
 
 
 
 

 
Commonwealth of Virginia 

Virginia Information Technologies Agency 
 

DIGITAL IMAGING, MICROFILMING & RELATED SERVICES  
 

Authorized Users: Library of Virginia and Localities Circuit Courts Clerks Offices 
 

Date:                February 18, 2010  
 
Contract #:               VA-050701-CROW 
  
Contractor:               Crowley Micrographics, Inc. 
                5115 Pegasus Court      
                Frederick, MD  21704     
      
FIN: 52-1172395 
 
Contact:               Pat Crowley 
                Phone:  240-215-0224 ext. 203               
 
Term:                June 29, 2009 - June 29, 2010 
 
Payment:               Net 30 days 
 
 
For Additional Information, Please Contact: 
 
Virginia Information Technologies Agency 
Supply Chain Management 
 
Mike Novak 
Phone:  804-416-6168      
E-Mail:  mike.novak@vita.virginia.gov      
Fax:      804-416-6361  
 
 
NOTES: Individual Commonwealth of Virginia employees are not authorized to purchase products or 

services for their personal use from this Contract. 
  
 
 For updates, please visit our Website at http://www.vita.virginia.gov/procurement/contracts.cfm  
 
 
VIRGINIA INFORMATION TECHNOLOGIES AGENCY (VITA):  Prior review and approval by VITA  
for purchases in excess of $100,000.00 is required for State Agencies and Institutions only. 
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CONTRACT #VA-050701-CROW 
CONTRACT CHANGE LOG 

 
Change  Effective 
No. Description of Change Date 

1 Mod 1 extends contract term 6/30/06 

2 Mod 2 extends contract term 6/30/07 

3 Mod 3 extends contract term, allows for a 3.1% price increase 
and replaces the “Statement of Needs” in its entirety 

6/30/08 

4 Mod 4 increases the prices by 7.9% and extends contract term 6/29/09 

5 Updates VITA’s contact information 2/18/10 
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Location: Chester VA 23836
Date: 2009.06.01 12:09:21 -04'00'
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DELIVERABLES:

At a minimum the Supplier shall: 
A. Generally–

1. Transport, at a time and in a manner agreed to with the Authorized User, the  
2. Statement of Work (SOW).  The batch amount for each project shall be agreed to at 

the beginning of each project.   
3. Transport and reformat at the beginning of the project, documents from over-size 

boxes, and those over-size images shall be included in place with their corresponding 
original (regular size) case file images (per section B item 7 below). 

4. Have established in-house controls to make certain that all papers have been scanned, 
and that no papers are lost, stolen or damaged while in the custody of the Supplier. 

5. Digitally scan each side of all documents that contains any rendering, whether it is 
textual or graphical, following the Rules for Scanning Operators in Performance of 
this Agreement found in section C below. 

6. Prior to returning the original boxes to the Authorized User, place an inked stamp on 
the front of the box indicating the box has been reformatted, the date, and the 
Supplier’s firm.  This stamp will be provided to each Supplier by the Library of 
Virginia.

B. Technical Specifications– 
1. Ensure all scanned master images are saved as uncompressed images in TIFF 6.0 

format (tif). 
2. Ensure the Dots per Inch (DPI) will be a minimum of 300 and images will be scanned 

at 24-bit color as uncompressed images in TIFF 6.0 format. 
3. Center and de-skew every image. 
4. Reverse any negative originals to a positive image.   
5. Ensure every image is legible (readable and printable) at its top, center, and bottom.  

If the original document is of such poor quality that converting it to a completely 
legible image is impossible, then the Supplier shall place a target into the image with 
the original stating the same.  

6. Ensure each image file is uniquely identified, using the following naming convention:   
a. Three digits, underscore, four digits, underscore, three digits, underscore, four 

digits, and the extension appropriate to the image format being created; e.g., 
061_1849_012_0001.tif.

b. The first set of digits is the locality’s Federal Information Processing 
Standards (FIPS) number, which will be provided to the Supplier at the 
beginning of each project and will be used throughout the entire project.   

c. The second two sets of digits are found on the file folders and reflect the 
Index Number that was assigned to the case during the processing phase. 
These sets consist of the year the case ended and a sequential number based 
on the order in which the cases were processed (e.g. 1849_012).
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d. The fourth set of digits will be the number of images scanned within each 
case. The fourth set of digits for each case shall begin with 0001, and shall 
increase by one for each subsequent image throughout each case. Numbering 
will begin at 0001 again at the beginning of each new case.  

e. The letter ‘p’ shall be assigned to the end of the fourth set of digits for any 
image that contains a plat (e.g. 061_1849_012_0001p.tif). 

7. Batch images in electronic folders equal to and identified by the document box 
number in which the case file is housed. This applies to both low resolution images 
written to CD or DVD created for the quality review and approval process (see 
section D below) and to master TIFF images created for delivery at the end of the 
project.

8. Create a solution for scanning the over-size documents (those separated from their 
original case file and found in over-size boxes referenced above) and “interfiling” the 
image to its correct place within the respective case. 

a. Under no circumstance will over-size items be fed through a drum-type 
scanner or otherwise reformatted in another manner than on a flat-bed 
scanner.  If an over-size item is too large for the bed of an existing piece of 
hardware or will require any folding or bending to reproduce, the vendor will 
contact The Library of Virginia for guidance. 

9. Metadata: Captured technical metadata embedded in the TIFF file header to include: 
TAG NAME DESCRIPTION SAMPLE VALUES NOTES 

256 ImageWidth 

The number of columns in 
the image, i.e., the number 
of pixels per row. 

257 ImageLength 
The number of rows of pixels 
in the image. 

258 BitsPerSample 
Number of pits per 
component 

259 Compression 
Compression scheme used 
on the image data. 1 = uncompressed 

262 PhotometricInterpretation 
The color space of the image 
data.

269 DocumentName The filename of the image 
271 Make The scanner manufacturer. 

272 Model 
The scanner model name 
and number. 

282 Xresolution 

The number of pixels per 
ResolutionUnit in the 
ImageWidth direction. 

283 Yresolution 

The number of pixels per 
ResolutionUnit in the 
ImageLength direction. 

296 ResolutionUnit 
The unit of measurement for 
XResolution and YResolution. 

1 = No absolute unit of 
measurement. 
2 = Inch 
3 = Centimeter 

305 Software 

Name and version number of 
the software package(s) 
used to create the image. 

Both capture & 
postcapture processing 
software (separate by 
";")
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306 DateTime 
Date and time of image 
creation. 

The format is: 
"YYYY:MM:DD 
HH:MM:SS", with hours 
like those on a 24-hour 
clock, and one space 
character between the 
date and the time 

315 Artist 
Person who created the 
image. 

Processing agency & 
processor ID (separate 
by ";") 

320 ColorMap 
A color map for palette color 
images. 

37385 ImageHistory 
Record of what has been 
done to the image 

41728 FileSource Indicates the image source. 1=paper; 2=microfilm 

C. Adhere to Rules for Scanning Operators in Performance of any resulting Agreement: 
1. File folder(s) will be scanned with a landscape orientation in order to best capture the 

rendered text on said folders. These are the folders that transmit the relevant case 
number that are used for indexing (i.e. file naming) purposes. 

2. Whenever a file folder transmits multiple case numbers (for example, “1900-016 to 
1900-020”), the cardboard folder will not be scanned. The white paper folders being 
transmitted by the multi-case- bearing folder will be scanned. 

3. Whenever a white paper folder is encountered that is completely devoid of any 
writing, that white paper folder is simply being employed to protect an unusually 
fragile record/document or to maintain a group of documents that had once been 
fastened together. The document(s) will be scanned, but the white folder will not be 
scanned.

4. The document records in question range from good to very fragile quality.  No 
documents, regardless of condition, will be unbound. 

5. Documents will be scanned in the order they are received in their respective file 
folders/ boxes as packed by the Authorized User. Foldered documents will be 
scanned beginning at the front flap (short) and continuing to the back (tall).Therefore, 
the assumption will be made that every document is in order.  Scanned documents 
will be returned to the folder exactly as they were found. 

6. The scanning orientation for said documents will be based on whether the majority of 
the text is either portrait or landscape. In the case where there are equal amounts of 
portrait and landscaped material on a document, the default orientation will be 
landscape. 

7. Multiple documents/images on a single physical page are scanned using the 
orientation criteria detailed above.

8. Scanned images will be cropped while retaining a border of approximately 1/8 of an 
inch. This border will help verify that the image was successfully captured. 

D. Quality Control Deliverables 
1. Return each batch of original records to the Authorized User’s office following the 

scanning and file-naming phase.   
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2. Include in each batch of original records returned to the Authorized User a CD or 
DVD containing the  corresponding digital images converted to regular JPEGs and 
down sampled to 150 DPI compressed at 85 quality level for quality review and 
approval.

a. Group these images in electronic folders, with each folder representing the 
images from one original document box, and each folder numbered to 
correspond with the original document box number, per section B item 7 
above.

b. Label each CD or DVD sufficiently to identify its contents.    
c. These CDs or DVDs will remain with the Authorized User. 

3. Correct or rescan all images identified as unacceptable or rejected by the Authorized 
User, per the following quality review and approval process:

a. The Authorized User’s image inspection process will be by a sample from 
each folder, which shall contain the images from one box. One box will be the 
lot size. 

b. The Authorized User will inspect the low resolution JPEGs for image quality 
and retrievability within two weeks of delivery of the batch or by the time the 
next batch is delivered, whichever is later.  

c. A 5% sample (a minimum of 50 images) will be taken from each folder 
i If only one image from any sample is found to be unacceptable, the lot 

will be accepted, and that one unacceptable image will be corrected by the 
Supplier.

ii If two images from any sample are found to be unacceptable, another 
sample will be taken. This procedure will continue until the lot is 
accepted.

iii If at any time three images from any sample are found to be unacceptable, 
the lot will be rejected, and the Supplier shall rescan the entire box, 
following the same requirements, and the same quality review and 
approval procedures will be applied.

d. The notice of acceptance or rejection may be delivered to or picked up by the 
Supplier when the next batch of records is picked up for reformatting, or by 
mail, e-mail, or fax, as agreed to at the beginning of each project. 

 E. Requirements for Conversion to Microfilm– 
  For the conversion of the digital image to microfilm, the Supplier shall 
:

1. At the successful conclusion of the quality review and inspection phase, convert the 
images to archival-quality positive 35mm microfilm following Virginia State 
Standards.  For standards, see 
http://www.lva.lib.va.us/whatwedo/records/standard/137-1.htm and 
http://www.lva.lib.va.us/whatwedo/records/standard/137-5.htm.

2. Provide 35mm microfilm must be converted at 18:1, with exceptions made for 
oversized documents, which will be no greater than 42:1.  No image, when converted 
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to microfilm, shall overlap another.  Each reel will be as close to 100’ as possible 
without going over.  Chancery cases may be split between reels. 

3. Provide readable, appropriately titled, processed, boxed, and labeled microfilm 
according to guidelines promulgated at 
http://www.lva.lib.va.us/whatwedo/records/standard/microgde.htm.  In addition to 
these requirements, the Supplier shall also record the number of images for each reel 
on its respective box label.

4. Ship the reels of microfilm to:  The Library of Virginia; Imaging Services Branch; 
800 East Broad Street; Richmond, Va.  23219-8000, in batches of no more than forty 
reels per week.  Library staff will inspect each reel for density and resolution 
according to the above referenced standards.  If Library staff identifies a reel that 
does not meet the standards, the reel(s) will be returned to the Supplier, who shall 
remake the rejected reels at no additional charge. 

G. Post Quality Control Deliverables– 
1. All the master images in 300 DPI uncompressed TIFF 6.0 to the Library of Virginia 

to include technical metadata as described in section B item 9.  These will be 
transferred in batches, with batch sizes to be determined by the Library, by external 
USB2.0 hard drive provided by the Library.  The images shall be batched in 
electronic folders equal to and identified by the document box number in which the 
case file is housed. 

2. All 35mm preservation microfilm (if required by the SOW) with proper boxing and 
labeling delivered to the Library of Virginia. 

3. Each transfer of a final deliverable product, or set of products, to the Library (items 
D-F above) will be accompanied by a completed Records Transfer List and Receipt 
(RM-17 Form). This form can be downloaded from 
http://www.lva.lib.va.us/whatwedo/records/forms/index.htm.
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