
REQUEST FOR QUOTATION/QUALIFICATIONS 
 
The Village of Airmont is seeking quotes for a project being submitted and potentially funded 
through the New York State Archives Local Government Records Management Improvement 
Fund. http://www.archives.nysed.gov/grants/lgrmif-grants  
 

Summary Scope of Work 
The scope of work involves scanning approximately 100,000 paper files currently housed at the 
Building Department. This will include 40,000 residential documents and 54,700 commercial 
documents. The chosen vendor will be required to provide for the digital conversion of all 
documents and files for this department. Please see attached for more information. 
 

General Requirements 
All images must be produced in accordance with NYS Archives Digital Imaging Guidelines:   
http://www.archives.nysed.gov/publications/imaging-production-guidelines 
 

Vendor Quote 
 

The submitted Vndor quote must include the following components: 
1. Include the qualifications of the person(s) to perform the referenced scope of work 
2. Experience of the firm in performing the services described 
3. Estimated Timeline for Project Delivery 
4. Estimated price for: 

• Scanning and digital conversion of all surveys, titles, and other files and 
documentation for Village of Airmont’s Building Department 

• A portable USB Hard Drive containing the scanned material 
• Round-trip transportation of records from the Village’s Building Department, located 

at 251 Cherry Lane, Tallman, NY 10982 
5. Documentation of Insurance 
6. Proof of Preferred Vendor or Sole Source Vendor Status through NYSID and/or M/WBE 

certification status as a company. 
 

Questions 
Questions can be emailed to the Village of Airmont Clerk and Records Management Officer, 
Sharon Halon, by email at villageclerk@airmont.org. 
 

Submission 
Submissions must be sent via email and received by Sharon Halon, at villageclerk@airmont.org, 
by February 27, 2024. 
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