Survey Data
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For
(Your Name)
By

Save As…Paperless Solutions
Survey Date:

Sales Person:

Customer Data

Customer Contact:

Title:

Phone:

Fax:

Email:

Company Name:

Address:

City, ST, Zip:

Type of Business:

Location of records if different than above:

Type of documents: (Circle One or Add as necessary)
Medical Charts, Medical Business Office, Medical Insurance Forms, Accounting, Accounts Payable, Accounts Receivable, Payroll, Time Cards, Academic, Student Transcripts, Business Office,
Human Resources, Personnel Files, 

Law Enforcement, Offense Reports, Arrest Records, 
Banking, Mortgage Loan, Collateral Loan, Signature Cards, Checks, Abstract & Title, Title Records, 


Backfile Conversion Data

Do you currently store by month, quarter, year?

Can the backfile project be divided up into sections such as this for cost estimates?

If stored on shelving, 

______ number linear feet of shelf space 
______ times number of images per foot  
   

20# paper, no folders is approx. 200 pg/in.; 2.4K pg/ft.

   

20# paper with some folders for larger file sizes 

such as medical charts is approx. 175 pg/in.; 2.1K pg/ft.

  

20# paper with many folders for smaller file sizes

such as legal files may be as low as 125 to 150 pg/in.

______ Estimated percent of double sided pages  

Add these backside images to page estimate above

______ To obtain total estimated images  

If stored in boxes, size of boxes and number of each?  

__________ Letter/Legal storage boxes – 12” X 15”
__________ Larger storage boxes – 12” X 18”

__________ Banker boxes – 12” X 24”

__________ Estimated number of total images using calculations above?

Condition of paper

How many staples and paperclips?  None, Few, Moderate, Excessive

In what condition is the paper?  Very clean, some/bad dog-ears and wear

Background colors?  Primary colors?  Pastels?  Red?

Paper thickness?  Any heavy card stock or light weight onion skin?

Are the page sizes consistently letter, legal, ledger, half size, smaller than 5.”5 X 11”

How well will it feed through an automatic feeder? Efficiently,  poorly
What target sheets, patch pages, or blank sheet inserts will be required at doc. prep?

How many double sided pages will have to be handled and how?
Can the documents be resorted into single sided and double sided or do they need to be kept in the same sequence in which they were received?
Estimated Document preparation rate per hour? __________

Indexing

What index scheme do they currently use?

What information do the clerks typically have at hand when they begin the process of retrieving a document? 

Do the files need to be divided by section or document type?

Number of index fields required  ______

Names and average number of characters per index fields:
____________(__), ____________(__), ____________(__), 
____________(__), ____________(__), ____________(__)

Are each of these index fields found on page one of the file?

Is there a database available to allow the use of Match and Merge?
If so, which field is the unique field?

Are there any barcodes to be used for file separators or index information?

Can the OCR process be applied to any field?

If manual indexing is required, are there any masks or other efficiency tools that can be applied to any of the fields?
Do we need to test any part of the automated indexing to insure the level of accuracy?

Can we apply image cleanup processes or do they need to be delivered as raw scans?

Retrieval Patterns

Who needs access to these documents?  

Employees?  


Customers?  


Vendors?

LAN access only?  

WAN access?

Off-site offices?  

Workers at home?  

At night? 
How many concurrent users to you need to have access at the same time?

How many workstations are on the network in your area that could be used to access the system? 

What network OS is in use?

Cross-platform solution needed for Macintosh?


UNIX Network?

Budget

Do you have the capital budget approved to purchase equipment and software?

Do you have the capital budget approved to expand bandwidth capability, if necessary?

Do you have the personnel budget approved to add technical or supervisory people?

Would it be an advantage to outsource everything, both in capture using a Service Bureau and in retrieval using an off-site document repository, so that you can process all expenditures through the expense budget, thus avoiding your capital budget process?

Outsourcing 
vs. 
In-house processing 
of the Backfile Conversion

Once the size of the desired backfile conversion is known, they are now in a position to make a knowledgeable decision about who should complete the conversion. 

Does the customer prefer to complete the backfile conversion in-house with their own equipment and supervision, scanning, data entry, Quality Control, and technical personnel? _____  

Do they have the capital budget to purchase their own system and the personnel budget allocated or authorized to man it efficiently in-house? _____

Do they prefer to outsource the backfile conversion to a professional service bureau and Repository Service, so they can pay monthly from the expense budget for services rendered monthly? _______

