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[bookmark: _Toc100230138][bookmark: _Toc155946699]
DESCRIPTION OF SERVICES
[bookmark: _Toc535846294][bookmark: _Toc100230139][bookmark: _Toc155946700]Executive Summary
[bookmark: _Hlk486519075][bookmark: _Hlk3295450]This Capture and Content Services (C&CS) Statement of Work (“SOW”) is made by and between Xerox Corporation (“Xerox”) and [Customer name] (“Customer”), which shall collectively be known as the “Parties”, under the auspices of the NASPO ValuePoint Master Agreement # 187800 and the Participating Addendum #         [insert Contract #] between the Parties (“Agreement”).  
In the event of a conflict between the terms in this SOW and the Agreement, the terms of the Agreement shall control.
[bookmark: _Toc100230140][bookmark: _Toc155946701]Objectives
[bookmark: _Hlk69195362][bookmark: _Hlk69988901]This SOW sets forth the Scanning and digitization services (“Services”) that Xerox shall provide to the Customer.  The Agreement is the governing document, and this SOW describes the Customer’s requirements for this project.  This SOW may only be changed via the Change Control Process. 
[bookmark: _Toc100230141][bookmark: _Toc155946702]Key Dates
· [bookmark: _Hlk47969859]The effective date of this SOW shall be the effective date of the Order to which this SOW is attached (“Effective Date”)
· The Term of this SOW is the term of the Order (# of months) to which this SOW is attached, including any extensions thereto as mutually agreed upon by the Parties.  The Term shall commence upon the activation of Services
· Xerox shall notify Customer in writing of the completion of the activation of Services and the Charges in the applicable Order and the SOW shall begin being invoiced
· SLAs shall become effective upon the completion of the activation of Services
Customer has identified Documents that require Capture and Content Services (C&CS). Capture and Content Services (C&CS) simplifies the process path, from Document Capture, Scanning, Data Extraction and Indexing, Quality Assurance, Exception Request Handling, Data Delivery, and Archiving. All Image and metadata files, if applicable, shall be delivered to the Customer via an Electronic Document Management System (EDMS).

Xerox agrees to provide the Services during Business Days/Hours at the designated C&CS Facilities as outlined in this SOW.  During the development of this Statement of Work, the Customer has provided Xerox with a complete list of any rules and/or requirements related to all aspects of the Services (e.g., Document preparation, Scanning, etc.) which have formed the basis of the assumptions, set forth in Exhibit A: Services Scope Assumptions, attached hereto, of the Services described herein.  If any rules and/or requirements as described above are not specifically called out in the Services described within this Statement of Work, then those requirements are considered out-of-scope but can be added to the Services via the Change Control Process.
In-Scope Summary of Services
	Services Overview
	

	Document Submission to Xerox
	

	
	

	
	

	
	

	
	

	
	

	Document Processing
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	C&CS Facility
	

	
	

	
	

	Document Storage Location
	

	
	

	
	


[bookmark: _Toc100230143][bookmark: _Toc155946704]C&CS Facility and Document Storage Locations
The C&CS Facility address where the Services, unless otherwise outlined above, shall take place and the address of where the original Documents shall be stored, are as follows:
	Location Name
	Address
	City
	State
	Zip Code

	
	
	
	
	

	
	
	
	
	


C&CS Facility Security 
The C&CS Facility shall maintain administrative, technical, and physical safeguards designed to protect against threats or hazards: (a) to the privacy, confidentiality, or integrity of information; (b) from unauthorized or unauthenticated access to information; and (c) from unauthorized disclosure, destruction, loss, or alteration of information.  The C&CS Facility shall be in a secure area with restricted access to a limited set of a personnel.
[bookmark: _Toc535846296][bookmark: _Toc100230144]

Terms defined in the Agreement and used herein shall have the meaning set forth in the Agreement unless expressly defined below or elsewhere within this SOW. 
[bookmark: _Toc535846297]Ad Hoc Request – A request by Customer for any services that are not a part of this SOW.
Artificial Intelligence Model – a program that has been trained on a set of data (referred to as the “training set”) to recognize certain types of patterns and uses various types of algorithms to reason over and learn from this data, with the overarching goal of solving business problems. 
Biometric Data – Personal Data resulting from specific technical processing relating to the physical, physiological, or behavioral characteristics of a natural person, which allow or confirm the unique identification of that natural person, such as facial images or fingerprints.
Box – A container that contains no more than two (2) cubic feet with a maximum capacity of 3,000 Pages.
Business Day / Hours – The hours during which Xerox shall perform the Services, which are Monday through Friday, 8:00 AM to 5:00 PM, local C&CS Facility time, excluding Xerox and Customer’s holidays. 
C&CS Facility – The location where Xerox shall conduct the Scanning services.
Capture and Content Analytics Dashboard – A Xerox hosted website that provides Scanning analytics.  
Change Control Process – A systematic approach to managing all changes made to the Services supported under this SOW.  All changes shall be made via a change control document (SOW amendment or an Order) agreed to by the Parties, prior to implementation of such changes.
Cherished Documents – Documents classified by Customer as containing Personal Data or other information that requires special handling according to Customer requirements (i.e., identification and subsequent return to Customer).
Comma Separated Value (or “CSV”) – Comma separated values which is a data format that specifies how Xerox and/or Customer shall receive metadata.
CRT – Customer Requirements-based Testing.
Currency – A system of money in general use in a particular country. 
[bookmark: _Hlk47969922]Customer Caused Delay – Customer, or Customer’s agents’, failure to perform or facilitate completion of the Customer accountable Transition activities outlined in this SOW, which result in elongating the Transition project schedule as documented in the Project Plan. 
Customer Requirements-based Testing – Testing which is conducted based upon requirements provided by Customer.
Document – A Customer provided piece of written or printed matter, that is considered In-Scope.  Documents may include one (1) or more Pages and are outlined in Exhibit A: Services Scope Assumptions. 
Dots per Inch (or “DPI”) – Dots per Inch details the level of Scanned Image quality.
Electronic Document Management System (or “EDMS”) – A software system for organizing, transferring, and storing different kinds of electronic files (i.e., Images, etc.)
Electronic Document Submission – The process of obtaining and importing files and/or Images into the Xerox Tools.
End User – Customer employees or any other individuals identified by the Customer as being authorized to receive Scanned Images and associated metadata from Xerox.
Flatbed Scanning – A Document that cannot be Scanned using a high speed scanner for any reason (i.e., damaged documents, using the high speed scanner would damage the original Document, Documents that cannot be removed from a book or binding as designated by Customer, books or require hand to glass, thermal paper, etc.)
Good Quality Image(s) – Images where the original(s) are found to be of sufficient quality to produce a serviceable quality on-screen Image.  See Exhibit D: Good Quality Image Review Requirements.
Grayscale – A range of gray shades from white to black, as used in a monochrome display or printout.
Image (or “Image File”) – The electronic rendering of a single side of a Page.  
Image Output – The export of an Image out of the Scanning system ready for transfer to the Customer.
Incremental Monthly Volume – The monthly transaction volume that exceeds the Minimum Monthly Volume.
Index(ing) – The capture of metadata and its assignment to an Image so that it can be searched on and found in the future.
In-Scope – Documents which have been agreed to receive the Services provided by Xerox under this SOW.
Intelligent Document Processing (“IDP”) – A set of technologies and services that leverage the Artificial Intelligence Model to carry out tasks like reading and categorizing Documents, routing Documents, extracting, and validating data from Documents, and other tasks related to understanding and processing unstructured content to enable quicker and more accurate decision-making.
Key Performance Indicators (or “KPIs”) – Key measurements that indicate the performance of the Services delivered as specified in Section 5.3 Key Performance Indicators.
Light Repair – Where Xerox shall apply effort (no more than five (5) seconds) to fix a Page to allow it to be Scanned on the bulk scanner.  This may include applying sticky tape to fix a small tear which does not render the Document in two (2) parts.
Long Format Document – A Customer provided piece of written or printed matter that is longer than a Document as defined in this section and is considered In-Scope.
Manifest – A listing of all Boxes, or Boxes and Files, contained in a delivery to the C&CS Facility, by unique identifier (i.e., pallet number and/or box number) and accurately detailing the contents of each Box, or Box and File. 
Master Data – Structured list of data that enables validating Indexing content.
Minimum Monthly Volume – The monthly baseline transaction volume that shall incur charges on a monthly basis.
Negotiable Document(s) – A signed document that promises a sum of payment to a specified person or the assignee.
[bookmark: _Hlk88158708]Non-Simple Bindings – Bindings found connected/attached to Documents (e.g., folder, plastic wallet, etc.), types of permanent binding that require specialist removal (i.e., glue-bound Documents), bindings requiring removal by guillotine, or where Xerox is not able to remove a binding due to the potential compromise of the Document’s integrity. 
Output of Services – Electronic files, Images, and/or metadata provided by Xerox to Customer. 
Page – The physical single sheet of paper.  A Page generates two (2) digitized Images, the front, and the back of a Page.
PDF – Portable Document Format.
[bookmark: _Hlk157602105]Personal Data – Information relating to an identified or identifiable natural person; an identifiable person is one who can be identified, directly or indirectly, by reference to an identifier such as a name, an identification number, location data, online identifier or to one or more factors specific to the physical, physiological, genetic, mental, economic, cultural, or social identity of that person.  Personal Data includes information that is reasonably capable of being associated with, or could reasonably be linked, directly or indirectly to, or reasonably inferred about, a particular natural person.
Poor Quality – Documents that are not found to be of sufficient quality to produce a serviceable quality on-screen Image. 
Post Office Box (or “PO Box”) – A box at a post office where mail is delivered.
Production Environment – IT and operational systems that undertake the live processing of Customer work.
Project Plan – Xerox and Customer shall develop this operational document containing the specific activities and schedules to be conducted and followed in accordance with the terms of this SOW.  
Rescan (or “Rescanning” or “Rescanned”) – To Scan again.
Retrieval – The retrieval of hard copy Document(s) upon request by Customer.
Scan (or “Scanning” or “Scanned”) – The digitization of a piece of Paper into an electronic Image.
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Services – The combination of software, technology, people, and processes to deliver the services described in this SOW.
Service Incident(s) – An individual occurrence or event that requires Xerox and/or Customer approval.  
Service Level Agreement (or “SLA”) – Performance standards and the associated metrics used to measure Xerox’s achievement of Service performance levels.
Service Request – A request from Customer’s authorized representative that initiates a service action which has been agreed as a normal part of Service delivery as detailed within this SOW.
[bookmark: _Hlk88159166]Simple Binding(s) – Bindings found connected/attached to Documents. (e.g., staples, paper clips, plastic sleeves, elastic bands, Document clips.)
[bookmark: _Hlk52809834]On-Site – That which takes place, or is situated, at a Site.
Off-Site – A non-Customer owned/managed location, where Services are performed under this SOW.
Site – Customer or eligible affiliate location. 
Staging Environment – IT and operational systems used to develop and test the systems and processes prior to code/configurations/processes being promoted to the Production Environment and ready for live processing.
TIF (or “TIFF”) – Tag Image File or Tag Image File Format. 
Transition – A period of time required to design, procure, build, and test the solution for the Services.
Wide Format Document – A Customer provided piece of written or printed matter that is wider than a Document as defined in Exhibit A: Services Scope Assumptions and is considered In-Scope.
XML – Extensible Mark-up Language.

[bookmark: _Toc100230145][bookmark: _Toc155946706]TRANSITION
[bookmark: _Toc100230146]This section defines the key activities required to setup the Services necessary to enable Service Operations phases to be delivered.  Transition is planned to be completed thirty (30) days from Effective Date of SOW unless otherwise mutually agreed to in the Project Plan and documented via the Change Control Process.  
[bookmark: _Toc155946707]Project Management
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


[bookmark: _Toc100230147][bookmark: _Toc155946708][bookmark: _Toc52114930]Xerox Tools
The appropriate Xerox Tools shall be selected, implemented, and administered solely by Xerox for the delivery of the Services.  Xerox shall host some Xerox Tools in a secure Off-Site environment which shall communicate directly with the On-Site Xerox Tools when deployed within the Customer’s network.  All Xerox Tools (certain proprietary tools used by Xerox to provide certain Services, and any modifications, enhancements, improvements thereto and derivative works thereof) shall be remotely accessible by Xerox personnel.  The On-Site Xerox Tools must be accessible via the Customer network and the internet.
	Xerox Tools Server(s)
	Accountable

	
	

	
	

	
	


Hosted Xerox Tools Deployment
Where appropriate, portions of the Xerox Tools shall be hosted for the delivery of the Services.  
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	



On-Site Xerox Tools Deployment
Where required, portions of the Xerox Tools shall be deployed On-Site for the delivery of the Services.  
	[bookmark: _Hlk47971133]ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


Xerox Tools Update(s)
Upon implementation of the On-Site Xerox Tools, Xerox shall provide on-going maintenance and update(s) of the Xerox Tools, as necessary.  
	[bookmark: _Hlk47971294]ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


[bookmark: _Hlk68602379]Backup and Support for On-Site Xerox Tools Servers
	[bookmark: _Hlk47971313]ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	



To the extent that Customer utilizes a third party provider for the support and maintenance of its information technology infrastructure, including the servers hosting the Xerox Tools and Microsoft SQL Server (“MS SQL”), or otherwise has access to such, the Customer agrees that it shall, pursuant to the confidentiality provision(s) of the Agreement, require all such third party providers to execute written obligations of confidentiality, with regard to Xerox’s Confidential Information*, including, but not limited to the Xerox Tools, which obligations are no less restrictive than those set forth in the Agreement and this SOW.
*Confidential Information is defined in Section 2.10 of Attachment 7 to the Master Agreement.  Any services procedures manuals and Xerox’s Intellectual Property are Xerox Confidential Information.  Private Information is Customer’s Confidential Information; Private Information means Protected Health Information (“PHI”) as defined by the Health Insurance Portability and Accountability Act (“HIPAA”), Non-Public Personal Information (“NPI”) as defined by the Gramm-Leach Bliley Act (“GLBA”) and equivalent categories of protected health and financial information under applicable state Privacy Laws
[bookmark: _Toc155946709][bookmark: _Hlk94639516]Electronic Document Submission 
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	



Xerox® Capture and Content App provides the ability to Scan Documents from multi-function printers (print, copy, scan, fax) (MFPs) into the EDMS.  End Users may submit Documents from Xerox® Capture and Content App Authorized Equipment (Xerox® VersaLink® and AltaLink® MFPs) registered by Xerox under the C&CS SOW. 
The following are requirements to enable Xerox® Capture and Content App to be configured on Xerox® Capture and Content App Authorized Equipment:
· Xerox® Capture and Content App Authorized Equipment must support the Xerox® Extensible Interface Platform® (EIP) (or Base Software) version 3.5 or higher EIP allows document-related software applications to be accessed on the user interface to improve workflow and minimize time at the device.  Xerox® Extensible Interface Platform® (EIP) (or Base Software) update deployment may incur additional charges.
· Customer must configure the Xerox® Capture and Content App Authorized Equipment multi-function printers (MFPs) (print, copy, scan, fax) to:
· Allow the Xerox® Capture and Content App to be installed
· Enable SNMP Web Services setting
Enable and configure the proxy setting, if the Xerox® Capture and Content App Authorized Equipment is on a network that uses a proxy to access the internet.
	[bookmark: _Hlk13039096]ID
	
	

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


Capture and Content Analytics Dashboard (Reporting)
The Capture and Content Analytics Dashboard (“C&CS Analytics Dashboard”) provides End Users with convenient and simple-to-use access to Scanning analytics.  The C&CS Analytics Dashboard displays the raw data that is collected during the Scanning process.  Such raw data may not align with reports and invoices provided to Customer.
	ID
	Activity
	Accountable

	1. 
	
	


Capture and Content Analytics Dashboard Terms of Use:
Access to the C&CS Analytics Dashboard is via username and password.  Customer shall: (a) advise Xerox as soon as reasonably practicable of any known or reasonably suspected unauthorized use of any password or account on the C&CS Analytics Dashboard or any other known or reasonably suspected breach of security; (b) use commercially reasonable efforts to ensure that Customer’s use of the C&CS Analytics Dashboard shall at all times comply with all applicable laws.  
Capture and Content Analytics Dashboard General Assumptions
Any Scanning volumes displayed in the C&CS Analytics Dashboard are raw Scanning volumes and not invoiced Scanning volumes.  The C&CS Analytics Dashboard is implemented to display information commonly to all End Users in English.  Requests for additional languages may be quoted upon request and documented via the Change Control Process.
Document Image Availability
Electronic Document Availability
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


[bookmark: _Toc100230148][bookmark: _Hlk65666396]Physical Media Availability
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	


Customer Requirements-based Testing (CRT)
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


[bookmark: _Toc494881901][bookmark: _Toc494881922][bookmark: _Toc494883423]Customer Requirements-based Testing (CRT) Acceptance Criteria
Xerox shall submit an acceptance signoff document to Customer for review and approval (signature) at the completion of CRT for each Document Process Type.  Acceptance of the completion of CRT for each Document Process Type shall be acknowledged by the signature of an Acceptance Signoff document by the Customer.  The Acceptance Signoff document shall be considered approved if Customer has not responded to the request for signature of the Acceptance Signoff document within ten (10) Business Days.  
[bookmark: _Toc100230149][bookmark: _Toc155946710]Change Management
[bookmark: _Hlk47971388]Change Management is a communication process that enables the Customer to inform and prepare their End Users for the introduction of new technology and processes related to the Services.  A communication plan shall be mutually agreed upon by the Parties, developed and implemented by the Customer throughout Transition.  
	[bookmark: _Hlk47971400]ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	



Xerox shall not be liable for failure to meet the Project Plan or the SLAs where Xerox is unable to establish the Services aligned to the assumptions in Exhibit A: Services Scope Assumptions, due to a Customer Caused Delay.  If there is more than a [insert timeframe] delay in the Transition Project Plan due to a Customer Caused Delay, the Parties agree to revise the Project Plan.  
A Customer Caused Delay may result in Transition Delay charges as outlined in the table below. Transition Delay charges, if applicable, shall be processed via a change control document agreed to by the Parties in writing.  Customer acceptance of the change control document shall not be unreasonably withheld.
	Delay Charges 
	
	

	Item
	Charges
	Notes

	
	
	




[bookmark: _Toc100230151][bookmark: _Toc155946712]SERVICE OPERATIONS
[bookmark: _Toc100230152][bookmark: _Toc155946713]Governance and Performance
The Parties shall meet on a regular basis to enable timely and accurate communication; allow for planning and alignment with Customer’s objectives and requirements as set forth in this SOW; and provide timely resolution of issues.  Meetings may include On-Site, web conferencing, and/or teleconference meetings.  
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


Operational Reviews
Xerox shall schedule joint communication and status review meetings with the Customer’s designated focal point as required.  Xerox recommends a monthly operations review.  Topics discussed may include:
· Open issues and progress toward resolution
· Proposed /impending changes
· Status of special projects
· Customer support requirements
· Customer management support
· Communication needs
· Performance Reporting
Quarterly Business Reviews
A formal management meeting to discuss the Services and their relationship to the Customer’s strategic business goals shall be conducted on a mutually agreed upon schedule.  Xerox recommends a quarterly business review where applicable.  Topics discussed may include:
· Review of the SLA reports and trends for the quarter
· Review of overall Services
· Review of the progress of the resolution of previously discussed open issues
· Innovation proposals and opportunities
· Major business and technology changes affecting the Services
[bookmark: _Toc100230153][bookmark: _Toc155946714]Capture Services
Document Submission to Xerox 
Document and/or Mail Transportation 
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	· 
	

	3. 
	
	

	4. 
	
	



An example of the Manifest format is provided below, for illustrative purposes only: 
 
Manifest Assumptions (Example)
	e.g.: Pallet Number
	e.g.: Box Number
	e.g.: Document Process Type
	e.g.: Reference Number
	e.g.: Date

	e.g., 12
	e.g., 365
	e.g., Invoice
	e.g., INV000098
	e.g., 05262018


PO Box Transportation and Receipt
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


Electronic Document Submission
	ID
	Activity
	Accountable

	1. 
	· 
	Customer


Document Preparation 
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


[bookmark: _Toc100230154]Scanning
Document Scan Process
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


[bookmark: _Toc50108396][bookmark: _Hlk62718140]Currency or Negotiable Documents Scan Process
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	


[bookmark: _Toc100230155][bookmark: _Toc50108402]Language Detection
Language detection identifies the language used in Documents, business emails, chats, etc.  This approach identifies the text language and, if applicable, the use of multiple languages.
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


Similarity & Matching 
Image similarity detection measures visual similarity.  This intelligent document processing technology will be used for duplicate Image detection, including document matching and photo ID face matching against a database of images.  It will check images for tampering.
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


Classification
Categorizes Scanned or digital Documents based on their content and/or image.
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	



[bookmark: _Toc100230156]Indexing and Validation
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


[bookmark: _Toc155946715][bookmark: _Hlk132717828]Business Process (Hyland OnBase)
[insert content]
	ID.
	Activity 
	Accountable

	1. 
	
	

	1. 
	
	



[bookmark: _Toc100230157][bookmark: _Toc155946716]Quality Assurance
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	


[bookmark: _Toc100230158][bookmark: _Toc155946717]Data Export and Release
	ID
	Activity
	Accountable

	1. 
	
	


[bookmark: _Toc100230159][bookmark: _Toc155946718]Original Document Disposition
Note:  See Section 6 Pricing for applicable charges associated with the activities below.
Document Storage
	ID
	Activity
	Accountable

	1. 
	
	


Document Return
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	


Original Document Destruction
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	


[bookmark: _Toc100230160][bookmark: _Toc155946719][bookmark: _Hlk94639564]Data (Transactional) Disposition
	ID
	Activity
	Accountable

	1. 
	
	


[bookmark: _Toc155946720]Service Request Management
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


Rescan Service Requests
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	


Expedited Scan Process Service Request
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	


Original Document Service Request
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


Xerox Tools User Access Change Service Request
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


Service Incident Management
Customer may create a Service Incident via the Xerox Services Portal.  If a Service Incident reported to Xerox is identified as an issue that the Customer is responsible for resolving, including without limitation, End User access to Xerox Tools solution (if applicable), passwords to EDMS solution (if applicable) are expired, etc., then the Xerox shall send the Service Incident to the Customer for closure/resolution, along with any available problem identification information that was provided to Xerox.  
Standard Service Elements
	ID 
	Service Elements
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	· 
	


Service Incident Process
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


[bookmark: _Hlk94639578]Image Quality Service Incident 
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	


Index Accuracy Service Incident 
	ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


[bookmark: _Toc142558212][bookmark: _Toc155946721][bookmark: _Toc100230162]Xerox Services Portal 
[bookmark: _Hlk13562599]The Xerox Services Portal (“XSP”) is intended for general End User population use, with certain functions reserved for specified Customer’s authorized End Users (“XSP Authorized End Users”).  This portal is created from a standard template and enables the following functionality: 
· For Customer’s XSP Authorized End Users:  Ticketing creation and tracking for Service Incidents and Service Requests  
· Available in US English and Canadian French 
	[bookmark: _Hlk48031939]ID
	Activity
	Accountable

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	


[bookmark: _Toc155946722]Change Control Process
During the Term of the SOW, if either Party requests a change to the SOW, or facts or circumstances change, or information on which the Pricing, SLAs and other terms of this SOW are based on are otherwise found to be materially incomplete or inaccurate, thereby necessitating a change to the SOW, a change control document shall be introduced, by Xerox, for Customer review and approval to address the resulting impact on the SOW. 
	ID
	Activity
	Accountable

	1.  
	
	

	1.  
	
	

	1.  
	
	


[bookmark: _Toc100230163]


[bookmark: _Toc155946723]SERVICE LEVEL AGREEMENTS
[bookmark: _Toc100230164][bookmark: _Toc155946724]SLA Metrics
Each Service Level Agreement (SLA) described in this section is the standard against which Xerox’s performance shall be measured.  The measurement of any SLA under this SOW excludes any out-of-scope services including, but not limited to any Ad Hoc Requests.  The SLAs are based on the reasonable achievement of and staying within the specifications outlined in Exhibit A: Services Scope Assumptions.  Any metrics shown/outlined in the Xerox Tools, reporting, etc., but not listed in this section, are not considered Service Level Agreements below and simply used as Key Performance Indicators (KPIs).  Key Performance Indicators are intended by the Parties to be another set of metrics to measure the performance of the Services outlined under this SOW.  However, in no event shall failure to meet SLAs and/or KPIs be considered a breach by Xerox of its obligations under this SOW. 
Except as otherwise specified, all references to hours shall be on the Business Days/Hours of the C&CS Facility as outlined in this SOW.  
	ID#
	Service Level Agreement (SLA)
	SLA Measurement Criteria
	Service Level Agreement
	SLA Attainment

	1. 
	
	
	
	

	2. 
	
	
	
	



[bookmark: _Toc100230165][bookmark: _Toc155946725]SLA Measurement
	Image Turnaround Time

	SLA Definition
	The duration in time required to convert a Document to an Image and make the Image available to Customer each calendar month.  Image Turnaround Time is measured from the time Xerox begins the Scanning process to the time the Document, as converted into an Image, is available to Customer.  For the purpose of this Service Level, any Document received after 10:00am shall be treated as if it were received on the following Business Day.

	Measurement Basis
	Basis: The % of Images made available to Customer within the SLA performance specification.

	Measurement Computation
	Image Turnaround Time = % of Images made available to Customer within the SLA performance specification for a given calendar month divided by the total number of Scanned Images in that same calendar month.

Example:   
January = 19,876 Images made available to Customer within the SLA / 20,000 Scanned Images in the same calendar month = 99.3% achievement

Note: Other unplanned outages not included in the computation include, but are not limited to power failure, network failure, virus or other Customer limitation, Force Majeure event, misuse, abuse, operational exceptional event, or Customer-caused failure.

	Index Accuracy

	SLA Definition
	The percentage of Index fields verified to be accurate in accordance with Exhibit C: Indexing Specifications.  Accuracy, for purposes of this Service Level Agreement, means that the Index fields captured by Xerox and delivered to the Customer match the Image from the original Document provided by the Customer.  

	Measurement Basis
	Basis:  The % of accurate Index fields made available to Customer within the SLA performance specification.  

	Measurement Computation
	Index Accuracy = % of Index fields, without defects, made available to Customer within the SLA performance specification for a given calendar month, divided by the total quantity of Index fields made available to Customer in that same calendar month.  Defects, for the purposes of this Service Level Agreement, means defects within the Index fields identified and reported by Customer and verified and accepted by Xerox.  

Example:   
January = 19,876 accurate Index fields made available to Customer within the SLA / 20,000 Index fields made available to Customer in the same calendar month = 99.3% achievement

	Image Quality

	SLA Definition
	The number of Scanned Images verified to be correct against the original Document in accordance with the Good Quality Image specification listed below:
· at the agreed resolution in DPI
· uncropped reproduction of the Page 
· with skew under  ten percent (10%) from the original Document
· contrast between text and background consistent with original Document
· characters reproduced at the same size/proportion as the original Document
· absence of darkened borders at Page edges, except if they are in the original Document
· absence of wavy or distorted text, except if they are in the original Document
· no missing Pages

	Measurement Basis
	Basis:  The % of Scanned Good Quality Images made available to Customer within the SLA performance specification.  

	Measurement Computation
	Image Quality = % of Scanned Good Quality Images made available to Customer within the SLA performance specification for a given calendar month divided by the total number of Scanned Images made available to Customer in that same calendar month.  Defects are identified and reported by the Customer and then verified and accepted by Xerox.

Example:   
January = 19,876 Scanned Good Quality Images made available to Customer within the SLA / 20,000 Scanned Images made available to Customer in the same calendar month = 99.3% achievement.

	Rescan Request Turnaround Time

	SLA Definition
	The duration in time required to convert a Document to an Image(s) and make the Image(s) available to Customer ; starting from the time Xerox receives a Rescan request to the time the Document, as converted into an Image(s), is made available to Customer.

	Measurement Basis
	Basis: The % of Rescan requests made available to Customer within the SLA performance specification.

	Measurement Computation
	Rescan Request Turnaround Time = % of Rescan requests made available to Customer within the SLA performance specification for a given calendar month divided by the total number of Rescan requests in that same calendar month.
Example:   
January = 19 Rescan requests made available to Customer within the SLA / 20 Rescan requests in the same calendar month = 95% achievement.

Note: Other unplanned outages not included in the computation include, but are not limited to power failure, network failure, virus or other Customer limitation, force majeure event, misuse, abuse, operational exceptional event, or Customer-caused failure.


[bookmark: _Toc155946726][bookmark: _Toc532407898]Key Performance Indicators
In addition to the SLAs above, Xerox shall also report to Customer on a monthly basis the Key Performance Indicators set forth below.  KPIs are intended by the Parties to be another set of metrics to measure the performance of the Services.  In the event that any of the KPI metric(s) are not being met, the Parties agree to address such non-performance.  However, in no event shall failure to meet KPI(s) be considered a breach by Xerox of its obligations under this SOW.
[bookmark: _Toc142558217]KPI Metrics
	[bookmark: _Hlk48030507]ID#
	KPI Category
	Objective
	Objective
	Measurement
	Target

	1. 
	
	
	
	
	


[bookmark: _Toc142558218]KPI Measurement
	Retrieval Request Turnaround Time

	KPI Definition
	The duration in time required to retrieve a Document from storage; starting from the time Xerox receives a Rescan request, with the necessary information (i.e., correct Box information, Document information, etc.) required by Xerox to complete the effort.

	Measurement Basis
	Basis: The % of retrieved Documents within the KPI performance specification.

	[bookmark: _Toc100230166]Measurement Computation
	Retrieval Request Turnaround Time = % of Documents retrieved within the KPI performance specification for a given calendar month divided by the total number of retrieved Documents in that same calendar month.

Example:   
January = 100 Documents Retrieved within the KPI / 105 retrieved Documents in the same calendar month = 95.23% achievement.

Note: Xerox cannot be held accountable for the KPI for Document retrieval in any of the following circumstances: 
· Customer packed Boxes that have not been inventoried or Scanned 
· Document requests containing inaccurate Document locations

Note: Xerox shall make best effort on such requests.  Customer shall be billed the per Document, per Box, or an hourly retrieval rate, as applicable, per request.


[bookmark: _Toc155946727]Excusable Events
Achievement of the SLAs/KPI as outlined above is based on reasonable achievement and that the total process volume aligns with the assumptions outlined in Exhibit A: Service Scope Assumptions.  If any of the following events occur, such events shall be excused from the SLA/KPI calculations:
· Customer willful misconduct
· Customer violations of law
· The failure of [insert Customer or Customer’s service providers name] (not under contract to Xerox) to deliver its Services in a timely manner, which caused Xerox to not achieve an SLA/KPI; for clarity, this excuse for non-performance does not apply if a Xerox contractor or subcontractor caused the non-achievement of an SLA/KPI 
· Customer’s failure to meet any Customer responsibilities as outlined in this SOW
· The total processing volume in a month being one hundred and twenty percent (120%) more than the total number of Expected Monthly Volume of Scanned Images, see Exhibit A: Services Scope Assumptions.



[bookmark: _Toc142558220][bookmark: _Toc155946728][bookmark: _Toc100230167]PRICING
[bookmark: _Toc486574304][bookmark: _Toc13564329][bookmark: _Toc100230168][bookmark: _Toc155946729][bookmark: _Toc23166361][bookmark: _Toc25136075][bookmark: _Toc50108420]Pricing Overview
The charges for various Services (“Price” or “Pricing”) included in this SOW are detailed in this section and excludes all applicable taxes per the Agreement.  Pricing for the Service Charges are set forth in the signed Order to which this SOW is attached and invoiced upon the activation of Services.  Transactional, Incremental and Ad Hoc Request charges shall be invoiced as incurred.  Pricing is contingent upon the assumptions in Exhibit A: Services Scope Assumptions.  Xerox reserves the right to amend the Pricing if the actual volumes/assumptions vary from Exhibit A: Services Scope Assumptions, via the Change Control Process.
[bookmark: _Toc100230169][bookmark: _Toc155946730]Forecasted Scanning Volume Timeline
Customer shall deliver Documents in line with the forecasted Scanning volume timeline outlined in Exhibit A: Services Scope Assumptions.  The forecasted Scanning volume timeline is subject to change based on additional opportunities and/or changes in the assumptions outlined in this SOW and mutually agreed to by the Parties, via the Change Control Process.  
[bookmark: _Toc100230170][bookmark: _Toc155946731]Service Charges
	Item
	Description
	Unit of Measure
	Per Unit of Measure Charge

	Setup Charge 
	
	
	

	Monthly Service Charge
	
	
	


[bookmark: _Toc100230171][bookmark: _Toc155946732]Standard Transactional Charges
Scenario #1
	Item
	Unit of Measure (UOM)
	Charge per UOM above Minimum Monthly Volume of Scanned Images
	Minimum Monthly Volume of Scanned Images

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Standard Transaction Charges Calculation Example
Scan activity using the table above would be calculated as following:
1 When over the Minimum Monthly Volume:
a. (Scanned Images Charge per UOM) x (Incremental Monthly Volume)
Scenario #2
	Item
	Unit of Measure (UOM)
	Charge per UOM above Minimum Monthly Volume of Scanned Images
	Minimum Monthly Volume of Scanned Images

	
	
	
	

	
	
	
	

	
	
	
	


Standard Transaction Charges Calculation Example
Scan activity using the table above would be calculated as following:
1 When over the Minimum Monthly Volume
a. (Scanned Images Charge – Black and White Charge per UOM) x (Incremental Monthly Volume)

Scenario #3
	Item
	Document Type
	Unit of Measure (UOM)
	Charge per UOM above Minimum Monthly Volume of Scanned Images
	Minimum Monthly Volume of Scanned Images

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Standard Charges Calculation Example
Scan activity using the table above would be calculated as following:
1 When over the Minimum Monthly Volume:
a. (Document Process Type 1 Charge per UOM) x (Incremental Monthly Volume)

[bookmark: _Toc100230172][bookmark: _Toc155946733]Incremental Transactional Charges
Note: The charges listed in the table below are incremental to the charges (i.e., Standard Transactional Charges) in the table above.
	Item
	Unit of Measure
	Per Unit of Measure Charge

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Incremental Transaction Charges Calculation Example
Activity using the table above would be calculated as following:
Note: Sample Document charges calculation assumes a single Document of a single Image and is a Cherished Document that the Customer has requested, for their own purposes, a Rescan.
1 Original Scan of the example above would be calculated as:
a. Per Image = (Standard Transactional Charges as calculated in Section 6.4 above) + (Cherished Document Handling Charge)
2 Customer requested Rescan of the example above, when each of the individual activities are re-performed, they would be calculated as:
a. (Document Retrieval Charge) + (Standard Transactional Charges as calculated in Section 6.4 above) + (Cherished Document Handling Charge)
[bookmark: _Toc100230173][bookmark: _Toc155946734]Incremental Processing Charges
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	



Incremental Processing Charges Calculation Example
Activity using the table above would be calculated as following: sample Document charges calculation assumes a single Document of a single Image and is a Cherished Document that the Customer has requested, for their own purposes, a Rescan.  This Document is a Document Process Type 1 and also includes an Index Charge.
1 Original Scan of the example above would be calculated as:
a. Per Image = (Standard Transaction Charges as calculated in Section 6.4 above) + (Cherished Document Handling Charge) + (Index Charge – Document Process Type 1)
2 Customer requested Rescan of the example above, when each of the individual activities are re-performed, they would be calculated as:
a. (Document Retrieval Charge) + (Standard Transaction Charges as calculated in Section 6.4 above) + (Cherished Document Handling Charge) + (Index Charge – Document Process Type 1)

[bookmark: _Toc100230174][bookmark: _Toc155946735]Ad Hoc Request Charges
[bookmark: _Hlk22908467]Ad Hoc Request charges shall be applicable for the following Services.
· The following Ad Hoc Request activities, but not limited to, are chargeable events and are not included in the Services outlined in this SOW based on the then Xerox current rates.

	Item
	Unit of Measure (UOM)
	Per Unit of Measure Charge

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Ad Hoc Request Charges Calculation Example
Activity using the table above would be calculated as following: 
1 When activity occurs:
a. (Box supply charge per UOM) x (monthly UOM volume)


1 [bookmark: _Toc49863013][bookmark: _Toc100230176][bookmark: _Toc155946737]TERMINATION
1.1 [bookmark: _Toc486574311][bookmark: _Toc1634671][bookmark: _Toc12449395][bookmark: _Toc48062177][bookmark: _Toc49863014][bookmark: _Toc100230177][bookmark: _Toc155946738]Termination Overview
This SOW shall remain in force for its full Term until terminated either by Customer or by Xerox upon giving to the other written notice of termination, subject to the termination provisions of the Agreement. Except as otherwise expressly stated below, any termination hereunder shall be a complete termination of the SOW (not partial), unless otherwise mutually agreed upon by the Parties in writing. Any Services not terminated in accordance with this Section shall continue until the end of the remainder of the Term of the SOW.
1.2 Termination for Material Breach
Either Party may terminate this SOW, by written notice, if the other Party shall have committed a material breach of this SOW or the Agreement and such breach shall have remained uncured for sixty (60) days following written notice from the Party alleging such breach. In the event of termination by Customer for Xerox’s uncured material breach, Xerox shall waive any Early Termination Charges (ETCs) as outlined below. In the event of termination by Xerox for an uncured material breach by Customer, Xerox shall not be required to provide any termination assistance and Customer shall be responsible for ETC’s, outlined in the Early Termination Charges table below.
1.3 Termination for Convenience
If Customer terminates this SOW for convenience during the Term of the SOW, by providing ninety (90) days’ prior written notice to Xerox, Customer agrees to pay all amounts due and owing, and the Early Termination Charges (ETCs) listed in the table below shall be used to identify the applicable ETC.

Early Termination Charges
The numbers shown in the Early Termination Charges table below are placeholders only and SHOULD NOT BE USED for your specific engagement. See the Evaluation Tool.

	Month from the Effective Date
	ETCs Due
	Month
	ETCs Due
	Month
	ETCs Due
	Month
	ETCs Due
	Month
	ETCs Due

	Month 1
	[$0.00]
	Month 13
	[$0.00]
	Month 25
	[$0.00]
	Month 37
	[$0.00]
	Month 49
	[$0.00]

	Month 2
	[$0.00]
	Month 14
	[$0.00]
	Month 26
	[$0.00]
	Month 38
	[$0.00]
	Month 50
	[$0.00]

	Month 3
	[$0.00]
	Month 15
	[$0.00]
	Month 27
	[$0.00]
	Month 39
	[$0.00]
	Month 51
	[$0.00]

	Month 4
	[$0.00]
	Month 16
	[$0.00]
	Month 28
	[$0.00]
	Month 40
	[$0.00]
	Month 52
	[$0.00]

	Month 5
	[$0.00]
	Month 17
	[$0.00]
	Month 29
	[$0.00]
	Month 41
	[$0.00]
	Month 53
	[$0.00]

	Month 6
	[$0.00]
	Month 18
	[$0.00]
	Month 30
	[$0.00]
	Month 42
	[$0.00]
	Month 54
	[$0.00]

	Month 7
	[$0.00]
	Month 19
	[$0.00]
	Month 31
	[$0.00]
	Month 43
	[$0.00]
	Month 55
	[$0.00]

	Month 8
	[$0.00]
	Month 20
	[$0.00]
	Month 32
	[$0.00]
	Month 44
	[$0.00]
	Month 56
	[$0.00]

	Month 9
	[$0.00]
	Month 21
	[$0.00]
	Month 33
	[$0.00]
	Month 45
	[$0.00]
	Month 57
	[$0.00]

	Month 10
	[$0.00]
	Month 22
	[$0.00]
	Month 34
	[$0.00]
	Month 46
	[$0.00]
	Month 58
	[$0.00]

	Month 11
	[$0.00]
	Month 23
	[$0.00]
	Month 35
	[$0.00]
	Month 47
	[$0.00]
	Month 59
	[$0.00]

	Month 12
	[$0.00]
	Month 24
	[$0.00]
	Month 36
	[$0.00]
	Month 48
	[$0.00]
	Month 60
	[$0.00]




[bookmark: _Toc100230180][bookmark: _Toc155946741][bookmark: _Toc50108394][bookmark: _Toc25136077][bookmark: _Hlk29986006][bookmark: _Toc50108422]EXHIBIT A: SERVICES SCOPE ASSUMPTIONS
Note: For the avoidance of doubt, Xerox shall not be liable for any fraudulent items that may be passed on to the Customer.
	[bookmark: _Hlk94639636]Assumptions
	Standard
	Accounts Payable: Light
	Digital Mail: Light

	General
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Document Scanning
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Document Scanning – Boxes 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Processing
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Sample Documents
List of Customer Document Process Types or Documents (sample set) and quantities required for Transition and/or Customer Requirements-based Testing (CRT) as outlined in this SOW.  This sample set shall cover all Document Process Types that Xerox shall be responsible for processing.
	ID
	Document/Document Process Type
	Required # of Documents for Transition 
	Due Date
	Required # of Documents for CRT
	Due Date

	
	
	
	
	
	

	
	
	
	
	
	



Indexing
See Exhibit C: Indexing Specifications.
	Assumptions
	Standard
	Accounts Payable: Light
	Digital Mail: Light

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Output Formats 
	Output Formats
	Standard
	Accounts Payable: Light
	Digital Mail: Light

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Document Process Types
Data delivery shall occur per Document in the following format as described in the table below.  The two (2) categories of data to be delivered are Images and Metadata. 
See Exhibit E: Document Process Type Workflow (if applicable)
	Assumptions
	Document Type
	Disposition

	
	
	

	
	
	

	
	
	



Original Document Disposition
	General Assumptions
	

	Availability Period
	

	
	

	
	

	Original Physical Document Disposition
	

	
	

	Document Return
	

	
	

	
	

	
	· 



Accepted Paper Sizes

	
	Paper Type
	Paper Size
	Paper Type
	Paper size

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Hlk94639666]Accepted File Formats

	Image File Type
	Extension
	Description
	Standard
	Accounts Payable: Light
	Digital Mail: Light

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Forecasted Scanning Volume by Month
	[bookmark: _Hlk48035342]Forecasted Scanning Volume by Month
	

	1
	2
	3
	4
	5
	6
	7
	8
	9+

	
	
	
	
	
	
	
	
	





[bookmark: _Toc100230181][bookmark: _Toc155946742]EXHIBIT B: SCANNER SETTINGS
Customer shall not require Xerox to make any adjustments to the scanner settings to accommodate variations in the quality of originals and/or subsequent Image Output.
	Scanner Configuration
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[bookmark: _Toc50108423][bookmark: _Toc486574319][bookmark: _Toc535846334][bookmark: _Toc25136078]

[bookmark: _Toc535845700][bookmark: _Toc535845787][bookmark: _Toc535845872][bookmark: _Toc535846085][bookmark: _Toc535846298][bookmark: _Toc535846506][bookmark: _Toc536123252][bookmark: _Toc536123531][bookmark: _Toc536123582][bookmark: _Toc536123678][bookmark: _Toc536123900][bookmark: _Toc536696155][bookmark: _Toc198819][bookmark: _Toc199031][bookmark: _Toc1634629][bookmark: _Toc5379040][bookmark: _Toc5380131][bookmark: _Toc5900731][bookmark: _Toc5900908][bookmark: _Toc13564295][bookmark: _Toc41659821][bookmark: _Toc41659875][bookmark: _Toc49156600][bookmark: _Toc49156695][bookmark: _Toc49156753][bookmark: _Toc49156811][bookmark: _Toc49156863][bookmark: _Toc49156921][bookmark: _Toc49171431][bookmark: _Toc49175374][bookmark: _Toc51852031][bookmark: _Toc535845701][bookmark: _Toc535845788][bookmark: _Toc535845873][bookmark: _Toc535846086][bookmark: _Toc535846299][bookmark: _Toc535846507][bookmark: _Toc536123253][bookmark: _Toc536123532][bookmark: _Toc536123583][bookmark: _Toc536123679][bookmark: _Toc536123901][bookmark: _Toc536696156][bookmark: _Toc198820][bookmark: _Toc199032][bookmark: _Toc1634630][bookmark: _Toc5379041][bookmark: _Toc5380132][bookmark: _Toc5900732][bookmark: _Toc5900909][bookmark: _Toc13564296][bookmark: _Toc41659822][bookmark: _Toc41659876][bookmark: _Toc49156601][bookmark: _Toc49156696][bookmark: _Toc49156754][bookmark: _Toc49156812][bookmark: _Toc49156864][bookmark: _Toc49156922][bookmark: _Toc49171432][bookmark: _Toc49175375][bookmark: _Toc51852032][bookmark: _Ref75179137][bookmark: _Toc100230182][bookmark: _Toc155946743]EXHIBIT C: INDEXING SPECIFICATIONS 

Table C-1: Indexing Value Examples
	Document Type/Class
	Index Field Name
	Character Length
	Type
	Index Field Value
	Examples
	Validation Rules
	Position on the Document
	Position Page

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	0 
	
	
	



Table C-2: Master Data Format Specification 
Provided by Customer in a Comma Separated Values (CSV) format.
	Type 
	Description 
	Examples 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




[bookmark: _Toc100230183][bookmark: _Toc155946744]EXHIBIT D: GOOD QUALITY IMAGE REVIEW REQUIREMENTS
Image quality review requirements for Documents that are not identified as “Poor Quality”, include, but are not limited to:

· The Image is a legible reproduction of the original as demonstrated and documented and approved by the Customer during CRT
· The Image is not skewed beyond ten (10) degrees (unless the original Document is skewed beyond ten (10) degrees
· The complete Image is produced, without folds masking the Document or corners being cut-off. 
· It should be noted that on Poor Quality original Documents where the corners of the Pages have been folded over for a period of time that it may not be possible to “unfold” the corners to the degree that a Good Quality Image Scan shall be achieved. 
· Xerox shall ensure reasonable endeavors are made to ensure there are no folds in the Documents when Scanned



[bookmark: _Toc100230184][bookmark: _Toc155946745]EXHIBIT E: DOCUMENT PROCESS TYPE WORKFLOW
	Document Process Type #
	Document Process Type
	Index Field
	Decision

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


​




[bookmark: _Toc100230185][bookmark: _Toc155946746]EXHIBIT F: STANDARD DOCUMENT PREPARATION ACTIVITIES 
	Type
	Preparation Action by Xerox
	Comment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _Toc100230186][bookmark: _Toc155946747]EXHIBIT G: METADATA OUTPUT 
Table G-1: Metadata Data Format Specification 

Provided by Xerox to the Customer in a Comma Separated Values (CSV) format.
	Type 
	Description 
	Examples 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





END OF STATEMENT OF WORK FOR CAPTURE AND CONTENT SERVICES 
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