
VILLAGE OF DOWNERS GROVE
Report for the Village 

SUBJECT: SUBMITTED BY:

Contract with Microsystems Inc. for microfiche scanning
Stan Popovich, AICP
Director of Community Development

SYNOPSIS

A motion is requested to award a contract with Microsystems Inc. to scan Community Development and 
Public Works microfiche records into a digital format in the amount of $40,700; which includes a 10% 
contingency amount.

STRATEGIC PLAN ALIGNMENT

The goals for 2017-2019 includes Exceptional Municipal Services.

FISCAL IMPACT

The $40,700 cost of this contract will be split equally between available fund balance in the General Fund and 
available fund balance in the Stormwater Fund.

RECOMMENDATION

Approval on the July 2, 2019 Consent Agenda.

BACKGROUND

The Village currently has a significant number of older Community Development and Public Works records 
on microfiche.  These records must be permanently retained per the Village’s Stormwater Ordinance and are 
used to complete a variety of Freedom of Information Act (FOIA) requests.  The microfiche are beginning to 
show signs of deterioration and the microfiche machine that is being used to review these files is functionally 
obsolete.  Additionally, it is becoming increasingly difficult to find parts to repair the machine.  

In an effort to modernize records and reduce the physical footprint associated with such records, the Village 
issued a Request for Proposal to digitize these records.  The Village received four proposals:

Contractor Bid Amount
Microsystems Inc. $37,000.00
Global Solutions Group, Inc. $48,240.00
NMS Imaging $69,140.00
Exela Technologies $168,019.34

The lowest responsive and responsible bidder was Microsystems, Inc. of Northbrook, Illinois. This will be 
the Village’s first contract with Microsystems, Inc. Positive references for similar work were provided by 
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the Villages of Woodridge, Glen Ellyn, Lombard, and the City of Wood Dale. Staff recommends award of 
the contract to Microsystems, Inc.

ATTACHMENTS

Contract Documents
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Scanning, Microfilming, and Storage 

 
PRICING – RFP -0-39-2019/DC Microfiche Scanning – Village of Downers Grove 
5/28/19 
 
JACKET SCANNING INFORMATION   
 

 For all JACKETED fiche jobs, we use 125 jackets per compressed inch to figure 
out the volumes.  Your addendum 2 for the fiche volumes came very close to my 
original quote per compressed inch. 

 The “PREP” associated with the jacket scanning involves us numbering each 
jacket 1-200 in numbered batches.  The 16mm, 35mm and combo fiche are 
separated by batch when scanning and the numbering allows us to get them back 
in order at the end and is a very important QC check when it comes time to index. 

 We scan the jacket header as image #1 for continuity purposes and to make sure 
that the fiche is indexed correctly 

 Regarding the pricing, the 16mm is usually figured by how many average images 
are on each fiche because there can be as low as 1 image or as many as 60.  The 
35mm and combo are set prices.   

 
CATEGORY VILLAGE HALL FICHE IN BOXES  (ZBA and PC) 
 
VOLUME 3 boxes with an estimated 3,500 fiche 

66% (2,310) are 16mm (8.5x11) – estimated at ¾ full 
34% (1,190) are 35mm (plans)  

 
PREP Set up batches of 200 fiche and number fiche for continuity 
 and indexing purposes AND repair torn fiche as required 

   Estimate 8 hours x $15   $   120 
  
SCAN  300 DPI TIFF (On-Base) 
  16mm  2,310 x 53 images ave. =122,430 images x $.02 $2,449  
  35mm  1,190 x $.47      $   559  
  INCLUDES: Scanning header for accurate indexing   
INDEX Number on fiche header 3,500 x $.05   $   175 
QC  Flat charge        $   150 
 
          $3,453 
 
NOTE:  EXACT IMAGE COUNTS ARE BILLED.  It is estimated that the 16mm 
fiche are ¾ full and thus is billed by image.   
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Scanning, Microfilming, and Storage 

 
 
 
CATEGORY VILLAGE HALL FICHE IN DRAWERS (CD) 
 
VOLUME 6 drawers with an estimated 31,000 fiche 

76% (23,560) are 35mm (plans)  
20% (6,200) are COMBO fiche (16mm and 35mm) 
  4% (1,240) are 16mm (8.5 x 11) 

 
PREP Set up batches of 200 fiche and number fiche for continuity 
 and indexing purposes AND repair torn fiche as required 

   Estimate 64 hours x $15   $     960 
  
SCAN  300 DPI TIFF (On-Base) 
  35mm  23,560 x $.47      $11,073 
  Combo   6,200 x $.90      $  5,580 
  16mm  1,240 x 53 images ave. = 65,720 images x $.02 $  1,314  
  INCLUDES: Scanning header for accurate indexing   
   
INDEX Address on fiche header 31,000 x $.10   $  3,100 
QC  Flat charge        $     450 
  
          $22,477 
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Scanning, Microfilming, and Storage 

 

 
CATEGORY   PUBLIC WORKS FICHE IN DRAWERS   
 
 
VOLUME 3 drawers with an estimated 8,812 fiche 

79% (6,962) are 16mm (8.5x11)  
21% (1,850) are 35mm (plans) 

 
PREP Set up batches of 200 fiche and number fiche for continuity 
 and indexing purposes AND repair torn fiche as required 

   Estimate 18 hours x $15   $   270 
  
SCAN  300 DPI TIFF (On-Base) 
  16mm  6,962 x 35 images ave. = 243,670 images x $.02 $4,873 
  35mm  1,850 x $.47      $   870 
  NOTE:  The PW fiche appeared to be less full at a 50% average  
  INCLUDES: Scanning header for accurate indexing   
   
INDEX CPI# on fiche header 8,812 x $.05    $   441 
QC  Flat charge        $   200 
          $6,654 
 
PICKUP  All at once  N/C 
DELIVER  All at once  N/C 
COST Per FOIA    $20 (For those FOIA’s exceeding 10/week 
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Scanning, Microfilming, and Storage 

        
HARD DRIVE           3  Folders on 1 HD     $       75 
      
 
TOTAL ALL 4 CATEGORIES AS PRICED    $32,659 
 (EXACT IMAGE COUNTS ARE BILLED) 
 
ALTERNATE #1 (CD) Read image (page 1) for date and index 

31,000 fiche x $.06   $  1,860 
ALTERNATE #2 (ZBA) Read image (page 1) for address and index 

1,300 fiche x $.12   $     156 
ALTERNATE #3 (PC) Read image (page 1) for address and index 

2,200 fiche x $.12   $     264 
ALTERNATE #4 (PC) Read image (page 1) for date and index 

2,200 fiche x $.06   $     132 
 

TOTAL if all alternates are chosen      $35,071  
 
TURNAROUND 6-8 weeks 
 
NOT TO EXCEED      If ALL alternates are also chosen  $37,000 
 
 
NOTE:  Microsystems would like to bill per image and per fiche as quoted and the 
entire project may come in less than $32,659 plus or minus the alternates. 
For a “not to exceed” price, we have to protect ourselves in case there are some 
unforeseen issues with the fiche repair or the indexing so we have to ask for a “not 
to exceed” price of $37,000. 
 
PLEASE ALSO NOTE:  I have looked at this job in detail.  There are a mixture  
of 3 types of formats and the bid does not detail the amounts of each, but I have.  
This does drive the cost up and vendors that are unaware of this may have to ask 
for more money than they formally bid. 
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