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WEBB COUNTY CLERK’S OFFICE 
LAREDO, TEXAS 

REQUEST FOR PROPOSALS (RFP) 
RFP 2023-003 

ARPA PROJECT NO. 22 
INDEXING PROJECT OF HISTORICAL DOCUMENTS 

FOR THE WEBB COUNTY CLERK 

DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. CT 

E L E C T R O N I C  S U B M I S S I O N
SUBMITTED BY KOFILE TECHNOLOGIES, INC. 

6300 CEDAR SPRINGS ROAD, DALLAS, TX 75235 



PRICE PROPOSAL SHEET ATTACHMENT "A"

RECORD SERIES Volume
Range

Yr. Range EST PAGE
COUNT

EST DOC
COUNT

SERVICES NOTES Proposal Price ($)

Deed
A, B, C,
and 1 -

125
1836 - 1930 75,326 97,498 ID

Vols. A & B in
Spanish 316,137.50$ 

Deed of Trust 1 - 7 1887 - 1907 4,228 3787 ID
15,148.00$ 

** TOTAL PROPOSAL 
PRICE 331,285.50$                             

ESTIMATED PAGE COUNT BREAKDOWN:
Volume Book Yr. Pg. Count Type

Deed 36 640 Manuscript
Deed 37 639 Manuscript
Deed 39 27 Manuscript
Deed 40 1899 242 Manuscript
Deed 41 640 Manuscript
Deed 42 639 Manuscript
Deed 43 644 Manuscript
Deed 44 639 Manuscript
Deed 45 1905 640 Manuscript
Deed 46 639 Manuscript
Deed 47 640 Manuscript
Deed 48 634 Manuscript
Deed 49 640 Manuscript
Deed 50 1907 606 Manuscript
Deed 51 637 Manuscript
Deed 52 14 Manuscript
Deed 53 640 Manuscript
Deed 54 640 Manuscript
Deed 55 639 Manuscript
Deed 56 638 Manuscript
Deed 57 639 Manuscript
Deed 58 640 Manuscript
Deed 59 640 Manuscript
Deed 60 1912 640 Manuscript
Deed 61 639 Manuscript
Deed 62 638 Manuscript
Deed 63 635 Manuscript
Deed 64 640 Manuscript
Deed 65 638 Manuscript
Deed 66 631 Manuscript
Deed 67 640 Manuscript
Deed 68 646 Manuscript
Deed 69 645 Manuscript
Deed 70 1919 639 Manuscript
Deed 71 217 Manuscript
Deed 73 640 Manuscript
Deed C 1860 558 Manuscript
Deed 1 638 Manuscript
Deed 2 640 Manuscript Pg. 1 of 3



Volume Book Yr. Pg. Count Type
Deed 3 405 Manuscript
Deed 4 648 Manuscript
Deed 5 461 Manuscript
Deed 6 799 Manuscript
Deed 7 799 Manuscript
Deed 8 797 Manuscript
Deed 9 811 Manuscript
Deed 10 799 Manuscript
Deed 11 636 Manuscript
Deed 12 639 Manuscript
Deed 13 639 Manuscript
Deed 14 637 Manuscript
Deed 15 637 Manuscript
Deed 16 639 Manuscript
Deed 17 640 Manuscript
Deed 18 640 Manuscript
Deed 19 641 Manuscript
Deed 20 640 Manuscript
Deed 21 640 Manuscript
Deed 22 638 Manuscript
Deed 23 373 Manuscript
Deed 24 642 Manuscript
Deed 25 632 Manuscript
Deed 26 638 Manuscript
Deed 27 638 Manuscript
Deed 28 86 Manuscript
Deed 29 639 Manuscript
Deed 30 637 Manuscript
Deed 31 95 Manuscript
Deed 32 638 Manuscript
Deed 33 639 Manuscript
Deed 35 638 Manuscript
Deed 89 640 Manuscript
Deed 90 640 Manuscript
Deed 100 207 Manuscript
Deed 110 648 Manuscript
Deed 117 643 Manuscript
Deed 123 646 Manuscript
Deed 125 1930 640 Manuscript
Deed A 1836 88 Spanish
Deed B 1840 97 Spanish
Deed 72 1919 640 Typed
Deed 74 645 Typed
Deed 75 640 Typed
Deed 76 640 Typed
Deed 77 640 Typed
Deed 78 1920 639 Typed
Deed 79 1920 640 Typed
Deed 80 1921 640 Typed
Deed 81 639 Typed
Deed 82 639 Typed
Deed 83 640 Typed
Deed 84 640 Typed
Deed 85 640 Typed
Deed 86 640 Typed
Deed 87 640 Typed
Deed 88 640 Typed Pg. 2 of 3



Volume Book Yr. Pg. Count Type
Deed 91 640 Typed
Deed 92 640 Typed
Deed 93 640 Typed
Deed 94 640 Typed
Deed 95 640 Typed
Deed 96 640 Typed
Deed 97 640 Typed
Deed 98 640 Typed
Deed 99 640 Typed
Deed 101 1926 639 Typed
Deed 102 640 Typed
Deed 103 640 Typed
Deed 104 640 Typed
Deed 105 640 Typed
Deed 106 438 Typed
Deed 107 640 Typed
Deed 108 639 Typed
Deed 109 641 Typed
Deed 111 640 Typed
Deed 112 639 Typed
Deed 113 639 Typed
Deed 114 641 Typed
Deed 115 645 Typed
Deed 116 640 Typed
Deed 118 376 Typed
Deed 119 640 Typed
Deed 120 639 Typed
Deed 121 640 Typed
Deed 122 640 Typed
Deed 124 499 Typed

Est. Page Count 75,326

Volume Book Yr. Pg. Count Type
Deed of Trust 1 1887 468 Manuscript
Deed of Trust 2 1886 640 Manuscript
Deed of Trust 3 1890 640 Manuscript
Deed of Trust 4 1890 609 Manuscript
Deed of Trust 5 1893 639 Manuscript
Deed of Trust 6 1903 641 Manuscript
Deed of Trust 7 1907 591 Manuscript

Est. Page Count 4,228

**TOTAL PRICE PROPOSAL IN WORDS:
Three hundred thirty one thousand two hundred eighty five dollars and fifty cents. 

The undersigned bidder certifies that he has currently checked the bid prices contained herein and is
 entirely satisfied that they are correct and final.

BIDDER: Kofile Technologies, Inc.

BY: Michael Hill

TITLE: Chief Revenue Officer

ADDRESS: 6300 Cedar Springs Road

CITY: Dallas STATE: Texas

ZIP: 75235 PHONE: 214-351-4800 Pg. 3 of 3
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DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. 

 

January 28, 2023 

Juan Guerrero, Contract Administrator 
Webb County Purchasing Department  
1110 Washington St., Ste. 101 
Laredo, Texas 78040 

Dear Mr. Juan Guerrero, 

Please find Kofile Technologies, Inc.’s (hereby Kofile) response to Webb County’s Request 
for Proposals (RFP) RFP 2023-003 / ARPA Project No. 22 for an Indexing Project of Historical 
Documents for the Webb County Clerk herein.  

Kofile’s representative and Account Executives, Catherine ’Cathy’ Drolet and Scott Fausto, 
have assessed the records for service. This proposal is in full compliance with the RFP’s 
required scope of services.  

Kofile understands local government records and the role of the County Clerk. A Texas-
based company, Kofile is the oldest and most experienced private firm specializing in the 
digitization, electronic access, and preservation of public records with six decades of 
experience. This includes the required indexing of historical instruments, such as Historical 
Deed and Deed of Trust records in manuscript and typescript, and the indexing of Spanish 
instruments (both historical and contemporary). Additionally, Kofile’s parent company 
owns the Webb County Clerk’s land records management system, CountyFusion™.  

Kofile has worked with local governments across the nation on similar projects funded by 
the American Rescue Plan Act of 2021 (ARPA) and the CARES Act. Kofile maintains a 
SAM.gov entity registration and has an UEI Number. Also, please see herein for a sample 
Certificate of Insurance. Please note that Kofile’s carrier provides the 30 days notice of 
cancellation and non-renewal. Kofile can provide any notice of material changes directly 
to the County. 

Please note that Kofile has identified its client references as confidential under the 
protections for trade secrets, confidential, and proprietary information, see Pages 18-20. 

Kofile appreciates the opportunity to submit a proposal and support Webb County. This 
proposal is valid for ninety (90) days from the deadline for delivery of proposals.  

Sincerely, 

Michael Hill 
Chief Revenue Officer 
Legal Name of Corporation: Kofile Technologies, Inc. 

6300 CEDAR SPRINGS ROAD, DALLAS, TEXAS 75235 
P: 214/442.6668   F: 214/442.6669   KOFILE.COM 

A. TRANSMITTAL LETTER
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DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. B. EXECUTIVE SUMMARY

This proposal addresses Webb County’s Request for Proposals (RFP) RFP 2023-003 / ARPA 
Project No. 22 for an Indexing Project of Historical Documents for the Webb County Clerk. 
Kofile Technologies, Inc. (Kofile) will provide the required indexing of historical instruments, 
such as Historical Deed and Deed of Trust records in manuscript and typescript, and the 
indexing of Spanish instruments (both historical and contemporary).  

Kofile is uniquely qualified to complete Webb County Clerk’s modernization and digital 
access goals. Kofile’s representatives and Account Executives, Catherine ’Cathy’ Drolet 
and Scott Fausto, have reviewed the records for service. Kofile welcomes the Webb 
County to inspect any materials, workmanship, and location of work to ensure compliance 
with specifications. Additionally, Kofile’s parent company owns the Webb County Clerk’s 
land records managementsystem, CountyFusion™.  

Kofile is available to begin the project upon award of contract. A kickoff call will occur 
within 30 days of contract execution and will set mutually-agreed-upon timelines.  

WHO IS KOFILE? 
With Kofile, Webb County is assured of a vendor with the capacity and experience to 
handle any scale project—from one document to thousands of volumes. Kofile has over six 
decades of experience providing similar services for local public records, with core root 
companies dating to 1961. Kofile has regional Conservation & Digitization Labs throughout 
the US, with its headquarters in Dallas, TX.  

WHY KOFILE? 
With Kofile, Webb County is assured of a vendor that specializes in working with local 
government recording offices and understands the essential needs of any indexing 
project. Kofile intimately understands the responsibility and required functions of recording 
offices.  

With Kofile, Webb County is assured of a vendor that specializes in working with the County 
Clerk’s recording platform, CountyFusion™, and understands the essential needs of this 
and any indexing project. Kofile intimately understands the responsibility and required 
functions of recording offices and was instrumental in the installation of this recording 
system at the County Clerk’s Office. Additionally, Kofile has the relationship to complete 
this project with a knowledgeable workforce dedicated to the needs of both the indexing 
and recording requirements.  

Kofile has experienced indexers to provide a full spectrum of services, including backfile, 
daily, and redaction services. Kofile’s team will provide consistently keyed index fields to 
improve retrieval. Kofile blind re-keys each field to maintain accuracy.  

Kofile has the capability to not use third-parties to key—thus, minimizing errors and threats 
to data integrity. Kofile takes pride in providing services without sole reliance on offshore 
subcontractors. Low bids rely on offshore servicing to India, the Philippines, China, etc. 
These low-bid projects often necessitate re-indexing or additional costs to improve 
accuracy.  
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Kofile has provided indexing services for hundreds of clients across the nation. Kofile has 
worked with several records management system vendors, including GovOS (such as 
CountyFusion™ and Cloud Search), third party systems, such as KellPro, Tyler Technologies, 
Inc., iDocket, NetData, Deketo, COTT, LGS, Laserfiche, Granicus Legistor, etc., and 
homegrown systems. 

Please see the following for an overview of other key differentiators beneficial to Webb 
County in this project.  

PROVEN WORK HISTORY 
Kofile has a proven history providing projects 
and deliverables. Kofile has provided similar 
services for local governments across the 
nation. In the State of Texas, Kofile has 
performed projects for multiple recording 
offices as evidenced herein. 

■ With seven locations and 300+ dedicated employees, Kofile can deliver any scale project.
■ Award and completion of 10+ multi-million dollar projects.
■ Annually provides backfile indexing for 2.8 million documents.
■ Daily indexing captures 200,000 documents per month.
■ In 2020, Kofile provided indexing verification for more than 1,000,000 documents.
■ Kofile has provided similar services for both CARES Act- and ARPA-funded projects across the US for

recording offices.

ONSHORE AND NO THIRD-PARTY SERVICES 
◼ Kofile’s corporate facility in Dallas, TX, manages a department solely dedicated to indexing, and staffs

indexers with incomparable experience, ensuring data confidentiality and security.
◼ Kofile has the capability to not use third-parties to key—thus, minimizing errors and threats to data

integrity. Kofile takes pride in providing services without sole reliance on offshore subcontractors. Low
bids by other vendors rely on solely offshore servicing to India, the Philippines, China, etc. These low-
bid projects often necessitate re-indexing or additional costs to improve accuracy.

◼ There is no offshore remote access to any of Webb County’s images and data. All work is performed by
a US-based team.

INDEXING ACCURACY RATE 
◼ Kofile blind re-keys each field to maintain accuracy.
◼ Kofile understands that quality and accuracy are mandatory in any project of this nature. Kofile

can commit to a minimum accuracy rate of 99.25% for historical indexing.

QUALITY ASSURANCE (QA) 
■ Kofile’s services are  conducted by trained and experience technicians with proven procedures and

programs.
■ Kofile holds the industry’s highest levels of insurance coverage, including Cyber Liability insurance (see

evidenced in a sample Certificate of Insurance herein).

Kofile’s unique services, offerings, and archival 
products and services were developed by identifying 
specific needs of local government recording offices 
based on an intimate understanding of the mandates, 
functions, and operations of such offices. 

    OVERVIEW OF KOFILE’S KEY DIFFERENTIATORS & PROPRIETARY PROCESSES 
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RECORDS MANAGEMENT SYSTEM PREFERENCE 
■ Kofile’s sister company, GovOS, owns and operates the Webb County Clerk's records management

system, CountyFusion™, which guarantees a successful project.
■ Kofile has immediate access to, and is familiar with, the images for this project and the County Clerk’s

CountyFusion™ system.  This experience permits prompt project commencement and ensures the index
data is packaged in compliance with the required format and ensures proper upload of the combined
indexes and images.

SUBJECT MATTER EXPERTISE 
Second- and third-generation conservators and public records experts lead projects, including pioneers in 
preservation, imaging, re-creation, and data entry.  
■ Imaging/Re-creation Manager with 29+ years of  experience.
■ Data Entry Manager with 30+ years of experience
■ Kofile maintains highly experienced indexing groups with specialized focuses, e.g., daily, backfile, or

regional emphasis (and redaction).
■ Kofile has a team of indexers based from Texas which already trained and experienced in indexing

specifications specific to the State of Texas. The majority of this team holds 15-30 years of experience
indexing local government records.

COST TRANSPARENCY 
Actual cost is not hidden by complicated and multi-layered price points (such as the addition of labor and prep 
charges atop of capture costs). Other vendors hide true project total costs by separating each component into 
à la carte services.  

CLOUD SECURITY 
Kofile provides superior technological security measures, with backups via native Cloud Storage. 

WARRANTIES & GUARANTEES 
Kofile stands behind all of its services and products. There is a lifetime guarantee on all of Kofile’s 
workmanship. Kofile will redo any and all conversion services if Kofile’s performance causes the digital 
images or solution to not meet agreed-upon specifications at no additional cost to the County. 

OWNERSHIP OF DATA 
Kofile does not take ownership of images and data undergoing service. Webb County retains ownership of all 
images and data.  

This philosophy is the driving force placing Kofile above competitors. Kofile’s 
services are not ’as-is’ or ’scan it and forget it.’ This project will relieve 
dependence on paper by ensuring accurate metadata for electronic 
retrieval. Kofile’s basis for success is decades of experience, realistic 
solutions, and professional analysis.  

Kofile is committed to implementing a solution that offers professional standards, conforms 
to the RFP’s key technical specifications, and, in terms of product quality and longevity, 
provides the highest rate of return on the Webb County Clerk’s investment.  

DO IT ONCE,  
DO IT RIGHT,  
DO IT FOREVER 
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COMPANY HISTORY 
Kofile is the oldest and most experienced private firm specializing in the preservation and 
archival digitization of permanent public records in the United States. Kofile is the 
preservation division of a parent company, Kofile, Inc. (which owns 100% of Kofile). It 
employs over 300 employees.  

 

COMPANY PROFILE 
NOTICE FOR BID 
REQUIREMENT KOFILE RESPONSE 
Organization Legal Name  Kofile Technologies, Inc. 
Address of Business  Corporate: 6300 Cedar Springs Road, Dallas, TX 75235 
Legal Nature/State/Date of 
Incorporation 

Corporation  - 1/8/2009 Delaware 

Principal Business Location Kofile’s principal business location is 6300 Cedar Springs Road, 
Dallas, TX 75235. This facility manages and supports Kofile’s indexing 
teams. Note, while Kofile does have other Labs, none will contribute 
to this project.  

Principal Contact Person Michael Hill, Chief Revenue Officer 
Kofile Technologies, Inc. 
6300 Cedar Springs Road, Dallas, TX 75235 
preserve@kofile.com  
Office Phone: 214/351.4800 
Fax: 214/442.6669 

Team Members Kofile can provide any required information on its team members, 
partners, and employees who will perform services on this project 
following contract award. All services herein will occur from Kofile’s 
corporate facility located at 6300 Cedar Springs Road, Dallas, TX 
75235. Key staff are identified elsewhere in this proposal.  

Statement of Financial 
Stability 

Kofile, its principals, directors, or majority shareholder, or any 
company Kofile has held a controlling interest in, or which has held 
a controlling interest in Kofile, has never filed for or been involuntarily 
put into bankruptcy or declared bankruptcy. 
 
There is no pending or prior performance or contract-related 
litigation which Kofile is, or has been, involved. Kofile has had no 
contracts terminated due to non-performance. 
 
Kofile has not been, within the past five (5) years or at any time, 
involved in any contract or performance-related claims, litigation, 
nor investigations. Kofile has no adverse actions sanctioned by 
regulatory authorities. 
 
Kofile is highly able to perform the services represented in this 
proposal. 

D. ARCHIVAL INDEXING AND  
RELATED SERVICES—EXPERIENCE  
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Kofile was formed and established in 2009; with root companies, ownership, and key staff 
operating and leading the industry since 1961. The leaders of Kofile have worked with 
states, counties, municipalities, and private archives across the United States. Kofile has 
provided archival indexing since its inception in 2009, and longer via its root companies 
and key staff.  
 
Kofile can provide solutions that address many aspects of a County—from binders, 
preservation, restoration, imaging, image processing and enhancements, re-creation, re-
indexing, index verification, film to image conversion, archival microfilm, microfilm 
duplication, complete document indexing, recording, workflow, imaging systems, Internet 
hosting and data access, and electronic recording.  
 
 
 
 
 
 
 
 
 
 
 
EXPERIENCE 
Kofile has 14 years of experience under the current brand providing the services in the RFP 
(with formation of the corporation in 2009). This number raises to 59 years of experience 
when factoring in the experience of Kofile’s root companies, all of which are still active 
leadership in the current company. These root companies contribute a combined 115 
years of experience across the U.S.  
 
In terms of indexing projects completed, this number is in the thousands. In Texas alone, 
Kofile has provided these services for the majority of the County and District Clerk’s Offices. 
For example, from 2014-July 2017, Kofile serviced 1,502 entities in the public and a selection 
of private sector accounts (this does not include multiple office or departments). In that 
term, Kofile provided services for local governments in 33 states. Annually, Kofile preserves 
over six million pages for Local Governments . Annually, Kofile digitally captures over 25 
million pages for Local Governments. 
 
Kofile has provided indexing services for hundreds of clients across the nation. Kofile has 
worked with several records management system vendors, including GovOS (such as 
CountyFusion™ and Cloud Search), third party systems, such as KellPro, Tyler Technologies, 
Inc., iDocket, NetData, Deketo, COTT, LGS, Laserfiche, Granicus Legistor, etc., and 
homegrown systems. 
 
Kofile has completed numerous large-scale projects.  
■ Annually, preserves over six million pages for Local Governments. 
■ Annually, digitally captures over 11 million pages for Local Governments—Kofile’s 

national capacity is 20 million scans annually. 
■ Annually, provides archival indexing for 2.8 million documents. In 2020, Kofile provided 

indexing verification for more than 1,000,000 Documents.  

 Key Products: 
Lay Flat Archival Polyester Pocket™ 
Disaster Safe County Binder™ 
Archival Quality County Binder™ 
 
 
 

Solutions & Services:  
Book & Document Conservation 
Map Restoration 
Encapsulation 
Deacidification 
Negative Photostat Stabilizer 
County Recorder Binders 

 
Archival Imaging  
Book Re-creation 
Indexing (Back File & Daily) 
Micrographics  
High Density Shelving 
Transcription & Translation 
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HISTORICAL INDEXING METHODOLOGY 
Kofile has experienced indexers to 
provide a full spectrum of services, 
including backfile, daily, and redaction 
services. Kofile’s team will provide 
consistently keyed index fields to improve 
retrieval. The Webb County Clerk is 
assured of the following key 
differentiators with Kofile's indexing 
services: 
 

▪ Kofile blind re-keys each field to maintain  
a 99.25% accuracy rate.  

▪ Our employees are key assets—our    
Data Entry Manager has over 30 years       
of experience.  

▪ Kofile has a team of indexers based from 
its Dallas facility, ensuring data 
confidentiality and security.  

 
Data integrity is essential. Kofile’s goal is 
to provide consistently keyed fields. 
Kofile’s proprietary indexing software  
and keying procedures provides proven 
99.25% accuracy. This will improve 
document retrieval and build a dependable, searchable database for staff and patrons.  
 
Prior to indexing, Kofile conducts a comprehensive assessment of the County’s indexing 
specifications. A thorough examination of the County’s particular requirements allows for 
accurate and consistent indexes, guaranteeing quick searches for users.  
 
During the assessment, Kofile documents established methods of indexing specific 
instruments, clarifying terminology, and determining the standards used to enter names, 
dates, and other basic required information. This analysis produces essential information to 
ensure the metadata’s accuracy and integrity, and identity the following:  

■ cross-indexed documents  
■ differentiation between individual names & corporation names  
■ government departments & agencies  
■ alternate & alias names  
■ abbreviations, titles, & naming consistency (e.g., hyphens, nos., spaces, & suffixes  
 

During quality control (QC), managers and supervisors internally research and answer 
questions about any problematic process. If the Webb County Clerk is required to provide 
input, Kofile will directly contact the County for a clarification and/or decision. Client 
involvement demonstrates Kofile’s pride in building successful professional relationships.  
 
Kofile always performs key entry at least twice for every field. With Kofile’s quality 
assurance, each field is blind-keyed three times:  

■ Following initial entry, the record displays to a second technician who also keys the field (“blind re-key”).  

PROJECT GOALS  
✓ Modernize & upgrade office systems infrastructure  
✓ Reduce in-person interaction to mitigate COVID-19 with 

digitization/online access  
✓ Eliminate or reduce manual lookups & searches 
✓ Expedite searches with more records available for 

electronic retrieval 
✓ Progress towards a paperless office 

A Kofile Indexing Technician keys a document.  
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■ The software compares the entries. If they do not match, the record is sent to a supervisor.  
■ This supervisor identifies the problem with the field entry and determines if it is a one-time keying error or a 

prevailing issue. The supervisor decides if a new keying standard is needed.  
■ The record is then sent to another technician and keyed again.  
 

Any amendments are communicated to the Webb County Clerk with an exception list for 
the County to match and scan the amendment and the record themselves. Exceptions 
are expected, as not all records contain all fields noted. Kofile will establish rules for these 
abnormalities once the project commences. 
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Staff hold 10-30 years of experience with archival documents. No other Vendor has the 
combined personnel experience with the records and services scope and variety 
identified in this Proposal. 

 
In addition to expert senior team members, Kofile’s supporting staff provides Webb County 
with exemplary skill and workmanship—at all levels of service. Kofile’s services combine an 
experienced imaging team, technology competence, and software development.  
 
Kofile practices strict Quality Control Assurance (QC) polices in each department. Before 
a new phase begins or after it ends, a system of checks ensures the quality of services 
rendered. Within each department, leaders and the most experienced team members 
inspect the work of each employee on a daily basis—new hires receive extensive training. 
 
Kofile’s employees pass extensive interviews and graduate a series of work-effort tiers. 
Kofile holds insurance on all services. Staff are drug-free and pass a background check 
upon employment. All candidates pass a face-to-face meeting with a manager, which 
includes information about previous jobs, responsibilities, skill sets, tenure, and reason for 
leaving the former employment.  
 
Only trained staff work on any project. Before working with confidential records, a 
technician graduates a series of work-effort tiers. Employees complete an intensive training 
with a mentor before one is permitted to work on live data. During this time, Kofile enforces 
guidelines and security policies. All technicians start with entry level tasks. To progress to 
tasks with higher level of security and responsibility, the series of tiered assessments and 
progression points build a level of trust.  

 
Kofile has an efficient team of managers and leaders who have the experience and 
knowledge to run their departments and produce the highest quality of product. Kofile 
does not need to hire additional personnel for this particular project, and although Kofile 
continues to grow daily, it will utilize current trained staff. One major factor in Kofile’s 
management plan is to hire underprivileged workers. Kofile’s unique position and 
challenge to equip these workers with the training and skills, professional integrity, business 
ethics, experience, and professional history to be competitive in an ever challenging 
workplace. Kofile prides itself on serving as an equal employment opportunity employer.   
 
KEY STAFF & RESUMES 
The members of the Kofile project team will periodically meet to report  on the overall 
status of the project. Each discussion will address the current defined period and will 
include: 

◼ Scheduled work completed  
◼ Unscheduled work completed  
◼ Scheduled work not completed  
◼ Work scheduled for the coming period 
◼ Pending Status of Change or Decision requests  
◼ Discussion of any problems or concerns 

E. PERSONNEL QUALIFICATIONS 
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Kofile’s superior services are derived from its experienced team.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Catherine ‘Cathy’ Drolet and Scott Fausto, Account Executives 
The Account Executives handle all communication with the client and have a 
combined 35+ years of experience in local government. They ensure the project is 
completed on schedule and to the client’s satisfaction. An Account Executive is 
responsible for project supervision and is available to meet periodically via phone 
or in person for project coordination and progress updates. 

 
Michael Steelman, National Director of Indexing & Onsite Imaging  
Steelman’s industry experience dates to 1993, where he worked with one of Kofile’s 
base companies as Vice President, Customer Care—specifically for the 
CountyFusion™ system. At Kofile since 2016, he initially continued the previous role 
overseeing the development, maintenance, and implementation of pricing 
guidelines for industry segments on a multiple regional basis. Currently, he utilizes his 
experience to design, implement, and manage processes by the indexing 
production groups. He coordinates imaging technology (imaging hardware and 
software) and identifies leading-edge imaging technologies. 

 
Julie Hoover, Data Entry Manager 
Hoover’s knowledge, reliability and pursuit of excellence make her an invaluable 
asset. Her career in data entry began in 1981, in which she began as an operator 
and moved into a supervisory role. She has worked as a supervisor in the industry’s 
leading companies in the spanning four decades. She will work with the county 
customer to ensure they received a quality product. Hoover updates Kofile’s 
indexing standards as needed. She specializes in current and historical data.   
 
Janice Casey, Indexing Supervisor 
Casey oversees keying and verification, and updates the manual for process/
procedures as needed. She is available to answer questions concerning document 
interpretation. She oversees the transfer of new documents from Daily Indexing to 
Internal Systems, and releases indexes to the county. Casey’s career in data entry 
began in 1980. She has worked as a Lead Data Entry Operator for four decades.  

KEY STAFF 

NAME ROLE EXPERIENCE 

Catherine ‘Cathy’ Drolet Account Executive (resume not included) 20+ Years 

Scott Fausto Account Executive (resume not included) 20+ Years 

Michael Cobb Senior Vice President  - Central Region (resume not included) 20+ Years 

Cindy Rountree Operations Director—Imaging 20+ Years 

Jeff Baldwin  SME, Tech-Enabled Services 10+ Years 

Michael Steelman National Director, Indexing 20+ Years 

Julie Hoover Data Entry Manager (resume available upon request) 20+ Years 

Janice Casey  Indexing Supervisor (resume available upon request) 20+ Years 

Trish Angleton Project Manager 1+ Year 
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CINDY ROUNTREE, OPERATIONS DIRECTOR-IMAGING 
QUALIFICATIONS SUMMARY 
Organizational direction of Imaging departments Dallas, TX Imaging Labs.  Prioritize 
projects based on SLAs and revenue goals. Allocate resources to meet goals. Interact with 
PMO, Process Engineers, Quality Engineers, Sales and Executive Leadership to ensure 
timely, quality deliveries to clients. 
 
PROFESSIONAL HISTORY 
 

2022 - Present   
 Kofile Technologies, Inc. 

Operation Director—Imaging 
 
2021 - 2022 

OPEX Corporation, Plano, TX 
 Product Launch and Vertical Strategist 
 
2018 - 2020 

Avenu Insights & Analytics, Dallas, TX 
 Director of Digital Processing Services 
 
2017 - 2018 

Conduent, Dallas, TX 
 SBU Manager II 
 
2007 - 2016 

Xerox Services, Dallas, TX 
 Operations Manager 
 
1999 - 2007 

Affiliated Computer Services (ACS), Syracuse, NY 
 Digitizing Manager, 2003-2007 

Systems Administrator, 1999-2003 
 
1993 - 1999 

Business Records Corporation (BRC), Syracuse, NY 
 Systems Administrator 

 

 EDUCATION 
 

Studies, B.A., Organizational Leadership, University of Mary Hardin-Baylor, Belton, TX 
 
Studies, B.A., Business Administration, Ashford University, San Diego, CA 
 
A.A.S., Accounting, Bryant & Stratton College, Syracuse, NY 
 

TRAINING  
 

2014, Certified PMP, Project Management Institute (PMI)  



PAGE 14 I 45 

WEBB COUNTY CLERK, TEXAS 
REQUEST FOR PROPOSALS (RFP) RFP 2023-003 

ARPA PROJECT NO. 22—INDEXING PROJECT OF 
HISTORICAL DOCUMENTS FOR THE WEBB COUNTY CLERK 

DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. 

JEFF BALDWIN, SME, TECH-ENABLED SERVICES & PRODUCT MANAGER  

QUALIFICATIONS SUMMARY 
Baldwin is a Project Operations Manager with years of experience in  management, 
leadership, education, teaching, training, and consulting. He is experienced in a wide 
variety of business applications and internet tools and is fluent in business and financial 
aspects. Baldwin manages digitization services at the Dallas facility and has been with 
Kofile for over six years. 
 
PROFESSIONAL HISTORY 
 

2011-present   
 Kofile Technologies, Inc. 

SME, Tech-Enabled Services & Product Manager, 2020-present 
Operations Manager, Imaging, 2019-2020 
Project Manager, 2016-2019 

■ Oversee projects from receipt to delivery. Manage imaging, digitization, 
and indexing of projects. Train employees on specific responsibilities, and 
balance workload between employees to finish multiple projects in budget 
and on time. Work with sales team & county officials to solve problems and 
inconsistencies. Create expense projections for potential future off-site 
projects. 

Regional Imaging Manager, 2014-2016 
■ Manage a team of temporary employees to scan land records from 1800's 

to present on-site. Train employees on specific responsibilities, and balance 
workload between employees to finish the project in budget and on time. 
Work with county clerk and county employees to solve problems and 
inconsistencies. Train new teams in different regions of the U.S. Create 
expense projections for potential future projects. 

Senior Operations Manager, 2011-2014 
■ Hire and supervise a team of 15. As management team member, 

participate in strategic planning, including profit/loss statements, expense 
forecasting, and investment strategies. Delegated tasks and responsibilities 
to employees and supervisors as needed. 

2008-2011 
 School Administrator 

■ Founded and opened a K-12 Private Christian School and operated school 
as Principal for 3 years. 

2002-2008 
 Affiliated Computer Services (ACS), Management Support Analyst 

■ Supported management with monthly service-level agreement auditing & 
reporting. Worked directly with developers and clients regarding workflow 
technical issues. 

 EDUCATION 
 
2003-2007      B.S. Music, Commonwealth Baptist College, Lexington, KY (Valedictorian) 
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MICHAEL STEELMAN, DIRECTOR OF NATIONAL INDEXING 

QUALIFICATIONS SUMMARY 
Dedicated Support and Operations Manager demonstrating effective leadership in all 
aspects of the job.  Effectively managing people and workloads to meet departmental 
and organizational goals.  IT Knowledge and background through 20+ years managing a 
national hardware and software support center.  
PROFESSIONAL HISTORY 
 

2016 - Present   
 Kofile Technologies, Inc. 

Director of National Indexing, 2020– Present 
Vice President, Customer Success, 2019—2020 
Senior Operations Manager, 2016--2019 

 
1993 - 2016 

PropertyInfo Corporation, San Antonio, TX, and Nashville, TN 
 Senior Operations Manager, 2013-2019 

Vice President, Customer Care, 2000-2013 
Support Technician, 1993-2000 
 
Financial Analysis 

■ Identified opportunities and improved efficiencies within Georgia. 
Operations to grow revenue for the line of business by 125% and 54% over 
last two years while maintaining a 30% profit.    

■ Identified and improved efficiencies in Cook County Title Plant. 
■ Within one year took P&L from losing $80K a year to making $30K. 
 

Efficiency Analysis 
■ San Antonio Title Plant Team – identify and streamline team skills. Reduce 

team 50% while improving service. Plant count increased from 20 to 25. 
■ Turnaround time on major plant project reduced from 44 Days to 22 Days. 
 

National Roll Out of Help Desk/CRM Solution 
■ Application rolled out to pilot team of 40 people. 
■ Within 18 months 230 full time users nationwide. 
■ Utilization throughout organization not just Support. 
■ Customer service improved by organization collaboration and 

cooperation. 
 

Customer Service Centralization/Decentralization 
■ Combination of 7 independent support centers from Florida to Washington. 
■ Utilized best of the best technicians to reduce support technician head 

count from 140 to 45 across the country.    
■ Customer Satisfaction increased from 92% to 99%. 

 EDUCATION 
 
1987 - 1992  BASc, Bachelor’s of Applied Science, Computer and information Sciences 

and Support Service, Middle Tennessee State University, Murfreesboro, TN 
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TRISH ANGLETON, DIRECTOR OF PROGRAM MANAGEMENT 
QUALIFICATIONS SUMMARY 
Motivated and results-driven professional with a strong operations background 
experienced in project management, process efficiency, and strategic planning. Extensive 
leadership experience skilled in building cross-functional teams, driving positive change, 
and executing change management strategies. Over 15 years of experience with 
employee development and optimization of team performance practicing emotional 
intelligences and strong leadership skills. Organized, creative, forward-thinker with expertise 
in managing a multidimensional portfolio of projects.  
 
PROFESSIONAL HISTORY 
 

2021 - Present   
 Kofile Technologies, Inc. 

Director of Program Management 
 
2016 - 2021 

Village Health Partners,  
 Director of Program Management, 1 year 

■ Develop a PMO to streamline project management and communication so 
projects were within scope, budget, and completed on time. With a team, 
define timelines, KPIs, deliverables, milestones, and allocate resources.  

■ Project Manager for a multidimensional portfolio of projects. 
 

Site Director, Plano, TX, 2 years 
■ Provide operational leadership for 75 team members, and directly managed 

5 managers. Reduce turnover by 22% by investing in employee 
development and improving overall culture. 

■ Manage day to day operations, project leadership, manage training 
department, review P&L statements, and strategically reduce expense.  

■ With a team, restructured the call center to provide timely quality care, one-
call resolutions, and improved patient satisfaction.  

■ Project Manager for the VHP and Texas Family Medicine merger.  
 

Site Director, McKinney, TX, 2 years 
■ Manage three providers and 20 team members with collaborative 

leadership and improved overall culture.  
■ Manage day to day operations and help grow practice with new providers.  
■ Chair Quality Committee and oversee standardized quality measures. 
■ Organized and structured 4 corporate specialty departments.  

 
2004 - 2016 
 Clinical Coordinator, Wichita, KS, Clinical Coordinator 
 EDUCATION 

 
B.B.A., Business Administration, Management, Fort Hays State University, Hays, KS 
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Please see the accompanying spreadsheet for the required ‘Scope of Service and Price 
Proposal Sheet—Attachment A’ which is included with this submission.  

 
PRICING UNDERSTANDING 
■ Pricing is all inclusive of required services. 
■ Pricing is based on a Good Faith Estimate of document counts. Billing occurs on actuals, not to exceed the P.O. without 

written authorization from the County.  
■ The County signs off on an inventory prior to commencement of services, and upon acceptance of deliverables. 
■ Key and human blind re-key verify all documents per the fields identified in the RFP, as appropriate. 
■ Format metadata (indexes) per the requirements of the County’s System vendor. 
■ Create a pipe-delimited index file for import into GovOS CountyFusion™ Platform. 
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As the references document, Kofile establishes enduring professional relationships with its 
customers. Kofile remains loyal to each project. Kofile prides itself on excellent customer 
service and continued devotion to serving the public good. Kofile projects are often long-
term and based on budgets that often fluctuate. This type of partnership illustrates Kofile’s 

G. REFERENCES AND PROJECTS 
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    Bexar County Clerk’s Office 
 
  100 Dolorosa, Suite 104, San Antonio, TX 78205 
 
       Hon. Lucy, Adame-Clark, County Clerk 
 

    210/ 335.2216              210/ 335.2197 
 
   lucy.adame-clark@bexar.org                 2009—Present  
 
 
 
Multiple projects for indexing, archival imaging, and preservation of historical records.  
 
 
 
 
 
 
 
 
 
 
    Hidalgo County Clerk’s Office 
 
  P.O. Box 58, Edinburg, Texas 78540 
 
            Hon. Arturo Guajardo, Jr., County Clerk 
 

     956-318-2100     956-318-2105 
 
  aguajardo@hidalgocountyclerk.us   2009—Present 
 
 
 
Multiple projects for indexing, archival imaging, and preservation of historical records — 
 
including Spanish Archive records.  
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         Jim Wells County Clerk 

 P.O. Box 1459, Alice, TX 78333  

 Hon. J.C. Perez, County Clerk 

  361-688-5702  361-661-1372

jc.perez@co.jim-wells.tx.us   2012—Present 

Multiple projects for indexing, archival imaging, and preservation of historical records. 

San Patricio County Clerk 

     400 West Sinton Street, Room 124, Sinton, TX 78387 

      Hon. Gracie Alaniz—Gonzales, County Clerk 

  361-634-9350 361-364-9450

 ggonzales@co.san.patricio.tx.us  2016—Present 

Multiple projects for indexing, archival imaging, and preservation of historical records. 
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Kendall County Clerk 

201 E. San Antonio Street, #127, Boerne, TX 78006 

Hon. Denise Maxwell, County Clerk 

830-249-9343 x. 231 830-249-3472

denise.maxwell@co.kendall,tx.us     2014—Present 

Multiple projects for indexing, archival imaging, and preservation of historical records. 
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LOCATION OF WORK  
Kofile’s corporate headquarters at 6300 
Cedar Springs Road in Dallas, TX, see 
pictured. Kofile possesses a history of 
responsibility, and invests in facilities with 
superior security to mitigate potential loss 
or destruction. This facility also manages 
and supports Kofile’s indexing teams.  

Facility Security Measures 
This is a permanent facility 
employing full-time, permanent 
employees since July 2011. It is a 
150,000 sq. ft. facility with three 
stories (119,000 sq. ft. used for 
production and executive 
offices).  

The Dallas facility is a fire-resistant 
brick and concrete building with 
structural steel support members 
and fire-rated walls, ceiling, and 
flooring. It is situated above flood plains, and the location is unlikely to suffer 
hurricane, tornado, or other cataclysmic natural disaster. In fact, for decades, this 
structure served as the emergency shelter for its neighbor, Dallas Love Field Airport. 
Other benefits include: 

▪ This facility is EF 5 Tornado Resistant according to an architectural assessment by Tanner Consulting,
2010 (Architect’s Report available upon request).  

▪ According to FEMA issued Flood Map 48113C0330J:DALLAS CO UNINC & INC AREAS, this facility is located
in an area of Minimal Flood Hazard, and it is not located in a 100 Year Flood Zone Area.

▪ This facility is not located in a Hurricane-Susceptible Zone according to FEMA 320.
▪ This facility is approximately three miles away from the closest Hazard Waste Route (I-35E) according to

the National HM Route Registry.

Regulated Facility Environment 
Kofile has 24-hour temperature and Relative Humidity (RH) controls. All work areas 
for original documents meet archival climate control standards. Kofile has four 
independent HVAC systems with programmable thermostats. Each vault has a 
separate and independent HVAC system. The HVAC for the work and storage 
areas are constantly set at 70°F. The level of relative humidity (RH) is maintained.  

The laboratories are windowless and centrally located to eliminate exposure to 
ultraviolet (UV) light. Kofile does not have any issues with pest control. The building is 
regularly maintained. Food and drinks are not permitted in the conservation areas 
by anyone, for any reason. Garbage is removed daily. Records treated for mold or 
pests are quarantined in standard polyethylene bags, separate from other records, 
until remedial treatment is complete.  

Webb County is welcome to inspect any Kofile facility—with or
without  notice—at any time.

H. OTHER INFORMATION THAT
MAY BE HELPFUL IN THE EVALUATION
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Vaults 
The Dallas facility has three vaults. Each vault is secured with Level 5 vault doors 
with a 4-Hour UL Rating of at least 350°F. Each vault has its own independent HVAC 
system, monitors for humidity and temperature, and controls for airborne 
particulates (monitored by analog methods). Kofile actively monitors for micro-
organic growth.  

Vault interiors do not have 
cameras, but each vault has 
a camera at its door.  

Daily protocol requires that 
records removed from the 
vault for work are in the 
custody of a technician at all 
times. When records are not 
undergoing treatment, they 
are immediately returned to 
the vault area.  

Kofile provides storage 
services for microfilm, 
microfiche, and other types of 
data in its Media Vault. Kofile 
randomly performs spot tests to 
safeguard against certain 
contaminations, such as Vinegar 
Syndrome, mold, mildew, and/or 
Redox on microfilm. Acetate Base 
Film is separated from Polyester 
Base Film and is stored in separate 
storage boxes to help eliminate 
film contamination, as Eastman 
Park Micrographics, Inc. (EPM) 
recommends.  

Kofile can retrieve any part of the 
microfilm/data and transmit the 
requested microfilm/data to a 
customer electronically or through 
other means. The client owns all of 
the stored microfilm/data, and 
Kofile will not sell or distribute the 
microfilm/data in any way. 

This vault is regulated by an 
independent HVAC system that 
monitors humidity, temperature, 
and controls airborne particulate 
(monitored by analog methods).  

The Level 5 door of the Long-Term Storage Vault (same model used for 
each vault). 

‘Works in Progress’ Vault. 

‘Media Vault.’ 
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SECURITY PROCEDURES 
 

Security System 
Due to the sensitive nature of the information recorded in local public records, 
Kofile provides multiple security measures. Kofile also follows rigorous end-of-day 
closing and lock-down inspection protocol. A Motion Detector Security System 
protects the entire building, with installation of more than 50 internal and external 
security cameras. The entire building is equipped with a fire suppression system. 
 
Restricted and Controlled Entry 
The building is a “locked down” facility. No one is allowed in unless employed or are 
escorted by management. All access points are monitored, and a security fence 
limits facility access. The primary gate is open during business hours, but the 
premises are locked and gates only accessible after hours with a security card.  
 
Visitors are buzzed in after confirmation of identity via a video and voice system. 
Staff are positioned at department access points for an extra level of security.  
 
Fire Suppression System 
The entire structure is fire-resistant brick, walls, ceiling, and flooring with structural 
steel support members. Kofile’s facility fire suppression is Water-Based. There are 
sprinklers strategically placed to ensure protection.  Water is housed in a reservoir 
line and connected to the water supply. This system holds water poised for action 
24/7. Any fire detection releases the water. This system is assessed annually and all 
checks are current and up to local code.  
 
Technological Security 
Due to the data’s confidentiality and security, Kofile implements multiple security 
measures. The Kofile facilities are designed to ensure the safety of it clients’ data.  
  
Kofile has taken substantial safeguards to protect clients from release of information 
through “social engineering” exploits. Kofile has sensitivity policies that are enforced 
and circulated to classify the sensitivity of data within its possession, however short 
its stay. 
 
Operator terminals are configured to ensure data cannot leave any facility. Any 
technician assigned to the project is issued a username and password to access 
images. Kofile works in a secured, directory-based environment. Rights are assigned 
to individual images as “read only.” Only approved staff have the passwords to 
change image permissions. No one can delete or modify images without 
authorization. All activity of this nature is logged. 
 

Back-Ups—Kofile delivers a true native cloud security for its images and data. 
All Labs save images and data to a local server. Each night this server 
synchronizes with the cloud. Each day, a snapshot of all data occurs. All 
data is accessible in realtime via the cloud. Within the cloud are multiple 
levels of redundancy and failover to various datacenters regionally situated 
across the U.S.  
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Servers are locked and managed in a secure environment with temperature 
and moisture monitoring with badge access limited to only key personnel. All 
digital data in the possession of Kofile and used for production purposes is as 
follows: 

All data is kept in secure locations with controlled and limited access 
both physically and electronically. Only such personnel that require 
access to the data for either production-related purposes or 
Information Technology (IT) -related maintenance is allowed. 

▪ All production data (with the exception of  specific projects) is copied to the
primary site daily (nightly).

▪ All data at rest is encrypted.
▪ All data is restricted to a “need to access” basis.
▪ All data is nightly backed-up (with encryption).

 A secondary copy of  this backup is copied offsite to a secure co-
location over VPN tunnel. 

▪ All data is both weekly and monthly backed-up to a tape archive.
 A copy of  this archive is stored in the Media Vault (Dallas primary site). 

Kofile follows the industry standard backup and archive principle of 3-
>2->1:

▪ 3 copies of  the data (and generally more);  2 Different media formats; 1 Copy
offsite

PROJECT MANAGEMENT 
Kofile has never experienced an event in which unauthorized access resulted in any 
unsanctioned distribution of information.  

◼ Issues are resolved with direct and open communication with the designated Webb County personnel.
◼ Kofile will meet any reasonable tracking requirements set by Webb County and maintain adequate files and

records and meet statistical reporting requirements.
◼ The County is open to inspect the records at any point of the project without notice.
◼ At every stage, Kofile will advise the County of unusual or unexpected conditions and proceed only with

authorization by the County’s authorized designee.
◼ Upon award and approval, Kofile will confirm all necessary reporting required.
◼ Kofile will disclose any loss, damage to, or theft of the documents immediately upon becoming aware of such

damage. Kofile will provide information about security incidents in the secure rooms to the Webb County within
(24) hours of detection. Included in these reports are incidences involving the server, workstations, physical
space, or the County’s documents.

The Project Manager leads Kofile’s performance team and has the following 
responsibilities:  

◼ Project planning and kickoff
◼ Project phase management
◼ Execution, monitoring, and reporting
◼ Risk management
◼ Stakeholder and customer communication
◼ Single source contact for customers
◼ On time deliverables



PAGE 25 I 45 

WEBB COUNTY CLERK, TEXAS 
REQUEST FOR PROPOSALS (RFP) RFP 2023-003 

ARPA PROJECT NO. 22—INDEXING PROJECT OF 
HISTORICAL DOCUMENTS FOR THE WEBB COUNTY CLERK 

DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. 

Kofile’s Project Management Team is led by Trish Angleton. The Project Manager is 
responsible for project supervision along with the Account Executive.  

The Project Manager provides a work breakdown structure (WBS) and task structure for 
each project. This methodology is the basis for Kofile’s Project Management Office (PMO) 
project management system allowing for open communication between stakeholders, 
seamless transitions between project phases, risk management, resource management, 
and concise reporting on project health and delivery. Kofile is committed to open and 
frequent communication between Webb County believing it to be essential for a 
successful project and healthy customer relationship. To ensure agreed upon schedules 
are met, both parties will be aware of the status of the various tasks in progress at any 
given time due to regular reporting and communication.  

Kofile’s Project Management Methodology (KS/PMM) is a grouping of plans, processes, 
procedures, and tools used to manage a project. KS/PMM is built on the recognized 
project management areas of knowledge of A Guide to the Project Management Body of 
Knowledge (PMBOK® Guide) — Third Edition.  

ACCESSIBILITY  
Records held at Kofile are viewed as private and confidential and treated as such. Webb 
County is guaranteed access to records via email or toll-free fax at Kofile’s expense.  

Upon receipt of a records request, Kofile flags the requested record and verifies inventory 
control, pulls supporting paperwork, and emails/faxes a response to the approved 
requester or alternate. The turnaround time is expeditious and will meet or exceed Webb 
County’s requirements. 

Requests for plats or oversized documents are handled accordingly. If Webb County has a 
plat printer, then Kofile can email a working copy image for immediate printing. If not, and 
a reasonable number of hard copies are required, Kofile will print and ship directly to 
Webb County.  

Kofile has never charged for fulfillment of ad-hoc requests for copies of records in its 
possession by the County. This is a standard level of service for any project.  

QUALITY ASSURANCE PLAN 
An integral part of project management relates to the cataloguing of tracking incoming 
items (physical or digital). Kofile uses NetSuite as its enterprise resource planning system 
(ERP) to produce unique IDs via barcodes for each physical control unit. Each workstation 
has a tablet device that technicians use to check in and out work as it moves through 
production. This ERP provides the tools necessary to establish positive control of the project 
and continuously manage inventory (e.g., book, document, image, microfilm). Kofile can 
track the individual status of each item traveling through its system. ERP is also used for 
audit tracking purposes for each employee.  

OWNERSHIP OF DATA 
All Webb County records (including volumes, document, digital images, metadata, and 
microfilm) serviced by Kofile shall remain the property of Webb County. This policy is 
applicable to any agreement, verbal or written, between Webb County and Kofile.  
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◼ The records are not used by Kofile other than in connection with providing the services pursuant to any 
agreement between Kofile and Webb County.  

◼ The records are not commercially exploited by or on behalf of Kofile, its employees, officers, agents, invitees, or 
assigns, in any respect.  

 
WORK PLAN & SCHEDULE 
Kofile is available to begin the project upon award of contract. A kickoff call will occur 
within 30 days of contract execution and will set mutually-agreed-upon timelines.  
 
Kofile does not have any commitments that may impact its ability to perform this project. 
There are no other factors known to Kofile that could materially impair the ability to carry 
out duties and obligations under this Contract or that could materially affect the County’s 
decision. Following the execution of an Agreement, Kofile will complete the project based 
on a mutually agreed upon timeline. Both Kofile and the County will mutually agree to any 
reasonable changes to the timeline. 
 
Indexing will commence within thirty (30) days of receipt of images. Completion time 
varies based on the project size. A sample of 500-1,000 documents is provided to the 
Webb County Clerk’s Office for review approximately (30) days following the 
commencement of indexing.  
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REFERENCES FORM 
Please see Pages 18-20 for the required References Form. 
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CONFLICT OF INTEREST QUESTIONNAIRE (FORM CIQ) 

Kofile Technologies, Inc. 

  X 

None 

January 28, 2023 



PAGE 30 I 45 

WEBB COUNTY CLERK, TEXAS 
REQUEST FOR PROPOSALS (RFP) RFP 2023-003 

ARPA PROJECT NO. 22—INDEXING PROJECT OF 
HISTORICAL DOCUMENTS FOR THE WEBB COUNTY CLERK 

DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. 

CERTIFICATION REGARDING DEBARMENT (FORM H2048) 

X 



PAGE 31 I 45 

WEBB COUNTY CLERK, TEXAS 
REQUEST FOR PROPOSALS (RFP) RFP 2023-003 

ARPA PROJECT NO. 22—INDEXING PROJECT OF 
HISTORICAL DOCUMENTS FOR THE WEBB COUNTY CLERK 

DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. 

X 

Kofile Technologies, Inc. 26-4034328   RFP 2023-003 

January 28, 2023 

Michael Hill, Chief Revenue Officer 
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CERTIFICATE REGARDING FEDERAL LOBBYING (FORM 2049) 



PAGE 33 I 45 

WEBB COUNTY CLERK, TEXAS 
REQUEST FOR PROPOSALS (RFP) RFP 2023-003 

ARPA PROJECT NO. 22—INDEXING PROJECT OF 
HISTORICAL DOCUMENTS FOR THE WEBB COUNTY CLERK 

DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. 

X 

Kofile Technologies, Inc. 26-4034328  RFP 2023-003 

Michael Hill Chief Revenue Officer 
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CODE OF ETHICS AFFIDAVIT 

Michael Hill 
Sarasota 

      Florida 

  28th  January 

Michael Hill 

 28th  January  23 

DALLAS 

23 
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HOUSE BILL 89 FORM 

Michael Hill 
      Kofile Technologies, Inc. 

January 28, 2023 

      28th  January  23 

Michael Hill 

January 28, 2023 



PAGE 36 I 45 

WEBB COUNTY CLERK, TEXAS 
REQUEST FOR PROPOSALS (RFP) RFP 2023-003 

ARPA PROJECT NO. 22—INDEXING PROJECT OF 
HISTORICAL DOCUMENTS FOR THE WEBB COUNTY CLERK 

DUE: TUESDAY, JANUARY 31, 2022, 10:00 A.M. 

SENATE BILL 252 FORM 

Michael Hill 
Kofile Technologies, Inc.  

Michael Hill 

January 28, 2023 
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SAM.GOV ENTITY REGISTRATION (SAM CLEARANCE) 
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PROOF OF NO DELINQUENT TAXES OWED TO WEBB COUNTY 

  n/a 

Kofile Technologies, Inc. 

n/a 

Michael Hill 

   Michael Hill 
Susanna Records 

  28th  January  23 

Rose Mary Herren 

 28th  January  23 
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APPENDIX II. ACKNOWLEDGMENT 
OF ADDENDA 
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Kofile Technologies, Inc. 

Michael Hill 

January 28, 2023 
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OF INSURANCE 
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