
































 

Automatic Fire 
Suppression 
System 
In our Records Management 
Department we utilize a dry-pipe squib 
controlled sprinkler system connected 
to the building’s fire alarm system. This 
is the storage area for the historic 
documents that are awaiting 
preservation. 

 



 

Secured Access 
Here one can see the entrance to the 
Records Management Department.  We 
utilize a proximity badge system to 
control a magnetic door lock.  Access to 
the department is time-stamped and 
logged within the control systems. This 
is the secured storage area for the 
District Clerk’s Office historic 
documents.  

 



 

Fire Extinguisher 
In convenient locations around the 
Records Storage Areas, hand-held fire 
extinguishers are mounted for ease of 
access, should the need arise.  The 
extinguishers are serviced and 
inspected as needed or at least 
annually. The secured storage area 
where the historic documents are 
stored have fire extinguishers 
throughout the room.  

 



 

Historic Document  
Example of a brittle, water damaged 
document in need of preservation.  

 



 

Historic Document 
Example of brittle, water damaged, and 
tri-folded document in need of 
preservation.  

 



 

 

Historic Document 
Example of brittle document in need of preservation. 



 

 

Historic Document 
Example of brittle document in need of preservation. 



 

Historic document 
Example of brittle, water damaged 
document in need of preservation.  

 



 

Historic Document 
Example of brittle, tri-folded document in need of storage.  



 

Historic 
Documents in 
storage 
Storage area where historic documents 
are stored in boxes. These are the 
historic case files that are awaiting 
preservation.  

 



COLLIN COUNTY DISTRICT CLERK 

PRESERVATION OF CRIMINAL & CIVIL CASE FILES BOXES 24B-32 
May 7, 2018 

PAGE  1 I 3 

May 7, 2018 

 

Honorable Lynne Finley 

Collin County District Clerk 

2100 Bloomdale Road, Suite 12132 

McKinney, TX 75071 

 

RE: Preservation of Criminal and Civil Case Files Boxes 24B-32: Phases E & F 

 

Dear Hon. Lynne Finley, 

 

This proposal addresses the preservation of Collin County District Clerks’ Criminal and Civil 

Case Files Boxes 25-32, dating 1875-1880. Previously, Boxes 1-13, dating from sovereignty to 

1872, were addressed in 2015 (Phases A and B), and Boxes 14-24A, dating from 1871-1875, 

were addressed in 2016 (Phases C and D). Preservation services include conservation 

treatments, poly tabs, and rehousing in Disaster Safe County Binders™ (DSB). In addition, 

these new phases also units of 4Post™ Shelving. This proposal is presented by Kofile 

Technologies, Inc. (Kofile). 

 

PROJECT OVERVIEW 
To purchase via Kofile’s GSA contract, then please reference GSA Contract No. GS-35F-

275AA on the County’s Purchase Order.  

 

 

6300 CEDAR SPRINGS ROAD, DALLAS, TEXAS 75235  

P: 214/351.4800  F: 214/442.6669   WWW.KOFILE.US 

 

COUNTY ACCEPTANCE 

 
 
                                                                                                                      

Signature/Title of County Representative                           Date 

COLLIN COUNTY DISTRICT CLERK 
PRESERVATION OF CRIMINAL & CIVIL CASE FILES 

PHASE BOX NO. DATE 
APPROX.  
PAGE COUNT 

LEVEL OF 
SERVICE STORAGE SOLUTION 

ESTIMATED  
PRICE QUOTE 

ESTIMATED  
PHASE TOTAL 

Phase E 24B 1875 1,000 Preserve 4Post™ Shelving $6,140.45 $98,247.15 

25 1875-1876 3,000 Preserve 4Post™ Shelving $18,421.34 

26 1876-1877 3,000 Preserve 4Post™ Shelving $18,421.34 

27  1877  3,000 Preserve 4Post™ Shelving $18,421.34 

28 1878 3,000 Preserve 4Post™ Shelving $18,421.34 

29 1878-1879 3,000 Preserve 4Post™ Shelving $18,421.34 

Phase F 30  1879  3,000 Preserve 4Post™ Shelving $18,421.34 $55,264.02 

 31 1879-1880 3,000 Preserve 4Post™ Shelving $18,421.34  

 32 1880 3,000 Preserve 4Post™ Shelving $18,421.34  

TOTAL (9 boxes & approx. 25,000 pages)  $153,511.17 

 Phase E: $99,698.94 (Boxes 24B-29) 
 

 Phase F: $56,080.65 (Boxes 30-32) 
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Without a signed agreement, prices are good for 90 days. All pricing is based on estimated 

page counts. Final billing occurs on actuals per mutually agreed upon pricing; not to 

exceed the P.O. without written authorization.  

 

These case files are prepped, flat in file folders, and arranged by date (not case number).  

Sheets measure 14” x 8½”, and the collection is in fair condition. All records pertain to the 

199th District Court. 

 

These files will receive the following services as appropriate. A permanent log is created 

for each volume to record condition, page order, and services/treatments performed. A 

final quality check references this log.  

 

(PRV) Preservation 

■ Clean. Surface clean sheets to remove deposits—including dust, soot, airborne 

particulate, sedimentation, insect detritus, or biological/mineral contaminants. 

Tools include a microspatula, dusting brush, latex sponge, powdered vinyl eraser, 

or block eraser.   

■ Conserve. Remove and reduce non-archival repairs, adhesives, and fasteners to 

the furthest extent possible without causing damage to paper and inks. 

■ Mend. Mend with acid-free and reversible materials, such as Japanese tissue and 

methyl cellulose adhesive, or Filmoplast® R (acrylic-based, heat set tissue). 

■ Stabilize. Deacidify sheets after careful testing with Bookkeepers® to neutralize ink 

and paper by providing an alkalize reserve. This chemical is inert and safe, and 

does not degrade sheets. Random testing ensures an 8.5 pH with a <± .5 deviation.  

■ Protect. Encapsulate each sheet in a Lay Flat Archival Polyester Pocket™ 

composed of SKC Films, Skyroll SH72S® Mylar. The pockets are punched on the 

binding edge for the post binder. 

■ Bind. Bind in custom, imitation leather Disaster Safe County Binders™ (DSB)—each 

manufactured on a per-book basis and sized to 1/4” incremental capacities. DSBs 

include customized imprinting and a County seal. Approximately 320 pages are 

cased in each volume. Poly tabs are placed between Cases. Original shuck 

envelopes are preserved for return. Each is photocopied to save space in the 

returning files. 

■ Document. A dedication and treatment report is included in the binders.  

■ Quality Control. Final quality check with reference to original log.  

■ Archival Shelving. Rehouse in custom 4Post™ Shelving units (85¼” x 20” x 36”). 

Each unit holds approximately 50 DSBs. 
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PURCHASING VIA GSA  
Kofile’s federal cooperative purchasing (CO-OP) contract extends to state and local 

government. This is GSA Schedule 70 Contract No. GS-35F-275AA. Collin County is eligible 

for to purchase from this contract. This Schedule 70 CO-OP Contract presents professional 

information technology labor categories for data conversion & records management 

services. Other information pulled from GSA literature that may be helpful includes:  
 

The Group 70 contract is available for Cooperative Purchasing with state and local 

governments at any time, for any reason, using any funds available.  

It is entirely voluntary.  

The eligible vendors are knowledgeable about Cooperative Purchasing. Vendors 

are prepared to be a GSA customer’s primary point of contact. Furthermore, 

customers are free to enter into a Cooperative Purchasing agreement with any 

Schedule vendor without involving GSA.  

 

To purchase from GSA, you only need follow Collin County’s applicable purchasing 

requirements. When a Purchase Order is issued, it must reference Kofile's GSA Contract 

Number GS-35F-275AA. Kofile is responsible for reporting the sale to GSA and there is a 

0.75% fee built in the client’s quote for the order.  

 

GSA line items  

are billed per  

hourly charges 

for the work  

performed: 

 

 

 

 

 

 

 
 

All work is held to the highest possible standard of workmanship and quality. Please do not 

hesitate to contact me with any questions. We look forward to serving Collin County.  
 

Sincerely, 

Miriam Gray 
Miriam Gray 
Account Manager 
 

cec 

GSA LINE ITEMS 

PART NO. DESCRIPTION UNIT PRICE QTY. LINE ITEM TOTAL 

TCS005 Graphic Artist I (Physical/Digital Restoration) $65.00/Hour  527.6334 $34,296.17  

TCS006 Graphic Artist II (Physical/Digital Restoration) $75.00/Hour  521 $39,075.00  

TCS007 Information Assurance Engineer I $65.00/Hour  521 $33,865.00  

TCS008 Information Assurance Engineer II $75.00/Hour  521 $39,075.00  

TCS010 Project Manager $180.00/Hour  40 $7,200.00  

TCS011 Software Programmer $205.00/Hour 4 $816.00  

TOTAL $153,511.17  



COURT ORDER NO. 2017- CpgCp -09-11 

THE STATE OF TEXAS 

COUNTY OF COLLIN 

Subject: Acceptance, FY 2018 Preservation, Restoration and Records Archive Plan - District 
Clerk 

On September 11, 2017, the Commissioners Court of Collin County, Texas, met in regular 
session with the following members present and participating, to wit: 

Keith Self 
Susan Fletcher 
Cheryl Williams 
Chris Hill 
Duncan Webb Not Present 

County Judge, Presiding 
Commissioner, Precinct 1 
Commissioner, Precinct 2 
Commissioner, Precinct 3 
Commissioner, Precinct 4 

During such session the court considered a request for approval to accept the FY 2018 
Preservation, Restoration and Records Archive Plan. 

Thereupon, a motion was made, seconded and carried with a majority vote of the court for 
approval to accept the FY 2018 Preservation, Restoration and Records Archive Plan. Same is 
hereby approved in accordance with the attached documentation. 

Not Present 
Duncan Webb, Commissioner, Pct. 4 

l\ccdata01\Commissioner Court\shepherdge11Worc! Data\Court 2017\COURT ORDERS\09-11-17 Court\Signed\43624 -Accept- FY 2018 Preservation, Restoration and Records Archive 
Plan DC 0911.doc 
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COLLIN COUNTY DISTRICT CLERK

Lynne Finley

FY’18 Preservation, Restoration and Records Archive Plan

Purpose

The purpose of this document is to define the FY’18 plans for the restoration and preservation of
records maintained by the Collin County District Clerk’s Office. In general, the State Library and
Archives Commission requires permanent retention of all case papers and trial dockets dated prior
to 1950, and “case papers from any period that, because of notoriety or significance, might possess
enduring value.” In addition, certain court documents after 1950 are required to be retained
permanently, or for specific periods of time. It is the intent of the District Clerk to follow the guidelines
set forth by the Texas State Library and Archives Commission as they relate to records in the District
Clerk’s office. This document addresses the restoration and preservation needs of the Collin County
District Clerk’s records archive only, no other departments are addressed.

Funding

The Texas Legislature has provided a means to raise revenue for records management and
preservation of court records. Records preservation and restoration efforts are funded by the
collection of fees added to specific types of cases filed in the District Clerk’s Office as found in the
Texas Government Code Sections 51.305 (District Court Records Technology Fee) and
51.317(b)4)(c) (Records Management Fee). These fees are “user” fees and are an alternative to
raising taxes or spending from the general fund. The fee amounts are approved by the Collin County
Commissioners’ Court, and itemized as part of the County’s annual budget. The funds generated
from the collection of these fees are used, as mandated, for preservation and restoration services
performed in connection with maintaining the District Court archives.

Historically Significant Records

In FY’12 and FY’13, funding was used to professionally preserve and restore 59 historical books for
use by generations to come. These restored treasures include Collin County District Court Civil
Minutes and Index books dating from 1845-1952, and Criminal Court Minutes and Index books dating
from 1845-1960.   

In FY’15, funding was used to restore the oldest case files which are on permanent retention.  Criminal and 
civil case files dating from 1845-1871, which had been stored in boxes and file folders were showing 
significant deterioration.  These case files were professionally preserved and placed in 77 disaster safe 
books.  

In FY’17, criminal and civil case files dating between 1872-1875 were professionally preserved, digitized 
and placed in disaster safe books. In addition, the District Clerk’s office, with the assistance of a temporary 
employee, scanned over 650,000 pages of paper case files from 2000-2010 into the case management 
system, allowing for employees and the public to retrieve documents in a digital format. 

   FY’18 Funding

The process to restore and preserve documents maintained by the Collin County District Clerk’s 
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office is an ongoing project as records continue to age and deteriorate.  In FY’18, the District Clerk’s 
office will continue the preservation of our oldest court records which are on permanent retention 
and are deteriorating.  Contingent upon the availability of funding, the criminal and civil case files 
dating between 1876-1880 will be professionally preserved, digitized and placed in disaster safe 
books.  In addition, the District Clerk’s office will continue to scan civil and criminal paper case files 
from 2000 -2010 into the case management system.
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