
VILLAGE OF DOWNERS GROVE
Report for the Village 

SUBJECT: SUBMITTED BY:

Contract with Microsystems Inc. for permit file scanning
Stan Popovich
Director of Community Development

SYNOPSIS

A motion is requested to award a contract to Microsystems Inc. to scan Community Development permit 
files into a digital format in the amount of $33,646.80, which includes a 10% contingency.

STRATEGIC PLAN ALIGNMENT

The goals for 2019-2021 includes Exceptional Municipal Services.

FISCAL IMPACT

The $33,650 cost of this contract will be paid with available fund balance in the General Fund.

RECOMMENDATION

Approval on the September 7, 2021 Consent Agenda.

BACKGROUND

The Village currently has a significant number of hard copy Community Development permit records. 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.  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 three proposals:

Contractor Amount*
Microsystems, Inc $30,588
MEI Mail Services $32,663
Bradford Systems Corporation $36,450

*Amounts for each proposer were calculated using the same number of documents to be scanned.

Microsystems, Inc. of Northbrook, Illinois submitted a proposal with the lowest cost.  The Village previously 
contracted with Microsystems, Inc. in 2019 to convert microfiche files to a digital format.  Microsystems 
performed the task as desired and completed the project on time and on budget.  Staff recommends award 
of the contract to Microsystems, Inc.

ATTACHMENTS

Contract Documents 

9/7/20219/7/20219/7/2021
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V I L L A G E    O F   D O W N E R S   G R O V E 

C O U N C I L   A C T I O N   S U M M A R Y 

INITIATED:         Public Works              DATE:      September 7, 2021            
(Name) 

RECOMMENDATION FROM:  FILE REF:   
(Board or Department) 

NATURE OF ACTION: 

Ordinance   

 Resolution 

  X   Motion  

Other  

STEPS NEEDED TO IMPLEMENT ACTION: 

Motion to authorize execution of a contract for scanning 
services to Microsystems, Inc. in the amount of $30,588 
plus 10% contingency in the amount of $3,058.80 for a 
total not-to-exceed $33,646.80.  

SUMMARY OF ITEM: 

Adoption of this motion shall authorize execution of a contract for scanning services to 
Microsystems, Inc. in the amount of $30,588 plus 10% contingency in the amount of $3,058.80 for a 
total not-to-exceed $33,646.80. 

RECORD OF ACTION TAKEN: 

1\mw\cas.21\CD-SDigital Scanning-MOT
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Scanning, Microfilming, and Storage 
625 Academy Drive 

Northbrook, IL  60062 
Phone (847) 205-1986  Fax (847) 205-5386 

www.microsystemsinc.com 

Category: Village Permit Files 

Document Scanning  
Document Preparation: 550 hours @ $16.00/hr = $8,800.00 
Document Scanning: 180,000 pages @ $.0325/page = $5,850.00 
Total =  $14,650.00 

Drawing Scanning  
Document Preparation: 90 prep hours @ $16.00/hr = $1,440.00 
Drawing Scanning: 13,500 drawings @ $.70/drawing = $9,450.00 
Total =  $10,890.00 

Indexing 
6,300 indices (x2) 12,600 @ $.18 /index = $2,268.00  
*Manual key index of Date/Address/Permit #

Project Total: $27,808.00 

Project Cap: (10%) $30,588.00 

NO CHARGE for QC, Merging Drawings, Flash Drive & Pickup & Delivery!! 
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