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City of Reno  
Purchasing Division 
P.O. Box 1900 
Reno, NV 89505 
 
March 16, 2016 
 
 
RFP 030118– Microfilm to Digital Image Conversion & Indexing Project 
 
 
All potential participants:  Please note that for your qualifications to be considered, you must sign 
and attach this addendum to your response.  Failure to do so may be cause for disqualification of 
your response.  
 
Additional Information 
 
 
Question # 1 
Whether companies from outside USA can apply for this?(like, from India or Canada) Please see RFP 
page 20, Attachment A, paragraph 4. 
 
Question # 2 
Whether we need to come over there for meetings? At this time, we do not have any meetings scheduled 
that would require your presence. 
 
Question # 3 
Can we perform the tasks (related to RFP) outside USA?(like, from India or Canada) Please see RFP 
page 20, Attachment A, paragraph 4. 
 
Question # 4 
Can we submit the proposals via email????? No, we will not accept proposals submitted via email. 
 
Question # 5 
Is it mandatory to submit a bond along with the RFP? Please see RFP page 16, item 7 – Bonds Required. 
 
Question # 6 
Is the request for film from the City during the project to be satisfied within 2 business days for the 
physical film/fiche or images created from the film/fiche? Should a public records request be given to the 
City during this project and the winning bidder is in possession of the physical film/fiche, we would need 
to have the image created from the film/fiche in our possession within 2 business days. 
 
Question # 7 
Please confirm that the 500 rolls of 16 & 35mm film held by the City Clerk department are to be included 
in this project. Yes, the City Clerk’s film is also included in this project. 
 
Question # 8 
Please confirm whether the 500 boxes from the City of Reno Police department are to be included in this 
project. Yes, the approximate 500 boxes from the City of Reno’s Police department is also included in this 
project. 
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Question # 9 
Are the 500 boxes from the City of Reno Police department 500 boxes of a single microfilm, or 500 boxes 
containing multiple microfilm? The approximate 500 boxes from the City of Reno Police Department 
contains multiple jackets of microfiche. 
 
Question # 10 
Is there an expected dpi required for the images? 200 DPI for text, in a TIF format, is the minimum. For 
images, like plans for Community Development, you will want to go to 400 DPI, but still a TIF format. 
 
Question # 11 
What is the anticipated start date upon award of contract? Once the contract has been award by the City 
Council, we would like the project to start as soon as possible. 
  
Question # 12 
The RFP does not specify time to complete project, is the expectation that this will be provided by the 
bidder as part of their response to the RFP? Please see RFP page 20, Attachment A, last sentence. 
 
Question # 13 
Is delivery of output images restricted to CD, or can a HDD be provided instead? Any readable physical 
media such as CD, DVD, USB drive or HDD would be acceptable. 
 
Question # 14 
Can an image example of be provided to help determine index field requirements? See attached example 
of indexing and example of a converted file. 
 
Question # 15 
Are the 7 listed index field listed expected on each document? No, there are different index fields required 
for different departments.  See attached example of indexing. 
 
Question # 16 
Would it be possible to arrange for an onsite visit to inspect the film prior to submitting questions or a 
response? No, the film is not available to inspect prior to bidding.  
 
Question # 17 
Can the film be shipped via FedEx or UPS? No, please see RFP page 20, Attachment A, first paragraph. 
 
Question # 18 
Could you provide a breakout of 16mm and 35mm for the Community Development Department, City 
Clerk and City Police Department? The amount is unknown. 
 
Question # 19 
 Could you provide a rough estimate of: a.The number of documents for each department   b. The number 
of images for the City Clerk and City Police Department. We estimate that there are close to 2,000,000 
images for the entire project. 
 
Question # 20 
Where can we find the Pricing Schedule to enter our costs? Page 22 of 23, please add additional pages if 
needed. 
 
Question # 21 
What bitonal file format are the converted images to be? Please see RFP page 23 Output Image – 
Technical Requirements – Last sentence 
 
Question # 22 
Are the images to be single page images or multi-page images? We would like multi-page images, see 
attached example of a scanned file. 
 
Question # 23 
Is the microfiche for the PD 5 channel microfiche jackets? We do not know if the microfiche is 5 channel 
jackets, we just know that it is jackets. 
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Question # 24 
Will the vendor be able to pick up all of the microfilm from the three departments at the same time? Yes, 
as long as we are informed in advance so we can have the film ready. 
 
Question # 25 
On page 22 of 23 of the RFP #030118, Conversion Requirements (Minimum) are line item spaces for 
various cost estimates for the project.  However, there are no line item spaces for the actual conversion 
(scanning) of the various microforms; 16mm roll microfilm, 35mm roll microfilm, and the various types of 
microfiche.  Where are these line items to be entered? Please attach additional pages as needed. 
 
Question # 26 
On page 22 of 23 of the RFP #030118, Conversion Requirements (Minimum) what is meant by the line 
item “Repair digital images that may be illegible due to the poor quality of the original microfilm.”? What 
we intended is; should an image require repair, we ask that it be repaired and scanned to the best 
possible quality. 
 
Question # 27 
On page 22 of 23 of the RFP #030118, Conversion Requirements (Minimum) what is the file name format 
for naming the image files as referenced in the file naming convention in Documentum Application 
Xtender? See attached indexing examples. 
 
Question #28 
On page 23 of 23 for the RFP #030118, Indexing Technical Requirements (Minimum)do these 
requirements apply to all of the images from the microfilm from the three different departments; the 
Community Development Department, the City Clerk’s Department, and the City of Reno Police 
Department? No, see attached indexing examples for Police, Community Development. 
 
Question # 29 
If not, what are the indexing requirements for the images from the other departments microfilm images? 
See attached examples. 
 
Question # 30 
Are there blips, small black squares along the films edge marking each image on the 35mm rolls? We do 
not know if the films are blipped. 
 
Question # 31 
Are there blips, black squares along the films edge marking the start or end of each document on the 
35mm rolls? We do not know if the films are blipped. 
 
Question # 32 
Are there blips small black squares along the films edge marking each image on the 16mm rolls? We do 
not know if the films are blipped. 
 
Question # 33 
Are there blips, black squares along the films edge marking the start or end of each document on the 
35mm rolls? We do not know if the films are blipped. 
 
Question # 34 
Do you have large blips and small blips on the film or other ways known as chapter page blipping? We do 
not know if the films are blipped. 
 
Question # 35 
When you say “The City of Reno Police department has approximately 500 boxes filled with 
microfilm/microfiche” Are you saying that each roll is in its own roll little roll box or are you saying you 
have 500 boxes with many rolls in each? The Police Department has approximately 500 boxes with many 
rolls/sheets in each box. 
 
Question # 36 
Microfiche and microfilm is two different things. Microfilm being rolls and microfiche being 4 by 6 inch 
cards. Do you only have microfilm or do you have microfiche cards? We have both microfilm and 
microfiche. 
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Question # 37 
If you have microfiche cards what type are they, jackets, computer generated or source? As far as we 
know the microfiche cards are jackets. 
 
Question # 38 
What approximately is the average number of images on each card? The number of images on each card 
is unknown.  There are approximately 2,000,000 images for the entire project. 
 
Question # 39 
When you say “Images shall be scanned “right side up” position.” Do you know if there are improperly 
rotated images mixed in the microforms/rolls/fiche with properly rotated images? We do not know if there 
are improperly rotated images mixed with properly rotated images. 
 
Question # 40 
Do you have negative and positive images on the same microform/roll/microfiche? We do not know if we 
have negative and positive images on the same microform/roll/microfiche. 
 
Question # 41 
When you say “Auto cropping shall remove any solid back borders that surround images, if applicable.” 
Are you asking for a perfect crop or is a very small border acceptable to keep the cost down? A very small 
border is acceptable. 
 
Question # 42 
When you say “Index fields will be pulled from the City’s current permitting software, Accela Automation 
with at least the following fields as appropriate:” Are you asking the vendor to extract that information from 
Accela? Yes, the vendor will need to extract the information from Accela when/if the information is 
available. 
 
Question # 43 
When you say “Provide a cost estimate in a per image format that includes cost per image to index by 
document number.” What document number are you referring to? Case Number, Parcel Number, Batch 
Number? And if not these what document number? See below for corrected verbiage. 
 
Question # 44 
Please tell us approximately how many keystrokes is this document number you want us to index by? 
See below, Correction to RFP, we have removed this requirement. 
 
Question # 45 
When you ask “and will provide support to the City records technician to upload images to Documentum 
ApplicationXtender are you asking us to create a load file string? We ask that you be available should the 
City Records Technician have issues during the upload. 
 
Question # 46 
If you are asking us to create a load file string can you please provide an example of one? We are not 
asking for a load file string.  Please submit scanned/converted images on any readable physical media 
such as CD, DVD, USB drive or HDD. 
 
Question # 47 
Other than creating a load file string for import what other assistance would you need from the vendor in 
regards to import? None. 
 
Question # 48 
Does it disqualify a vendor if they are not a part of the Accela index field extraction? No, not all fields are 
extracted from Accela.  Winning bidder will need to be able to extract the index fields via the appropriate 
software if/when needed. 
 
 
Question # 49 
We request you have a second round of questions for clarification after this round of questions is 
answered. Is that possible? The last day to submit questions is 3/11/2016 at 3:00 p.m. Reno time, we will 
not be extending this time frame. 
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Question # 50 
What image file format would the City like the data delivered back in – single page TIF, multi-page TIF, 
PDF files? 200 DPI for text, in a TIF format, is probably the minimum. For images, like plans for 
Community Development, you will want to go to 400 DPI, but still a TIF format. 
 
Question # 51 
What type of documents are on the fiche?  There are many types of documents on the fiche, see 
attached example of indexing, hopefully it will give you more insight as to what types of documents are on 
the fiche.  
 
Question # 52 
How are the Police Dept. documents on the fiche to be indexed? See attached example of indexing. 
 
Question # 53 
Is there an electronic database available to match and merge the index data? See attached example of 
indexing, our electronic database is documentum ApplicationXtender. 
 
Question # 54 
Can you provide pictures of the film and fiche? Unfortunately, at this time we are unable to accommodate 
your request. 
 
Question # 55 
Can the vendor pick up samples to do complimentary scans for quality and testing? Unfortunately, at this 
time we are unable to accommodate your request. 
 
Question # 56 
Is there currently a vendor doing this work, or has in the past? If so who was the vendor? The vendor who 
has done the work in the past for the City is High Desert Microimaging. 
 
Question # 57 
Did a vendor help write this RFP in regards to the quantities? If so who is the vendor? No, a vendor did 
not assist us in writing this RFP. 
 
Question # 58 
Does the city want these OCRed? Yes, we would like to have them OCRed but it is not a requirement. 
 
Question # 59 
On the costsheet, it states on one of the line items “provide a cost estimate in a per image format that 
includes cost per image to index by document number.”  Does that mean the vendor is only indexing 
document number and auto-populating the rest of the fields through your Accela System? See below, 
Correction to RFP, we have removed the document number requirement.  Vendor may be able to auto-
populate the fields from Accela. 
 
Question # 60 
What version of applicationxtender is the City using? The City is using ApplicationXtender Web Access  
.Net Version 7.0.260.0 
 
Question # 61 
How many pages are in an average document? (this tells vendor how often they need to stop and index) 
Varies per document and department. (see attached example from Community Development) 
 
Question # 62 
Are all the index fields on the first page? No, the index fields may be on multiple pages. 
 
Question # 63 
Is there room at the City of Reno to perform the job onsite with vendor equipment and staff? No, there is 
not room at any of the City office locations for the job to be performed onsite. 
 
Question # 64 
Will RFP Submissions be accepted electronically via Email? We will not accept an RFP submission via 
Email. 
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Question # 65 
Will private carrier such as FEDEX be permitted for delivery of proposal and CD/DVD’s or must it be 
through the USPS? Yes, you may choose a private carrier to deliver your proposals to the City. Please 
submit to 1 E 1st Street, City Clerks Office – 2nd Floor, Reno NV  89501 – Clearly identify the RFP # on 
the outside of the package. 
 
Question # 66 
Page 22 you ask for a break out of pickup and delivery of film which conflicts with the statement on page 
9 that states  pricing shall be inclusive of ALL Costs such as per diem, travel time, hotel costs and all 
other expenses relating to the products/services purchased.  Can you clarify if you are looking for a cost 
breakdown or a bundled price per image that is all inclusive? You can do either one or both, whichever 
you prefer. 
 
Question # 67 
Are images to be scanned black/white or gray scale? Please refer to page 23 – Output Image – Technical 
Requirements – last sentence. 
 
Question # 68 
Has this project been budgeted for this fiscal year FYE 6/30/2016 or next FYE 6/30/2017 and how much 
has been budgeted for this project? The City understands that this could be a multi-year contract. Please 
submit your bids accordingly. (i.e. what the costs will be and the length of time you feel it will take to 
complete this project) 
 
Question # 69 
Please define the criteria you will use in determining if a 100% Performance bond will be required? The 
City will generally consider the criteria as laid out under Nevada Revised Statute 332.065(1) when 
determining whether a 100% performance bond is necessary. In addition, the City reserves the right to 
consider additional factors as it deems appropriate and necessary based on information received in the 
submitted proposals.   
 
Question # 70 
If Performance Bond is required and we decide that would not make the project attractive to us, is the 5% 
RFP bond refundable?  Please see RFP page 16, Section 7, Bonds Required, which states that “Each 
RFP shall be accompanied by a certified or cashier’s check, or RFP bond, in the amount of five percent 
(5%) of the total amount RFP, payable to the City of Reno, Nevada, as a penalty in the event the 
Proposer does not, within ten (10) working days after receipt of written notice that the contract has been 
awarded, enter into a contract with the City of Reno in accordance with this RFP.” Thus, the RFP does 
not require that the 5% RFP bond be refunded should a Proposer who is awarded the contract not agree 
to move forward with the execution of the contract with the City.  
 
Question # 71 
For indexing purposes to extract the appropriate index fields, how does the City of Reno intend to give the 
vendor access to the Accela Automation permitting software? We will discuss this process with the 
winning vendor. 
 
Question # 72 
Are the microfilm rolls identified in the Accela Automation permitting software and are the images on the 
rolls sequenced the same as the records in the Accela Automation software? No, they are not identified in 
Accela and no they are not sequenced the same as the records in the Accela Software. We will have 
some images that are prior to computers that will require indexing, and will not be in Accela. 
 
Question # 73 
It appears the indexing requirements listed are only for the building department files. Will there be more 
detail on the Police Department indexing and the City Clerk Indexing? See below, Correction to RFP, we 
have attached additional examples of indexing fields for the Police Department.  We are unable to provide 
any samples of indexing for the City Clerk’s office. 
 
Question # 74 
How many linear inches of microfiche does the PD have? The number of linear inches is unknown. 
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Question # 75 
Would the City consider an alternative bid for this conversion project that would be less expensive? No, 
please bid according to the RFP specifications. 
 
Question # 76 
In regards to the Community Development Department, City Clerk and Police Department can City 
provide the Year range of documents? Community Development’s approximate year range goes back 50-
60 years. Police Department’s approximate year range is 1940-2005. City Clerk’s approximate year range 
is unknown. 
 
 
Question # 77 
How often will the vendor be required to pick up? The vendor may pick the film up on an as need basis or 
the entire amount all at once, that is up to the vendor’s discretion, please indentify in your bid what your 
preference is. 
 
Question # 78 
What is the minimum and maximum number of items to be picked up at one time? That would be up to 
the vendor’s discretion. 
 
Question # 79 
Is Vendor responsible for boxing/packing the items for transportation to Vendor location? Yes, it will be 
the vendor’s responsibility. 
 
Question # 80 
Does the City require the index database in excel, CSV, or access? We would prefer either excel or CSV. 
 
Question # 81 
If there are case numbers or parcel numbers on the rolls are they in sequential order? This information is 
unknown at this time. 
 
Question # 82 
What is the requested turnaround time? I am not sure what turnaround time you are referring to.  Perhaps 
some of the other questions and answers will provide the information you are looking for. 
 
Question # 83 
Is this the first time these services have been requested?  If not is there a current contract that can 
be provided? This is the first RFP we have submitted for these services. 
 
Question # 84 
How many types of reports are there for the various departments for this project? See attached example 
of indexing which may provide you the different types of reports for each department. 
 
Question # 85 
In regards to the Police Department jackets/fiche, jackets typically contain 5 channels or rows, how many 
channels (or rows) are there in the jackets or fiche? This information is unknown at this time. 
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CORRECTION TO RFP 
 
Indexing Technical Requirements (Minimum) 

Description of Requirement 
Check “Yes” if you are able to meet these requirements and “No” if you 

are not. 

Yes No 

Index fields will be pulled from the City’s current permitting software, Accela 
Automation with at least the following fields as appropriate: 

• Case Number  
• Doc Type 
• Parcel Number 
• Case Name 
• Address 
• Date 
• Batch Number 
• Additional index field examples are attached for the Police 

Department & Community Development Department. 

  

Are there any other contractual, on-going, tax or labor costs not included in 
this list? 

  

 
 
 
 
 
I________________________________ of ___________________________________ 
                     Print Name                                                         Firm Name 
 
 
acknowledge receipt of Addenda #1 (8 pages) for RFP 030118 on _______________________. 
                                Date 
 
This addendum must be signed and returned with your documents. 
 
 
Marcie Wood 
Purchasing Technician 
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