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ProIT will arrange documents to be picked up 
from your location.

ProIT will remove staples and paper clips in 
addition to taping torn pages.

Pages are scanned using high-speed 
scanning equipment and stored electronically.

Key data entry for document naming and data 
retrieval.

Images and data transferred to CD-ROM or DVD 
media.

Original paper documents can be shredded or 
returned.
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Electronic documents can be 
formatted to import directly into any 
document management application 
such as Laserfiche or imageWARE.

Documents can be converted from 
TIFF files to Adobe PDF and stored 
on a network share or hard drive.
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Documents will be stored on a 
CD/DVD, accessible through a 
Laserfiche integrated search engine.

Documents will be scanned at 200 dpi, black and 
white.
Image files will be delivered as Group IV TIFF files.
Paper is expected to be in ‘fair’ condition or better.
Paper sizes may be up to 11”x17” but not larger.
Both front and back sides of pages will be scanned. 
Blank backside pages will be discarded.
Key field indexing is limited to no more than 25 
characters per document. Additional information 
can be automatically entered or filled-in by a 
database lookup.
Documents may be stapled or clipped, but should 
not be in permanent bindings.
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The ProIT �%�D�F�N�I�L�O�H���&�R�Q�Y�H�U�V�L�R�Q���³�(�[�S�U�H�V�V�´��
�3�U�R�J�U�D�P is a simple, cost effective way to convert paper documents into 
an electronic format. This approach allows for a standardized pricing model which has 
proven to fit most small to medium-sized conversion projects.

�>���^�^���W���W���Z
EQUALS
�D�K�Z�����'�Z�����E

�%�$�&�.�)�,�/�(���&�2�1�9�(�5�6�,�2�1���6�(�5�9�,�&�(�6


