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March 4, 2021
Request for Proposal: 
RFP0221SRSCAN - Student Record Scanning
Addendum # 3
The Request for Proposal (RFP) for the above named project is amended as noted in this Addendum. This Addendum consists of changes to the Scope of Services - Specifications.
Specifications
· The student records are contained in a folder labeled with the student first and last name and, customarily, ID number and birthdate. This folder should be scanned as part of the record. The birthdate is also contained on the label located on the first test card in the file, which is made of cardstock. The birthdate and ID number will be contained in the electronic copy of the box contents spreadsheet, which will be available upon request from the contracted vendor.
· The student folders contain the entire student record. All documents in the folder shall be scanned up to the bar code page. The bar code page and all documents following will not require imaging.

· Student records contain letter- and legal-sized documents.

· Most documents will be one-sided; however, the student folder will occasionally contain two-sided documents.

· Student record folders are organized in alphabetical order, separated by school, and stored in cardboard storage boxes with lids, which include a spreadsheet of contained files and a label affixed to the outside of the box indicating the contained files. The spreadsheet in each box will identify only the contained file folders by student first and last name.
End of Addendum #3
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