated metadata capture during scanning and import 
to reduce manual indexing, using deduplication tools 
within Laserfiche to identify and eliminate duplicate 
documents, and establishing clear policies for file uploads to 
prevent unnecessary or redundant submissions. Training 
users on standardized procedures and leveraging workflows 
to automate routine tasks, further minimize inefficiencies 
and improve overall records management quality. 

• Task 5: Physical Document Scanning, Indexing and Importing The Contractor shall scan, 
index, and import approximately 100 banker boxes of physical records stored throughout 
the City into Laserfiche. Each box is estimated to contain up to 2,500 pages, totaling 
approximately 250,000 sheets or 54.1 cubic feet of material. The Contractor will: 

GSG manages physical document scanning and import by coordinating document preparation and 
using high-speed scanners with OCR capabilities for clear, searchable images. We apply standardized 
Laserfiche metadata templates during indexing to maintain consistent classification. Scanned files 
are imported via the Laserfiche Import Agent, preserving folder structures and naming 
conventions. Throughout the process, GSG implements quality assurance checks and tracking 
systems to verify accuracy and maintain chain of custody, ensuring secure handling and compliance 
with the City’s requirements. 

City’s Requirements GSG Response to City’s Requirements 
Pick up, transport, and securely 
return all boxes to designated 
City facilities. Boxes must be 
clearly labeled with “Scanned” 
and the date of completion. 
 

Our team will pick up, transport, and securely return all 
boxes to the designated City facilities. Each box will be 
clearly labeled with “Scanned” and the date of completion to 
provide easy identification. During pickup, we will inventory 
and barcode each box, documenting contents and any special 
handling requirements such as fragile or damaged materials. 
Our Project Manager maintains detailed logs tracking each 
box throughout the scanning process, ensuring full chain-of-
custody and allowing the City to access documents as 
needed. After scanning, boxes will be securely transported 
back and delivered with proper labeling as required. 

Scan all pages at a minimum of 
600 DPI resolution, preserving 
original document size, layout, 

All documents will be scanned at a minimum resolution of 
600 DPI to capture high-quality images. Our scanning 
process preserves the original document size, layout, and 
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and color fidelity (e.g., black and 
white, grayscale, or full color as 
applicable). 

color fidelity — whether black and white, grayscale, or full 
color — based on the original material. Our scanning 
operators configure the equipment accordingly and conduct 
thorough image inspections to identify and correct issues 
such as skewing, pixelation, or clarity problems, ensuring 
accurate and faithful digital reproductions. 

Apply optical character 
recognition (OCR) to all scanned 
documents to ensure full-text 
search capabilities within 
Laserfiche. 

After scanning, all documents will undergo Optical 
Character Recognition (OCR) to convert images into 
searchable text, enabling full-text search capabilities within 
Laserfiche. All the electronic batches will then be indexed 
using metadata fields that describe each document for easy 
retrieval. While barcodes and OCR capture much of the data 
automatically, any missing information will be entered 
manually. GSG emphasizes accurate and efficient data 
capture to support effective document management and 
decision-making, with all documents indexed according to 
the City’s required document types and verified for accuracy. 

Index each document using a 
metadata template titled 
“Scanned Records Template,” 
including:  
o Department Name  
o Document Category 
o Date of Document  
o Box ID o Retention Schedule 
Code (if applicable) 

Each scanned document will be indexed using a 
standardized metadata template titled “Scanned Records 
Template.” This template includes key fields such as 
Department Name, Document Category, Date of 
Document, Box ID, and Retention Schedule Code (where 
applicable). Applying this template ensures consistent 
classification, efficient retrieval, and compliance with 
retention policies across all scanned records. 

Maintain proper order of 
documents and preserve 
staples/clips as batch dividers 
where necessary. 
 

The first step is thorough document preparation to maintain 
proper order according to the City’s requirements. Our team 
carefully reviews and organizes documents, replacing worn 
folders as needed and logging changes. Our team removes all 
the staples and clips are removed only when necessary for 
scanning but are preserved and used as batch dividers to 
mark document boundaries where applicable. Separator 
sheets are inserted between documents or folders to clearly 
delineate batches during scanning. Any special handling or 
irregularities are communicated to the project team to 
maintain accurate order and support reassembly after 
scanning. 

Import all scanned records into 
Laserfiche using appropriate 
folder structures and naming 
conventions. 

GSG imports all scanned records into Laserfiche using the 
Laserfiche Import Agent, configured to replicate the 
established folder structures and apply standardized 
naming conventions. Metadata captured during indexing is 
linked to each document to support organized storage and 
easy retrieval. The Import Agent automates batch imports 
while maintaining file integrity and folder hierarchy. Quality 
checks are performed post-import to verify accuracy and 
completeness, ensuring seamless integration into the 
Laserfiche repository. 

Submit a quality assurance 
report identifying:  

GSG submits a detailed quality assurance report 
documenting the number of pages scanned per box, total 
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o Number of pages scanned per 
box  
o Number of files indexed  
o Error rates (e.g., skipped 
pages, misfeeds, corrupted 
scans)  
o Items that were not indexed 
correctly 
 

files indexed, and error rates, including skipped pages, 
misfeeds, and corrupted scans. The report also identifies any 
items not indexed correctly. Quality control follows the 
ANSI/ASQC Z1.4 Standard at a 1.0 AQL, using statistical 
sampling and multi-level inspections to verify document 
separation, page capture, image clarity, and indexing 
integrity. Any rejected items are rescanned, and batches 
exceeding error thresholds undergo full review to maintain 
the highest quality standards throughout the scanning and 
indexing process. 

Basic Scanning Process: 

GSG’s Scanning Process 

GSG's integrated approach to document management covers the entire service lifecycle. Our 
document conversion processes are fast, efficient, and extremely secure. Our process covers secure 
collection and care with chain of custody, quality assurance, project management, film conversion, 
and image enhancement. Starting with project design, we help determine the specifics of how your 
documents will be treated during each step of the process.  

GSG believes that each scan should be perfect. To achieve this, our processes include nine 
steps to increase accuracy and efficiency. 

Our Scanning Services Include the Following Nine Steps: 

 

Below Summaries the Nine Steps: 

Step 1 - Pick-up/Inventory/Track 

 

Our team can pick up, organize, inventory, and sign for the documents from your location and 
deliver them to our secure facility. During the packaging and inventory process, we will barcode 
each box and identify the contents as per the City requirements. This process will also identify 
special handling requirements such as fragile materials, extremely faded originals, or severely 
damaged originals. Any originals that are missing sections, such as from a torn section of the 
blueprint, will be identified, and our Project Manager will inform the City prior to scanning.  
Once received by our imaging team, the inventory will be checked to ensure all items are 
accounted for. The Project Manager will maintain a separate log with these details of the 
documents that will identify what stage of the digitization process each document is in at a given 
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time, ensuring that the City can retrieve any document at any time. These processes are also 
designed to provide our clients with verifiable chain-of-custody documentation. 

Step 2 - Document Preparation and QRS 

 

The first, and most critical, step in the scanning process is Document Preparation. First, our Prep 
Staff will analyze the documents to make sure that the documents are organized and are in order 
as defined by the City requirements. If not, they are rearranged. They will note the condition of 
any folder or jacket, replacing excessively worn-out folders by transferring any data on the 
folder to a new folder, and noting the replacement in the log file for that set of documents.  
The staff will then remove paper clips and staples, and any other binding materials and properly 
orientate the pages for scanning. For bulk scanning, a separator sheet will be inserted between 
documents, folders, or cases to identify the end of the first document and the start of the next 
document. Depending on the platform, we will then typically use mark sense forms/logs to 
identify the type and location of all binders and fasteners for reassembly purposes. Any unusual 
situations or observations will be announced to the entire project staff. 

Step 3 - Software Set-Up, QRS, and Scanning 

 

Once the documents are arranged in order and properly oriented, they are provided to the 
Scanning Operator for scanning. The documents are then rechecked on the log sheet to identify 
document type and other information relevant to the folder along with any notations. Our Team 
will configure the scanners for the DPI, speed, color, document size, and output format (TIFF, 
PDF, etc.) to deliver effective and quick electronic conversions. The scanning operator inspects 
each image for issues such as pixel fallout, lack of clarity, skew issues, etc. 

 Step 4 – Quality Review Services 

 

The Scanning Team focuses on general project requirements (such as image settings, file format, 
page size, and paper thickness), and specific project requirements (such as special processing 
of odd-size pages, color images, and double-sided pages). The Scanning Services Quality Lead 
performs the review of the scanned files. This entails a thorough review of the files to ensure 
that all imaging requirements are met, and that no variation is introduced into the process. 

Step 5 - Post Conversion and QRS 

 

The files are converted into the required file format and processed utilizing the required image 
enhancement filters. If defined as a project requirement, Optical Character Recognition (OCR) 
is performed to enable word level search and retrieval. All the papers will be assembled by our 
post-scanning staff and given back to the client in their original state. Before returning the 
documents to the customer, our Quality Control team counts the documents and checks to see 
if each page is serially ordered. 

Step 6 – Indexing, Metadata, File Naming, and Coding 

 

Once the documents have been scanned, the electronic batches of images will be opened, and 
each file will be identified by indexing fields (also known as metadata) that describe the 
document and make it easy to search and retrieve a document later. Whatever is not captured 
automatically with barcodes and OCR can be manually entered. GSG believes that accurate and 
efficient data capture is critical for proper execution, decision-making, and customer support. 
Documents are indexed according to document type and per specifications required by the City. 
We always do double-check to make certain that indexing attributes are accurate. GSG focuses 
on naming and coding accuracy and validation. GSG accomplishes this by leveraging our 
proprietary coding software to capture, review and name files based on the project 
requirements. 

Step 7 – Metadata Integration and Management 

 

The digital files and the coded fields are integrated utilizing GSG’s technologies and processes 
to ensure the best possible search and retrieval options. These "Optimally Coded Page" 
technologies ensure that each file and its corresponding coded fields are integrated to create a 
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file that acts as a self-contained database. The result is files that are flexible and accessible from 
CDs, DVDs, PCs, Servers, or the City’s Document Management System. 

Step 8 – Project Deliverables and QRS 

 

At GSG, we implement a proven, successful delivery model that enhances the City’s capabilities 
and communicates your data effectively. We also deploy a combination of exceptional recruiting 
methods to deliver innovative talent to our clients. GSG takes pride in our ability to provide the 
best possible deliverables in the time required and has designed each stage in the conversion 
process with a focus on quality. GSG takes every measure to ensure consistency and quality 
while minimizing variation by continually improving our processes. We will provide the 
completed documents to back to the customers email, on DVD, external hard drives, or upload 
to their content management system. For uploading via secure server, we utilize: 

• Microsoft SharePoint 2016 
• SSL certificate 
• BitLocker Version: 2.0 
• Encryption Method: XTS-AES 256 

Step 9 – Deliverables Sent/Original Files Returned or Destroyed 

 

We will ensure that all project deliverables and objectives are met in a timely manner with the 
City’s requirements. We will provide the necessary technical requirements and other hardware 
to ensure proper services. We will deliver PDF and searchable documents to the City. 

Accessibility Checks - GSG will check all PDF files to ensure that they meet all the requirements on 
the City’s checklist including, but not limited to, completeness/accuracy of tagged content; 
descriptive text for images, maps, figures, and other non-linguistic content; logical reading order; 
proper language and title identified under Document Properties; and the inclusion of bookmarks as 
appropriate. 

Storage, Disposal, or Reassembly of Scanned Documents - We will provide full Cloud support for 
the storage of digital documents. Our proposed solution is available as a Software-as-a-Service (SaaS) 
enterprise document management software which offers a Cloud-based storage option to provide a 
central digital repository accessible from anywhere. Our team will place all the documents back into 
the box from which they were retrieved. Your digital documents are shipped, and the files Returned, 
Recycled, or Certified Destroyed. Once the City receives and reviews the digital files, GSG can initiate 
our electronic file destruction procedures, which permanently delete your files from our systems. 
Our ‘electronic file shredder’ software completely removes all the traces of your files and scrubs our 
hard drives to ensure that no file can be restored by data recovery utilities. We will provide the 
completed documents via encrypted email, DVDs, external hard drives, and/or upload them to your 
content management system. 

Access to Documents - GSG will provide the City with access to the documents that have been 
collected for scanning. Upon the City’s request, our team will provide electronic copies of the 
requested files within four hours for requests made during regular business hours. If any electronic 
copy is not acceptable, GSG will return the paper file to the City. 

Achieving Accuracy - For any project to be successful, it is important for us to plan and set up the 
project in the optimal way using our proven processes. Upon award, our Project Manager will finalize 
the team composition according to the specific skills required for the project and will organize a 
meeting with associated project team members. Our team always identifies and understands our 
client’s requirements thoroughly. We will also identify the deliverable requirements, as well as other 
expectations from the City as defined in the RFQ, associated addenda, and the final contract. Based 
on those requirements, we will identify the type and quantity of equipment to be assigned along with 
associated software, material storage space organization, and security, scanning, and indexing 
processes, QC plan, etc. Our team will take every measure to ensure consistency and quality while 
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minimizing variations by continual improvement in our process. We will follow the procedures 
below to accomplish our goal of 100% accuracy for each batch of records received from the City. 

Imaging - We utilize sophisticated high-speed scanners, and we have the capacity and technical 
expertise to help manage any document conversion project. We will use our proven procedures for 
monitoring and evaluating work products and deliverables. Our methodology ensures management 
visibility by providing a comprehensive four-process approach — Monitor, Report, Consult, and 
Adjust — to ensure the continuity of quality service delivery and reduction of risk. Once each step of 
the conversion process is complete, every batch is passed to the team whose sole task is to find 
discrepancies in the process.  

Our QA/QC team consists of experienced personnel who have a wealth of experience in document 
digitization. GSG follows strict procedures for verifying the accuracy of the process, as well as to 
ensure that every document has been scanned and classified as accurately as possible. GSG pursues 
a continuous process of improvement to ensure that our services provide a level of consistency and 
quality that exceeds industry standards and the City’s expectations. 

Documents Requiring Special Treatment - Damaged, faded, or 
fragile originals may require additional treatment beyond regular 
scanning to optimize the quality of the images and/or maintain the 
integrity of the original documents.  

Special treatment activities include adjusting density controls, 
photocopying, and even utilizing special copy systems or photographic 
methods in some cases. If a book or document requires special 
handling, whether that is a condition stated by the City or discovered 
by our document prep team, our prep team will flag the document to 
inform the Project Manager of these problems or concerns. Upon 
request, we can provide printed versions of any optimized/enhanced documents in a separate blank 
folder with information maintained in the log sheet. 

Quality Control Plan 

GSG offers premium, safeguarded quality control by utilizing an ANSI/ASQC (American National 
Standards Institute/American Society for Quality Control) Standard Z1.4 at a 1.0 AQL (Acceptable 
Quality Level). The requisite number of images are randomly selected, examined, and compared to 
the original to ensure completeness and faithful representation. Rejected images are replaced with 
re-scans; if they reject quantity exceeds the acceptable limit, the entire batch undergoes 100% 
inspection and correction.  

The ANSI standard is a statistically valid sampling plan that covers the sampling of data or records 
and specifically addresses defects and non-conformity. The plan specifies exactly how many items 
should be reviewed within each ‘lot’ based on statistics. It specifically states when a unit is acceptable 
or unacceptable based on the quality review results. This is our minimum standard for quality control 
measures and is applied to all imaging processes. The objective is to ensure that the products created 
by GSG are of the highest possible quality. 

 

GSG 

Value-Add 

Service 

Our plan is specifically designed to review and monitor the quality of the 
City’s information throughout the entire scanning process. 

This plan is specifically designed to review and monitor the quality of the City’s information 
throughout the entire scanning process. As the work passes through each phase of the scanning 
process, the quality is randomly checked by unit. Upon reaching the final phase of the scanning 
process, GSG will have produced a quality product that multiple people have reviewed prior to 
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delivery, and the City can rest assured that GSG has taken all precautions to prevent unacceptable 
images/indexes. 

The Inspection Process Focuses on Four Primary Areas of Concern: 

    
Document  
Separation 

Page  
Capture 

Image  
Clarity 

Indexing  
Integrity 

Document Inspection 

We approach inspection with a THREE-LEVEL inspection system: 

 

LEVEL 1  
Document Handling 

and Preparation 

The documents will be identified and undergo preparatory 
work. Our prep staff will conduct a quality check to make sure 
that the documents are in order, and properly oriented, and 
other information is checked and analyzed to make sure that 
they are accurate and ready to scan. 

 

LEVEL 2  
Quality Control 

The scanning staff performs a quality check of all scanned 
documents to ensure that accuracy and integrity have been 
maintained, confirm the record type, and ensure proper 
orientation and order. 

 

LEVEL 3  
Indexing and 

Final QC Check by the 
Project Manager 

After scanning and indexing, the Q/A Lead performs a final 
quality check. This ensures that records from documents are 
properly scanned, accurate and legible, indexed properly 
(including original record type, indexing fields, and all 
metadata). Once approved, information is entered into the log 
sheet and records are copied to the proposed outputs and 
checked against the number of documents being scanned. 

 

 

 

 

 

 

Document Services 

Services Provided with Every Scan: 
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GSG believes that each scan should be perfect. In order to achieve this, our processes include 
steps we have added to increase accuracy and efficiency. 

IMAGE ENHANCEMENT 

The aim of image enhancement is to improve the quality of information contained in images, 
whether for direct use by people or for data extraction methods such as OCR. Some of the 
standard image enhancements we provide include automated: 

➢ Straightening of skewed/angles 
➢ Detection and removal of black borders 
➢ Removal of unwanted lines in type text/forms 
➢ De-speckling 
➢ Edge enhancements 

In addition to the above, there are several automated and manual procedures that can provide 
contrast adjustment, removal of blur, noise removal, mask sharpening, and other 
transformations to the image to improve its functionality and further maintain data integrity. 

QUALITY CONTROL 

While the overall quality of images is ultimately determined by the quality of the originals, our 
team incorporates detailed quality control measures to ensure that images accurately represent 
the originals, that all information captured during scanning is both correctly and consistently 
entered, and that the images are uploaded to the proposed output with no decompression errors 
(decompression errors result in lost images and can cause corruption of the entire batch of 
images).  

Below is a brief list of inspections provided by our Quality Control Team on EACH IMAGE: 

1. Ensuring that all the pages have been scanned and that all text and images are legible. GSG 
will notify City of any discrepancies in the quantity and/or quality of records inventoried. 

2. Ensuring that the scanning process or equipment has not introduced any foreign or 
extraneous lines.  

3. Ensuring that no ‘pixel voids’ occur via physical inspection. 
4. Maintaining a clean environment around the scanning equipment to avoid the introduction 

of foreign material (i.e., dust, dirt, etc.) on records and documents. Any loose flecks of foreign 
particles clinging to a record must be softly brushed or air blown from the record in such a 
fashion so as not to damage or alter the face of the record.  

5. If anything omits or renders illegible any of the substantive content of a record, it must be 
considered less than acceptable. The following are examples of major quality issues:  
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o Missing characters (e.g., illegible small characters or handwriting that is not legible on the 
source record). 

o Missing lines or sections at the edge of an image. 
o Consistent spots which obscure part of an image. 

6. Ensuring that the image includes the entire record or document and is at least as readable as 
the original. Images are to be scanned as they are read — right side up and not rotated.  

Our Quality Control includes the following five Steps: 

 

Initial 100% 
Quality 
Control 

During the initial stages of the project, our Project Manager will check each 
reel after every phase of processing, reporting errors or inconsistencies to 
individual staff members to be corrected. They will also identify and 
announce any unusual situations to the entire project staff. This level of 
quality control continues until each staff member consistently meets the 
required quality levels. 

 Clarity Check 
The scanning operator checks each image for quality and clarity as it appears 
on screen. 

 Daily Quality 
Monitoring 

Team leaders are dedicated solely to quality control and management 
activities. If the team leader discovers specific patterns of errors, they will 
require scanning operators to review their previous work for errors. 

 
Fallout 
Testing 

When images are used in conjunction with a coded database, we run a special 
comparison program to check for any linkage errors between the images and 
the database records. This program ensures 100% complete, seamless 
linking between the images and coded data. 

 
Client 

Consultation 

As questions arise, the team leaders consult with the Project Manager and 
designated City contact person as needed. The team leaders make verbal 
announcements to the imaging teams and update procedure manuals as 
needed. GSG’s 100% Quality Control Processes Minimize any Reprocessing. 

TRAINING 
We Train Our Teams. We Teach Our Teams How to Enhance Image Quality. 

At GSG we understand the importance of staff training in all aspects of the scanning cycle, as well 
as attention to detail and the ability to perform image enhancement in order to provide the 
highest quality output for our customers. As each customer’s needs are different, GSG provides 
both project training and image enhancement training prior to each customer’s engagement. Our 
past customers have appreciated our efficiency and organization starting Day 1. 

 
Project 

Training 

Because our team uses a wide variety of image acquisition programs in-
house, staff members are trained in both the specific details of the project and 
on the selected imaging program for the project. Team leaders provide group 
training sessions on the systems. Each staff member performs test scanning 
on sample records before processing actual project documents. 

 
Image 

Enhancement 
Training 

Technicians run the images through dedicated programs before finalizing the 
images to ensure that all image enhancements have been applied.  

 

Image Review  
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GSG analyzes several factors of scanned images. The following table details some of the most common 
issues faced in the digitization process. This supplement does not replace the tried-and-true ‘eyeball 
test’ — a direct visual comparison between the original and the digital images.  

Image Assessment Guidelines 

Tone 
• Brightness 
• Contrast 
• Target assessment — aim points 
• Clipping — detail lost in highlights or 

shadows 
• Evenness of tonal values 
• Evenness of illumination 

Color 
• Accuracy 
• Target assessment — aim points 
• Clipping — detail lost in individual color 

channels 

Aim Point Variability 
o For RGB scanning: No more than a +3 RGB level variance from each aim point, and no more 

than a 3 RGB level difference in individual channels within each specified patch on the Kodak 
Gray Scale or Color Patches. 

o For grayscale scanning: No more than a +1% variation in % black from each aim point for 
the specified patches on the Kodak Gray Scale. 

Channel Registration (Alignment of a color 
channel with pixel locations): 
• Examine hard edges for color fringing 
• Examine text for appearance of differing 

color borders 

Quantization (transformation of the continuous 
range of values from an analog input into non-
overlapping ranges and subranges) errors: 
• Banding (inaccurate color presentation) 
• Posterization (sudden shifts in tone) 

Noise 
• Overall 
• In individual channels 
• In areas that correspond to the high-

density areas of the original 
• In images produced using specific 

scanner or camera modes 

Artifacts 
• Defects 
• Dust 
• Newton’s rings (an interference pattern 

created by the reflection of light between a 
curved surface and a touching flat surface. In 
scanning, this can be caused by drops of 
moisture on either surface) 

• Missing scan lines, discontinuities, or dropped-
out pixels 

Detail 
• Loss of fine details 
• Loss of texture 

Sharpness 
Lack of sharpness 
Over-sharpened 
Inconsistent sharpness 

Flare (bands of light emanating from a 
source in the scan, often due to differing 
reflectivity) 

Vignetting (drop-off in sharpness toward the 
edges of the scanned document) 
For camera-based imaging, this is referred to as 
‘light fall-off’ 

We maintain image review sheets (provided in the previous and following sections) for image quality, 
as well as an ‘image scorecard,’ shown below. When a scanned image may require non-standard 
enhancements, our Project Manager will contact the City representative for this project. The City’s 
representative should have knowledge of the source materials and should have the authority to 
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approve those enhancements or other steps that may be required to obtain an optimal image which 
retains the integrity of the original. Using the image review sheets, as well as the above Image 
Assessment Guidelines, our Project Manager and the City representative will work together to 
determine approval for additional image enhancements. This table provides some image issues and 
their probable causes. Additional enhancement is usually (although not always) required in the case 
of problems originating with the source material. 

Electronic Image Attributes Cause 

Size of image relative to the original (measured 
horizontally and vertically) 

Scanner setting 

Adequate contrast: 
• For text, there should be a high contrast ratio between 

the text and the background 
• For grayscale images, the contrast should represent 

the original image 

Possible scanner setting, possible poor-
quality original 

Adequate brightness Scanner setting/monitor setting 

Poor thresholding (dropped low-contrast features, dark 
background obscuring foreground) 

Possible scanner setting, possible poor-
quality original 

Image skew on page Scanner issue or carriage/feeder issue. 

Incorrect image orientation on page Rotation issue 

Speckle or noise in the background of the image Possible scanner issue, possible poor-
quality original 

Character dropout (a missing character) Generally, a scanning issue 

Legibility of small characters or features (poor focus) Generally, a scanning issue 

Separation of black from white features (bar chart may 
be required) 

Possible scanner issue, possible poor-
quality original 

Scan line dropout (missing scan line(s) across the image, 
either white or black) 

Generally, a scanning issue 

Repeated scan lines on successive images Scanner issue 

Repeated pixel on successive images (consistent noise or 
spot on each image at the same location) 

Imaging camera or lens issue 

Borders not cropped Processing issue 

Missing portion of edge of image Scanning issue/carriage issue 

 

 

 

 

 

Quality Control Score Sheet: 
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Quality Control Activities  

While the overall quality of images is ultimately determined by the quality of 
the originals, our team incorporates detailed quality control measures to 
ensure that images accurately represent the originals, that all information 
captured during scanning is both correctly and consistently entered, and that 
the images are uploaded to the proposed output with no decompression 
errors (decompression errors result in lost images and can cause corruption 
of the entire batch of images). Specific quality control measures include: 

Project Training 

Because our team uses a wide variety of image acquisition programs in-house, staff members are 
trained in both the specific details of the project and on the selected imaging program for the project. 
Team leaders provide group training sessions on the systems. Each staff member performs test 
scanning on sample records before processing actual project documents. 

Initial 100% Quality Control 
During the initial stages of the project, our Project Manager will check each reel after every phase of 
processing, reporting errors or inconsistencies to individual staff members to be corrected. They will 
also identify and announce any unusual situations to the entire project staff. This level of quality 
control continues until each staff member consistently meets the required quality levels. 

Clarity Check 
The scanning operator checks each image for quality and clarity as it appears on screen. 

Daily Quality Monitoring 
Team leaders are dedicated solely to quality control and management activities. If the team leader 
discovers specific patterns of errors, they will require scanning operators to review their previous 
work for errors. 

Image Enhancement Testing 
Technicians run the images through dedicated programs before finalizing the images to ensure that 
all image enhancements have been applied.  

Fallout Testing 
When images are used in conjunction with a coded database, we run a special comparison program 
to check for any linkage errors between the images and the database records. This program ensures 
100% complete, seamless linking between the images, and coded data. 

Client Consultation 

As questions arise, the team leaders consult with the Project Manager and designated the City contact 
person as needed. The team leaders make verbal announcements to the imaging teams and update 
procedure manuals as needed. 
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GSG’s 100% Quality Control Processes Minimize any Reprocessing 

Our quality control team inspects each scanned image to ensure that the image includes the entire 
record or document and is at least as readable as the original. Images are to be scanned as they are 
read — right side up and not rotated.  

▪ Inspecting all the images to ensure that the scanning process or equipment has not introduced 
any foreign or extraneous lines.  

▪ Maintaining a clean environment around the scanning equipment to avoid the introduction of 
foreign material (i.e., dust, dirt, etc.) on records and documents. Any loose flecks of foreign 
particles clinging to a record must be softly brushed or air blown from the record in such a 
fashion so as not to damage or alter the face of the record.  

▪ Inspecting the images to ensure that no ‘pixel voids’ occur.  

If anything omits or renders illegible any of the substantive content of a record, it must be 
considered less than acceptable. The following are examples of major quality issues:  

▪ Missing characters (e.g., illegible small characters or handwriting that is not legible on the source 
record). 

▪ Missing lines or sections at the edge of an image. 
▪ Consistent spots which obscure part of an image. 

GSG will perform quality control of scanned document images to ensure that all the pages have been 
scanned and that all text and images are legible. GSG will notify the City of any discrepancies in the 
quantity and/or quality of records inventoried.  

Quality Control Plan (QCP) 
GSG’s Quality Control Plan (QCP) is a key aspect of our PMO methodology which incorporates mature 
and proven Quality Assurance (QA) and Quality Control (QC) elements. Our proactive approach to 
QA begins during the project planning stages, prior to commencing digitization. The QA team at this 
stage focuses on process engineering to prevent nonconformities from occurring. We have matured 
and proven procedures which ensure the accuracy and timeliness of contract deliverables, the 
recruitment/retention of qualified personnel, and transparent issue resolution. Our personnel are 
empowered to share their performance improvement ideas which, upon review and approval, will 
be recorded in our Lessons Learned Library and/or result in a procedure revision. 

Quality Control Reports 
We utilize several different procedures for documenting quality control and corrective activities. The 
following forms are maintained for each project and each item as part of the project log. These logs 
will be provided after acceptance of each digitized batch. 

Receipt, Tracking, and Progress/Production Reports 

No ______________ Tracking Report Form__________________ Page________ 

Code Brief Description  Date Time  SAMPLER 
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Quality Assurance Plan and Quality Review Form 

Q/A/QC Inspection Report Forms 
Project Name: Project Number: 
Date:  Time: Scanned items/Log ID: 
Image ID Clarity Dimensions Resolution Indexing/Metadata 
     
Description of 

Discrepancies 
 

Corrective 

Actions 
 

Quality Control Meeting Form 

Quality Control Meeting  

No. Description of Item Discussed Action Date Action By 

Required Corrective Action 

    

 

    

 

    

 

Remarks  

9.2 GSG’s Project Work Schedule 

Project Management Plan 

Our management approach provides timely and effective application of our corporate resources and 
proven methodologies, such as ISO, PMBOK and CMMI, to meet contract requirements and quality 
measures. Our approach provides a combination of best practices, proven methodologies, leading-
edge technologies, and an extensive human capital portfolio. When awarded a contract, our 
designated Program Manager assigns a Project Manager, and together they develop schedules and 
milestones, assign resources, and define metrics and measurable based on the timeline and 
deliverables.  

Some notable benefits our experience will bring to the client are: 

• Special care for irregular size documents and fragile/damaged documents. 
• Best image clarity, orientation, and accuracy for scanning, indexing services. 
• Complete the project on time. 
• Complete management of document storage and access. 
• Digitized documents can be easily backed up, insuring against document loss. 
• For greater search capabilities and complete document portability, images can be OCR’d provide 

for full text searching within the contents of the documents. 

At the inception of every project, GSG works with the client to develop a plan for the project, including 
the project’s goals and objectives. The project plan will include a schedule for all the deliverables 
including, but not limited to, sample scans, technical documentation, progress reports, quality 



 

 

Page | 67  

 

 
Records Archival and Management 

City of Hallandale Beach, FL 
Request for Proposal Number: FY 2024-2025-25 

 

reviews, and security mechanisms. At a minimum, the Project Plan will define the following, which 
will be tailored to suit the project:  

❖ Project purpose. 
❖ Business and project goals and objectives. 
❖ Scope and expectations. 
❖ Roles and responsibilities. 
❖Document security and privacy requirements. 
❖ Assumptions and constraints. 
❖ Project management approach.  
❖ Ground rules for the project. 

GSG’s high-level Project Management plan is an outline of a set of processes by which we will 
accomplish your goals. GSG will work with the client personnel to identify critical information in each 
of the following steps.  

➢ Project Kick-Off Meeting 

➢ Requirement Gathering and SOW  

➢ Document and Metadata Preparation 

➢ Digitization and Post Scanning Activities 

➢ Sample Approval 

➢ Inspection and Acceptance 

➢ Sorting, Reassembling, and Packing Records into Original   

➢ Orientation 

Our Project Manager maintains performance metrics, reporting requirements and project activities 
and monitors quality through constant interaction with both our personnel and designated client 
representatives. Our structured and disciplined approach to project management benefits clients by 
delivering the best practices and processes for timely delivery of reliable, secure, flexible, responsive, 
and compliant services, consistent, high quality service delivery on time and within budget, proactive 
risk management throughout the entire contract, and effective alignment of skilled resources with 
contract requirements.  

Additionally, we will define a plan of action and identify project milestones as depicted in the 
template below: 

Plan of Action and Milestones Template* (suggested) 

Explanation: 
• Task – Description of specific task that needs to be done. 
• Priority – Depending on the circumstances, a priority level of low, moderate, or high can result. 
• Milestone - Specific action steps that support the completion of the task. Multiple milestones can 

support the completion of a single task. 
• Milestone due date – The date the individual milestone is scheduled to be completed. 
• Status – Field for those responsible for the task to track the progress of the task. 
• Date of completion – The date the task or milestone has been completed. 
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• Point of contact/responsibility – The name of the person responsible for ensuring the 
completion of the milestone or task. 

• Comments – Can be used to provide additional information on the task or milestone. 

GSG will develop a final project plan, in cooperation with the client, including project definition, goals 
and objectives. The agreed upon plan will serve as an agreement between all the parties such as the 
project sponsor, steering committee, Project Manager, project team and other stakeholders 
associated with and/or affected by the project. 

 
GSG Project Framework 

Status, Progress, and Final Report 

GSG will provide Weekly Activity Reports (WAR), Monthly Status Reports and Monthly Financial 
Status Reports that summarize the activities completed in a week and/or month, planned activities 
for the following week and/or month, and outstanding issues. These reports will be created and 
submitted to the client. 

a) Weekly Activity Report (WAR): GSG will provide weekly accounts of documents at any stage of 
production – those being prepped, scanned, or indexed. We will identify any condition issues 
identified in original documents and any process issues. We will describe any mitigation 
procedures utilized. 

b) Monthly Status Report: GSG is responsible for providing a monthly status report that will 
include: 
a. Acceptable Quality Level (AQL) measures and data supporting the attainment of the AQL. 

Performance standards/measures not met must be documented and an explanation of the 
deviation from AQL must be provided. 

b. All work completed during the reporting period. 
c. Work to be accomplished during the subsequent reporting period. 
d. Problems encountered or still outstanding with an explanation of the cause and resolution of 

the problem. 
e. Suspected or actual scope or schedule variances immediately upon discovery. 
f. Updates to the overall project plan and the agency security assessment project plan. 

c) Monthly Financial Status Report: GSG is responsible for providing a monthly financial status 
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report that must include, at a minimum, the following: 
a. The overall financial status of the task. 
b. Funding status, issues, and risks if any. 

Upon final acceptance of all scanned images, we will create a final report identifying all activities for 
digitization that were performed, the number of images that were rejected by the client and 
rescanned, any condition issues regarding the original documents, a catalog of scanned images with 
file names and other identifiers as agreed between GSG and the client, a final run down of project 
financials, and details regarding final transfer of digital images and final disposition of the original 
documents – whether returned in original order or destroyed. 

GSG’s high-level Project Management plan is an outline of a set of processes by which we will 
accomplish your goals. GSG will work with county personnel to identify critical information at each 
of the following steps.  

At the onset of every project, GSG provides a project schedule, which includes the project’s goals and 

objectives. Additionally, the plan will serve as an agreement between the applicable parties such as 

the project sponsor, steering committee, project manager, project team and/or other stakeholders 

associated with and/or affected by the project. Additionally, GSG’s project plan will include a 

schedule for all the deliverables. At a minimum, the Project Plan will define the following as 

applicable to the project:  

➢ Project purpose 

➢ Business and project goals and objectives 

➢ Scope and expectations 

➢ Roles and responsibilities  

➢ Assumptions and constraints 

➢ Project management approach 

➢ Ground rules for the project 

We will develop and finalize a project plan after the kick-off meeting. As per your requirement, we 
have included here sample project schedule and timeline. The kick-off meeting, installation, and 
implementation will approximate the following schedule: 

9.3 Evidence of thorough knowledge and understanding of natural and manmade hazards 

GSG recognizes the importance of protecting critical records from both natural and manmade 
hazards, particularly in a coastal city such as Hallandale Beach that is prone to hurricanes, flooding, 
and other environmental risks. Our approach ensures that all records — whether physical or digital 
— are safeguarded through a combination of secure digitization, robust Laserfiche-based solutions, 
automated workflows, and disaster recovery protocols. By addressing threats such as cyberattacks, 
data loss, and physical damage, GSG ensures long-term accessibility, security, and compliance for all 
the City’s records. Below are some of the natural and manmade hazards such as: 

Type of 
Hazard 

Specific Hazard 
(Hallandale, Beach) 

GSG’s Solution 

Natural 
Hazards 

Hurricanes and Tropical 
Storms 

Digitization of all physical records reduces loss 
risk; Laserfiche cloud or hybrid deployment 
ensures off-site, secure storage. 

Flooding and Storm Surge 
Secure digital archive eliminates reliance on 
vulnerable paper records; data stored in 
redundant, flood-safe locations. 
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Lighting and Power Outages 
System backups and auto-save features in 
Laserfiche prevent data loss; use of UPS during 
digitization. 

High Humidity (paper 
degradation) 

Paper records are digitized promptly; GSG’s 
scanning process preserves integrity before 
degradation occurs. 

Manmade 
Hazards 

Cyberattacks (ransomware, 
unauthorized access) 

GSG uses Laserfiche’s encryption, role-based 
access controls, audit trails, and multi-factor 
authentication to secure data. 

Fire or Physical Theft of 
Documents 

Physical records are converted to secure digital 
formats; digital repositories are protected and 
monitored. 

System Failures or Data 
Corruption 

Regular automated backups, data validation, 
and QA processes ensure data recovery and 
integrity. 

Human Error (misfiling, 
misplacement, accidental 

deletion) 

Automated workflows, standardized metadata, 
and permission-based access reduce manual 
errors. 

Sample Project plan for Laserfiche Services 

City of Hallandale Beach August 4, 2025 May 4, 2026 

   Project Kick-off Meeting August 4, 2025 August 4, 2025 

   Planning and Assessment August 5, 2025 September 23, 2025 

   Baseline Requirements Specification 
Document 

September 23, 2025 September 23, 2025 

   Preparing Development and Production 
Server 

September 24, 2025 November 20, 2025 

      Gather Pre-requisites for Installation (Service 
accounts configuration, Servers, Database) 

September 24, 2025 September 30, 2025 

      License Manager Installation & Configuration October 1, 2025 October 7, 2025 

      Development Server - Installation & 
Configuration 

October 8, 2025 November 5, 2025 

      Production Server - Installation & 
Configuration 

November 6, 2025 November 20, 2025 

   Development and Production Server 
verification and acceptance 

November 20, 2025 November 20, 2025 

   Laserfiche Configuration/Implementation November 21, 2025 February 6, 2026 

      Configuration November 21, 2025 December 19, 2025 

      Data Migration December 22, 2025 January 16, 2026 

      Application Integration & Reports January 19, 2026 February 6, 2026 

      Application Configuration completion February 6, 2026 February 6, 2026 

   Deployment (on Production Server) February 9, 2026 February 27, 2026 

      Import Configuration February 9, 2026 February 20, 2026 

      Application Integration & Reports February 23, 2026 February 27, 2026 

   Production Deployment Completion February 27, 2026 February 27, 2026 

   User Acceptance Testing March 2, 2026 March 20, 2026 

   Project UAT sign-off March 20, 2026 March 20, 2026 
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   User Guide Development March 23, 2026 April 10, 2026 

   Training April 13, 2026 April 24, 2026 

   Production Server - Release (GO-LIVE) April 27, 2026 April 27, 2026 

   Project Sign-off May 4, 2026 May 4, 2026 

Timeline 

 

Sample Project plan for the Scanning Services  

Assumption: ~250,000 document smaller than 11”x17”  
600 dpi, color, PDF 
Integration with Laserfiche 
boxes cannot be picked up in one trip 

Project Award:  August 1, 2025 

Contract Finalization:  
Global Solutions Group Vice President and City 
of Allentown Personnel 

August 4, 2025-August 8, 2025 

Project Kickoff:  
Strategic Personnel 

August 11, 2025 

First Document Pickup:  
Document pickup will be done by company 
vehicle [or rented vehicle] and personnel. A 
detailed inventory of the documents packed into 
each box will be created by the City of 

August 13, 2025-August 15, 2025 
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Hallandale Beach. For all existing packed boxes 
an inventory will be created to ensure that all 
documents are accounted for and 
acknowledged. One half of the total documents 
will be picked up on this trip. The truck will be 
locked and secure during transport. 

Once the boxes and documents are returned to 
Michigan, they are logged into our warehouse. 
The warehouse is secured and can only be 
accessed by company personnel via card or code 
access. The warehouse is constantly observed 
by CCTV. 

Test Sample:  

A test box of files be processed according to the 
City’s requirements to be evaluated by the City. 
Test samples loaded to the secure Sharefile or 
City’s secure choice. 

August 18, 2025-August 22, 2025 

Test Sample Approval:  NLT August 29, 2025 

Document Processing:  
Once the test sample is approved, document 
processing will start with the planned 
completion within six months. At the end of each 
week, the work product for the week will be 
uploaded to a secure ShareFile or a site of the 
City’s choosing. These documents are available 
for review by the city. The finished files and 
documents will be made ready for upload into 
Laserfiche. Reports will be created and uploaded 
on a weekly basis.  

The Project Manager will always be available via 
email or telephone for progress meetings, 
questions and discussions. The same availability 
is expected from the City’s side for any 
questions. 

Throughout the processing time period, files can 
be requested, and the requested file will be 
loaded individually onto the Sharefile site for 
use. 

September 1, 2025-January 9, 2026 

Last Document Upload:  January 23, 2026 

Final Approval of the City’s documents:   
Approval is limited to the scanned documents 
themselves. Once the scanned files are 
approved, they will be loaded into Laserfiche. It 
is anticipated that there will be several 
Laserfiche uploads of the scanned deliverables. 

January 30, 2026 

Document Return:  
Document Destruction [if required]: Document 
destruction/shredding can be done and will 

February 9, 2026-February 11, 2026 
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begin about 60 days after acceptance of the 
images. Proper notification will be given, and file 
destruction will be appropriately documented. 
Second Document Pickup:  
Boxes of documents that can be returned will be 
returned and the remaining boxes will be picked 
up. 

November 3, 2025-November 7, 2025 

Work Plan for the City of Hallandale Beach 

Objective:  

To perform and execute the document scanning project successfully within the City of Hallandale 
Beach Scope of Work requirements, within budget and time following quality control guidelines and 
security protocols. 

General Scope of Work Summary  

• Document Boxing and Pickup  

• Secure Transportation and Storage of Documents  

• Document Prep and Scanning  

• Indexing at file level  

• Quality Control  

• Emergency Scanning Requests 

• Reproduction of Drawings and Maps 

• OCR and verification 

• Weekly Status Reporting  

• Delivery to City of Hallandale Beach  

• Secure Shredding or Return of Documents  

Global Solutions Group’s Team to Perform the Services  

• Lisa Salvador, Vice President, Contract Manager  

• Krishal Dalal, Program / Project Manager, Digitization  

• Jim Coe, Project Manager & Technical Lead, Digitization 

• Craig Parker, Business Development Manager, Digitization 

• Jen DeVary, Operations Manager, Digitization 

• Team of Boxing and Transportation Personnel 

• Team of Document Preppers, Scanners and Indexers  

• Dana Warden, IT Administration  

Document Packaging and Transportation  

Time Frame: From Contract Award to Completion  

• Global Solutions Group has the proven capability to transport documents from anywhere in 
the United State. We have successfully executed projects in Alaska to Florida and New 
Hampshire to California. 

• We will coordinate and arrange single or multiple pickup trips to accomplish document 
picked up within identified period. Additionally, files can be shipped to Global Solutions 
Group’s processing center. 

• Our team is completely vetted at the time of hiring.  

• If GSG personnel are boxing the documents, we will provide boxes to pack the documents. 
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• Our team will prepare an inventory list of documents based on the most logical inventory 
process for the specific conversion project.  

• Our team will ensure that each type of document and/or media is packaged properly  

• Our team will label the boxes with the associated contents that it contains.  

• Our team will securely close and tape the boxes for better handling for transportation  

• Our team will utilize a hand truck or cart to transfer boxes from storage location to our 
vehicle  

• One copy of the document inventory will be delivered to the City of Hallandale Beach Project 
Manager.  

• We will load the boxes to vehicle carefully  

• We will securely transport the documents to our processing center.  

• Upon arrival at our warehouse, the team will check and verify the boxes with the inventory 
list, and they will apply inventory control documents.  

• Inventory control documents will help us to track the boxes and the documents within the 
box at all times, during the process of scanning, indexing, emergency scanning, shredding 
and/or document return and provide the customer with verifiable chain of custody. 

Document Storage and Security  

Time Frame: From Contract Award to Completion  
• Our document storage facility is fully secured.  

• It has keycode entry doors for authorized personnel only. 

• It has 24x7 video surveillance for security. 

• Only authorized personnel are allowed in. Anyone else entering sets off an alarm. Guests are 
escorted at all times. 

• Fire and water prevention systems are in place and are wired to alarm systems. 

• All the boxes are loaded onto racks and properly organized with front-facing labels.  

• Any boxes taken out of the warehouse inventory to document processing area is documented 
as in/out and tracked appropriately. 

Sample Approval – Scanning and Indexing  

Time Frame: From Contract Award to Completion  
This is an important step for smooth and successful project execution.  
• For each individual document type in each project, we will prepare, scan, index and deliver a 

representative sample.  

• Our team will Prep the Documents for scanning. We will perform Document straightening, 
Removing, Pins, Clips or Post it notes etc.  

• We will scan all documents sizes in the appropriate dpi and in Black and White, Greyscale or 
Color.  

• We will scan the document as a single page or multipage as per instructions. The final format 
can be TIFF, PDF, JPEG with or without OCR as appropriate.  

• We will perform file naming and metadata indexing as described in the individual project 
description.  

• We will perform our quality checks [QC] as per QC standard to make sure that each image has 
the best possible resolution and clarity.  

• We will deliver the test sample via the approved delivery method: Upload to SharePoint; FTP 
to secure site; USB memory stick; external hard drive or any other method desired.  

• Once the sample is approved: Image Quality, Naming, Metadata, we will continue to process 
the rest of the project. The weekly status reports will begin. 
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• During the projects process, emergency requests will be honored. The initial inventory of 
boxes and documents is critical to the success of processing requests.  

Document Preparation  

• The first and perhaps most critical step in the scanning process is Document Preparation.  

• Our warehouse staff will bring the boxes identified for scanning to Preparation, after 
recording the box check out.  

• Our Prep Staff will analyze the documents to make sure that the documents are organized and 
are in order as defined by the project requirements.  

• They will perform prep work; such as removing clips, staples, rubber bands, post-it notes etc. 
and straightening and repairing documents.  

• If needed [and accepted] they will cut the binding and prepare the pages for scanning.  

• They will organize documents as a batch, arranging each file in the proper format and 
orientation.  

• Documents such as Mylar or worn-out or old pages will be handled very carefully. Flatbed 
scanners will be utilized as needed. If documents require any repair, then it will be repaired 
utilizing best practices  

• For bulk scanning, a separator sheet will be inserted between each set of documents to 
identify the end of the first set of documents and the start of the next set/file.  

• Any unusual situation will be brought to the technical lead’s attention and if needed 
communicated to the City of Hallandale Beach Project Manager/s.  

Document Scanning  

• Scanners are calibrated daily.  

• Scanner will configure the scanners for the 200 dpi to 600 dpi (based on document type), 
speed, color, document size, and output format (TIFF, PDF or JPEG) to deliver effective and 
quick electronic conversions.  

• We will be utilizing different types of scanners including large format, flatbed and regular 
document scanners to perform and scan each type of document.  

• The prepped box of documents will be checked into the scanning team.  

• The documents are then rechecked on the log sheet to identify the document type and other 
information relevant to the project, along with any notations.  

• Once documents are scanned, the scanning operator will inspect each image for issues such as 
pixel fallout, lack of clarity, skew issues, etc.   

• If an image has a quality concern, the operator will work to rescan the page to correct the 
issue and achieve the desired output. 

• Once a box has been scanned, the images are stored securely on our production network.  

Indexing  

• After the documents have been scanned, the electronic batches of images will be opened, and 
each file will be identified by indexing fields (also known as metadata) that describe the 
document and make it easy to search and retrieve a document later.  

• GSG believes that accurate and efficient data capture is critical for proper execution, decision-
making and customer support.  

• Documents are indexed according to document type and per the specifications identified by 
individual project scope of work.  

• We always double check to make certain that indexing attributes are accurate. This is done 
either visually, by database or double keying. 
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• We will prepare a file [Excel, Text, Database] with appropriate metadata that include required 
details from the scanned files. 

Quality Control  

• GSG will perform premium, safeguarded quality control by utilizing an ANSI/ASQC (American 
National Standards Institute/American Society for Quality Control) Standard Z1.4 at a 1.0 AQL 
(acceptable quality level).  

• The requisite number of images are randomly selected, examined, and compared to the 
original to ensure completeness and faithful representation. Rejected images are replaced 
with re-scans; if the rejected quantity exceeds the acceptable limit, the entire batch undergoes 
100% inspection and correction.  

• The Inspection process will be focused on below four primary areas of concern  

1) Document Separation and Preparation  
2) Page capturing  
3) Image clarity and Quality  
4) Indexing integrity  

• Our team’s intention is to make sure that the submitted images and metadata should be 
acceptable to each customer following sample approval process standards.  

• If required, GSG will adjust the scanning approach based on document quality. 

• If the project requires 100% quality checking, then 100% of the pages will be compared to the 
images to ensure that the project specifications are followed. 

Deliverables  

• The final deliverable will be submitted in the requested format and delivery method.   

• Files can be single page or multipage: TIFF, PDF, or JPEG.  

• Groups of files can be individually named, submitted with a metadata file, put into a document 
management software load ready format or configured in a multitude of ways. 

• Projects can be delivered via an external drive, USB drive, FTP or acceptable delivery method. 
If a drive is utilized, that drive will be encrypted. 

• After the entire project is accepted, the paper files can be returned. Additionally, GSG offers 
the service of securely shredding the files, under the supervision of our management. If the 
documents are securely shredded our Certificate of Destruction is issued. Destruction is only 
completed with specific written approval from the City of Hallandale Beach Project 
Manager/s. 

• At the completion and acceptance of each individual project, the project’s electronic data is 
deleted from our network drives. This process is only undertaken after confirmation that the 
project’s files and data are securely under management at the City of Hallandale Beach’s site.  

Production Cycle  

• Project processing can be scaled from a few personnel prepping, scanning, and indexing to a 
large team processing the project.  Generally, we start with lower volume and increase to 
larger volumes as we progress further, and the project requires greater throughput. 

• Regular weekly reports will be delivered to the project managers. 

9.4 Evidence of knowledge and understanding of Federal, State and local requirements and 

guidelines relative to the planning process 

GSG demonstrates a strong understanding of Federal, State, and local requirements that govern 
records management, data privacy, retention, and accessibility within the public sector planning 
process. We are fully knowledgeable of and operate in compliance with the Florida Public Records 
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Law (Chapter 119, Florida Statutes), including requirements for timely access, long-term 
preservation, and appropriate records destruction. We also align with Federal standards such as 
NIST cybersecurity guidelines, HIPAA (where applicable), and 42 CFR Part 433 for data integrity and 
access control. 

At the local level, GSG ensures full compliance with each agency or municipality’s individual Records 
Management Plans, retention schedules, and document handling protocols. Our team has experience 
integrating digital records systems like Laserfiche in accordance with municipal codes, state-
approved retention schedules (per the Florida Department of State – GS1-SL and GS4 schedules), and 
city-specific metadata and workflow requirements. 

By combining this regulatory knowledge with proven technology implementation practices, GSG 
ensures that every planning, archival, and digitization initiative is legally compliant, auditable, and 
aligned with the City’s policies and statutory obligations. 
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10. Approach to the Project 

10.1 Estimated Time Frame and Identification of Consultant’s role and City’s role in the 

sequence of events. 

10.1.1 Estimated Time Frame 

Estimated Time Frame: 9 to 12 months 

10.1.2 Role of Consultant and City 

GSG is expecting the following responsibilities from the City: 

• We need the City’s help in evaluating existing document management systems and procedures to 
determine current effectiveness and efficiency. 

• We need the POC from the City to discuss the separation of documents based on priority, 
department-wise, database information, etc. 

• We need the City’s corporation in communicating with GSG’s consultants and other staff when 
assessing, acquiring, or deploying new electronic document management systems to ensure a 
smooth transition and minimal disruption. 

• If GSG’s personnel are working onsite at the client location, we will need one good laptop/desktop 
with a good internet connection and working space. 

• For personnel who are working on-site, the City should provide an access card for entry into the 
City’s premises and an ID card for verification purposes. 

• Need assistance or manual for developing the City’s management policy, program, and 
procedures. 

10.2 Ability to accomplish proposed work 

GSG has the proven capability to execute the proposed work within the required time frame and 
budget by leveraging a structured, milestone-based project approach and a highly skilled team. Our 
methodology includes clear sequencing of tasks — project kickoff, requirements gathering, workflow 
development, digitization, importation, QA, and training — each tied to defined timelines and 
deliverables. This ensures continuous progress tracking, early issue detection, and timely 
stakeholder communication. 

Our team includes Laserfiche Gold and Platinum Certified Professionals, who bring expert-level 
knowledge of Laserfiche architecture, workflow automation, system integration, and security 
configuration. Their certifications validate GSG’s ability to efficiently implement complex Laserfiche 
solutions while ensuring performance, compliance, and scalability. 

We also maintain robust internal resource planning, cost control mechanisms, and risk mitigation 
strategies that allow us to deliver high-volume projects on schedule without exceeding budget. With 
extensive experience working with public sector clients, GSG is fully prepared to deliver a seamless, 
compliant, and cost-effective implementation for the City. 
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11. Cost Proposal 

 
Unit cost for the Laserfiche System 
 



 

 

Page | 80  

 

 
Records Archival and Management 

City of Hallandale Beach, FL 
Request for Proposal Number: FY 2024-2025-25 

 

Item Description Unit Cost 

Import Agent -LSAP $292.50 

Subscription Full Rights Keyed 
Concurrent User-LSAP 

$300.00 

Participant Users-LSAP $52.50 

Avante Laserfiche Connector -LSAP $3.75 

Standard Public Portal-LSAP $3,750.00 

Avante Records Management Module-
LSAP 

$900.00 

Standard Audit Trail -LSAP $11.25 

Avante Forms Portal-LSAP $1,200.00 

Avante Forms Professional-LSAP $7.50 

Avante Named Full User with Web 
Client-LSAP 

$90.00 

Avante Server for MS SQL-LSAP $750.00 

 

Cost Assumptions for Laserfiche Avante LSAP 
 

1. We have included tiered pricing for Laserfiche Avante LSAP. User licenses can be purchased 
based on the per-user rates outlined in the pricing table. 

2. The Quote is valid until 90 Days from date of submission. 

 
Detail Pricing for the Scanning  
 

Serial 
number Item Unit  Rate/Unit  

 Assumed 
Quantities  

 Assumed 
Total Amount  

1 

Prep and Scan 
Document sup to 8.5" 
x 14" at 600dpi as 
B&W Each Image  $0.048  

                     
250,000.00   $12,000.00  

2 OCR of Images Each Image  $0.008  
                     
250,000.00   $2,000.00  

3 

Reorganizing each 
Documents with clip 
or staples Each Page  $0.010  

                     
250,000.00   $2,500.00  

4 

Indexing of the 
Documents at file 
level- Uo to 40 
Keystrokes Each Index  $0.280  

                        
10,000.00   $2,800.00  

5 

Document Pickup Trip 
- up to 100 Bankers 
size boxes Each Trip  $ 6,000.000  

                                     
1.00   $6,000.00  
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6 

Document Return 
Trip - up to 100 
Bankers size boxes Each Trip  $ 6,000.000  

                                     
1.00   $6,000.00  

7 
Preparing Laserfiche 
Briefcase Each Hour  $200.000  

                                  
12.00   $2,400.00  

8 External USB HDD Each HDD  $150.000  
                                     
1.00   $150.00  

 

Total Amount (100 
Boxes)        $33,850.00  

      

 Total cost per Box        $338.50  
 
NOTE 
 

1. Laserfiche has built in OCR feature, you can eliminate OCR cost 

2. Laserfiche has built in search feature, you can reduce Indexing field and save cost 

3. If you decide to ship partial pickup, then suggestion is to allow FEDEX shipment which will 

reduce the cost of shipping 

 
OPTIONAL ITEM PRICES 
 

Serial 
number Item Unit Rate/Unit 

1 FEDEX Shipment (One way) Each Box $55.000 

2 
Storage of boxes after 60days of Scanning 
completion Each Box/Month $4.000 

3 Additional Indexing - Each Keystroke Each Keystroke $0.007 
 
Cost Assumptions for Scanning Services 
 
A. Price Assumptions:  
1. Please. find below our assumptions/ understanding based on original RFI and Q & A. 

• We have quoted off-site (i.e. Contractor’s facility) scanning only. 
• As we do not know exact quantities, we have assumed quantities and sizes as below. 

o 250,000 Images from documents up to 8.5” x 14” size pages   
• We have assumed that we will scan the documents at 600dpi as Black & White   
• We have assumed OCR is expected.   
• We assume up to 40 keystrokes per Index.   
• We assumed 100 indexes per box, i.e. a total of 10,000 Indexes to be performed.  
• We assume that city will keep the boxes ready for the pickup or to send through FEDEX 

at the Contractor’s cost.   
• We assume a total of 100 boxes will be required to pick up and return 
• We will submit the final set of Images and Index files in an ext. USB HDD 
• We will prepare Laserfiche Briefcase as final set of images to upload to Laserfiche,  
• Ongoing images will be uploaded to secure ShareFile application for city review and 

approval.  
2. Upon scanned file submission, the cityis responsible for reviewing submitted batches of images 
and reporting within 15 days after delivery of images for any rework, if required.   
3. Invoices will be generated on Bi-weekly basis and Payment term is Net 30 days max.  
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4. We will perform one sample run at the start of a project to finalize deliverables of each type of 
images and Indexing requirement to avoid undue delay and bring efficiency in execution thereafter. 
5. Quoted price is minimum. Total prices will be dependent upon actual quantities and services 
expected. 
 
B. Preparation  
1. We will perform the standard to medium prep to keep the Documents ready for the scanning  
 
C. Scanning  
1.  We will scan the Documents at 600dpi as B & W as single page or multipage .PDF or .TIFF file. 
   
D. Indexing  
1. We assumed up to 40 keystrokes per Index 
2. We assume a total of 10,000 Indexes from 100 boxes.  
2. Any additional Indexing will be charged at $0.007/Keystroke 
  
E. Quality Assurance  
1. We have assumed automated software-based Digital enhancement techniques commonly used in 
imaging software (DE skewing, cropping image data beyond the document’s content, and rotating 
an image to the proper orientation) will be performed such that the information on the record 
image is not altered by such processes 
  
F. Deliverable  
1. We will submit a single or multipage .TIFF or .PDF file as final deliverables 
2. We will upload files through Secured “Share File” Application for ongoing approval and download  
3. We will submit the final set of images and Index files in one external USB HDD.  
4. We will prepare Laserfiche Briefcase of scanned images that help to upload to Laserfiche 
 
G. Transportation  
1. We will pick up the boxes or get it shipped through FEDEX 
2. We will return the boxes or get it shipped through FEDEX 
 
H. Shredding 
1. We are not expected to provide the services.  
 
J. Special Services 
1. For any additional services if required, please refer to optional Item prices. If any Item is not 
included, then we will charge a mutually agreed cost   
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12. Previous Experience and References 

12.1. Attachment A - References 

12.1.1 Reference #1: Charles County Government, Department of Planning and Growth 
Management 
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12.1.2 Reference #2: Great Lakes Water Authority, Michigan 
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12.1.3 Reference #3: City of Gainesville, FL - Document Conversion Services & Records 
Management Consultation 

We have asked the City of Gainesville, Florida, our client, for the reference form.  
Since we were unable to obtain the reference form from the City of Gainesville, Florida, we have 
included the comments from a few additional clients below.  

Laserfiche Services Customer Feedback and Related Reference Letters 

DHHS – Center for Medicare and Medicaid Services – Laserfiche Rio Consolidation Project 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

SUMMARY 
Excellent 
• Quality of work 
• Delivery 
• Communication 
• Project Management 
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Tyndall Air Force Base – AFCEC – Laserfiche Migration and Upgrade to Version 10.4  

 

  

SUMMARY 
Excellent 
• Overall Satisfaction 

Quality of work 
• Delivery 
• Communication 
• Project Management 
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Universal Load Banks - Laserfiche Rio Enterprise Content Management System 

 

 

 

SUMMARY 
• Very Satisfied 
• No loss of sensitive or 

important data 
• Highly recommend GSG  
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U.S. Department of Commerce, Office of the General Counsel (OGC) - Law Firm Document 
Management System 

 

SUMMARY 
Overall Rating Exceptional  
• Technical, Cost, Schedule, 

Management also Exceptional 
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13. Local Vendor Preference 

GSG is not a Local Vendor for the City, but we perform similar services in Florida. 
 



 

 

 

 


