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DFS Microfiche Scanning Conversion Survey Form

Company:
__________________________________________________________________

Contact:
_____________________________   Title:  ______________________________

Phone:

_____________________________  FAX:  ______________________________

Business Application (e.g.; Accounts Payable):
__________________________________________

Document Conversion General

1.
What are the estimated number of pages to be converted in the backfile conversion?



Minimum Estimate ____________________ Maximum Estimate _________________________

2.
Is there a Day Forward or Facility Management scanning requirement? Yes ___  No ___



If Yes, what is the estimated daily, weekly or monthly volume to be scanned?



On-demand Volume _________________________ pages per   Day ___,  Week ___,  Month ___

3.
When can the conversion begin?  __________________________________________________________



Is there a business critical completion date which should be met?



If Yes, what is the date? _________________________________

4.
Are funds available for the conversion?  Yes ___  No ___



If No, when will funding be approved? _____________________

5.
Where will document scanning take place?



At a DFS facility  _____




At Customer Facility ___




Other ___, Describe _____________________________________________________________

6.
If scanning is performed at the Customer Facility, access to fully functional facilities (heat, air 



conditioning and power) by DFS personnel will be _______ hours/day and _______ days/week.

Imaging System

7.
Is the image system currently installed?  Yes ___  No ___



If No, when is the installation scheduled?  ____________________________________________

8.
What imaging system have you, or do you plan to install?
Vendor Name  _______________________



Software Product Name (if different from vendor name) ______________________ Rel. ______



What Image Format will be used?  (e.g., TIFF/Group IV)  _______________________________

9.
Images are stored on what optical media on the system?


Optical Media:



12 inch __,  5¼ inch __,  CD-ROM __, DVD-ROM __,  Capacity _____,  MByte __  or GByte __,



WORM ___, Rewritable ___,  Manufacturer __________________________________________




Other _________________________________________________________________________

10.
What media will DFS use to deliver images and index data for import into the system?


Optical Media:



12 inch __,  5¼ inch __,  CD-ROM __, DVD-ROM __,  Capacity _____,  MByte __  or GByte __,



WORM ___, Rewritable ___,  Manufacturer __________________________________________



Magnetic Tape:



4mm (DAT)__,  8mm __,  DLT__, ½ tape __, Other ______________,  Tape Format __________


Magnetic Diskette:



3½ inch ___,  5¼ inch ___,  Capacity _________________________  KByte ___  or MByte ___

11.
If delivery is on optical media, a back-up copy of the optical media for a disaster recovery  program.  


Should a back-up copy of the optical disks, CD-ROMs or DVD-ROMs be provided?  Yes __  No __

12.
What is the resolution used in the imaging system [typical resolution is 200 dots per inch (dpi)]?




200 dpi ___,  300 dpi ___,  400 dpi ___,  Other  ___  Describe ___________________________

13.
Are there any known special processing requirements for the images?



Image cropping (to reduce extraneous borders around image)___, 



Image rotation ____,  Other ___  Describe ___________________________________________



Image Polarity reversal ____,  Other ___  Describe ____________________________________

Index Description

14.
Describe the method of indexing the images.


Fiche Level


Field Location:
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Alpha, Numeric

Field Location:

Field Name
or Alpha/Numeric
Field Length
Fiche Title 


___________________
______________
____________
______________


___________________
______________
____________
______________


___________________
______________
____________
______________


Document Level
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Alpha, Numeric

Field Location:

Field Name
or Alpha/Numeric
Field Length
Document, Page

___________________
______________
____________
______________
___________________
______________
____________
______________
___________________
______________
____________
______________


Page Level
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Alpha, Numeric

Field Location:

Field Name
or Alpha/Numeric
Field Length
Page

___________________
______________
____________
______________
___________________
______________
____________
______________
___________________
______________
____________
______________

15.
How will the above index fields be created for the conversion?  


Manual data entry from document ___,  


Import an existing database ___,


Reading existing Bar Code on document or fiche envelope ___, 


OCR existing printed data on documents ___, 


Other ___  Describe_____________________________________________________________

16.
How many accounts (folders) numbers are there in the total conversion? _____

17.
How many document types are there? ______  If possible, please attach a list of Document Types.

18.
What is the average number of pages per document? ___

Microfiche Description

19.
What type of microfiche (Jackets, COM, Step and Repeat, Updatable) are to be scanned?


___ Jackets (source document images filmed & inserted into channels in a pre-existing jacket).


___ COM (Computer Output Microfilm ) microfiche contains computer reports.


___ Step and Repeat microfiche (source document images microfilmed at the same time). 


___ Updatable microfiche (individual images are printed directly to pre-existing microfiche).

20.
The Microfiche measures ___ inches High and  ___ inches Wide.
The microfiche has  ___ Rows 
down and  ___ Columns across.

21.
How many microfiche are there in the total conversion? _______.

22.
What is the reduction ratio at which the pages were microfilmed? 24:1 ___, 32:1 ___, 42:1 ___, 48:1 ___,


Other, describe, ________________________________________________________________________

23.
What are the average number of images per microfiche? _______.

24.
Is the Film Polarity Negative ___ (dark background with clear characters) or 



Positive ___ (clear background with dark characters)?

25.
Is the film to be scanned a First Generation Silver Original ___, Second Generation Duplicate Copy ___.


or Greater than Second Generation Duplicate Copy ___?



If Greater than Second Generation, describe __________________________________________

26.
If a Duplicate Copy, what type of duplicate film was used?  Diazo film ___, Thermal (vesicular) film ___ 


or Silver Duplication film ___.

27.
Are frames Oriented in Comic (right reading w. film horizontal), Ciné (right reading w. film vertical) or 


mixed mode?
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Comic ___
Ciné ___
Mixed ___

28.
Are the images skewed on the film?
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No ___
Yes ___

29.
Can representative microfiche, either original or duplicate copies, be supplied for review by DFS?.



Yes ___, No ___.

Page Description

30.
What are the typical size of the original papers?  What percent of the pages are each size?


Typical Page Size:
_______ x _______  inches,
Estimated Percent of total file: ______%


Minimum Page Size:
_______ x _______  inches,
Estimated Percent of total file: ______%


Maximum Page Size:
_______ x _______  inches,
Estimated Percent of total file: ______%


Other Page Size:
_______ x _______  inches,
Estimated Percent of total file: ______%

31.
What is the average Condition of the Pages on a scale of 1 to 10?   Mark the scale appropriately.


1
2
3
4
5
6
7
8
9
10



Poor




     Fair





         Good

(poor contrast, dirty & damaged film)      (some scratches, varying contrast)
  (clean, sharp, high contrast)

32.
What is the average Age of the original paper gages?   Mark the scale appropriately.


1
2
3
4
5
6
7
8
9
10



<5 years



  5 to 10 years



   
 >10 years

