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November 9, 2016 

City of Ft. Lauderdale 
Attn: AnnDebra Diaz, Sr. Procurement Specialist 
Procurement Services Division (City Hall) 
100 N. Andrews Ave. #619 
Ft. Lauderdale, FL 33301 

Ref: RFP #575-11786 

Dear Ms. Diaz: 

141 Scarlet Blvd, Ste A 
Oldsmar, Florida 34677 

Phone: 813-855-3545 
Fax: 813-855-6575 

www.adsus.net 

Advanced Data Solutions, Inc. (ADS) is pleased to submit this response to your Request for Proposal 
to provide Scanning, Indexing, Imaging and Media Conversion Services to the City of Ft. Lauderdale. 
If selected as your solution provider, ADS stands ready to perform in accordance with the 
requirements of the contract and the terms and conditions set forth in this RFP. 

As an experienced solutions provider of records management systems and services, ADS has 
developed a reputation for reliability in meeting short deadlines and providing top quality services to 
countless government enterprises. 

With a focus on State and Local government, ADS has provided electronic document management 
solutions to countless entities with records management needs and documentation similar (if not 
identical) to yours. This is what we do and who we are. We have worked directly with numerous 
agencies completing huge back-file conversion projects, system implementations, web hosting and on
going records management needs. 

Our main operations facility is located in Oldsmar, Florida (Tampa Bay). We handle the systems and 
outsourcing requirements for over 200 enterprises throughout Florida and Georgia. 

Our primary focus in the service bureau is on the conversion of microfilm , standard paper and large
fo rmat drawings to digital images. We have 18 years of experience integrating and interfacing literally 
mill ions of source image and index files into countless document imaging systems. Because of th is, 
we are uniquely qualified to provide your conversion services. We have the strongest expertise 
within the municipal government of document imaging in the Southeastern US. 

Our commitment to client success remains at the forefront of our strategic purpose. We believe 
that by investing time to understand each client's needs and business objectives we can design 
and deliver "best of breed" solutions. 

We don't offer voicemail , we offer people resources instead. Feel free to contact our office any time, 
day or night, to speak to a person who will be glad to offer personal assistance. 

?r;lU-
Melody S. Engle, CEO 
Advanced Data Solutions, Inc. 
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1 Executive Summary 
Each Offeror must submit an executive summary that identifies 

./ The business entity, its Background, main office(s), and office location that will service 
this contract. 

./ Identify the officers, principals, supervisory staff and key individuals who will be directly 
involved with the work and their office locations . 

./ The executive summary should also summarize the key elements of the proposal. 

Advanced Data Solutions, Inc. is a Florida Corporation formed in 1999. 

Our primary service is the conversion of paper and microform records for city and county government 
offices. We specialize in building and growth management records but have also worked with dozens of 
other departments including Police, City I County Clerk, Human Resources, Finance, Public Works, 
Planning and Zoning, Engineering, Public Defender and many others. Often times, our contracts extend 
to all departments within a city or county office. 

We sell and support Laserfiche Electronic Document Management Software. In addition, we run our 
internal operations using Laserfiche. We routinely export data from our licensed system to Laserfiche 
users throughout the state which require direct system interface. 

We have served Florida government offices for over eighteen years . The primary operations center and 
corporate office for Advanced Data Solutions, Inc. is in Oldsmar, Florida (Tampa Bay). Our other service 
bureau is located in Dallas, Georgia (Metro Atlanta). We have a satellite (technical support) office in 
Miami as well. Our Georgia location has served a similar government client base for over four years. We 
own and operate from our 9,000 SF building in Florida (Tampa Bay) and our 1,500 SF bui lding in 
Georgia (Metro Atlanta) . Our buildings are owned, not rented or leased. As such, we are in full control 
of our security measures and can satisfy client-specific requirements on demand. 

All equipment is owned , not leased. The company maintains a very high credit rating and has strong 
relationships with software and equipment vendors. ADS is in very good standing with Kodak, Fujitsu , 
Centex and Laserfiche with available credit to have immediate shipment of new equipment and software 
with basically no financial limitations. 

Since inception, we have serviced over 200 government clients including, but not limited to 
State Agencies , Local Agencies , Counties and Cities. 

Advanced Data Solutions is the only specialized conversion company on Florida State Contract having 
passed rigorous credit and reference checks on three separate occasions during the last ten years . 

Additional Facts 

~ We scan over 120 tons of paper records to digital format annually. 
~ We support various software systems including Laserfiche, FileNet, Hummingbird, On-Base, 

SharePoint, Kodak Capture Pro, OpenText and many more. 
);;> We believe in personal contact, not voicemail. 
);;> Our technology partners are an extension of our company and reputation. 
);;> We own ALL our equipment and do not subcontract services . 

Operational Stability 

Advanced Data Solutions has demonstrated operational stability by focusing on one service line 
through its entire 18 years of operation. We convert paper, microfilm and microfiche media to digital 
format. We have done this since our business opened during March 1999. In addition , we have 
specialized solely on the conversion of government records , many of which mirror your current 
initiative. 
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Images in Millions 
Over 200 Million Since Inception 
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We have converted over 
200,000,000 images to digital 
format in 18 years/ 

We have grown with the industry and have basically established benchmark standards through our 
direct involvement with the Florida Department of State Division of Archives. Our policies have been 
copied and used repeatedly in public records management initiatives throughout the Southeastern 
United States. 

Conclusion 

Advanced Data Solutions has demonstrated operational s abil ity by focusing on one service and 
software line through its 18 years of operation . We convert paper, microfilm I microfiche media to 
digital format primarily to one specific vertical market: Government. We also implement Laserfiche 
electronic records management systems within this market. 

Our focus has remained unchanged since we began operation in 1999. 

Key Elements of the Proposal 

Throughout our response , we will document our technical experience, industry expertise and 
conversion methodologies that we have developed in 18 years of operation. We will expand on the 
following key elements which support our qualifications to satisfy and surpass your requirements for 
the completion of your project. 

~ Similar Conversion Projects 
~ Client References 
~ Management Team Credentials 
~ Equipment Capabilities 
~ Financial and Operational Stability 
~ Network and Operational Infrastructure 
~ Records Security 
~ ADS WebFlow (our internally developed Project Management Software) 
~ City of Ft Lauderdale Project Plan 

CAM 17-0502 
Exhibit 3 

Page 6 of 100



4 

Your Project Team 

The company's President, Melody S. Engle, has run Advanced Data Solutions since inception in 
1999. She holds all officer positions and is deeply involved in the company's daily project 
management. The company's key employees are tenured and have been with ADS for several 
years. ADS currently has 40 employees in our service bureaus. Our staff members are all hands
on and cross trained in most capacities. Many of our employees have been with us for years and 
have been exposed to all government office document types and metadata requirements. 

Melody Engle High Level Project Management 
Florida Office 
Working President & CEO Project Design and Implementation 
18 Years Experience at ADS Production Schedule and Budget 

Kick Off Meeting 
Policy and Procedure Development 
Ongoing Client Communication 
Adherence to Production Schedules 

Kay McNeil Metadata and Fi le Transmission 
Florida Office 
Project Manager & Team Leader Beta Testing of Metadata and File Transmissions 
13 Years Experience at ADS Proof of Concept & Client Acceptance 

Completeness Checks Source Images & Metadata > 
Review 

Overall Project Management 

Project Design and Implementation 
Staff Training I Train the Trainer 
Kick Off Meeting 
Ongoing Client Communication 
Adherence to Production Schedules 

James Watt High Level Project Management 
Florida Office 
Information Technology Director Network Design and Configuration 
16 Years Experience at ADS Implementation of Security Practices 

Ongoing Support of Security Practices 
Ongoing Client Communication 
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M ELODY S. ENGLE, CPA 

EMAIL 
mengle@adsus.net 

GENERAL 
Place of Birth: Miami, Florida 

COMMUNITY 
tv' etropolitan Ministries 

H:>mebound Meals/ 

H::>ritage United Methodist 
D saster Relief Efforts 

Advanced Data Solutions, Inc. 
March 1999 - present 

She is he original ounder o OS having direc 
involvemen in all sys em i s alla ions & outsourced 
imaging direc ives . She is heavily involved in he 
da abase managernen and workflow o all clien 
engagements . She has been invol ed in documen 
imaging and he evo lu ion o Florida Municipal Elec ronic 
Recordkeeping for fourt een years . 

Able Body Labor - 15 Corporations 
Chief Financial Officer 1996 - 1999 

Managemen supervision o he Finance & In orma ion 
Technol ogy Depart men s. I mpleme 1 a ion o EDMS 
sys em managing O million records annually. 

PricewaterhouseCoopers 
Audit Manager 1990 - 1996 

Managed he audi process or clien s in he inancial 
services and rnanufac uring indus ries . In addi ion, she 
worked in he firm's na ional o' ice, developing advanced 
audi raining ma er ials used in local/na iona l con inu ing 
pro essiona l educa ion programs. She was a earn leader 
or he rain ing & implemen a ion o he paperless audi 

wor flow environmen for he SE Unit ed Sa es . Due o 
he success o he projec • he irrn was able o reduce 

audi paper re en ion by 95%. 

Certi ied Publ ic Accoun an / S rong Focus on Sys ems 
Documen a ion and In ernal Con rols 
Laserfi che Certified Records Managemen - Special ist 

• Certified Kodak Capture Pro Imaging Produc Spec ialis 
• Certi 1ed Documen Imaging Arc hi ecr. - Pending 

Certi ied Records Manager - Pending 
• Training: Fuji su, Kodak, Mekel , Wicks & Wilson, Con ex. 

Alchemy and Liberty EDMS Workflow Products 
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KAY B. McNEIL 

EMAIL 
kmcneil@adsus.net 

GENERAL 
Place of Birth: Willow Springs, MO 

COMMUNITY 
Metropolitan Ministries 

Disaster Relief Efforts 

U.S. Figure Skating / Volunteer 

Advanced Data Solutions, Inc. 
1001 - present 
Kay is responsible or he overall workfiow and 
managemen of opera ions . She manages departmen / 
projec leaders. Her primary responsibility relates to 
client metadata: ensuring detailed accuracy of index & 

image files . Her scope o responsibil i includes ensuring 
adherence o deadlines , developing & en orci ng 
production schedules, & maximizing workf low & 
e iciency. She works direc ly in day- o-day opera ions 
wi h bo h ADS s a, & clien represen a ives o ensure he 
imely produc ion o' work. 

Siemens-Nixdorf Computer Corp. 
Systems Analyst/Project Manager 1986 - 1995 

Kay worked exc lusively in he G overnmen Division o 
Siemens . The clien base included Fire & Sheri 
Departmen s, Proba ion o ,ices, Clerk o Courts, Prope y 
Appraisers and Tax Collec ors hroughou he Uni ed 
S a es. er duties no only included Projec Managemen , 
bu Sys em s Ana lysis and Des ign, Programming, Sales 
Support, RFP responses , and echnical wri ing o 

ardware, So ware, and User Manuals . 
Speci ic Projec s included he des ign & implemen a ion of 
200 lndependen Kiosks or Fee Collec ion o various 
Broward Coun y Clerk of Courts o ices and rel a ed 
services . Subsequen o my depa ure, a similar sys em 
was designed for Miami-Dade County Clerk o' Courts . In 
addi ion, she was involved in he programming o he 
company's firs EDMS sys em. 

• S rong Focus on Sys ems Documen a ion and Projec 
Managemen 

• Laserfiche Certifi ed Records Managemen - Special is 
• Certified Kodak Capture Pro Imaging Produc Specialis 
• Certified Documen lmagingArchi ec - Pending 

Tra ining: Fuji su, Kodak, Mekel, Wicks & Wilson, Con ex. 
Alchemy and Liberty EDMS Workflow Produc s 
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JAMES M. WATT 

PHONE 
813-855-3545 

EMAIL 
jwatt@adsus.net 

ADDRESS 
141 Scarlet Boulevard 
Oldsmar, FL 34677 

GENERAL 
Date of Birth: 1971 
Place o Birth: New York 

COMMUNITY 
Pinellas County Sherriff- Ride 

and Run with he Stars 

Girl Scouts 

Lokey Charities 

Advanced Data Solutions, Inc. 
April 1000 - present 

Jim has designed, implemen ed and supported a wide 
array o bus iness IT solu ions includ ing mobile 1,vorkforce 
automa ion, remo e acces s, network security, email and 
groupware solu ions, ne work wide hrea assessments, 
projec managemen and ma 1y o her business 
echnology solu ion.s or AD S. 

Connelly Insurance Group 
IT Specialist 1998 - present 

Jim is he IT special ist or The Connelly Insurance Ag ency 
(CIG). Wi h CIG, he des igns , implemen sand supports an 
array o' automa ·ion projec s or he agency, which 
includes an agency-1Nide scanning and documen 
managemen sys em, direct o he desktop ne work ax 
sol ion and Ci rix Me a ame rerno e access system and 
o her Agency Au oma ion projec s. 

MOON Communications 
IT Specialist 1996 - 1998 
Be ore joining CIG, Jim Wa designed, implemen ed and 
suppo ed he LAN/ WAN infrastruct ure or MOON 
Communica ions . r supported pa ien medical records 
with security and faul olerance in mind, irn plemen ed 
MOON's main compu er room consis ing o DEC Alpha 

00 servers wi h DEC S orage Works. 

• Cisco Ce i ied Meraki Ne work Adminis ra or 
• CiscoCCNA 
• Microso MCSE 
• Digium dSSe 
• Apple ACTC 
• SonicWal l CSSA 
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2 Experience and Qualifications 

Indicate the firm's number of years of experience in providing the professional services as it 
relates the work contemplated . 

./ Provide details of past projects for agencies of similar size and scope, including 
information on your firm's ability to meet time and budget requirements . 

./ Indicate the firm's initiatives towards its own sustainable business practices that 
demonstrate a commitment to conservation . 

./ Indicate business structure, IE: Corp., Partnership, LLC. Firm should be registered as 
a legal entity in the State of Florida; 

./ Minority or Woman owned Business (if applicable); 

./ Company address, phone number, fax number, E-Mail address, web site, contact 
person(s), etc . 

./ Relative size of the firm, including management, technical and support staff; licenses 
and any other pertinent information shall be submitted . 

./ Similar Past Projects 

City of Tampa 

ADS initially converted records for the Growth Management area for the City of Tampa from 2003 to 

2010. Through the years, the project expanded to include the conversion of over 8 million Paper, 
Microfilm and Microfiche Records. We also hosted over 2 Terabytes of data within our web platform 
which was accessible via the Restricted Access portal on our website. 

We converted millions of small and large format building permit files. As part of our services, we 
separated all records classified as non-public for inclusion within a Homeland Security repository. 
These records consisted of airport, mall, hospital, school and government building diagrams. We 
have converted millions of microfilm records as well consisting of similar type documentation. 

Hillsborough County Public Defenders Office 

During 2015, ADS converted a million pages of case files for the Information Technology Department 
at Hillsborough County Public Defender's office. The conversion took place within 60 days according 
to their short timeline requirement. As part the conversion , we created a custom import script which 
facilitated a simple upload of both metadata and source image files into their Optix system. 

As part of the conversion, we segregated the project in a secured area with dedicated project team 
members who had passed certain security designations. All related data was securely transferred to 
the client and removed from all ADS storage devices and systems. 

City of Homestead 

During 2014, we were awarded the contract to perform the back-file conversion for the City of 
Homestead. The project was unique. It required the cleansing , handling and conversion of over a 
million small format records and 72 thousand wide format prints which had been maintained in the 
basement of Old City Hall. The records were from all departments within the city and required a 
significant amount of sorting and classification. The files and metadata were then imported into the 
City's Laserfiche EDMS system. The project was completed during their fiscal year 2015. 

We have recently been awarded the contract to complete the project which consisted of approximately 
600 boxes or 1.4 million records . 

City of Atlanta I Hartsfield International Airport 

During 2016, we performed a special project which involved the conversion of security badges, social 
secu ri ty number redaction and extensive metadata. We completed the project within a few months. It 
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consisted of million pages with nearly that much in keystroke metadata consisting of 19 separate 
fields . 

All of the above projects were managed using our Project Management Software: ADS WebFlow. 
They were all completed on time and within our budget projections . 

./ Sustainable Business Practices 

Sustainable Business Practices 

The company's founder and President, Melody Engle, was a practicing CPA for many years prior to 
forming Advanced Data Solutions. She draws upon 20 years of public and private accounting 
experience to manage the financial affairs of ADS. As such, the company is financially strong and 
unencumbered . All vehicles and equipment are fully owned. Our facilities are either owned outright 
or have mortgages which require less than 5% of monthly cash outflow. 

We focus on effective project management. By creating our own project management software (ADS 
WebFlow) and managing our labor costs, we operate in a streaml ined environment that considers 
revenue , margins and overhead rates in day-to-day operations. 

Our primary expense is labor. Through WebFlow, we closely match our bill ings to our labor costs . 
WebFlow is described in more detail throughout of proposal response . We utilize its capabilities for 
budgeting efforts which include labor time and project billings. 

Financial Stability 

As a private company, we do not publish internal financial statements, contract documents or client 
lists. We maintain liquidity ratios that more than double those of other companies in our 
industry. We have reported solid revenue numbers in a failing economy and have increased our 
headcount steadily since inception. 

We operate on a basis of managed growth and conservative fiscal policies. 

We have access to extensive lines of credit , of which , we have never used. We have credit terms 
with all our equipment and software vendors and maintain high credit ratings despite the less than 
favorable economic period. We have had total uncollectible accounts of less than $2,000 in over 18 
years of business. We choose to purchase equipment rather than incur loans or leases. Through 
effective cash management and budgeting , we are able to acquire new conversion equipment, 
vehicles and software staying current with our industry and developing technology. 

Many of our financial assertions are inherently verified through the mere existence of our State 
Contract. The Department of Management Services does a thorough review of all bidding vendors 
during the RFP review process which includes verification of credit ratings and other financial 
measurements. 

Our fiscal policies have remained unchanged since inception . 

./ Business Structure I WMBE I Company Information I 
Demographics 
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Advanced Data Solutions, Inc. is a Florida Corporation which was formed in 1999 (18 years). We 
currently have 40 employees and operate primarily from these two locations. Key resumes and 
the Project Team Overview has been included in the previous section. 

We possess a current Florida Department of Management Services State Services Contract #973-
561-010-1 . We are an active legal entity with the Florida Division of Corporations. We are certified 
as 100% Woman Owned I WMBE with the Florida Department of Management Services, Office of 
Supplier Diversity. We also possess active business licenses at our office locations. 

Advanced Data Solutions, Inc. 
Corporate Headquarters 
141 Scarlet Boulevard , Suite A 
Oldsmar, Florida 34677 
813 .855 .3545 phone 
Primary Contact: Melody S. Engle 
Website : www.adsus.net 
Email Address: menaleln)adsus.net 

Advanced Data Solutions, Inc. 
Georgia Office 
445 South Main Street, Bldg A 
Dallas, Georgia 30132 
678.363.1723 phone 
Primary Contact: Melody S. Engle 
Contact Email Address: mengle@adsus.net 
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2a Section 2.16 - Minimum Qualifications 
Proposers shall be in the business of scanning , indexing, imaging and media conversion services and 
must possess sufficient financial support, equipment and organization to ensure that it can satisfactorily 
perform the services if awarded a Contract. Proposers must demonstrate that they, or the principals 
assigned to the project, have successfully provided services with similar magnitude to those specified in 
the scope of services to at least one entity similar in size and complexity to the City of Fort Lauderdale or 
can demonstrate they have the experience with large scale private sector clients and the managerial and 
financial ability to successfully perform the work. Proposers shall satisfy each of the following 
requirements cited below. Failure to do so may result in the proposal beinQ deemed non-responsive. 
2.16.1 Proposer or principals shall have experience in scanning, indexing, imaging and media conversion 
services. Project Manager assigned to the work must have experience in above mentioned services and 
have served as project manager on similar projects. 

,/' Satisfied. See responses to Questionnaire, Project Plan, Resumes and other supporting 
documentation provided within our response. 

2.16.2 Before awarding a contract, the City reserves the right to require that a Proposer submit such 
evidence of qualifications as the City may deem necessary. Further, the City may consider any evidence 
of the financial, technical , and other qualifications and abilities of a fi rm or principals, including previous 
experiences of same with the City and performance evaluation for services , in making the award in the 
best interest of the City. 

,/' Satisfied. We understand. We will provide any additional evidence of qualifications 
required. 

2.16.3 Firm or principals shall have no record of judgments, pending lawsuits against the City or criminal 
activities involving moral turpitude and not have any conflicts of interest that have not been waived by the 
City Commission. 

,/' Satisfied. We fully comply with this requirement. 
2.16.4 Neither firm nor any principal , officer, or stockholder shall be in arrears or in default of any debt or 
contract involving the City, (as a party to a contract, or otherwise); nor have failed to perform faithfully on 
any previous contract with the City. 

,/' Satisfied. We fully comply with this requirement. 
2.16.5 Firm and those performing the work must be appropriately licensed and registered in the State of 
Florida. 

,/' Satisfied. We fully comply with this requirement. We possess a current Florida Department 
of Management Services State Contract #973-561-010-1. We are an active legal entity with 
the Florida Division of Corporations. We are certified as 100% Woman Owned I WMBE with 
the Florida Department of Management Services, Office of Supplier Diversity. We also 
possess active business licenses at all of our office locations. 

2.16.6 This RFP is for City-wide scanning services, and will include City Departments that possess data 
ranging from restricted , private & public. Since the handling of this data in certain instances could 
contain Health Insurance Portability and Accountability Act (HIPAA), Payment Card Industry (PCI) and 
Classified Law Enforcement data, certain background clearances will be necessary for these data 
classes, and handled by those who are familiar with safeguarding the collection, storage and destruction 
of the data . The contractor or subcontractor and facility that will be handling data classified as restricted 
& private data classes when applicable will require the following additional requirements: 
• PCI Data- Background Checks and an understanding of Payment Card Industry Data Security 
Standards (PCI-DSS) 
• Restricted Police Data- Security levels to provide National Institute of Standards and Technology 
(NIST) and Department of Justice (DOJ) classified conversion. Scanning is preferable onsite , if offsite 
must meet Criminal Justice Information Services (CJIS) compliance standards of physical security and 
appropriate staff clearances for the handing, processing , and destruction of data. Prospective vendors 
must be able to furnish documentation that staff has appropriate background clearances and 
appropriate physical and logical security to handle classified data classes. This documentation shall be 
included in the proposal submittal. 

./ Satisfied. We fully comply with this requirement. We have included Certificates of 
Compliance I Complet ion and Reports related to Security, HIPAA, SOC 3 and PCI standards. 
We pledge to provide any other specific clearances deemed necessary by the City of Ft. 
Lauderdale. We intend to perform the scanning services of Restricted Police Data on-site, as 
preferred above. 
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2b Section VII - Questionnaire 

SECTION VII - Questionnaire 

1. Please indicate percentage of total revenues from document management related activities. 
20% - Microfilm I Microfiche Conversion Services 
70% - Small and Large Format Paper Conversion Services 
10% - Laserfiche Software and Support Services 

100% - Document Manaqement Services 

2. How many years have you been in the business? 
ADS began operations in March 1999. We are in our 18th year of business servicing 
primarily Florida and Georgia municipal government offices, special izing in Building & Growth 
Management departments as well as other City and County departments (City Clerk, County 
Clerk, Police, Human Resources, Finance, Public Works and many others). 

3. Where are your main , branch offices and/or service centers located? 
Our main service bureau and corporate headquarters is in Oldsmar, Florida (Tampa Bay). 
We are owner occupied in our 9,000 SF building that runs three shifts daily. 

We service metro Atlanta from another full operational facility in Dallas, Georgia. We are 
owner occupied in our 1,500 SF build ing at that location . 

We have a satellite office near Doral, Florida as well. 
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4. Please provide a list of security measures your company follows to safeguard the 
information contained within your customer's documents; i.e., does your company use 
security badges for its employees, are background checks performed on your employees and 
are your employees bonded? How often are your servers/workstations backed up? Please 
elaborate. 

Advanced Data Solutions (ADS) utilizes a full-service background investigation company that 
specializes in obtaining pertinent information through criminal background checks. This is 
done on a statewide and national level. This includes criminal activities, past employment, 
OMV history, credit reports , drug screening and many other aspects on potential employment 
candidates. We will apply requirements and background check standards specific to 
the City of Ft. Lauderdale. We do not utilize sub contractors for our services. It is the 
policy of ADS, to perform pre-employment background checks. The purpose of performing 
these checks is to determine and or confirm, within appropriate legal and professional limits, 
the qualifications and suitability of a job candidate for the particular position for which the 
candidate is being considered. Our policy helps ensure the safety of the public as well as a 
safe working environment at our company. It also helps ensure that employment related 
decisions utilizing pre-employment background check are made in accordance with 
applicable law. The components of each candidate's background check will depend on the 
job. Depending on the particular position , ADS currently performs identity and address 
related searches, various types of criminal (including sexual offender) background checks, 
employment credit checks, and driving record , education, prior employment and professional 
license verifications. The results of a pre-employment background check are confidential and 
are to be shared with high level management at ADS, on a strict "need to know" basis. 
Procedures: 1. Pre-employment background checks are required for all candidates. 2. All 
candidates are required to sign appropriate authorizations and consents prior to the 
performing of any pre-employment background checks. 3. Candidates that provide false or 
misleading information in their application and/or authorization may be eliminated from any 
further consideration . Candidates are expected to provide accurate and complete information 
and not to omit material information needed to make a decision. 4. Pre-employment 
background checks are completed before a candidate is offered a position . All job offers are 
conditioned upon satisfactory completion of the pre-employment background checks. 5. Prior 
to taking any adverse action , appropriate pre-adverse and adverse action notices will be 
discussed to the candidate pursuant to federal and any state laws together with a copy of the 
report. 6. All candidates are individually reviewed and decisions made with respect to 
employment based upon the totality of the candidate's qualifications and the results of the 
pre-employment background checks . 7. In general, the relevance of a particular pre
employment background check to a candidate's eligibility for employment is based upon the 
following factors: • the nature of the job for which the applicant is being considered • the 
nature of any adverse or negative information; in the case of a criminal matter, the facts 
surrounding the matter are particularly relevant • the age of any adverse or negative 
information; the age of the applicant at the time of the adverse incident in relation to the 
present may also be relevant. 
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Certain Security Measures 

) FDLE background checks are performed on key employees and project team 
employees who handle sensitive I classified I private data 

) Our driver and warehouse manager is identified through company uniform and has 
also passed a rigorous FDLE background check. 

) All employees are subject to drug testing and random drug testing is performed 
monthly. 

) All employees are validated through EVerify (homeland security) prior to employment 
) All employees read and understand our HIPAA security policies. These policies are 

constantly reviewed by all employees and reinforced by project managers. 
) Managers pass security I HIPAA examinations from the State of Florida 

) We maintain 24 hour surveillance video cameras in all crucial areas of the company. 
Our cameras at no time directly face monitors or client data. 

) Personal cell phones are prohibited in operational areas of the company. 
) Solicitors and 3rd party vendors are not permitted past our lobby. 
) All conversion records are processed on specific servers which are backed up nightly 
) Every major operations room in our facility is locked with combinations which change 

on a periodic basis 
) ADS is independently certified as PCI DSS Merchant Compliant effective 11 /05/2016 
) We utilize Microsoft Office 365 and adhere to all compliance guidelines inherent to 

that environment (see Question 5). 

Network Security - Managed Data 

Network and Active Data Storage is backed up hourly using ou r Datto appliance which is 
stored in our air conditioned, combination-locked server room . Inactive data is stored on 
DVD media discs (also in our server room), external hard drives and at client locations 
thus creating duplicate and off-site redundancy at a minimum. We have a fireproof safe 
which is used for the containment of certain and specified data discs and media . 

Workstations do not contain client data. We maintain system recovery discs for all 
individual workstations. 

The owner of the company, Melody Engle, has a concealed weapons license, and as 
such , has passed that level of FBI clearance . Ms. Engle is a project manager who will 
be involved in the day-to-day performance of your project. 

We have attached the following: 

./ PCI DSS Merchant Compliance Certification 

./ FDLE Background Checks for Key Management I we maintain background 
checks for other employees internally 

./ Certificates of Completion - Dept of Children and Families - HIPAA 

./ Certificates of Completion - Dept of Children and Families - Security Awareness 

./ SOC 3 Report - ADS Records Management System 

Information Technology is further described in Question 5. 
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5. Please describe in detail the security devices and technologies currently deployed in your 
computer network and how are your servers/workstations protected from intrusion originating from 
either inside or outside? 
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The current network topology consists of SOMB fiber coming from Frontier FIOS (Fiber Optical 
Service). This gets routed through our Cisco Meraki MX65W firewall, which also acts as our core 
router. 

The Cisco Meraki MX65W provides IDS/IPS (Intrusion Detection/Prevention System) as well as 
malware protection for the network. By using Cisco's cutting edge Sourcefire detection engine, the 
firewall provides real time threat analysis and gives regular reports on its findings to our IT 
department allowing them to adjust our network security accordingly. 
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Port forwarding is setup on the firewall , allowing only specific protocols to be utilized. SFTP 
(Secure File Transfer Protocol) is configured for secure file transfers to and from our core file 
server, allowing only authorized users temporary access. DHCP reservations are setup for all 
servers and networking devices to bolster our network security. 

Servers 

Our server room is an air conditioned, combination locked room that is located in the Administrative 
offices of ADS. Only high level management have authority and access to this room. If any 
changes or issues occur with our servers, IT receives automatic alerts from our Remote Monitoring 
and Management system (RMM). In addition to remote monitoring, we perform monthly inspections 
of the network systems, applications and infrastructure to ensure all processes are functioning as 
designed. Our RMM system also includes Bitdefender, an anti-virus and anti-malware program that 
runs real time threat detection and automatically quarantines any potentially malicious content. 

Our core domain controller and file server is a Dell PET430 running Windows Server 2012 
Standard (latest available). All source images, files, and metadata are housed in the central file 
server until processing occurs. Once all data has been processed, it is sent to the customer per 
their request. Data currently on the server is backed up by our backup appliance. This server also 
runs our SFTP application allowing for secure file transfers as requested by our customers . 

The secondary domain controller is a Dell PET410 running Windows Server 2008r2 Standard. This 
server runs as a backup for our core file server, as well as a redundant file server if required. In 
add ition to the secondary duties, this server also monitors the backups for the primary file server. 
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Email System 
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Our email is currently deployed through Microsoft Office 365, providing the most up to date 
compliance, including PCI-DSS level one and HIPAA-Business Associate Agreement. By hosting in 
Microsoft's datacenter, this allows for redundancy for all network operations. Microsoft applies real 
time malware and spam filtering that helps protect inbound and outbound email from malicious 
software and spam. Audit logs for the entire mail directory are taken and recorded in Microsoft's 
Exchange Administration Console (EAC) for review if necessary. 

In addition to Microsoft's spam filtering , we deploy Proofpoint Email Protection. This provides 
enhanced security against malware, and also provides URL defense and spoof protection by 
checking sender-recipient relationship , email headers and domain reputation checks. Proofpoint 
also employs its own brand of Enterprise Continuity, allowing standalone access in the event of an 
emergency. This is an automatic service that gets deployed immediately when an outage has 
occurred. 
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Backups and Redundancy 
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Our backup appliance runs encrypted virtual images of the server hourly. These backups are 
stored locally on our Datto device, which provides file level restores as well as a host for the server 
images locally. Hourly file level restores in addition to real time threat detection which allows for 
minimum exposure to new viruses, including the new forms of ransomware. These encrypted 
backups are sent offsite to Datto's secure datacenters which meet SSAE-16 standards. 

All backups are secured with AES-256 encryption with the passkey kept only by onsite 
administration. This level of redundancy, in addition to current standards of anti-virus and anti
malware protection help prevent data loss from any type of encryption viruses. 

In the case of a server failure , we have the ability to host the most up to date virtual image on our 
backup appliance. In addition to providing another level of redundancy, this eliminates downtime 
while our IT department resolves the issue, allowing us to stay on schedule . In the event the 
build ing was compromised , we have the ability to host the server in the cloud , allowing for access 
to data from one of our other sites if necessary. 

Wireless 

Wireless access is distributed from the Meraki MX65W using Cisco's WIPS (Wireless Intrusion 
Protection System) Air Marshal. This allows for real time protection against rogue access points , 
malicious clients sending packet floods and man in the middle attacks. 

In compliance with Payment Card Information Data Security Standards (PCI DSS) , the device is 
locked in the server room with limited access by administration and IT. It records wireless archives 
from WIPS for up to one year. We perform quarterly wireless scans and have monitoring setup for 
all alerts that get sent to administration and IT. 
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We currently deploy a hidden SSID with a complex password. Only administration staff has access 
to the wireless network. Wireless access is never used to access or manipulate data on the 
network. 

Workstations 

All workstations on the domain are running Windows 7 Professional or Windows 10 Professional 
operating systems. Each user has their own Active Directory account, with access to only the 
application and record batch of which they have been assigned and approved . Workstations 
dealing with sensitive data have encrypted hard drives following HIPAA guidelines and are properly 
disposed of after phase out of the workstation life cycle . 

Current domain policies dictate all user accounts have a unique password with at least eight 
characters , including a capital letter and a number. Passwords for all users are required to be 
changed every 30 days. Workstations are set to automatically lock after eight minutes of idle time 
preventing any unauthorized access. 

Client machines are all individually setup with antimalware and antiv irus protection using 
Bitdefender. Bitdefender is an industry leading real-time anti-virus and anti-malware product that 
prevents viruses from being run on the local work station as well as proactively scanning emails to 
ensure no threats exist in any attachments , including OST and PST fi les. This is provided and 
actively monitored by our IT department. If a virus or malware is detected, Bitdefender 
automatically quarantines the item and sends a notification based on severity of the flagged item. 
This is then processed by IT to ensure proper procedures on virus and malware removal. 

In addition to software, all client machines are monitored by our IT department. Automated alerts 
are sent to IT when any hardware failure has occurred. See below for standard workstation 
hardware and scanning specifications. 

Common Workstation Configuration (20 total client workstations) 

Intel Core i5 
4GB DDR3 RAM 
250GB+ HOD 
External Hard Drives for backups 
UPS Battery Backups 
Windows 7 /10 Professional 
Kodak Production Scanners 
Kodak Capture Pro Software to Capture, QC, and Index 

Kodak Production Scanners (Scan Stations) 
Daily Volume: up to 30,000 pages per day 
Throughput: 100 pages per minute 
File Formats: TIFF/Multi-page TIFF, PDF, RTF, TXT, Searchable PDF, PDF-A 
Features: Streak filtering , controlled stacking , Perfect Page technology, iThresholding , 
automatic color detection, autocrop, image edge fill (black or white) , aggressive crop , 
deskew, content-based blank page detection & deletion, multi-color dropout, hole fill , 
automatic orientation 
Output Resolutions : 100 I 150 I 200 I 240 I 300 I 400 I 600 dpi 
Compressions: CCITI Group IV ; JPEG or uncompressed output 
Multi-Feed Detection : Intell igent ultrasonic technology; three sensors that work together or 
independently 
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6. Please provide your company's procedures for tracking inventory (your customer's 
documents) once they are picked up from your customers. Please elaborate 

ADS WebFlow and Inventory Tracking 
We manage all of our services using ADS WebFlow. 

ADS WebFlow is a comprehensive Project Management software that we developed 
and own exclusively. NO OTHER SERVICE BUREAU has such a program. It tracks 

all records from pick-up to re-delivery. It provides management reports and 
communication options that facilitate effective and immediate project management. 

It manages every record, every employee, every function, groups, project teams 
and payroll. We will provide screenshots of our program throughout our response. 

Within WebFlow, we enter each batch of records upon receipt at our facility. For example, 
City of Orlando - Batch 65 is entered as follows: 

Orlando Batch 65 10-25-16 100 Boxes 

Within WebFlow, we create detailed instructions for each function. 

);., Document Preparation 
);., Small Format Document Scanning 
};,> Large Format Print Scanning 
);., Indexing and Metadata 
) Quality Control 
);., Metadata I File Output Requirements 

We use our program to communicate any unusual items or irregularities. We create 
groups for each project team that details instructions which are available immediately to 
the entire team. Our Project Manager monitors all issues and modifies processes as 
necessary. Any matters requiring client input are communicated quickly so that 
production is not affected. WebFlow is the source of our payroll. Staff routinely log in 
and out of projects generally according to client, batch, box and function. We use this 
program to provide "real-time" management reports that tell us the status of each project 
by function. WebFlow tracks each box of records at various levels from arrival to our 
warehouse through its conversion, review and ultimate data transmission. It provides a 
multitude of information 

);., By Box 
) By Function 
);., By Employee 
);., Percentage of Completion by Box and by Function 
) Times per Box by Employee and Function 
);., Average Times per Box by Function 

Various control mechan isms are in place within all phases of production which quickly 
facilitate the identification and remedy to any production issues. This includes record 
discrepancies, legibility issues, non-standard document and index matters, timeline issues, 
equipment requirements , staffing requirements and training requirements . 

If there is a records request, we can immediately identify where the record is within our 
program. This makes records requests a quick process. 
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Records Requests 
Records requests are usually initiated using our request@adsus.net email address that 
gets routed to six different employees. One person is typically tasked with records 
req uests with a back-up person established as necessary. You may require physical re
delivery of certain files. We will adhere to this requirement. Regardless, if a record is 
needed immediately, digital records requests are typically satisfied within an hour. 

WebFlow facilitates the quick identification of records by their stage of production. If a box 
is already scanned, our clients can expect a link to the requested record with in minutes. If 
the file has not yet been scanned, the box is retrieved and the correct file is converted and 
electronically sent within an hour. 

ADS Pick-Up Procedures 

Our driver and warehouse manager is introduced at project inception as a member of the 
project team and identified by an ADS uniform. 

) Coordinated Batch Pick-Up between ADS Driver and Client Project Manager 
) Driver Picks Up Boxes I Reconciles to Pick-Up log 
) Log signed by ADS Drive and Client Project Manager 

} Boxes transported directly to ADS facility 
) Boxes unpacked and confirmed again at ADS facility 

) Batch entered into WebFlow for tracking purposes designating physical receipt of 
boxes at our facility. 

This screen shot depicts the initial receipt of Batch 65 , picked up on 10/27/2016 consisting 
of 100 boxes. No work has begin yet on this project. All boxes are tracked through all 
levels of production. 
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This screenshot depicts that boxes 1001 th ru 1010 have been prepared. Through other 
reports, we can review box preparation times, budget times, average times and projected 
completion dates. All boxes are tracked through all levels of production. 

This screenshot depicts boxes 1001 thru 1010 have been partially prepared and scanned. 
All boxes are tracked through all levels of production 

-. -

This screenshot depicts boxes 1001 thru 1010 have been partially prepared , scanned and 
reviewed. All boxes are tracked through all levels of production . WebFlow allows us to drill 
down to every box and every employee to see start and stop times and review any 
discrepancies or issues encountered . 
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Through WebFlow reporting , we can quickly determine if a project is on schedule for 
completion . It quantifies production in terms of average times by function and by employee 
so that we can see if our budget hours were accurately estimated at project inception . 

• . -
• . 

... ~ 

We will provide more screens hots of WebFlow within other sections of our response. 
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7. Please provide a list of equipment your company uses for Scanning and Media Conversion from 
Microfilm to Scanned Images. Include the make and model number of the equipment, how many of 
each and also the current version of scannin software bein utilized. 

Small Format Document Scanners (Black and White, Color and Grayscale) 
Large Format Print Scanners (Black and White, Color and Grayscale) 
Microform Digital Conversion (Black and White and Grayscale) 

The list below details our inventory of conversion equipment. We constantly purchase new equipment and 
software as technology often changes. 

Qty Description 
4 Contex Crystal 40 Plus I HD 4250 Large Format Scanners - Black & White (B&W), Grayscale & 

Color Scanning Capabilities I ScanOS Software 
1 Contex HD 5450 Large Format Scanner - Black & White (B&W), Grayscale & Color Scanning 

Capabilities I ScanOS Software 
1 KIP 40 Plus Large Format Scanner - B&W, Grayscale & Color Scanning Capabilities -

ScanClient Software - Version 2.0.0.16 
1 Kodak i660 - 120 Page Per Minute (PPM) Scanner I 240 Page Per Minute (PPM) Duplex 

Capability I B&W & Grayscale Scanning Capabilities I Scans Up to Ledger (11 " x 17") Size -
Kodak CapturePro Software 

6 Kodak i4200 - 120 Page Per Minute (PPM) Scanner I 240 Page Per Minute (PPM) Duplex 
Capability I B&W & Grayscale Scanning Capabilities I Scans Up to Ledger (11" x 17") Size -
Kodak CapturePro Software 

3 Kodak i1440 - 100 PPM Scanner I 200 PPM Duplex Capability I B&W & Grayscale Scanning 
Capabilities I Scans Up to Ledger (11" x 17") Size - Kodak CapturePro Software 

1 Fujitsu fi6800 - 130 PPM Scanner I 260 PPM Duplex Capability I B&W & Grayscale Scanning 
Capabilities I Scans Up to Ledger (11 " x 17") Size 

1 Fujitsu fi6670 - 70 PPM Scanner I 260 PPM Duplex Capabil ity I B&W & Grayscale Scanning 
Capabilities I Scans Up to Ledger (11 " x 17") Size 

1 Fujitsu Fl5900C - 120 PPM Scanner I B&W, Grayscale and Color Capabilities I Scans Up to 
Leger ( 11" x 17") Size 

6 Fujitsu Fl-5650C I 5750 - 57 PPM Scanner I 114 PPM Duplex Capability I B&W, Color & 
Grayscale Scanning Capabilities I Scans Up to Ledger (11 " x 17") Size 

1 Fujitsu Fl-4860C - 60 PPM Scanner I 120 PPM Duplex I B&W, Color & Grayscale Scanning I 
Scans Up to Ledger (11 "x17") Size 

5 M4097D - IPC (Image Enhancement Controls) - 50 PPM Scanner I 100 PPM Duplex Capability 
I B&W & Grayscale Scanning Capabilities I Scans Up to Ledger ( 11 " x 17") Size 

6 M4120C - 25 PPM Scanner I 50 PPM Duplex Capability I B&W, Color/Grayscale Scanning 
Capabilities/ Scans Up to Legal (8.5" x 14") Size 

1 Mekel Mach V Microfilm Scanner - Quantum Scan Software I B&W and Grayscale Capabilities 
I Scans 35mm - 16mm roll film I Group IV tiff images and/or Jpeg files are created automatically 
during conversion. Other file options available. 100% Image Capture 

1 Wicks & Wilson - 4100 Microfilm Scanner I B&W and Grayscale Capabilities I Scans 35mm 
and 16mm roll film I Group IV tiff images are created automatically du ring conversion . Other file 
options can be chosen prior to media conversion . 

1 Mekel Mach VII Microfiche Scanners - I B&W and Grayscale Capabilities I Scans 35mm, 
16mm, Comm Fiche, Jacketed and unjacketed I Group IV tiff images and/or Jpeg files are 
created automatically during conversion . Other file options available. 100% Image Capture 

Document Scanning Software: Kodak Capture Pro, Version 5.1 .3 
Wide Format Scanning Software: Nextlmage Scan & Archive, Version 7.3 
Microfilm Conversion Software: Quantum Scan 1.02.22 I Quantum Process 1.04.77 
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7. Continued. Also, explain your process of creating tagged TIFF images, performing indexing and 
uali control rocess. 

This is a two part question as the conversion of microfilm vs. paper are two different functions. We will 
address paper conversion here and microfilm in the next question #8. 

We utilize Kodak and Fujitsu scanners for our document conversion. In addition, we utilize Kodak Capture Pro 
scanning software which is a subset of Kofax VRS (Best Practice within our industry). File format is 
determined at output with in our Kodak software. The below chart depicts the various options for this function. 
Obviously, we can choose from many options including single, multi-page, Group IV TIFF, PDF, Black & 
White , Color, Grayscale and many other features. 
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This dialog box screenshot is a help screen that supports the file output options depicted previously. 

TIFF Setup dialog box 

Use tris box to process your ou tput ,n TIFF format 

Group by · chck the radio bi..tlon Jor Single-page or Multi-page group 

For each· It you select Multi-page group, seiec one of nese opt,ons rrom U1e orop-<Jown list Page. Document . 
or Batch . 

If your output includes black and w ite images. the Black & White compression option becomes active Select 
Group-4 or (none) horn t e drop-down list. 

If your output includes color or grayscale unages the Color/Grayscale compress ion and Color quali ty options 
become av-dllable . 

• Color/Grayscale compression · se lect JPEG , JPEG (TIFF 6), or (none). 

• Color quality • select one of 1tle Foflowing se 1ings ·rom tlle drop-down list. Same as scanned, Dra ft, 
Good, Better, Best, or Superior. 

Apply digi tal signature' - chck th,s chcckbox to venfy that an image output by Capture Pro So ware has 
refTlllired una l ered from e source document image captured The free Image Vernier software may be used 10 
venfy a a dlg1lally s,gf'ed image has not been aliered al any ume To read about the benefits of image 
venficat,on and to download the Image Verifier software go to· www kodakalaris .com/golCSlmageVe11fy 

OK - closes the dialog oox and return to the Jvti Sell,p rf•akn l1ox 

• This option ,s no1 available w1lli Cap1u,o Desktop Sollware 

To return to ,ne Ou1pu1 tab chc here 

To return to ne Job Setup d,atog box cl :k tier" 

Capture Pro allows us to define index field I metadata requirements which includes the set-up of dual entry. 
Our technicians are trained and certified in the set-up and maintenance of this software. Basically, the 
metadata input can be ta ilored to meet any requ irements and greatly assist in the prevention of input errors. 
The software even allows us to create a 1st file for direct input and interface into Laserfiche. 

Occumtnt · Edit lnde,. i" 1tld 

L~I 

• L 

trw fonn.t I '<0> 

()Jtpu I forma ; 

Sub<Ot>.Jte Choi tors: 

1.1$1. 

Cl( Cancel 

Dual Entry is further illustrated towards the end of this section . 
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The following graphics demonstrate the image enhancements available using Kodak Capture Pro software. 
Although we have other scanning options, we typically use Kodak scanners and software because of the 
image quality which we feel is superior to other leading scanners and software. 

We've concluded this through side-by-side comparisons of difficult images such as documents with 
watermarks, raised seals , thermo fax pages, carbon copies, dot matrix generated documents, faded records 
and many others. 

Image quality is critical when converting police records especially. Often photographs are dark and 
unrecognizable when using just a standard color or grayscale setting. 
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iThresholding and Adoptive Threshold Processing (ATP) 
Results in enhanced image quality nd readability 

Kodak's Perfect Page technology and optics provide the best image quality available. 
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Wide Format Print Scanning 

We utilize only the highest quality equipment and software . Our scan operators are tenured and have been 
with our companies for many years. All prints will be scanned on both sides if there is writing or information 
on both sides. A visual verification is made to ensure all raised seals are embossed and that plans stamped 
"VOID" on back-sides are stamped on the front side as well. 

We scan at 300 DPI in accordance with Florida , Washington and national standards. 

Not all print quality is the same. Scanner experience and equipment I software quality is important. Software 
and optics should enable brightness, contrast and adaptive threshold settings to achieve the highest quality 
image. Our wide format scanners facilitate oversized plans, well exceeding the common Size E drawing. Our 
wide format scanners also have color and grayscale settings which are necessary in certain circumstances. It 
should be noted that all wide format scanners are calibrated prior to each use thus stitching errors , if any, are 
identified . 

We use 27" monitors for all our wide format scan stations so that operators can clearly identify fine lines, 
faded areas, aerial sections, raised seals, void stamps and signatures and frame orientation . 

As you can see below, each scan operator has messages sent by a project manager or teammate utilizing 
ADS WebFlow. Our program prohibits job commencement unti l all related messages have been read. They 
are only eligible for deletion after they have been read . In addition, our program is the source for our ADP 
payroll. Thus, credit for work can only be obtained when notes are read and projects are logged for 
performance. 
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Pink scan labels will be adhered to boxes after scan and "real-time" review has been achieved. This serves 
to complement our WebFlow system with a visual indication of box status. These labels are signed , dated 
and indicate the scan station where work was performed as well. 
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Real-Time Review 

As an industry leader, we understand the best time to review image quality is during and immediately 
following scan. As such, our reviewer looks at all images with the scan operator after the completion of each 
box. At that time, rescans , if any, are performed. 

We perform a complete review of client data. This includes the physical removal of EACH file from every box 
and making real comparisons to the images and data on the screen. Thumbnail and individual images are 
reviewed in the case of small format documents. Review is performed by the highest levels of management. 
We feel the qualifications of our review staff are the highest in the industry and are clearly over-qualified for 
this function. This is critical. Years of records management and data management experience exemplify our 
dedication to quality control. 

Not only is image quality and accuracy performed during the review stage, index field verification is as well. 
Individual and batch index screens are reviewed and compared to client logs (if any) . Human review cannot 
be replaced with computer generated index review. This supplements review already performed during the 
index phase previously described. Document familiarity and records management experience support this 
function. We set the benchmark while competitors replicate and duplicate our processes (many of our 
competitors actually outsource to us). 

Dual Data Entry 

To ensure complete metadata accuracy, software is set up for dual data entry. Double Entry is used to scan 
documents like any other job. 

Available jobs: 

0 Barcode Separation 

O CH Photo Archive · Sharepc 

0CardScan 

O otatons 

0 ouble Data Entry 

0 Express Ship Inc 

A 

Batches of the selected job: 

Job Name Batch Name 

ABC Medical batch028 
SAC DJS vOl Batch723 
Double Data Entry BatchOOl 
Double Data Entry Batch002 
Double Data Entry Batch006 
Express Ship Inc Batch195 
Medical • HICF batch030 
Medical - HJCF batch031 

Time Created Batch Status Server 

20 11-12· 1717:52:53 Index I Local 
2011 -03-3 1 13:58: 13 Available Local 
2011 -08-12 07:19:44 Processed Local 
2011 -08-1 2 07: 41:47 Processed Local 
2011-08· 12 10:42:05 Index! Local 
2010-1 1-22 09:04:03 Available Local 
2009-03-31 13:01 :38 Available Local 
2009-03-31 13:03: 42 Available Local 

Basically, when document scanning is complete and the batch is ready for indexing the operator selects 
lndex>lndex1 . This changes the Batch Status from Available to lndex1 , meaning the batch is ready for the 
entry of the first set of index values . When the first index has entered the index values for all documents they 
will select lndex>lndex2. This changes the Batch Status from lndex1 to lndex2 , meaning the batch is now 
ready for the entry of the second set of index values. 

Batch Manager rn~ 
Available jobs : 

~ ~ 
O Bar code Separation 

O CH Photo Archive - Sharepc 

O card Scan 

0 Citations 

0 10 Express Ship Inc 
r, ,,..._, T --~ ,_L 

ouble Data Entry 

A 

Batches of the selected job : 

I Job Name Batch Name 

ABC Medical batch028 
BAC DJS vOl Batch723 
Double Data Entry BatchOOl 
Double Data Entry 8atch002 
Double Data Entry Batch006 
Express Ship Inc Batch ! 95 
Medical • H!CF batch030 
Medical · H!CF batch031 

Time Created Batch Status Server A 

20 11 -12-17 17:52 :53 Index! Local 
20 11·03·31 13:58:13 Available Local 
20 11 ·08· 12 07: 19:44 Processed Local 
20 11 ·08·12 07: 41 :47 Processed Local 
20 11·08-1 2 10:42:05 Index2 Local 
20 10- 11 -22 09:04:03 Available Local 
2009·03·31 13:0 1 :38 Available Local 
2009-03-31 13:03:42 Available Local 

The second index operator will not see the values entered by the first index operator. If the value entered by 
the second index operator matches the first value, no action is required and indexing continues. If the first and 
second values do not match, the Entry Resolution dialog box will be displayed and the correct entry is selected 
by the operator. 

CAM 17-0502 
Exhibit 3 

Page 35 of 100



30 

8. The City desires no loss of quality in converting microfilm images to scanned images. Also, 
the City has observed in the past that converting microfilm to scanned images increased the 
size of the file images; what method(s) does your company use to reduce the size of the file 
ima e when performin media conversion from microfilm? Please elaborate. 
Advanced Data Solutions is an industry leader in microfilm and microfiche conversion. We have 
been providing our services for over a decade at the forefront of technology developments and 
standards. We are partnered with the Crowley Group and utilize their Mekel Microfilm and Microfiche 
Conversion equipment. 

Our equipment is superior as is the software and related technology. All of our services are 
performed in-house, including metadata capture , indexing and programming . Nothing is outsourced . 

While it is common for records conversion companies to outsource Microfilm I Microfiche Conversion 
Services, we mandate all work be performed in-house. Your media will never be shipped to another 
large imaging warehouse or operations center overseas. We maintain all equipment at our secured 
premises providing complete security and climate control areas. Media is only shipped between our 
conversion facility and client storage areas 

Microfilm and Microfiche Conversion Overview 
We Convert Millions of Images Annually! 

ADS utilizes Mekel 's next generation roll-film scanning and processing software technology. Through 

Quantum Scan, each roll and card is scanned and captured as a large continuous file providing full 
capture of all images. During QuantumProcess , individual images can be adjusted for brightness and 
contrast providing superior image quality. All frames are sized, identified and separated into individual 
files for full capture. 

..EKEL 
/" ""irechn ology 

A c ,,",1,•, C•11r •an,· 

The name that brought the world its f irst microfilm scanner 

MICROFILM SCANNERS MICROFICHE SCANNERS 

uant can Quant Process 
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Easy 'l'o Use 

Load 
the roll 

Select a loca I 
or networ1< 
directory 

Automat ic Frame Detection 

Start 
producllot1 
scanning 

Regadless o size,Ouan/umScan win irtd any rame 

automa ically on a scanned ro ll wi hout he need -or 
compl1ca ed set -up wi za rds - 00% image capture 
guaran eed 

Speed 

Using varying resolu tion and reduc ion scenarios . ihe Mekel 
MACH v can opera·e a speeds up to 500 fr ames per minute. 

Optimum Resolution 
O ers he h19 hes optical resolution on he marl<e: w ith an 
8192 pixel CCD Array 

Template Options 
Creare job empla es fo r like rolls. ensuri ng he ccntinuation 
o quick and easy scanning 

Image Quality Settings 
Utili ze irldependen grayscale arld bi-tonal set ings for one
time. easy se -up o ensure optim um image quali y capture 

Advanced Focus Option 
Fine une tocus w i hin seconds or various film th icknesses to 
ensu'e op 1mum image quality 

Pre-Scan Testing 
Provi,:Jes quick con innation hai images are correctly framed 
arld tha desired image qual ity has been achieved be ore 
starting prod uction scanning 

Multiple Ribbon Output Options 
Various s rip ou put fonnats are avai lable includin,~ : 
unco pressed TI FF. JPEG and bi- onat TIFF 

Advooced Frame Detection 
OuanlumScan de ects simplex. duplex. comic and cine mode 
fi lm onna s on the ly 

Easy Transfer 
QuantumScan turns raw rol l loo age into manageable st nps. 
all0W1r9 or easy transfer to central ized storage artd qua ity 
assurance 

Easy Workflow Integration 
QuanlumScan enables scrip ing in egration o launch 
cus crn ized functional y w i hin 'he software or o r hird party 
applications 

Batch Processin9 
Single or multiple OuanlumProcess 
i cense avaitabi li enables :Jigitat reels b 
be pr:x:essed acrJss a network by 
multiple quality assurance echnicians 

Strip Zoom Capa.Jility 
Use :ie image ZO'.)(ll unction to allow le r 

a range rom "qui :k glimpS8" o 
"detaled review• •or Q.Jali t') and rame 
accuracy 

Edlti g Toolkit 
A soi:histicated toolkit ensures ha 
mult iple editing nctions a•e only a 
mouse c lick awa~: rame crea ion, resize, 
delete . insert, overlap, urldo , mirror, 
nvert. etc. 

Axed Grid Frame Rep licaton 
Al low3 for he seHng o a ftxed image 
size aid spacing :o be app ied to au 
frames or selectej frames · a group 

Blip Removal 
Provides the option to remove ~ ips fro rm 
frame detection 

frreg1lar Frame Flag 
Save :ime and lat or by selecting a 
medicn average d all rame sizes, 
flaggi,g only tho~ images hat 
fall OL !side of the average f.J r review 

Custnm Processhg 
The "all " or " seleded" options give the 
operator the abili t+' o p roce:ss/export 
all images in a roll or only !rose 
pre -selected 

Multiple Output ( ptions 
Various 1le output options iiclude 
uncor,pressed TIFF, PDF, TIFF G4. JPEG 
and others 

Add iti:lnal output :>ptions ioclude: 
grays,::ale fi les ont.r; bi-ton a fi les only; 
or sirrultaneous g.iyscale end bi-tonal 
fi les 
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100% Image Capture Guaranteed! 

Note how all images are captured and framed . Frames are adjusted and individual images enhanced 
for brightness, darkness and contrast, all prior to process and output. The software scans the entire 
roll as ONE continuous stri p file . Images are framed by the software and adjusted by the operator. 
Because it is a continuous file prior to processing, no images are missed . Only Mekel scanners and 
Quantum software guarantees 100% image capture . 

_ ..... -

-- - --

Images highlighted in red indicate scan operator intervention is required . Microfilm is not always 
created with perfect spacing and alignment. Our sophisticated software accurately frames 95% of 

most film. However, the intelligence will identify images that do not appear uniform. Our scan 
operators quickly reframe I split such images so that clean images result. 

-~.-... 
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Within Quantum Process, we have the ability to view images in both grayscale and bitonal while 
scanning. This allows us to monitor both the quality of both image types. It gives us the ability to 

better measure the effects of changes we make to image quality sliders . 

• .........., .. .. :i -a·-- ., 

- .. -.. . .. .. --·-- ... -..... :- ~-- -
. ·-- ~ ...... ~--· 

Quantum Process allows us to output to all "industry standard" file formats . 
Process output controls what format the extracted image frames are saved in. 
Bitonal, jpeg , both or pdf. We can also set the quality. We are also able to set 
compression so that maximum value on this control will equal the quality of the 

original scan . 

~· . 
• I 

. --1 

The below chart represents the process for microfiche I microfilm I aperture card conversions. 

uantUM can 

Quant&M Process 

• 1 ••" 

a 
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File Reduction 

We utilize the below reduction table to establish thresholds during Beta Testing and through project 
completion. Several test runs are initially performed and presented to the client so that consideration 
can be given to both image quality and file sizes. Special attention is given to page framing such that 
over-framing does not result in higher file sizes and under-framing does not result in lost information. 
As demonstrated above, our software is set to auto frame initially and our scan operator has the 
ability to manually adjust individual images, blocks of images and an entire strip file or roll of 
microfilmed images. 

Reduction Table 
There are fixed limits to the maximum native scanning resolution for each of the three 
optical formats on the Mach VU/Mach VI. The maximum native resolution for the media 
being scanned can be detennined by dividing the scaling factor for the optical fonnat being 
used by the reduction of the media being scanned. 
The scaling factors for each of the optical formats are: 
35MM=6,000 
24x = 12,000 
42148-x = 14,400 
For example, in the 24 x position ftche with images filmed at a 30x reduction could be 
scanned at up to 4-00dpi (12,000 divided by 30 = 400). · 
It is possible to scan and save images at resolutions above the maximum native resolution, 
but the addition data is created through intcipolation and docs not increase image quality 
but docs increase file sizes of scanned images. 
The table below lists the maximum native resolutions for conunon ~ductions in all three 
optical formats. 

12X 
l6X 
20X 
24X 
28X 
32X . 
36X 
40X 
42X 
4SX 
52X 

3SMM 

500dpi 
375dpi 
300dpi 
250dpi 
214dpi 
188dpi 
167dpi 
150dpi 
143dpi 
l25dpi 
I 15dpi 

Proof of Concept and Beta Testing 

IOOOdpi 
750dpi 
600dpi 
500dpi 
428dpi 
375dpi 
333dpi 
300dpi 
286dpi 
2SOdpi 
230dpi 

42/48X 

1200dpi 
900dpi 
720dpi 
600dpi 
514dpi 
450dpi 
400dpi 
360dpi 
342dpi 
300dpi 
277dpi 

We like to begin projects by processing a sample batch of records for your review. This "Proof of 
Concept or Beta Testing" phase helps to ensure we meet your specific project requirements and 
elimi ate misunderstandings. During this phase, we process a small batch of your records and 
provide you with source files and related index data . The data is then uploaded into your records 
management system for review. If there are any required changes, we are then able to make any 
necessary modifications prior to project commencement. Once your staff approves our file format, 
indexing scheme and upload sequence, full conversion will commence. 

File sizes and related considerations will be discussed and determined during this phase. 

We will convert, compile and index both 35mm and 16mm project groups . These rolls will be emailed 
to your management team with respective links for download. Upon review and approval , we will 
move forward with rocessin the batch of records. 
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9. Does your company shred documents on its site or do you hire an outside shredding 
vendor to perform the shredding on your site? If you do hire an outside vendor, what is the 
name of the company, their location and are they bonded? Describe the entire destruction 
process in detail, include any safeguarding measures and include where the documents are 
sent once the are shredded. 
We shred on-site using an outside shredding company that has obtained that industry's highest 
certifications. 

Our shredding partner is Secure On-Site Shredding (SOS). They are bonded and NAID certified. 
They also have both a GSA contract through US General Services Administration #GS25F0039S and 
a State Contract through Department of Management Services (OMS) #991-698-14-ACS. SOS has 
been in business since 1994 and services 34 counties throughout Florida. 

Secure On-Site Shredding 
Palm Harbor, Florida 34683 

General Conditions 
Secure On-Site Shredding is in compliance with the following shred size as stated below: 

Paper or printed Material shredding must render material unreadable by using a cross cut, pierce 
and tear, strip cut or pulverize, disintegrator, rotary cut or Hammermill method . End product shred 
size must meet the following criteria: 

Processes 
• Cross CuUPierce and Tear: o/.i inch width (max) x 2 % inch length (max) 
• Strip Cut: % inch width (max) x length: Indefinite 
• Pulverize, Disintegrator or Hammermill: Screen size (max) 2-inch diameter holes 

• Pulping 
• The Shredding vehicle that is currently being utilized for GSA approx. shred size is 1/8 

in x % in. The end product is comingled with approximately 10,000 lbs. of shredded 
material, which is housed in the rear of shredding truck. 

• All shredded paper material is baled in preparation for recycling at our facility 
guaranteeing our clients the utmost security. Secure On-Site Shredding owns and 
operates a state of the art baling system. The baled material is then shipped directly to 
the pulp mill for post-consumer products. A third party recycling facility is in place in 
case the shredded material cannot be baled at our facility. All baled material is under a 
numbered locked seal, this guarantees security during shipping to processing mill. 
Transfer of custody takes place once material is placed in shredding truck for 
shredding process. 

Our warehouse manager supervises all on-site document destruction. Destruction will begin after all 
appropriate project management sign-offs have occurred . This is done with complete client 
cooperation typically weeks after conversion. The shredding vehicle parks directly in front of our 
warehouse bay door and shredding occurs with no other vehicles nearby. All boxes are clearly 
marked and designated for destruction. Certificates of Destruction are issued immediately after 
records are destroyed. 
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10. How many square feet is your storage facility where the documents will be stored, 
scanned and media conversion services erformed? What is the address of the facili ? 
Our Oldsmar (Tampa Bay) facility is over 9,000 Square Feet. Our warehouse is completely 
organized with high rated steel shelving which can accommodate over 4,000 boxes of records. 
The physical address is 

141 Scarlet Boulevard, Oldsmar, Florida 34677 

Our commercial-grade warehouse shelving is modular and is made from heavy gauge steel. 
Our upright capacity is 18,600 pounds and our per level capacity is 4,890 pounds. 

Our operations tables are also commercial-grade, modular and made from heavy gauge steel. 

All tables and shelving are designed to hold extreme quantities of balanced weight. 

11. Please indicate 'yes' or 'no' to the following requirements about the facility where the 
documents will be stored and scanned and media conversion services performed: 

Air Conditioned Yes X No 

Security Alarm system with recorded video surveillance Yes X No 

30 days minimum retention of recorded surveillance 

Fire Sprinkler system 
* The fire dept is right across the street 
Response time is literally 3 minutes. 

Is your fire sprinkler system a wet or dry system 

Fire Extinguishers marked in accordance with Fire 
Regulations throughout the facility 

Will all City records be kept at least 2 feet above the floor 
while stored in our facilit 

Yes X No 

Yes No X -- --

Yes No -- --

Yes X No 

Yes X No 
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We own all our vehicles without encumbrances. They are equipped with fire extinguishers and locking 
mechanisms controlled by our full-time driver. We currently have two 2016 Ford Transit 250 cargo 
vans. These vans comfortably fit 100 standard file boxes. Our routes are one-way. In other words, 
our vehicles are not parked at hotels or otherwise for periods of time. Our stops consist of refueling 
the vehicles. 

13. Does your company transport the documents in closed vehicles? Are your vehicles air
cond itioned? 
See our vehicles above. Yes, thev are closed and locked at all times. 

14. Do you transport maqnetic media in maqnetic containers within the vehicles? 
We've never been asked to transport magnetic material. If this is required, we will purchase 
containers, as necessary. 

15. Do you transport in Waterproof containers? 
As stated above, our cargo vans are new. There are no leaks. We do have a fireproof safe that we 
have utilized, at times , for the transport of microfilm. It is obviously, locked and waterproof. 

Small and large format documents are repaired as necessary. This includes unfolding pages 
and taping down torn areas. Large format documents which have been tightly rolled for 
stora e are unrolled. We utilize soft lead to strai hten the rints. We also counter-roll. 
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17. Please provide an example of your company's invoices, the Purchase Order address and 
Remit Address if different. Is your company able to accept a City P-CARD (credit card) as 
a ment? 

We utilize a PO Box for all mail as follows: 

Advanced Data Solutions, Inc. 
PO Box 248 
Oldsmar, Florida 34677-0248 

In compliance with your document, we can accept the P-CARD. 

BILL TO: 

C1ry offt Lauderdale 

141 Scarlet Boulevard Swie A 
PO Box 24S 
Oldsmar. Flonda 34677 

mvw.adsus.net 
813-85 5-3 545 

llXJ ~forth All.drrn, Avenue. S1111e 619 
Ft. laudenW•. Flond. 33301 

Ouanbty Descnption 

62 5 97 lettei I Leg,1 1 Doub!• l..etteJ (scaJlllll!lg, uul= documeru 
prep,nnon & genanl ima~e enb..nce.wont) 

6.n1 large fonna.r Bluepnnt, I Dn"= (s=mmg. mde.~ doci=t 
pn,pn.uon & :,ceral Ullage eobancemem) 

4.375 Docu1I>1ont De,nucnon Per Pound - See att:,cl,..; Ce,nficare of 
D=uroon and Sign Off . Barch I - Bl~ 

Pnce 

Total 

Sales Invoice 
Invoice Date lmioioe # 

11'9 '~0 6 6120 

P.O. No Tenns 

20 600592 Nei 60 

Box aty Media Date 

12 I 119'20 16 

Disc #I fdename 
1-3 

De=iption 

Rueb · B d~ 

E.xt. Price 

0 0345 2.159 60 

0.415 2.791 71 

0 10 431 50 

SSJ SS.81 
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18. Please provide your standard turnaround times for various scanning and media 
conversion requests. The Proposer's response should include day of pickup and delivery; 
Please use a volume of 20,000 documents (10,000 standard size documents and 10,000 
large formats [E Plans]) for example. This is strictly for example purposes and does not 
constitute an average City pick-up; the number of City documents to be picked up may be 
higher or lower depending on work prepared for pickup at that time. The Proposer awarded 
the contract will be expected to meet or exceed the proposed turnaround times listed here, if 
the Proposer awarded the contract cannot meet their proposed turnaround times, the City will 
have the option of canceling the contract. 
Small format I Standard Size Documents 

10,000 documents is basically four file boxes which average around 2,500 pages per box. We 
operate 6 - 8 small format scanners during each labor shift. It would take us a few hours to process 
this volume. 

Large Format I E Plans 

We run 2 - 4 wide format scanners during each shift . We average between 2,000 and 4,000 prints per 
day. Conservatively, 10,000 wide format prints are converted within 3-5 business days without any 
unusual rush . 

19. What is the software reduct and version of scannin 
Microfilm Conversion Software - Referenced in Question 8. 

20. What types of images are supported? Examples, TIFF, CCITT Group 3 & 4, others please list? 
We support the following standard image types: 

>" TIFF 
};> CCITT Group 3 & 4 
>" PDF 
};> PDF I A 
};> SEARCHABLE PDF 
};> JPEG 
>" GRAYSCALE 
};> 16 & 24 BIT COLOR 
};> UNCOMPRESSED & COMPRESSED IMAGE FILES 

21 . Is the system able to provide images with the quality of a TIFF but have the compression 
capabilities of JPEG? 

Yes it can . Here are the TIFF 
setup options: 

TIFF Setup dialog box 

Use 11,is bOx 10 process you, ou1pu1 in TIFF tonnat 

Group by · chck ttie radlO button for Single-p.age 01 Multi-page rol.p 

For each · II you selec1 Mul ti-page group, seleet one of mese opuons from the Crop-OOwn hst Page, Document, 
or Batch 

If ur output includes black and white images. the Black & White compression opuon oecomes actrve Select 
Group-4 01 (none} ftom lhe d1op..dowr hst 

II yo1.11 ovtput ,nclu<'es colo, or graysca'e rnages the Color/Grayscale compress,on and Co lor quality opuors 
become ava11ao1e 

• Color/Grayscale compression . select JPEG • JPEG (TlFF 6), or (none). 

• Color quality • select one of tile foHow1ng semrgs from 1tie drop-dm1m hst Same as scanned, Draft. 
Good, Be tter, Best, or Super ior. 

Apply digital slgna1ure• • cbck lhlS chockoox 10 venfy tnat an image output by Capture Pro Softwaro nas 
remained unal ered 'rorn the source document image captured The free lnage Verner software may be used to 
venfy lhat a digrtalty s.gned image has not been al!ered at any nme To read aOOt..t the benefi1s of umgo 
venfication and 10 do-Nnload the image venfier software go to wwN koda lans oom go1CStmageVenty 

OK • clOses the d1ak>g oox and returns to ttle J· :-. 51:'h,p d i ,J l , 

• Hus op{lon is f'\01 3\/'!ilable with Cap1u1e Oesktop Sofl\,a1c 

To return IQ tile Output tab Chell t19re 

To return 10 tne Joo setup CMI09 box c; ! .k h~1JJ 
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22. What size ima e documents can the s stem handle? Please indicate smallest to lar est. 
Our small format scanners handle up to 11" x 17" I ledger sized documents. They also scan pages as 
small as business cards. Very small documents are taped to blank or pertinent pages for clean "pass
through" during scanning. 

Our large format scanners are 44" and 54" wide . Prints larger than that width are scanned sideways. 
We've scanned prints as large as 6 foot in length in the past. We routinely scan drawings C - E and 
occasionally, size F. 

Drawing Size Reference Table Architectural and Engineering 
Drawing Sizes 

Standard US Engineering Drawing Sizes 

Drawing Size 
Dimensions 

Dimensions (inches) 
(mi llimeters) 

ANSI C 431 8x 558 8 17 x 22 

ANSI D ::.58 8 x 863 G 22 x 34 

ANSI E 863 6 x 1117 6 34 x 44 

(E Quattro LiL:iOO 

_!.Q. 

A~I ( 

c:m s~so 
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23. Do you have the ability to produce PDF Image Only, PDF/A or PDF Searchable images, 
in accordance with a published International Organization for Standardization (ISO) open 
standard image format? Is the image file header Non-Proprietary? 

The answer is yes to all of the above to include small format document, large format prints and 
converted microfilm images. 

This screenshot depicts standard PDF I PDF/A Options within Kodak Capture Pro. 

PDF Setup dialog box 

Use ttHs oox to p<oc:ess your outp1.;1 in PDF forrm! 

Group by · ct.ck t.r'IO ,ad.a button fa, Single-page 01 Multi-page 91oup.ng 

For each - If you se1ee1 Mult i-page group, sel Cl one o• 1t1es.e ophoris 'ram ttle drop-oo-.,,n hst Page Document 
or Batch 

Additional PDF format · select one o, more or the following formats PDF/A POF-MRC• Fu1 Web View. PDF 
Book Ma rk or Long PDF 

Fasl Web VteW rs orlv ave1lab'e for muU1-pe9e docvmen:s and may provide faster vi wing wtien do"Nr lo&d1ng 
large documeflts !lor 1 a web site 

• Selec1 Fast Web View 1' you went to conftgu1e the PDF 'ile tor tas·e, viewing 11 '.he 'il,es are large and 
downloaded from the web s,te 

• Select PDF BookMark when you want to ooo~mark each documen1 1n the PDF fi le Group by Multi -Page 
!or each Batch must be se lected Specify the va lue ot each dOCU!"'"IE!nl bookrnru ~ u~1ng the PDF Book Mark 
tab found on the Index lab System andlor Index va lues may be used to produce unique bool,,n'IA~ values 

• Setec1 Long PDF 1f you expea your images lO be longer 1han 500 cm (200 incllesJ is selection will 
1rnpac1 performance Loog PO=- 15 no\ ava,1a~e tor POFIA and POF ·MRC fde fo1mats 

• If you select PDF -MRC as one o1 vour addrt,onal POi= formats select the desired Image oual,:y Draft or 
Better 

• If no selec.aons are made you, POF rnat .vltt be PDF 

Image Quali ty setect JBIGJGroup4. Draft, Good or Belter wneo selecung POF·MRC PDF fofri.at 

In general JBIG2 will p,Oducc smal~r file sizes a1 !Owe, Quahty man Group 4 J BIG2 -Better. Group4. ora11, 
Group4-Good, and Group4.Better are k>sstess 

PDF Compalib1l1ty • select a compat1b1kly o lion II you reou iro 1110 PDF to bo compatrblll wl111 a spoc,4c version 
o' Adobe Reader 

Password· 10 one, 1 the PDF fife ento1 a passwo1d tha 1 wilt 00 f0Qu1reo to opt:-1" a v1ow U'le PD~ rilo Leave 
the field blank ,f yow nOI want to encrvpl tne POF file 

This screenshot depicts standard Searchable PDF I PDF/A Options within Kodak Capture Pro. 

Searchable PDF Setup dialog box 

Use this oox to process your output 1n Searcna~e PDF foml3L 

Group by · chci.. !he radta bu1'on tor Single.page O! Multt-page groupul g 

For each . 1' you select Multi-page group select one ol :nese options from tM drop-Oowri hSI Page Document 
01 Batch 

PDF format · selec1 one or ir-,re of tne following tonnats POFIA POF-MRC · or Fast Web View· 

Fast Web Vte".v ,sonly ava ,labCe for rriutt1-page documents and mav provide faster Y1ew1ng wn1m do ..... r lo;:H11ng 
large documen1s from a web sJte 

Image Quality · select JBIG/Groop4 , Draft, Good or Belter when se~cnng POF·MRC PDF !Of!T\31 

In general. JBIG2 will pr\X1uce smal6er file s12es al k)wer ouabfy tttan Gloup 4 J BIG2-Better. Groop4-Draft. 
Group4..Good, and Group4,8ette1 are lossless 

PDF Compat1b1hly . select a compaublbty option 11 you require tne PDF to o compatible Nllfl a speCJflc yerst0n 
o' Adobe Reader 

Password · to encryp1 the PDF file. enter a password tha will be reauired 10 open and view the PDF file Leave 
the field blanlt. 1f you do not want ro encrypt me PDF file 

OCR Ouahty - select the OCR scui.ng 10 balance your speed vs accuracy needs As yoo move :ne setectcr to the 
nght add1tt00al tools. such as langua~ dic!JO<lanes anel multiple OCR engines are used to improve acc1..racy 

Pnmary language I Secondary language · when ava.ta~c OCR will be pertormed to provide a capat>tbty 10 
searcn for specific: text m out.pul files Select the OCR language that you scanned documeots ,\'ti/ contain for ll'e 
most accurate character recognition If you N:lve a mixed document set that may COf'ltam mult1p~ languages vou 
can select one Of ,nore secondary languages 

Customer Dic tionary · a wstom d1Ct1onary may be used 10 imp(ove the accurac y of recognizing un,que or 
unusual woros mat appea r 1n your document set Clic~ Browse 10 select a custom a1c11onary 

To Dullo a c1..stom d1coonary. see Us·ng C,.;':,,.~~.1'1 O,c; ! l(..-1ane~ 

Output Range • when group,n oy muhi;:>age select either All or Images as a way to select spec:10C image!:. to 
be 1ncludOO 11 the output file 

• Jt you selecl All all Images In !he Page Document and Batch group sotectc.'d will oc ln me OLitput fllo 

• If you selecl Image only the specified ,ma es in 1he Page Document or Batch group selected will be ,~ 
the output 'ikt For oxar,pkl tf you selected Mullr-Page group ny Document ano specify an Output Ranqe 
of 1 10 then on ly the fr's! and 1001h image 1n each document "Hill be in the ou tput Ille If a document 
contains k!ss than 10 images on ly the ftrst image wlll appear 1n the outpu! fl le 
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24. Does your scan software perform thresholding, deskewing, despeckling, dynamic image 
enhancement, and edge enhancement? 

Yes. Our software is Kodak Capture Pro which is described in detail within Question 7. 

25. The City requests the Contractor to keep the City documents for up to 120 days in a secure 
archival environment during and after the scanning process is complete. Are you able to comply with 
this request? If not, what is the maximum amount of time your company will keep the City records? 
Yes, we can comply with this request. We own and operate from our Warehouse Facility that can hold 
up to 3,000 boxes. 

26. Do you offer tiered pricing for volume image scanning services? If so, could you please attach a 
description and the tiered pricing structures as an appendix to your response? 
Your project consists of high volume scanning for millions of images. We are offering our best pricing 
based on the information given . We will be glad to negotiate lower charges if certain projects warrant 
streamlined processes. 

27. If you do offer tiered cost per image pricing structure, if so would you consider the tiered pricing for 
all future services for other departments? 
Your project consists of high volume scanning for mill ions of images. We are offering our best pricing 
based on the information given. We will be glad to negotiate lower charges if certain projects warrant 
streamlined processes. 

28. Does your company require all its employees, as a condition of continued employment, have 
criminal background checks and sign confidential non-disclosure agreements? 
Yes . We also perform drug testing and confirm all employment eligibility with EVerify to ensure 
compl iance with homeland security auidelines. 

29 . City can provide a data file of the folio, permit number and other data fields that would contain the 
remaining value for the metadata, which could reduce most of the data entry. Is this something your 
a enc could su ort? If so, is this reflected in our rice er index char e in our cost ro osal? 
Yes . We would basically utilize a ODBC lookups using multiple tiers to populate metadata. We do 
this routine! with other ro·ects. Yes, this is reflected in our ricin . 
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3 Approach to Scope of Work I Project Plan 

Project Approach & Methodologies - Paper Records & Microform Media 

Our experience and focus on teamwork is the core of our approach to Records 
Management. 

During the preliminary stage of project inception , a project discovery meeting will be 
scheduled with critical project team leaders from both ADS and your staff. During the 
meeting, items for discussion will include departmental timelines, record confidentiality, 
privacy cons iderations, fi le type , format and index requirements and overall expectations. 
Sample documents will be obtained to begin the beta testing phase of the project. 

Much of how we plan a project is based on prior experience, information gathering and an 
initial orientation when our professional relationship begins. We ask a lot of questions and 
offer suggestions based on our experience with similar projects. Information is exchanged 
which includes contact names, phone numbers and email addresses of all ADS team 
members to be involved in your project. Project timelines and budgetary considerations are 
also discussed. 

If there are any sensitive records , we want to know (i.e . your police department and human 
resource records) . This includes certain homeland security issues and personal privacy 
matters. Other discussion matters include On-Site Records Conversion (your police 
department and human resource records) , Server Space Considerations, Office Staff 
Coordination , Security Issues, Hours of Operation I Access, Client Deadlines any Other 
Special Needs or matters. 

Proof of Concept and Beta Testing 

We begin projects by processing a sample batch of records for your review. This "Proof of 
Concept or Beta Testing" phase helps to ensure we meet your specific project requirements 
and eliminate misunderstand ings. During this phase, we process a small batch of your 
records and provide you with source files and related index data. Sample batches are 
examined, job set-up I profiles determined and conversion begins. Metadata will be created 
and efficiencies determined. Output files are created and transferred to your authorized team 
leader for review. Any modifications should be determined and performed at this point. 

If there are any required changes, we are able to make any necessary modifications prior to 
project commencement. Once your staff approves our fi le format, indexing scheme and 
upload sequence, proof of concept is achieved and full conversion will begin. In certa in 
circumstances , ADS is employed to perform batch uploads remotely on a pre-established 
schedule. This typically occurs late at night or during "after hours" time designations. 

Upon proof of concept and your acceptance, we schedule the first full pick-up. 
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The below diagram depicts a basic conversion project. Within Phase I and II of a project, 
our programs develop custom interface source and index fi le schemes which allows the 
direct batch import of thousands of fi les within your system. 

Phase I 
DiscOYery 

Det=ine the size, scope md 
timeline of the project 

fatablish a relationship with 
office mmagers . staff, & staff 

Determine document type; 
rurrently used within current 
sym:m &: proposed electronic 
Bing systan 

Phase Il 
Proof of Concept 

Obtain md con,·ert s2mple files 

Process & upload ;2mple files 
in batch format within proposed 
electronic filing system 

Obtain proof of concept from 
o' ce administrator, & staff 

Phase ill 
Paper Conn mon 

Com·ers ion begins will full 
staff and system; deployed 

Boxes are unlo;;d.."<I and 
prepped in exact order and 
according to instructions 
created during Proof of Concept 

Files immediately scanned, 
;ruto-indexed, ,·erified and re
bound 

F ilesrefiled, but CLEARLY 
marked as processed and 
complete 

Phase IV 
QA & Upload 

Data ,·erification Quality 
Assurance 

Highle\·el re•,iew personnel 
perform independent 
confirmation of file name & ID, 
document type, and other 
pertment mformanon. This 
process occur, immediatay 
following or concurrent to 
Phase ill 

Password protected and 
encrypted dat1. discs pro,·ided 
toclient and IT personnel 

Thousands of files are uploaded 
mdprognmmed to seamles.ly 
integrate with client systan 

Client sign-off obtained 

Throughout our response , we have provided documentation of our ADS WebFlow project 
management software and its capabilities. We have demonstrated our government-specific 
industry expertise and shown that your project requirements mirror what we do already on a 
daily basis for many municipalities throughout Florida. Basically, your project plan has been 
written and utilized for the last 18 years of our operation . 
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Microfilm Conversion 

The conversion of microfilm media and the conversion of your paper records theoretically 
follow the same procedures. We decided years ago to add microform conversion to 
compliment our paper conversion services. We applied the same measurements of quality 
control with regards to image quality and metadata accuracy to that line of business. We 
also felt more comfortable not outsourcing that function to another company. At present, we 
perform the outsourcing services for three major service bureaus in Florida. These 
companies either do not have the capacity to handle their paper conversion clients , or they 
do not have the equipment I technical expertise to handle the microform conversion services. 
This is why we strongly recommend companies, if able, perform a site visit to confirm the 
microform data is actually being process at the location where it was sent. This also ensures 
the conversion takes place at that location and client media is not sent overseas. 

The below diagram represents a timeline to complete your microfilm conversion project. 
Consideration is always given to client review I approval time needs as well. While we are 
comfortable converting at this volume, your project team might want to work at slower pace. 

Advanced Data Solution I City of Ft Lauderdale 
Microfilm Conversion Project Timeline 

Film 35mm - 100 Rolls 
Film 16mm - 2923 Rolls 

Completion 
Jan- 17 

F eb-17 

~far -17 
Apr- 17 

i\fay-17 
Jun-17 

Jul-1 7 
Aug-17 

Sep-1 7 
Oct-1 7 
-ov-17 

Rolls 

Processed Size 

100 35mm 

300 16mm 

300 16mm 
300 16nun 
300 16nun 
300 16mm 

300 16mm 
300 16mm 
300 16nun 

300 16mm 
2 3 16mm 

3023 1 

Please refer to the Question 8 for technical information regarding our microfilm conversion 
processes. 
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Paper Conversion 

Paper conversion refers to the conversion of both small and large format records. We have 
strong expertise with regards to Growth Management, Building, Planning and Zoning and 
Public Works. We are very familiar with these record types and establish "best of breed" 
practices statewide. Service bureaus without this expertise might not understand the 
"marriage" that exists with these different sized records. The files have to be separated by 
size and processed on two different scanning systems. Then they are reviewed and tagged 
within those systems and subsequently "rejoined" together digitally without error. We have 
developed controls and processes through the years that streamline this effort. We can 
guarantee 100% image capture with no chance of lost data during this process. 

We examined our current and projected production requirements and determined we could 
easily accommodate the below conversion schedule. We derived these estimates from your 
Q&A responses. Our capacity is basically unlimited as we have ample equipment, facilities 
and staffing resources to process your records. However, our experience has shown that 
client project team members who are often tasked with other responsibilities , cannot keep up 
with accelerated schedules which necessitate the review and sign-off of records which are 
processed and slated for destruction. 

Adnnced Data Solution I City of Ft Lauderdale 
Paper Conversion Project Timeline 
~fonthly Box Pick-l:p By Records Type 

Current Totd 
Comple tion Bacl<log Re.:,oNis Boxes 

fan-17 10-0 25 125 
Fab-17 10-0 25 125 

~b.r -17 100 25 125 
_.l_pr-l i 100 25 125 

!l [ay-J, 100 25 125 
fon- 17 10-0 25 125 
Jul-17 10-0 25 125 

_.l_ug-17 100 25 125 
$.ep-17 10-0 25 125 
O.:t -17 10-0 25 125 

~ o,·-li JOO 25 125 
Dac- 17 100 25 125 
Jan- JS 100 25 1 :' 5 
F~b-l S 100 25 125 

~b.r-1 S 100 25 ]25 
Apr- JS 100 25 125 

!lb.v-!S 100 25 125 
Jun -IS 100 25 125 
fol -JS 10-0 25 125 

_.l_ug-18 100 25 125 

£ap- l S JOO 25 )25 
O.:t-18 10-0 25 125 

l\ov-18 100 25 125 
D~- 18 100 ' - 125 
Jan- 19 100 25 125 

Feb-19 100 25 125 
!lb.r- 19 100 25 125 
_.l_pr- 19 100 25 ]25 

!lb.y-19 100 "' 125 
Jun-19 10-0 15 125 
Jul-19 10-0 25 125 

_.l_ug-19 100 25 ] ;' 5 

£ap-19 10-0 25 125 
O.:t -19 100 25 125 
l\ov-19 100 25 125 
D~ -19 100 25 125 

3,600 I 4,soo I 
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Departmental Focus I Quality Control 

Document Preparation , Document Scanning , Indexing and Quality Control I Review are 
separate departments within our operational structure. Within each of these departments are 
individual managers and project managers which control the workflow of all active projects. 
Various control mechanisms are in place within all phases of production which quickly 
facilitate the identification and remedy to any production issues. Our trained staff has been 
with our company and within the industry for years. Inventory logs within ADS WebFlow are 
maintained for each of these functions which serve to monitor all issues encountered 
throughout the lifecycle of each project or records batch. This includes, but is not limited to, 
record discrepancies, legibility issues, non-standard document and index matters, timeline 
issues, equipment requirements, staffing requirements and training requirements. 

Real-Time Review 

As an industry leader, we understand the best time to review image quality is during and 
immediately following scan. As such, our reviewer looks at all images with the scan operator 
after the completion of each box. At that time, rescans , if any, are performed. 

We perform a complete review of client data. This includes the physical removal of EACH file 
from every box and making real comparisons to the images and data on the screen. 
Thumbnail and individual images are reviewed in the case of small format documents. 
Review is performed by the highest levels of management. The qualifications of our 
reviewers are attached in the Resume section. We feel the qualifications of our review staff 
are the highest in the industry and are clearly over-qualified for this function. This is critical. 
Years of records management and data management experience exemplify our dedication to 
quality control. 

Final Review 

Final review is considered equally critical to the previous phases described above. As each 
batch of records is somewhat unique, it is difficult to completely describe this process. 

All index discrepancies are resolved during the final review stage of production. Incomplete 
index information is either resolved internally or through direct input with client project team 
personnel in a "real time" manner. 

In the past, we have been subject to strict quality control review both internally and through 
client verification. We have always scored extremely high in terms of accuracy with regards 
to overall page counts and index data output. Although we always strive for 100% accuracy, 
we acknowledge error results of 0.03%. By using utilities such as double feed detection on 
production-level Kodak and Fujitsu scanners, most page omissions are avoided. In addition, 
images are typically reviewed at least three times during the scan, review, index and final 
review stages of production. 

Delivery of Source Files and Index Metadata 

We will provide TIFF files scanned at resolutions of 300 dpi. Data Volumes will be copied 
onto DVD media discs in accordance with State of Florida conversion requirements. All discs 
will be labeled by Batch Name, Date and Description as defined. All batches will be 
completed, inclusive of data transmission, within the periods defined by the City. 
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Project Work Plan 

Our Work Plan will be finalized during the planning phase of project implementation. We will 
use our WebFlow program to schedule out all batches and files to be converted . Project 
team members will be assigned their respective tasks within WebFlow. Since our program 
allows for interoffice communication , we will establish the team and ensure all instructions 
and notes get transmitted to everyone involved. If an exception or new trend is discovered 
during conversion , we make sure everyone who works on the project is notified immediately. 
Projects cannot be billed or released until all levels of production have been accomplished 
with in our program. 

~?/hVJnrsj 9Rl8g~Zf yx1ra::r Dali Dob~ntsj 1nY!/MB/£n __ _, --~ 

·~ :_: \ 11uJU1 

~/ -
~

G.::~~-..... ,~' .. ~ .. , 
.. 11., •• , ,. uJ• 
H, ' l 'C ti •, 

--~ 

We manage all client production requirements through WebFlow. This program is the source 
for all task scheduling , budget and time management, enterprise , group I individual 
communication I notification and payroll reports . All tasks are managed at the detail task 
level such as record pick-up, document preparation , document scanning, wide format 
scanning , indexing I data input, review, output, billing , re-delivery and destruction. All 
projects are managed at the box or batch level and at the project level. 

ADS WebFlow is a great project management tool. However, we also employ certain manual 
operations which serve to reinforce the controls we track electronically. For example , all 
deliveries are manually entered into the Workflow upon box unloading. Total box counts are 
reconciled to the Pick-Up documents signed by authorized client and ADS representatives. 
Document Preparation , Small Format Scanning , Large Format Print Scanning, Microform 
Conversion , Compilation and Review functions are indicated on the physical boxes 
themselves via color coded labels, signatures, dates and scan/review stations. All of these 
controls are cross checked with the WebFlow program through each batch lifecycle. 

Hourly labor usages vary widely depending on client requirements as they constantly change. 
Our WebFlow projects and captures activity by batch , box, employee, function and client. If a 
project goes over budget, it is identified and resolved immediately. Thus , we are always on 
task for project completion according to agreed upon schedules. 

Interface and System Diversity 

The convers ion of millions of images includes more than just scanning paper or 
microformed records . It involves extensive industry experience and programming 
knowledge that easily facilitates the batch upload of thousands of batch files into various 
EDMS systems. We utilize Laserfiche internally to run our operations and have experience 
with exporting records via Briefcases or Volumes . 

CAM 17-0502 
Exhibit 3 

Page 55 of 100



4 

CAM 17-0502 
Exhibit 3 

Page 56 of 100



49 

4 References 

Provide at least three references, preferably government agencies , for projects with similar 
scope as listed in this RFP. Information should include: 

../ Client Name, address, contact person, telephone and E-mail addresses 

../ Description of work . 

../ Year the project was completed . 

./ Total cost of the project, estimated and actual. * 

• Project Costs are typically managed by our clients based on estimated image counts. We can provide guidance in 
terms of how many small and large format pages are in standard and non-standard boxes for clients that need 
assistance in budgeting their project costs . Our costs are fixed, which means our estimate always equals the actual 
cost projected. 

Orange County I Document Imaging, Data Conversion and Custom Interface 

ADS was contracted for the conversion of mill ions of small I large format, microfilm and microfiche 
images initially as part of a basic conversion project in 2004. The project outlined specific volume 
milestones and required close teamwork with client project team members . After project 
commencement, multiple technical issues were encountered which required significant research , 
beta testing and custom programming . ADS provided industry expertise beyond the scope of the 
contract which resulted in a best of breed solution that exceeded expectations and product timeline 
deliverables. Our industry expertise facilitated the immediate creation of a custom interface and 
program designed specifically for a client's unique operating environment. Over 20 mill ion images 
and 100 million indices have been successfully implemented within this client's system over the 
last 10 years. Our contract extends to all departments within the County and has included the 
County Administrator's Office , Contracts and Legal , Planning & Zoning, Environmental Protection , 
Public Works , Research and Growth Management. Services are ongoing. 

Name: Aneta Duhigg 
Address: 201 S. Rosalind Avenue , Orlando, Florida 32801 
Telephone: 407-836-5873 
Email: Aneta.Duhigg@ocfl .net 
Completion Date: Ongoing I Monthly Pick-Ups 
Project Cost: Initially $750,000 I Recurring Revenues Approximate $200,000 

City of Orlando I Document Imaging Services 

ADS began converting small and large format documents for the City during 2014. Since that time, 
we have primarily converted small and large format documents for the areas within Growth 
Management. All records are imported into the City's EDMS system. Metadata and source image 
formats are designed for simple integration. Services are ongoing. To date, we have converted 
3,123,000 small format pages and 515,000 large format prints for the city . 

Contact Name: Tisa Mitchell , Project Manager 
Address: 400 South Orange Avenue, Orlando, Florida 32801 
Telephone: 407-246-3179 
Email: Tisa.Mitchell@cityoforlando.net 
Completion Date: Ongoing . 
Project Cost: $214,000 To Date 

CAM 17-0502 
Exhibit 3 

Page 57 of 100



50 

Pompano Beach I Document Imaging, Microform and System Implementation 

ADS began converting small and large format documents for the City during 2002. In 2010, we 
began the back-file conversion of millions of microformed images & data input resulted in concise 
data management & drastically improved record retrieval times. We converted nearly 1 million 
images from the City's microfiche library and tagged files with appropriate metadata. This project 
was completed in eighteen months. 

Paper scanning services are ongoing citywide. We work with various departments including police, 
finance, public works and others, but focus primarily on Growth Management. We convert building 
permit files consisting of a multitude of small documents and large format prints. To date, we have 
converted over three million small format documents and 250 thousand large format prints. 

During 2003, we implemented an Alchemy document imaging system within the City Clerk's office. 
This system grew to 45 users. The system managed paper records spanning 50 years and 
simplified public records requests. We have managed the set-up & support of multiple databases 
(Folder structures, indexing schemes, password security, drop-down menus, search routines, and 
extensive OCR) . 

During 2015 I 2016, we migrated the city from Alchemy to Laserfiche in a citywide deployment 
that included all of the above plus the development and design of several extensive workflows and 
forms processing routines. 

Contact Name: Robin Bird , Director of Growth Management 
Address: 100 W . Atlantic Boulevard , Pompano Beach, Florida 33060 
Telephone: 954-786-4629 
Email: Robin .Bird@copbfl.com 
Completion Date: Ongoing. 
Project Cost: Microfiche Conversion - $250 ,000 I Paper Conversion -$100,000 Annually 

Bloomin' Brands, Inc. (fka Outback Steakhouse) Document Imaging Conversion 

ADS began converting small format documents for BBl(OSI) during 2011 . We are responsible for 
the daily pick-up, document imaging, indexing and nightly upload of thousands of payable and 
accounting records. The project serves to immediately process vendor payable files for over 1,200 
Outback Steakhouse, Flemings, Carrabba's and Bonefish Grill fine dining restaurants. As part of 
our beta testing and proof of concept, we were asked to provide custom programming of full text 
OCR searches which performed cross checks with BBl 's vendor information and lookup tables to 
populate certain metadata fields . Subsequent to our processing, images and metadata are 
uploaded to secured servers nightly. The metadata is further refined and accessed by processors 
from offshore locations. High volume days can involve the conversion of up to 50,000 images with 
400,000 keystrokes of metadata. 

Contact Person: William Sizemore 
Address: 2202 North West Shore Boulevard , 5th Floor, Tampa , Florida 33607 
Telephone: 813-830-4327 
Email: WilliamSizemore@BloominBrands.com 
Completion Date: Ongoing 
Project Cost: $425,000 I $10,000 Per Month Ongoing 

We've provided four references above. In addition, we specifically chose four other large conversion 
projects to describe with in Section 2 - Experience and Qualifications. In total , we've provided eight 
examples of our capacity to service large clients and meet both technical and predetermined project 
deadlines. 
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5 Minority I Women {M/WBE) Participation 

If your firm is a certified minority business enterprise as defined by the Florida Small and 
Minority Business Assistance Act of 1985, provide copies of your certification(s) . 

./ Certifications Attached 

./ State Contract Also Included 
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Woman Business Certification 

Advanced Data Solutions, Inc. 

l certified under the provision~ of 
2 7 and 29- .187. Florida Statute . for a period from: 

05/19/2016 to 05/19/2018 

• office of sum>licr 
o,yr '! · 1 f': 

Omce ot ~uppher 01,·ers1ty • 40!!0 Esplanode Way, Suite ll!O • Yalla ssee. fl l2399 • 350-<437~15 • www.dms.myflorrda.com iosd 
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Certification 
as Women or Minority 
Business Enterprise 

Advanced Data Solutions, Inc. 

Fe,leral Number 59-3565568 

ha~ bloen re ,.. ie\\ed ar.d ident ified ~ W,MBE with tilt: Cit; of I ampa (jo\'emmcru 

Clas, - Cuucasian Female Vulitlfrom 4/1712015 ro 4/261201 7 Certificate Number 42 7 

Certification is Applicable in: 

Doc11111e111 lm11gi11g, Software & 1/ardware Sales, Internet C01111ectfrity & Doc11mt11t Retrieve.I 

Th i,.crnrfK'1:t11:1111s ~ lut t~(t (2 ) ~L11rs. thm:fon:~ou :u e requ1rod liJ 

UrdUC ~Oll! )Ubml~K'fl b~ ~bmm ini; 1 Il C'\o\' W/ Mllt 1)1,ckrt,un: .o\Oidl\ lf 

cand by c .. "fttl}wg ihl Ole mlurmatk)ft 11n lile h !Kl:Ul'alC llowc,·cr. 1fat 
:in,\111'Jlt the 1.omposiooo ~(die WlMBf. SU:lu~ of~ur firm ch.mgc-. 11 '11111 
b.: IM:i.: ..... _s:u; 111 i:omp!:tc ::i.n.Jtlu:r Dt-..:h,surc ,\fliJ.J. , 11 f h,: C1l\ of Tampa 
v0,~nt re.~ \. ,..., she mdn ,,. k1mrnak" ur c3l~d ,h, .. .: rn1fi.:a11, •n .,1 
H}Ull'IC' "'hl."n 111> ICU\d th-at the: Cffl\f'U51t10fl 01 the. tlrP,nJDlk)tl has 
~hinged and no I.xi~ m« •ts Ill( Jcfinirion t!ll.tbfishcJ fur \\',MUL 
cc111 f1C1thun 
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Certification 
as Small Local 

Business Enterprise 

Advanced Data Solutions, Inc. 
Federal Number 59-3565568 

has been reviewed and identified as SLBE with the City of Tampa Government 

Class - Small Business Va /it/from 4/27/ 2015 to 4/26/2017 Certificate Number 3 18 

Certification is Applicable in: 

Document Imaging, Software & Hardware Sales, Internet Connectivity & Document Retrieval 

This certifica1ion is good only for t\vo (2) yea rs . You are required to update 
your status by submining a recertification SLBE Disclosure Affidavit. 
I lowcvcr, ifal any time lhe composition of the SLBE status of yo ur fi rm 
changes ii will be necessary 10 complete another Disclosure Affidavi t. The 
C ity of T d111 pd Ou,c111111c111 rc,crves tlw right to term inate or cancel thb 
ccnolica11on al anytirm: \\hen II 1, found that the compos it1011 o fth~ 
organization has changed and no longer meets the dcfini1ion estab li shed for 
SLBE certifica tion . 
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PO RT TAM PA BAY. 

Small Business Enterprise Certification 

Advanced Data Solutions, Inc .. 
Federal ID #59-3565568 

Services Provided: Document/Records Management & 
Conversion Services 

Valid from 09/07/2016 to 09/08/2017 

Procurement & Small ,ness 
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Aprlt Grlffin , Chair 
Cindy Stuart, Vice Chair 
Doretha w . Edgecomb 
Sally.A. Hatris 
Carol W . Kurdell 
Melissa Snively 
Susan L. Valdes 

4> 
Hillsborough Coun!f 
PUBLIC SCHOOLS 

~ue~1t 

Jfi(fs6oroueli County <Pu6fic Scfioofs 

Chief of Staff 
Alberto Vazquez Matos, Ed.D. 

Deputy Superintendent 
Van Ayres 
Chief of Schoo)s 
Harrison Peters 

Chlef Dlversrty Officer 
Minerva Spanner-Mbrrow 

S1,.1ppller Dfverslt\' Offfe41r 
Eric J. Graham 

Office of Suppfier ©iversity (J{fgistration Certificate 

Advanced Data Solutions"# Inc. 
Is registered with Hillsborough County Public Schools 

Office of Supplier Diversity as a SBE/WMBE 

Registration Expiration Date: 05/19/2018 

Eric J. Graham 

Supplier Diversity Officer 
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Advanced Data Solutions, Inc. 
Florida Information Technology Services Contract 

Search Current Locabon Onty 

Information Technology IID 
Consulting Services 

Contractors 

Contractors • A. L. 

Jackson & 
company P.A. 

Contractors • AAJ 

Computer Serv ices 

loh. 

contractors · 
Ac:icla Consulting. 

!.nh 

Contractoo • 
Accenture LLP 

Contractors · 

Acclaim Systems 

Contractors • 

AceApptications. 

LLC 

Contractors • ADO 

Sbffing. lnc. 

contractors · 

Advanced Data 

Solutions, tnc. 

contractors · 

Advanced Data 

Systems Inc. 

contractor5 • 
Advanced 

Mark etPl~ce. Inc. 

Flonoa Depa,1ment of t.1anagemen Serv,ces > Business Operatrons > State Purchas;ng, venaor lnformatron , Sta•e Contracts 
anct Agreements > Staie Term Contracts> tnrormation Tec lmoioro j1T1 Consunrna Se rces > Contractors , 8..:...:l , Contractors· 
Advanced Data Solu ions Inc 

Advanced Data Solutions. Inc. 

CBE Code 

Florida Climate 
Friendly 

Preferred 
Products 

A. Non-Mmonty 0 

Ordenng Instructions 

Primary Contact 

Companv Name Advanced Da la Solutrons Inc 

Contractor Representawe NalT'e f.1elod; S Engle 

Con:ractcr RepreSenta:i e L :e Presrcent 

Street Address or PO Box 141 Searle Blvd urte A 

Cr!) Staie Zip Oldsmar FL 3-1677 

Er.a,, Address r:1rnqfe~adst1s net 

Phone Nur,,ber 813-855-35J~. 

Ordering Fax Nu111ber 813-855-657:', 

1n:erne1 Address ,wN. aosus ne, 

Federal ID Nurrber :,9-2-566:-6!3 

Rem,: Address 1J 1 Sea net BIVd Suite A 

Crl\ State. z,p Otd;rnar FL 3J677 

Secondary Contact 

Con:ractor Represen ta'.1ve Narre Carol Onoskr 

Recycled 
Products 

NO 

Con:ractor Represen1a:1ve Title Governrien: Legat and f.ledrcal Spec,atrst 

Ema,t Address cortoskr,uladsus net 

PhOne NulT'ber 813-855-354:'· 

Utilizes 
Authorized 
Resellers 

No 

Coverage Area 

Statewide 
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6 Subcontractors 

Proposer must clearly identify any subcontractors that may be utilized during the term of this 
contract. 

ADS will not utilize subcontractors for this initiative. 
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7 Required and Other Forms 

../ Proposal Certification 

../ Cost Proposal 

../ Non-Collusion Statement 

../ Local Business Preference (LBP) 

../ Contract Payment Method 

../ Sample Insurance Certificate 

../ Business License 

../ Addendum 1 

../ SOC 3 Report 

../ PCI DSS Merchant Compliance Certificate 

../ HIPAA and Security Training Certificates 

../ FDLE Criminal BackQround Checks I Key Employees 
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City of Fort Lauderdale Bid 575-11786 

BID/PROPOSAL CERTIFICATION 

Please Note: If responding to this solicitation through BidSync, the electronic version of the bid response will prevail , 
unless a paper version is clearly marked by the bidder in some manner to indicate that it will supplant the electronic 
version . All fields below must be completed . If the field does not apply to you , please note N/A in that field . 

If you are a foreign corporation, you may be required to obtain a certificate of authority from the department of state, 
in accordance with Florida Statute §607.1501 (visit http://www.dos.state.fl.us/) . 

Company: (Legal Registration) r.=\(!yOy()c,.e.d bo.:b... So \u,,;hon :'.;) r :CnC.. 

Address : \ 4 l Sco-r le .. :t S-\-e. A 
City: 0 \ q $\M..CL-v 

Telephone No.~\3 - S?SS-3$1-/5 FAX No.)? 13 - "?S6-0 '2.&'(e 

State: 

Email : 

yL. Zip: _ 3~Y~lc~'~---.,_ 
mend \e e!..a_.d su.o , net-

Delivery: Calendar days after receipt of Purchase Order (section 1.0 of General Conditions): - ~__.__S_ D=--
Total Bid Discount (section 1.05 of General Conditions): __ $ _ _::,."'---
Does your firm qualify for MBE or WBE status (section 1.09 of General Conditions): MBE WBE 

ADDEf\JDUM ACKNOWLEDGEMENT - Proposer acknowledges that the following addenda have been received and are 
included in the proposal: 

Addendum No. Date Issued Addendum No. Date Issued Addendum No. Date Issued 

J-- to/3\ \H.-t' 
----------------~ 

VARIANCES: If you take exception or have variances to any term, condition, specification, scope of service, or 
requirement in this competitive solicitation you must specify such exception or variance in the space provided below or 
reference in the space provided below all variances contained on other pages within your response. Additional pages 
may be attached if necessary. No exceptions or variances will be deemed to be part of the response submitted unless 
such is listed and contained in the space provided below. The City does not, by virtue of submitting a variance, 
necessarily accept any variances. If no statement is contained in the below space, it is hereby implied that your response 
is in full compliance with this competitive solicitation. If you do not have variances, simply mark N/A. If submitting your 
response electronically through BIDSYNC you must also click the "Take Exception" button . 

The below signatory hereby agrees to furnish the following article(s) or services at the price(s) and terms stated subject to 
all instructions, conditions, specifications addenda, legal advertisement, and conditions contained in the bid/proposal. I 
have read all attachments including the specifications and fully understand what is required. By submitting this signed 
proposal I will accept a contract if approved by the City and such acceptance covers all terms, conditions, and 
specifications of this bid/proposal. The below signatory also hereby agrees, by virtue of submitting or attempting to submit 
a response, that in no event shall the City's liability for respondent's direct, indirect, incidental, consequential , special or 
exemplary damages, expenses , or lost profits arising out of th is competitive solicitation process, including but not limited 
to public advertisement, bid conferences, site visits, evaluations, oral presentations, or award proceedings exceed the 
amount of Five Hundred Dollars ($500.00). This limitation shall not apply to claims arising under any provision of 
indemnification or the City's protest ordinance contained in this competitive so · itation. 

Submitted by: 

N_e,\odld S. [("'\0\£ 

Title 

revised 04/10/15 

10/5/2016 11 58 AM p. 43 
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SECTION VI - COST PROPOSAL PAGE - REVISED 

Proposer Name: 8 c\v0d\c.ed \):tlq Solu..hoDS , -:t f\Q_ · 

Proposer agrees to supply the services at the prices bid below in 
accordance with the terms, conditions and specifications contained in this 
RFP. 

Cost to the City: Contractor must quote firm, fixed , costs for all services 
identified in this request for proposal. These firm fixed costs for the project 
include any costs for travel and miscellaneous expenses. No other costs will 
be accepted. 

PRICING FOR SCANNING/IMAGING SERVICES: 
Pricing for scanning/imaging must include prepping and indexing of up to 30 
characters. For indexing above 30 characters, provide per character cost below. 

TRANSPORTATION COSTS 
Proposers must include any transportation costs in the unit price per image. 

# Estimated 
Unit 

Item Description Quantity Price Total Price 
1 Unit cost/per scanned image, letter and legal sized 

documents, up to 11 " x 1 T' 8,089,900 ,.03"/SOO 279, 10! .ss 

2 Unit cost/per scanned image, for E size shop 1,096,700 O,L.{t!>"OOO 45'5, 130, 50 
drawings. 

3 Unit cost/per scanned image, of 35mm building plans 
including drawings, permits, letter, etc. 100 rolls of 110,500 o.o3L.fS"o<X 3,'8\ 2. zS 
microfilm required te be converted to scanned images 
(averaqe of 1100 imaqes per roll) . 

4 Unit cost/per scanned image, of 16mm rolls, 2923 rolls 
o.01ctoooo 1\1)015.~0 of microfilm required to be converted to scanned 5,846,100 

images (average 2000 images per roll). 

5 Destruction documents after scanning and review of 
scanned images by the City is complete. Unit price 30,000 O, l ooao 3,ooo. oo 
per pound 

6 Cost per character for indexing above 30 characters 100 
0 , 00'2.S"C o. 2.5 

6 ..: II 
Grand Total 852 1 \Zo.~S 

Submitted by: 

~ -e-1 ~ s . £0cfe 

Date \ 1 Title 
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NON-COLLUSION STATEMENT: 

By signing this offer, the vendor/contractor certifies that this offer is made independently and free from 
collus ion . Vendor shall disclose below any City of Fort Lauderdale , FL officer or employee, or any 
relative of any such officer or employee who is an officer or director of, or has a material interest in , 
the vendor's busi ness, who is in a position to influence this procurement. 

Any City of Fort Lauderdale , FL officer or employee who has any input into the writi g of specifications 
or requirements , solicitation of offers, decision to award , evaluation of offers , or any other activity 
pertinent to this procu rement is presumed , for purposes hereof, to be in a pos iti on to influence this 
procurement. 

For purposes hereof, a person has a material interest if they directly or indirectly own more than 5 
percent of the total assets or capital stock of any bus iness entity , or if they otherwise stand to 
personally gain if the contract is awarded to this vendor. 

In accordance with City of Fort Lauderdale , FL Policy and Standards Manual , 6.10 8 3, 

3.3. City employees may not contract with the City through any corporation or business entity in 
which they or their immediate family members hold a controlling financial interest (e.g. 
ownership of five (5) percent or more) . 

3.4 . Immediate family members (spouse, parents and children) are also prohibited from 
contracting with the City subject to the same general rules . 

Failure of a vendor to disclose any relationship described herein shall be reason for 
debarment in accordance with the provisions of the City Procurement Code. 

RELATIONSHIPS 

j / In the event the vendor does not indicate any names, the City shall interpret this to mean that ( '1 ;he vendor has indicated that no such relationships exist. 

CAM 17-0502 
Exhibit 3 

Page 73 of 100



LOCAL BUSINESS PREFERENCE CERTIFICATION STATEMENT 

rhe Business identified below certifies that it qualifies for the local BUSINESS preference classification as indicated herein , and further 
certifies and agrees that it will re-affirm it's local preference classification annually no later than thirty (30) calendar days prior to the 
anniversary of the date of a contract awarded pursuant to this ITB. Violation of the foregoing provision may result in contract 
termination . 

(1) 

(2) 

(3) 

(4) 

(5) 

Business Name 

is a Class A Business as defined in City of Fort Lauderdale Ordinance No. C-12-04, 
Sec.2-199.2 . A copy of the City of Fort Lauderdale current year Business Tax Receipt 
and a complete list of full-time employees and evidence of their addresses shall be 
provided within 10 calendar days of a formal request by the City. 

is a Class B Business as defined in the City of Fort Lauderdale Ordinance No. C-12-04, 
Sec.2-199.2. A copy of the Business Tax Receipt or a complete list of full-time 
employees and evidence of their addresses shall be provided within 10 calendar days 

_ _ _ _ __________ of a formal request by the City. 
Business Name 

is a Class C Business as defined in the City of Fort Lauderdale Ordinance No. C-12-04 , 
Sec.2-199.2. A copy of the Broward County Business Tax Receipt shall be provided 

_ _ _ ________ _ _ _ within 10 calendar days of a formal request by the City. 
Business Name 

requests a Conditional Class A classification as defined in the City of Fort Lauderdale 
Ordinance No. C-12-04, Sec.2-199.2. Written certification of intent shall be provided 

_ _ _ _ _ ______ ___ within 10 calendar days of a formal request by the City. 
Business Name 

requests a Conditional Class 8 classification as defined in the City of Fort Lauderdale 
Ordinance No. C-12-04, Sec.2-199.2. Written certification of intent shall be provided 

_ __________ _ __ within 10 calendar days of a forma l request by the City. 
Business Name 

is considered a Class D Business as defined in the City of Fort Lauderdale Ordinance 
No. C-12-04, Sec.2-199.2. and does not qualify for Loca l Preference consideration . 

(6) Advanced Data Solutions, Inc. 
Business Name 

BIDDER'S COMPANY: Advanced Data Solutions, Inc. 

AUTHORIZED COMPANY PERSON: 

October 25, 2013 

Melody S. Engle 
NAME 

11 /08/2016 
DATE 
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CONTRACT PAYMENT METHOD BY P-CARD 

THIS FORM MUST BY SUBMITTED WITH YOUR RESPONSE 

The City of Fort Lauderdale has implemented a Procurement Card (P-Card) program which 
changes how payments are remitted to its vendors . The City has transitioned from traditional 
paper checks to payment by credit card via MasterCard or Visa. This allows you as a vendor of 
the City of Fort Lauderdale to receive your payment fast and safely. No more waiting for checks 
to be printed and mailed. 

Payments will be made utilizing the City's P-Card (MasterCard or Visa) . Accordingly, firms must 
presently have the ability to accept credit card payment or take whatever steps necessary to 
implement acceptance of a credit card before the commencement of a contract. 

Please indicate which credit card payment you prefer: 

Master Card - ---

X Visa Card --

Company Name: Advanced Data Solutions, Inc. 

Name (printed) Melody S. Engle 

Date: 11-08-16 Title: President 
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ADVADAT~1 MTHOMPSTONE 

ACORD CERTIFICATE OF LIABILITY INSURANCE I 
DATE (MM/DD/YYYY) 

~ 10/27/2016 

I THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
'.:ERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
.3ELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER. 

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. If SUBROGATION IS WAIVED, subject to 
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the 
certificate holder in lieu of such endorsement(s). 

PRODUCER CONTACT 
NAME: 

Hub International Southeast ilJgN~o Exti:(727) 797-0441 I r.e2 No): (727) 669~673 600 Cleveland Street E-MAIL Suite 600 ADDRESS: 
Clearwater, FL 33755 

INSURER(S) AFFORDING COVERAGE NAIC # 

1NsURERA :Owners Insurance Company 32700 
INSURED INSURERS : 

Advanced Data Solutions , Inc. INSURERC : 
Melody Shearin Engle 

INSURER D: 141 Scarlet Blvd, Ste A 
Oldsmar, FL 34677 INSURER E: 

INSURER F: 

COVERAGES CERTIFICATE NUMBER: REVISIION NUMBER: 
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LI STED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED. NOTWITHSTANDI NG ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO 1/'vHICH TH IS 
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AF FORDED BY THE POLI CIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

INSR IMUUL ,~udK POLICYEFF POLICY EXP LIMITS LTR TYPE OF INSURANCE INSO wvo POLICY NUMBER IIWNDD/YYYYI IMM/DD/YYYYI 
COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE $ - =i CLAIMS-MADE D OCCUR D"'"""" \'fE~~ .. cc u PREMISES a occurrence! $ 

MED EXP (Any one person) $ - PERSONAL & ADV INJURY $ -
GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $ 

~ D PR~ D Loc PRODUCTS -COMP/OP AGG $ POLICY JECT 

OTHER: $ 

AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT $ 1,000,000 IEa accident) -A ANY AUTO 4795673300 04/04/2016 04/04/2017 BODILY INJURY (Per person) $ 
f-- ALL OVVNED }( SCHEDULED 

AUTOS AUTOS BODILY INJURY (Per accident) $ 

x x NON-OWNED PROPERTY DAMAGE $ HIRED AUTOS AUTOS (Per accident) 
f-- -

$ 

I UMBRELLA LIAB H OCCUR EACH OCCURRENCE $ n EXCESS LIAB CLAIMS-MADE AGGREGATE $ 

OED I I RETENTION$ $ 

WORKERS COMPENSATION I PER I I OTH-
AND EMPLOYERS" LIABILITY STATU TE ER 

Y/ N 
ANY PRCPRIETORIPARTNERIEXECUTIVE 

D 
E.L. EACH ACCIDENT $ 

OFFICER/MEMBER EXCLUDED? N/ A 
(Mandatory in NH) E.L. DISEASE - EA EMPLOYEE $ 

~i;';;~;~~ ~f'gPERATIONS below E.L. DISEASE - POLICY LIMIT $ 

I 

l 
DESCRIPTION OF OPERATIONS I LOCATIONS I VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached If more space is required) 

CERTIFICATE HOLDER CANCELLATION 

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE 

For Information Only 
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN 
ACCORDANCE WITH THE POLICY PROVISIONS. 

AUTHORIZED REPRESENTATIVE 

lAftt!.tJ~ 
© 1988-2014 ACORD CORPORATION_ All r ights reserved. 

ACORD 25 (2014/01 ) The ACORD name and logo are registered marks of ACORD CAM 17-0502 
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1..._C~RD• CERTIFICATE OF LIABILITY INSURANCE I DA TE (MIIWDOIYYYY) 

01/19/2016 

THIS CERTIFICATE IS ISSUED AS A MATIER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, AND TtlE CERTIFICATE HOLDER. 

IMPORTA NT : If the certificate holder Is an ADDfTIONAL IN9URED, t he polloy(les) must be endorsed. If SUBROGATION IS WAIVED, subject to 
the terms and conditions of the policy, certain policies may require an endorsement A statement on this certificate does not confer rights to U,e 
certificate holder In lieu c:A. such endortement(s). 

PRODUCER NA°r.if'-' 
Automatic Data Processing Insurance Agency, Inc. ~l!xt~ Ir~ No): ...._... 
1 Adp Boulevard ADDRESS: 
Roseland, NJ 07068 INSUIIIERIS) AFFORDIHG COi/EMGE NAIC # 

lflSURER A : Employers Compensation Insurance Company 11512 

INSU!U:D INSURERS : 
ADVANCED DATA SOLUTIONS INC 

INSURERC : 
14'1 SCARLET BLVD STE A 
Oldsmar, FL 34677 INSURERD : 

INSURERE : 

INSURERF : 

COVERA~Es CER'ffFttAT£ NUMBER: 43C>v111 REVISION NUMBeR: 
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LI STED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF AN Y CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS 
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE PO LICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS ANO CONDITIONS OF SUCH POLICIES. LIMITS SHOVl,t,l MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

11~:: TYPE Of' INSURANC! ·-~ ,-~ POLICY IUl8ER 
.-vu,., err ~TCAP' 

UIIITS . 
COMMERCIAL GENERAL UABI.ITY eACH OCCURRENCE s - D CLAIMS~E D OCCUR i>REM1Sis°1&'~ncai $ -

MED EXP (Any one person) $ -
PERSONAL & l>DV INJURY $ -

GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $ 

~ POUcv01& D LOC PRCIOUCTS - CO>IP/OP NJIJ $ 

OTHER: s 
AtlTOM08IL£ IJABft.JTY r"oocid~f'NGU: LIM! I s - ANY AUTO BODtL Y INJURY (Per person) $ 

....--
Al.L OWNED - SCt1cDULED 
AUTOS AUTOS 

BOOILY INJURY (Per accident) $ - - NON-OYINED ;,;;..~,.;;ilenl)- = HIRED AUTOS AUTOS $ 
- - $ 

UMIIIIEUA LIAS H OOOJR eACH OCCURRENCE s - !XCESSLIAB ct.A!MS-MADE AGGRfGAl? $ 

DED I I RETENTION s $ 

WORl<ERS COMfll!NSA 110H X I srA1\Tlc I I~,,. 
AN) EMPLOYERS' UA8IUTY YIN 

A 
~ PROP!<IETOR/PARTNERIEXECUTIVE 

~ NIA N EIG206177302 01/10/2016 01/10/2017 
E.L. EACH ACCIDENT $ 1,000,000 

OFFICER/MEMBER EXa.L'OED? 
(MandatD<y In NH) E.L. DISEASE - EA EMPLOYEE $ 1,000,000 

~~~ ~OPERATIONS below E.L. DISEASE · POLICY LIMIT $ 1,000,000 

DE&CRll'TlON OF OPERA TlONS I LOCATIONS I VEKCLES (ACORD 101, Addlllonal Aelnllk1 lchedule, 1111Y i. lllaChed If more opece Is ~ red) 

CERTIFICATE HOLDER 

I 

CANCELL.A TlON 

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE 
THE EllPIRATIQN 9ATE THEREOF; NOTIGE Wlbb ee 9Eb1Vt;AE9 IN 
ACCORDANCE WITH THE POLICY PROVISIONS. 

A© 1988-2014 ACORD CORPORATION. All rights reserved. 

file Atolffl name and logo are registered mar1ls ot Ac6Ro 
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AOVAOAT-01 LBOYLE 

ACORD' CERTIFICATE OF LIABILITY INSURANCE I 
DATE (MMIDD/YYYY) 

~ 10/27/2016 
I THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 

:ERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER. 

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. If SUBROGATION IS WAIVED, subject to 
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the 
certi ficate holder in lieu of such endorsement(s). 

PRODUCER CONTACT 
NAME: 

Brown & Brown of Flor ida, Inc. rtgNJo Extl : (727) 461-6044 I iffc, No): (727) 442-7695 83 N Park Place Blvd 
Suite #101 E·MAIL 

ADDRESS: 
Clearwater, FL 33759 

INSURER(S) AFFORDING COVERAGE NAIC # 

INSURER A : Hartford Casualty Insurance Company 29424 
INSURED INSURER B: 

Advanced Data Solutions, Inc. INSURER C: 

141 Scarlet Blvd, Suite A INSURER D: 
Oldsmar, FL 34677 INSURER E: 

INSURER F: 

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER: 

TH IS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO TH E INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS 
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN , TH E INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

INSR TYPE OF INSURANCE 
ADDL SU or< ,~3ltiii~ ,~3r~%~ LIMITS LTR INSD WVD POLICY NUMBER 

A x COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE $ 1,000,000 
r--

~ CLAIMS-MADE O occuR 
U""'11\1.,C: TO r<C:N I C:U 21SBAK00961 07/1 7/2016 07/17/2017 PREMISES (Ea occurrence) $ 300,000 

x EPLI $5,000 MED EXP (Any one person) $ 10,000 
r--

PERSONAL & ADV INJURY $ 1,000,000 -
GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $ 2,000,000 Fl D PR~ D Loc PRODUCTS - COMP/OP AGG $ 2,000,000 POLICY JECT 

OTHER: $ 

AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT $ <Ea accident) - ANY AUTO BODILY INJURY (Per person) $ 
r-- ALL Ov-.NED - SCHEDULED 

AUTOS AUTOS BODILY INJURY (Per accident) $ 
>-- - NON-Ov-.NED PROPERTY DAMAGE 

HIRED AUTOS AUTOS (Per accident) $ - -
$ 

UMBRELLA LJAB H OCCUR EACH OCCURRENCE $ 
-

EXCESS LIAB CLAIMS-MADE AGGREGATE $ 

OED I I RETENTION$ $ 

WORKERS COMPENSATION I PER I I OTH-
AND EMPLOYERS' LIABILITY STATUTE ER 

Y/ N 
ANY PROPRIETORIPARTNER/EXECUTIVE D E.L. EACH ACCIDENT $ 
OFFICERIMEMBER EXCLUDED? NI A 
(Mandatory In NH) E.L. DISEASE - EA EMPLOYEE $ 
If yes, describe under 
DESCRIPTION OF OPERATIONS below E.L. DISEASE - POLICY LIMIT $ 

DESCRIPTION OF OPERATIONS I LOCATIONS I VEHICLES (ACORD 101 , Additional Remar1<s Schedule, may be attached if more space is required) 

CERTIFICATE HOLDER CA NCELLATION 

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE 
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN 
ACCORDANCE WITH THE POLICY PROVISIONS. 

AUTHORIZED REPRESENTATIVE 

For Insurance ~~~Mm.vv 
1Purooses Onlv 

© 1988-2014 ACORD CORPORATION. All rights reserved. 
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Type: PRINl'ING CITY OF OLDSMAR Vendor: 08996.1 
llUl'ATE ·mat f..'nh~il,. )M't7~ 113-749-11~ 

LOCAL .utmINESS TAX>RECEIPT 
Owner. ADVANCED DATA SOLl.mONS, INC. 

(727)638-6265 

. ·~141 SCAltLET.~Vl>SUITE B 
~LDSMil·FL 34677~3021 

Name: ADVANCED DATA SOLUTIONS, INC. 

=~~~A . 
fllcal Yt81' 2'11 Jbpires: Sepemlber 30, 2817 

lsaued! 09/16/ltt, 
Tu: $87.00 l \ ;L_ 
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ADDENDUM NO. 1 

RFP No. 575-11786 
TITLE: Scanning , Indexing, Imaging and Media Conversion Services 

ISSUED: October 31 , 2016 

This addendum is being issued to make the following change(s) : 

1. Section 2.16.6 has been added to Minimum Qualifications as follows: 

2.16.6 This RFP is for City-wide scanning services, and will include City 
Departments that possess data ranging from restricted , private, and 
public. Since the handling of this data in certain instances could 
contain Health Insurance Portability and Accountability Act 
(HIPAA) , Payment Card Industry (PCI) and Classified Law 
Enforcement data, certain background clearances will be necessary 
for these data classes, and handled by those who are familiar with 
safeguarding the collection , storage and destruction of the data. 
The contractor or subcontractor and facility that will be handling 
data classified as restricted and private data classes when 
applicable will require the following additional requirements: 
• PCI Data- Background Checks and an understanding of 
Payment Card Industry Data Security Standards (PCI-DSS) 
• Restricted Police Data- Security levels to provide National 
Institute of Standards and Technology (NIST) and Department of 
Justice (DOJ) classified conversion. Scanning is preferable onsite, 
if offsite must meet Criminal Justice Information Services (CJIS) 
compliance standards of physical security and appropriate staff 
clearances for the handing , processing, and destruction of data. 
Prospective vendors must be able to furnish documentation that 
staff has appropriate background clearances and appropriate 
physical and logical security to handle classified data classes. This 
document~tion shall be included in the proposal submittal. 

2. Section VI - Cost Proposal Page has been revised . Proposers shall use 
the revised page included with this addendum. 

3. The bid end date has been changed to Thursday, November 10, 2016. 

All other terms, cond itions, and specifications remain unchanged. 
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AnnDebra Diaz, CPPB 
Senior Procurement Specialist 

Company Name: t\c\\J q (\ e..e_d b ttc\ Sol~~ or\~ 1 :C n c_,. 
~ / (p1;1xint) 

Bidders Signature: ?¥ 1/WL 
Date: I \ ). ~ \ 1 l.p 

CAM 17-0502 
Exhibit 3 

Page 81 of 100



Service Organization Controls 3 Report 

Relevant to Security, Processing Integrity and Confidentiality for 
the Period from April 1, 2016 through September 30, 2016 
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DRES L IN FINANCIAL SERV I CES I' 

l: Report of Independent Arcuuata nt 

\\i: h ;1 1c ·,.1111,n 'd 111J11agcmcnt · , a!>:-1.·n i,m that. \1.hanc ·d lh,.1 \nl1ni""'· he·, I \I) ,. during 1ht· rx:rn,d ·\pril 
I 2n ·11 thm111.d1 "it.'pkmr.cr "lo. '.:OJ<,. mumtainl'.J 1.. ' lixli\l' lvlltn ,l:,. t\1 pn.1,1lk n.\1 -..111.1hl1: .1nu1an..:1.• tha1. 

• thr: ,\J\Jllcl'.<l DatJ '>ulut1 ... m, R·, ,,rJ, \l;rn.igc:1 ll'I'; \:,,1c111 \\J, J•fOh.'.:t..·,l al!a in,t una uth,,ntcd a '1..C,~ u,;c. 

11r 111nd i lil·:1111111 r.-, me 'I \ D<.;· 1..,,mmilmL'nh and ,:, :,ll'lll r\.',1um:1'1t:1 h 

• thc \tha111.:1?J Data \1.)lut r ''1' Kt:..:urd, \1.magcm ·m <..,,1..:11 \\:l~ :l\Jilabk r:.,r Ppnati,11· and 11,c to 111<:'l.'I 

\D\ ' u' 1111lml'lll'- ,l'Hl :-. ·,Ji:·r tequirt'lllt'llh 

b.i,..:d ,,n tl'c: crill:rin f,1r ...ccurit: anJ a\ailahi 11:, 111 th: .·\1111:m:.,n ln, 1i1u1~ ,1 , l 1.. 111li l J Puhh..: ·\i..: ·11unt.int,· [ '> I' 
, :. ti,,n IIH,. ir11\/ \",·n1<·, , f'r111n11(,·1 i/1/i/ ( l'/(,111, '"' .\1·, 1//J/1 11·,11/11/•,,'1/l / 11fJc'u.1tl/•' btft'.~"r/lfl" 

I. u11: .. J·1,11.1!:11 u•hl /'111, .. r upd.11,.:I ." 111 \larch .:'.fl(, Thi-. :i-,,:r1il'r i, ti..: r, p.H1-.ih1l 11 ~ ,,f \f) n1.1na~l."ml."nt 
( )11r re,r,•n,ihiJit~ j, 111 ~·,prt•-., :11111p111iPP h:t,l'd t II ,11 11 t'.'\it llll llalttll1. 

( )ur c: ammull,>n 1,a, .:,111,!11.:tcd in au:ord.rn,I.' ,, ith att.:...tal it111 ,tandnrd, ·,t.th 1,he<l r~ ·h · \mer irnn ln~ t1 tutc L'l 
t 'emried Pu blic ,\u:11unun1, and a,1.nrdin!,!.I~ . 11L111Ji.:J , l uhtJ1r1111g an unJ ·r_t.rnd 11~ ,,J 1lic: ,\I)\ relt'.',ant 
-..i:.:t 111~ and u,ailahi l1t~ ull1Htil~. 1::\ tc,t 1111.: .111d ,,aluat,nL?. the,) ' rating cffc'-11\1:ni.:~, ,,1 tho-.~· ..:,mtn)I, , and 1 '1 

pnlL>r111•11: ,11 ·h .,,her pnu:d11r1..· , .1, ,,c ,111h1Lkrnl nccc-.,a in ihl." .:1r.:um,t.inc\> \\, ix:linl· tha t lll:r 

\."'\ilJTiillJ(i II] Pfll\ idl· ... ;j f \1 ... 1\fl,lhk 0,1, ', r, ,r \l\ JI \lpitll,l'l 

u~·.:au,c- u' the: 11,1 u,e a111i inhl'n:nt 111,11.111011 , ,,· ·L ,r 111 11,. ·rr,•r ni fra ud ma~ ,,lcur anJ lh>l l.L· 1.ktl'l.ki.l. 
J-11'11c:m·,1rl' thl' pr, I.Jl'L:111>11 of ,111 ~ (1)1l(ihinn,. ba,c:J l I' L'Uf lirtJlll~ . IP lllllll t'. p~t ,Pd, h ,L.b_il'd l,l lhl· n, I,. ti.di 

th· , J,iJ,t; 111 ~u~ll c\.·lh. lu,11 11" ma~ t,c altered t\ ' '-au,i.: ,1t" ·han~~·, m,hk r , rhe ,:, ~;cm c.r c0nm,k th,· failur..: 1, 
11 !~~ needed ch.i11i..'c tl1 thl' \\, tem ,,r cnntn'I, 11r .1 d 0 1.:r1<•r.1:nn in the ckgrl.'c lll"th1..· l'l°kd1\,llt'Y, L'l lh..: ..:,•nllul~. 

In , ·tJr l)plll tl'll . Al), mdrld~t"llH:111 , ,1"u1i11n rd.: 1l'J k' ab'-' \ · 1, foir 1 1.11<.:d 11l a ll m.1 tcrn1 i rc,pi:1..'h ha,l'd ,in 

''r~:=:~n:d1: j' ":( :sailahH,,, 

Drt:,lin f-in:rn1..in l '>l'f\ i.:.:, 
C ·ntli..:d Pu t.111.. ·\1.1:uunt.inr,. 
l.argt,. I lond,i 
Ocwb~·r ~. ::o , ti 
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2: Management of Advanced Data Solutions, Inc.'s Assertion 

October 5, 2016 

Advanced Data Solutions, Inc. (ADS) maintained effective controls over the Security and 
Availability of its records management system to provide reasonable assurance that: 

>" the Advanced Data Solutions Records Management System was protected against 
unauthorized access, use or modification to meet ADS system requirements. 

>" the Advanced Data Solutions Records Management System was available for operation and 
use to meet ADS commitments and system requirements 

>" the Advanced Data Solutions Records Management System was protected against 
unauthorized access (both physical and logical) 

during the period April 1, 2016 through September 30, 2016, based on the criteria for security 
and availability principles set forth in the AICP A's TSP section 100, Trust Services Principles 
and Criteria for Security, Availability, Processing Integrity, Confidentiality and Privacy updated 
as ofMarch 2016. 

Advanced Data Solutions, Inc. 

Jt4J4£ 
Melody S. Engle 
President 
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3: Description of Advanced Data Solution's Records Management System for the 
Period from April 1, 2016 to September 30, 2016. 

A. COMPANY OVERVIEW 

Advanced Data Solutions, Inc. (ADS), founded in Florida during 1999, is a records 
management service company which converts paper and microform records to digital format. 

ADS provides outsourced conversion services: 

~ Document Scanning 
~ Microform Conversion 
~ Data Entry 

B. SCOPE OF THE REPORT 

Report Framework 
This report is considered a Service Organization Control 3 (SOC3) report under the internal 
control reporting framework established by the American Institute of Certified Public 
Accountants (AICPA). 

Scope 
The scope of this report is limited to ADS Records Management System (ARMS). This 
report covers the outsource services described above and the suitability of the design of 
controls to meet the criteria for the security, processing integri ty and confidentiality 
principles set forth in TSP section 100, Trust Services Principles, Criteria and Illustrations 
for Security, Availability, Processing Integrity, Confidentiality and Privacy (AICPA 
Technical Practice Aids) (applicable trust services criteria) covering the period from April 1, 
2016 through September 30, 2016. 

ADS believes the Availability Principle of the Trust Services Principles is not applicable to 
readers of this report because users generally do not have access to ARMS. Client user 
access is limited. Furthermore, ADS believes the Privacy Principle of the Trust Services 
Principles is not applicable to users because ADS is not subject to regulatory requirements 
regarding privacy of data. 

C. SUMMARY OF ADS RECORDS MANAGEMENT SYSTEM 

ARMS consists of scanners, computer servers, network file system, PCs and applications used 
for converting paper and microform data to digital format. Software is limited to currently 
supported Microsoft Windows operating systems on Company issued personal computers and 
the following applications. 

~ Kodak Capture Pro - Document Scanning Software developed by Kodak Alaris 
~ Fujitsu Scandall Pro - Document Scanning Software developed by Fujitsu 
~ Contex Next Image Scan & Archive - Wide Format Scanning Software developed by Contex 
~ Kip Scan Client - Wide Format Scanning Software developed by Consistent Software 
~ Quantum Scan I Quantum Process - Microform Conversion Software developed by Mekel 
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D. OVERVIEW OF ARMS AND ITS BOUNDARIES 

Boundaries of the ARMS 

The boundaries of the ARMS include applications ( described above) and infrastructure that 
directly support the outsourced conversion services provided by ADS to customers, including 
infrastructure software, people, procedures and data. Any applications, databases and 
infrastructure that indirectly support the records management services provided to customers are 
not included within the boundaries of ARMS. 

Infrastructure 

The ADS primary facili ty is located in the city of Oldsmar, Florida. There are appropriate 
security controls limiting physical access to its office space and its operations. ADS has two 
servers and several work stations which utilize the Windows Operating System to manage 
security on the IT resources applications and data. ADS utilizes firewalls, intrusion detection 
systems and virus detection to monitor its network, application and data. 

The ADS simply designed infrastructure is presently responsible for supporting our technology 
solutions. These servers are summarized below by operating system and the various purposes 
served. 

Operating System Server Purpose 
Windows Server 2012 Monitoring Tools, Application Servers, FTP Services, Networking 

Systems, Backup/Recovery Services, Domain Control, System 
Management Tools, Source Image Storage, Metadata Storage 

Windows 2008 R2 Monitoring Tools, Application Services, Networking Systems, 
Backup/Recovery Services, Source Image Storage, Metadata 
Storage 

Software 

Th€ ARMS is comprised of third-party dev€lop€d appl ications as described. All changes to the 
applications are developed and managed by third-party vendors. ADS separately maintains an 
information technology infrastructure and specific software applications to effectively operate 
and support ARMS. 

People 

Advanced Data Solutions organizational structure provides a framework for planning, executing 
and controlling business operations. Senior leadership play important roles in establishing the 
Company's tone and core values. The organizational structure assigns roles and responsibilities 
to provide for adequate staffing, security, efficiency of operations and segregation of duties. 
Management has also established authority and appropriate lines of reporting to key personnel. 
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Procedures 

Information Security (IS) policies and procedures are formally documented by Senior 
Management to detail policies and procedures related to system security, confidentiality and 
processing integrity. The IS policies and procedures are reviewed, updated and approved by 
management on a quarterly basis or as changes occur. 

Data 

The IS policies and procedures fonnally document policies for classifying data based on its 
criticality and sensitivity, as well as procedures detailing how classifications are used to define 
protection requirements, access rights, access restrictions, data retention and data destruction 
requirements. 

Data is collected physically via chain of custody transfer of paper and microform records. 
Source image data is created digitally through the conversion of paper and microform scanning 
processes. Metadata is created from ADS input at the direction of the customer. 
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4: Trust Service Principles and Criteria 

Criteria Common to All Security, Processing Integrity and Confidential Principles 

CCl.O Common Criteria Related to Organization and Management 
CCl .l The entity has defined organizational structures, reporting lines, authorities and 

responsibilities for the design, development, implementation, operation, maintenance 
and monitoring of the system enabling it to meet its commitments and requirements as 
they relate to security, processing integrity and confidentiality. 

CCl.2 Responsibility and accountability for designing, developing, implementing, operating, 
maintaining, monitoring and approving the entity ' s system controls are assigned to 
individuals within the entity with authority to ensure policies and other system 
requirements are effectively promulgated and placed in operation. 

CCl .3 Personnel responsible for designing, developing, implementing, operating, 
maintaining and monitoring the system affecting security, processing integrity, and 
confidentiality have the qualifications and resources to fulfill their responsibilities. 

CCl.4 The entity has established workforce conduct standards, implemented workforce 
candidate background screening procedures and conducts enforcement procedures to 
enable it to meet its commitments and requirements as they relate to security, 
processing integrity and confidentiality. 

CC3.0 Common Criteria Related to Risk Management and Design and Implementation 
of Controls 

CC3 .1 The entity ( 1) identifies potential threats that would impair system security, processing 
integrity and confidentiality commitments and requirements, (2) analyzes the 
significance of risks associated with the identified threats and (3) determines 
mitigation strategies for those risks (including controls and other mitigation 
strategies). 

CC3 .2 The entity designs, develops and implements controls, including policies and 
procedures, to implement its risk mitigation strategy. 

CC3 .3 The entity (1) identifies and assesses changes (for example, environmental, regulatory, 
and technological changes) that could significantly affect the system of internal 
control for security, processing integrity and confidentiality and reassesses risk and 
mitigation strategies based on the changes and (2) reassesses the suitability of the 
design and deployment of control activities based on the operation and monitoring of 
those activities, and updates them as necessary. 

CC4.0 Common Criteria Related to Monitoring of Controls 
CC4.1 The design and operating effectiveness of controls are periodically evaluated against 

security, processing integrity and confidentiality commitments and requirements, 
corrections and other necessary actions relating to identified deficiencies are taken in a 
timely manner. 
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ccs.o Common Criteria Related to Loeical and Physical Access Controls 
CC5.l Logical access security software, infrastructure and architectures have been 

implemented to support (1) identification and authentication of authorized users; (2) 
restriction of authorized user access to system components, or portions thereof, 
authorized by management, including hardware, data, software, mobile devices, output, 
and offline elements; and (3) prevention and detection of unauthorized access. 

CC5 .2 New internal and external system users are registered and authmized prim to being 
issued system credentials and granted the ability to access the system. User system 
credentials are removed when user access is no longer authorized. 

CC5.3 Internal and external system users are identified and authenticated when accessing the 
system components (for example, infrastructure, software, and data). 

CC5.4 Access to data, software, functions and other IT resources is authorized and is modified 
or removed based on roles, responsibilities, or the system design and changes to them. 

CC5 .5 Physical access to facilities housing the system (for example, data centers, backup 
media storage, and other sensitive locations as well as sensitive system components 
within those locations) is restricted to authorized personnel. 

CC5.6 Logical access security measures have been implemented to protect against security, 
processing integrity and confidentiality threats from sources outside the boundaries of 
the system. 

CC5.7 The transmission, movement and removal of information is restricted to authorized 
users and processes, and is protected during transmission, movement, or removal 
enabling the entity to meet its commitments and requirements as they relate to security, 
processing integrity and confidentiality. 

CC5.8 Controls have been implements to prevent or detect and act upon the introduction of 
unauthorized or malicious software. 

CC6.0 Common Criteria Related to System Operations 
CC6.l Vulnerabilities of system components to security, process mg integrity and 

confidentiality breaches and incidents due to malicious acts, natural disaster, or errors 
are monitored and evaluated and countermeasures are implemented to compensate for 
known and new vulnerabilities. 

CC6.2 Security, processing integrity and confidentiality incidents, including logical and 
physical security breaches, failures, concerns and other complaints, are identified, 
reported to appropriate personnel, and acted on in accordance with established incident 
response procedures. 

CC7.0 Common Criteria Related to Chanee Manaeement 
CC7.l Security, processing integrity and confidentiality commitments and requirements, are 

addrnss€d, during th€ syst€m dev€lopm€nt lifocycl€ including d©sign, acquisition, 
implementation, configuration, testing, modification and maintenance of system 
components. 

CC7.2 Infrastructure, data, software and procedures are updated as necessary to remain 
consistent with the system commitments and requirements as they relate to security, 
processing integrity and confidentiality. 
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CC7.3 Change management processes are initiated when deficiencies in the design or 
operating effectiveness of controls are identified during system operation and 
monitoring. 

CC7.4 Changes to system components are authorized, designed, developed, configured, 
documented, tested, approved and implemented m accordance with security, 
processing integrity and confidentiality commitments and requirements. 

Additional Criteria for Processing Integrity Principles 

Pll.O Additional Criteria for Processing Integrity 
Pll . I Procedures exist to prevent, detect and correct processing errors to meet processing 

integrity commitments and requirements. 
PII.2 System inputs are measured and recorded completely, accurately and timely in 

accordance with processing, integrity commitments and requirements. 
Pll .3 Data is processed completely, accurately and timely as authorized in accordance with 

processing integrity commitments and requirements. 
Pll .4 Data is stored and maintained completely and accurately for its specified life span in 

accordance with processing integrity commitments and requirements. 
Pll .5 System output is complete, accurate, distributed and retained in accordance with 

processing integrity commitments and requirements. 
Pll.6 Modifi cation of data is authorized, using authorized procedures in accordance with 

processing integrity commitments and requirements. 

Additional Criteria for Confidentiality Principles 

Cl.O Additional Criteria for Confidentiality 
Cl .1 Confidential information is protected during the system design, development, testing, 

implementation and change processes in accordance with confidentiality commitments 
and requirements. 

Cl .2 Confidential information within the boundaries of the system is protected against 
unauthorized access, use and disclosure during input, processing, retention, output, and 
disposition in accordance with confidentiality commitments and requirements. 

Cl .3 Access to confidential information from outside the boundaries of the system and 
disclosure of confidential information is restricted to authorized parties in accordance 
with confidentiality commitments and requirements. 

Cl.4 The entity obtains confidentiality commitments that are consistent with the entity ' s 
confidentiality requirements from vendors and other third parties whose products and 
services comprise part of the system and have access to confidential information. 

Cl.5 Compliance with confidentiality commitments and requirements by vendors and others 
third parties whose products and services comprise part of the system is assessed on a 
periodic and as-needed basis and corrective action is taken, if necessary. 

Cl .6 Changes to confidentiality commitments and requirements are communicated to internal 
and external users, vendors and other third parties whose products and services are 
included in the system. 
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securityMETRICS 

Certificate of PCI DSS Merchant Compliance 
Payment Card Industry Data Security Standards Validation 

Based on the information provided by the merchant listed below involving its security policies. procedures, and regulations , 
SecurityMetrics has found the merchant to be compliant with the Payment Card Industry Data Security Standards (PCI DSS). 
endorsed by Visa , MasterCard, American Express, Discover, and JCB ca rd brands. 

Advanced Data Solutions, Inc. 
Last Passing Scan Date: 05 Nov 2016 

Self Assessment Questionnaire (SAQ D 3.2) Compliant Date: 05 Nov 2016 

SecurityMetrics recognizes the merchant for Its efforts to reduce cred it card theft and f raud. By achieving PCI cert ification, t his 
merchant is maintaining rigorous dat a security Standards t o ensure that its customer's credit ca rd information remains safe and 
secure. In order to maintain PCI DSS compliance the merchant's self-assessment questionnaire must be passed every 12 months and 
any scans, if applicable. must be passed every 3 months. 

www.securitymetrics.com 

www.pcisecuritystandards.org 

Ian Taylor 

Director of Security Fulfillment 
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. CERTIFICATE 0 -F COMPLETION 
AWARDED TO 

For completion of the 2016 HIPAA Training 

A·warded 

10 / 11/ 2016 

Department of Children and Families 
Training and Development 
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CERTIFICATE OF COMPLETION 
A\tVARDED TO 

\ 1tlOd\' E l(,:t 

For con1pletion of the 2016 HIPJ...\A Training 

Awarded 

11 / i / ~Ol 

Departuient of Children and Fan1ilie.s 

Training and evelopn1ent 
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CERTIFICATE OF COMPLETION 
AWARDED TO 

Kay r,A cf\. eil 

For completion of the 2016 Socu1ity Avvareness 
Training 

Awarded 

Depa11n1~nt of Children and Families 
Training· and l)eve1opn1ent 
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CERTIFICATE OF COMPLETION 
A\IVARDED TO 

For con1pletion of the 2016 Security ~i\,·vareness 
Training 

Awarded 

11 / i / 20 11 

Depart1nent of Children and Fan111ie.s 

Trainh-1.g and evelopn1ent 
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Carol Orloski 

From: 
Sent: 
To: 
Subject: 

lnternetCriminalResults@fdle.state.fl .us 
Tuesday, November 01 , 2016 3:41 PM 
Carol Orloski 
FDLE Criminal History Search Results for SVOBODA, PAUL A 

The following is your search criteria: 
Tran ID: 8480255 
Name:SVOBODAPAULA 
Maiden Name/Al ias: 
Maiden Name/Alias 2: 
SSN: XXX-XX-1434 
DOB: 09/16/1957 
Age: 
Race: W 
Sex: M 

Search conducted: 11 /1 /2016 03:41 :07 PM 

FDLE found NO Florida criminal history based on the information provided. No criminal record check was conducted for 
+.her states or for the FBI. This record (or statement that there is not a record) is based on a request from a member of 
. 1e public. This customer used the FDLE Internet system to search for the Florida record . FDLE is providing this to 

respond to the customer's request. 
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Carol Orloski 

From: 
Sent: 
To: 
Subject: 

lnternetCriminalResults@fdle. state. fl. us 
Tuesday, November 01 , 2016 3:47 PM 
Carol Orloski 
FDLE Criminal History Search Results for ENGLE, MELODY SHEARIN 

The following is your search criteria: 
Tran ID: 8480312 
Name: ENGLE, MELODY SHEARIN 
Maiden Name/Alias: 
Maiden Name/Alias 2: 
SSN: XXX-XX-1975 
DOB: 12/11 /1964 
Age: 
Race: W 
Sex: F 

Search conducted : 11 /1 /2016 03:47:24 PM 

FDLE found NO Florida criminal history based on the information provided. No criminal record check was conducted for 
+.her states or for the FBI. This record (or statement that there is not a record) is based on a request from a member of 

_.1e public. This customer used the FDLE Internet system to search for the Florida record. FDLE is providing this to 
respond to the customer's request 
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Carol Orloski 

From: 
Sent: 
To: 
Subject: 

lnternetCriminalResults@fdle.state. fl. us 
Tuesday, November 01 , 2016 3:43 PM 
Carol Orloski 
FDLE Crim inal History Search Results for MCNEIL, KAY B 

The following is your search criteria: 
Tran ID: 8480299 
Name: MCNEIL, KAY B 
Maiden Name/Alias: 
Maiden Name/Alias 2: 
SSN: XXX-XX-5955 
DOB: 04/17/1956 
Age: 
Race: W 
Sex: F 

Search conducted : 11/1/2016 03:42:54 PM 

FDLE found NO Florida criminal history based on the information provided. No criminal record check was conducted for 
'her states or for the FBI. This record (or statement that there is not a record) is based on a request from a member of 

.. 1e public. This customer used the FDLE Internet system to search for the Florida record . FDLE is providing this to 
respond to the customer's request. 
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Carol Orloski 

=rom: 
Sent: 
To: 
Subject: 

lnternetCriminalResults@fdle.state.fl .us 
Tuesday, November 01 , 2016 1:10 PM 
Carol Orloski 
FDLE Criminal History Search Results for ORLOSKI , CAROL LYNN 

The following is your search criteria: 
Tran ID: 8479698 
Name: ORLOSKI, CAROL LYNN 
Maiden Name/Alias: 
Maiden Name/Alias 2: 
SSN: XXX-XX-6144 
DOB: 02/03/1960 
Age: 
Race: W 
Sex: F 

Search conducted : 11/1/2016 01 :08:00 PM 

FDLE found NO Florida criminal history based on the information provided. No criminal record check was conducted for 
her states or for the FBI. This record (or statement that there is not a record) is based on a request from a member of 

ule public. This customer used the FDLE Internet system to search for the Florida record. FDLE is providing this to 
respond to the customer's request. 
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