












Page 1 of 5 

AGREEMENT 
BETWEEN 

Barnstable County through 
Cape Cod Commission (CCC) 
3225 Main Street 
Barnstable, MA 02630 

and 

Inception Technologies, Inc. 
77 Sundial Avenue 
Suite 403W 
Manchester, NH 03103 

THIS AGREEMENT, made this _____________ day of _____________ 2017 by and between Inception 
Technologies, Inc. (hereafter referred to as Contractor), and Barnstable County, acting by and through the 
Cape Cod Commission (hereafter referred to as the Commission) but without any personal liability. 

WITNESSETH THAT: 

WHEREAS, the Commission requires scanning and indexing of its paper records, and 

WHEREAS, the Contractor is qualified and has been selected in compliance with Massachusetts General 
Laws, 

NOW THEREFORE, the Commission and the Contractor do mutually agree as follows: 

1. Employment of Contractor.  The Commission hereby agrees to engage the Contractor to perform the
services hereinafter set forth in Section 2, Scope of Services. Contractor shall not be considered an 
employee of Barnstable County. Contractor hereby agrees to hold Commission harmless from any claims 
regarding worker's compensation benefits, unemployment compensation benefits, retirement benefits, or 
any other benefit normally attributable to the status of "employee" and Contractor specifically agrees to 
pay for all damages incurred by the Commission, including costs, benefits, and reasonable attorney fees 
in the event the Contractor files such claim. 

2. Scope of Services.  Under the direction of the Commission’s Fiscal Officer, Maria McCauley, the
Contractor will perform the Scope of Services outlined in its proposal dated September 27, 2017, Quote 
#000323 (Attachment A.)  The Commission will provide its documents to the Contractor in a minimum of 
two batches. 

3. Time of Performance.  Work will begin upon execution of this Agreement and continue until December
31, 2018    unless an extension in time is agreed to in writing by both the Commission and the Contractor.  

4. Payment.  The Commission shall compensate the Contractor for services provided under Section 2,
Scope of Services, at the rates detailed in Attachment A. The Contractor may submit invoices as work is 
completed and delivered to the Commission; upon acceptance, payment will be made within thirty (30) 
days. If an invoice is not accepted by the Commission within fifteen (15) days, it will be returned to the 
Contractor with a written explanation for the rejection. At the end of each Commission fiscal year 
Contractor must submit any outstanding invoices for services performed or delivered during the fiscal year 
(July 1-June 30) to the Commission no later than July 31st. 

5. Termination or Suspension of Agreement for Cause.  If through any sufficient cause, the Contractor or
the Commission shall fail to fulfill or perform its duties and obligations under this Agreement, or if either 
party shall violate or breach any of the provisions of this Agreement, either party shall thereupon have the 
right to terminate or suspend this Agreement, by giving written notice to the other party of such termination 
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or suspension and specifying the effective date thereof. Such notice shall be given at least fifteen (15) 
calendar days before such effective date. 
 
6.  Termination for Convenience of Commission.  The Commission shall have the right to discontinue the 
work of the Contractor and cancel this Agreement by written notice to the Contractor of such termination 
and specifying the effective date of such termination.  In the event of such termination or suspension of 
this Agreement, the Contractor shall be entitled to just and equitable compensation for satisfactory work 
completed, for services performed and for reimbursable expenses necessarily incurred in the 
performance of this Agreement up to and including the date of termination or suspension. 
 
7.  Changes.  The Commission may, from time to time, require changes in the Scope of Services to be 
performed hereunder. Such changes, including any increase or decrease in the amount of the 
Contractor's compensation, which are mutually agreed upon by the Commission and the Contractor, shall 
be incorporated in written amendments to this Agreement. 
 
8.  Non-Discrimination in Employment and Affirmative Action. The Contractor shall take affirmative action 
to ensure that qualified applicants and employees are treated without regard to age, race, color, religion, 
sex, marital status, sexual orientation, national origin, disability, or Vietnam Era Veteran status. The 
contractor agrees to comply with all applicable Federal and State statutes, rules and regulations 
prohibiting discrimination in employment including but not limited to: Title VII of the Civil Rights Act of 
1964, as amended; Massachusetts General Laws Chapter 151B§ (1); the Americans with Disabilities Act 
of 1990; and all relevant administrative orders and executive orders including Executive Order 246. 
 
9.  Subcontracting.  None of the services to be provided by the Contractor pursuant to this Agreement 
shall be subcontracted or delegated in whole or in part to any other organization, association, individual, 
corporation, partnership or other such entity without the prior written approval of the Commission. No 
subcontract or delegation shall relieve or discharge the Contractor from any obligation or liability under this 
Agreement except as specifically set forth in the instrument of approval. If this Agreement is funded in 
whole or in part with federal funds, Contractor further agrees to comply with the provisions of the Office of 
Management and Budget Circular A-110, as amended, with respect to taking affirmative steps to utilize 
the services of small and minority firms, women's business enterprises and labor surplus area firms. All 
subcontracts shall be in writing and shall contain provisions which are functionally identical to, and 
consistent with, the provisions of this Agreement. The Commission shall have the right to obtain a copy of 
the subcontract upon request. 
 
10.  Interest of Members of Commission and Others.  No officer, member or employee of the Commission 
and no member of its governing body of the locality or localities in which the Project is situated or being 
carried out who exercises any functions or responsibility in the review or approval of the undertaking or 
carrying out of the Project, shall participate in any decision relating to this Agreement which affects his 
personal interest or the interest of any corporation, partnership, or association in which he is directly or 
indirectly interested or has any personal or pecuniary interest, direct or indirect, in this Agreement or the 
proceeds thereof. 
 
11.  Interest of Contractor.  The Contractor covenants that it presently has no interest and shall, to the 
best of its knowledge, not acquire any interest directly or indirectly which would conflict in any manner or 
degree with the performance of its services hereunder. Contractor shall inform the Commission promptly 
of any conflict or appearance of conflict that may arise during the performance of the services. 
 
12.  Assignability.  The Contractor shall not assign any interest in this Agreement and shall not transfer 
any interest in the same (whether by assignment or novation), without the prior written consent of the 
Commission thereto; provided, however that claims for money due or to become due the Contractor from 
the Commission under this Agreement may be assigned to a bank, trust company, or other financial 
institution without such approval.  Notice of any such assignment or transfer shall be furnished promptly to 
the Commission. 
 
13.  Recordkeeping, Audit, and Inspection of Records.  The Contractor shall maintain books, records, and 
other compilations of data pertaining to the requirements of the Agreement to the extent and in such detail 
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as shall properly substantiate claims for payment under the Agreement. All such records shall be kept for 
a period of seven (7) years or for such longer period as is specified herein. All retention periods start on 
the first day after final payment under this Agreement. If any litigation, claim, negotiation, audit or other 
action involving the records is commenced prior to the expiration of the applicable retention period, all 
records shall be retained until completion of the action and resolution of all issues resulting therefrom, or 
until the end of the applicable retention period, whichever is later. If this Agreement is funded in whole or 
in part with state or federal funds, the state or federal grantor agency, the Commission or any of its duly 
authorized representatives or designees, shall have the right at reasonable times and upon reasonable 
notice, to examine and copy, at reasonable expense, the books, records and other compilations of data of 
the Contractor which pertain to the provisions and requirements of this Agreement. Such access shall 
include on-site audits, review and copying of records. 
 
14.  Findings Confidential. Any reports, information, data, etc., given to or prepared or assembled by the 
Contractor under this Agreement which the Commission requests to be kept as confidential shall not be 
made available to any individual or organization by the Contractor without the prior written approval of the 
Commission. 
 
15.  Publication, Reproduction and Use of Material. No material produced in whole or in part under this 
Agreement shall be subject to copyright in the United States or in any other country. The Commission 
shall have the unrestricted authority to publish, disclose, distribute, and otherwise use, in whole or in part, 
any reports, data or other materials prepared under this Agreement. 
 
16.  Political Activity Prohibited. None of the services to be provided by the Contractor shall be used for 
any partisan political activity or to further the election or defeat of any candidate for public office. 
 
17.  Anti-Boycott Warranty.  During the term of this Agreement, neither the Contractor nor any "affiliated 
company" as hereafter defined, shall participate in or cooperate with an international boycott, as defined in 
Section 999 (b) (3) and (4) of the Internal Revenue Code of 1954, as amended by the Tax Reform Act of 
1986, or engage in conduct declared to be unlawful by Sections 2 and 3 of Chapter 151E, Massachusetts 
General Laws. As used herein, an "affiliated company" shall be any business entity of which at least 51% 
of the ownership interested are directly or indirectly owned by the Contractor or by a person or persons or 
business entity or entities which directly or indirectly own at least 51% of the ownership interests of the 
Contractor. 
 
18.  Choice of Law.  This Agreement shall be construed under and governed by the laws of the 
Commonwealth of Massachusetts. The Contractor and the agents thereof, agree to bring any federal or 
state legal proceedings arising under this Agreement, in which the Commission is a party, in a court of 
competent jurisdiction within the Commonwealth of Massachusetts. This paragraph shall not be construed 
to limit any rights a party may have to intervene in any action, wherever pending, in which the other is a 
party. 
 
19.  Force Majeure.  Neither party shall be liable to the other nor be deemed to be in breach of this 
Agreement for failure or delay in rendering performance arising out of causes factually beyond its control 
and without its fault or negligence. Such causes may include, but are not limited to: acts of God or the 
public enemy, wars, fires, floods, epidemics, strikes, or unusually severe weather. Dates or times of 
performance shall be extended to the extent of delays excused by this section, provided that the party 
whose performance is affected notifies the other promptly of the existence and nature of such delay. 
 
20.  Compliance with Laws.  The Contractor shall promptly comply with all applicable laws, rules, 
regulations, ordinances, orders and requirements of the Commonwealth and any state or federal 
governmental authority relating to the delivery of the services described in this Agreement subject to 
section 18 above. Unless otherwise provided by law, the Contractor shall promptly pay all fines, penalties 
and damages that may arise out of or are imposed because of the Contractor's failure to comply with the 
provisions of this section and, shall indemnify the Commission against any liability incurred as a result of a 
violation of this section. If the Contractor receives federal funds pursuant to this Contact, Contractor 
understands and agrees to comply with all federal requirements including but not limited to audit 
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requirements. Not-for-Profit entities that receive federal funds from the Commission must comply with the 
audit requirements outlined in the Office of Management and Budget OMB Circular A-133. 

21. Headings, Interpretation and Severability.  The headings used herein are for reference and
convenience only and shall not be a factor in the interpretation of the Agreement. If any provision of this 
Agreement is declared or found to be illegal, unenforceable, or void, then both parties shall be relieved of 
all obligations under that provision. The remainder of the Agreement shall be enforced to the fullest extent 
permitted by law. 

IN WITNESS WHEREOF, the Commission and Contractor have executed this Agreement this 
day of ________________ in the year two thousand and seventeen. 

BARNSTABLE COUNTY COMMISSIONERS: FOR THE CONTRACTOR: 

Leo Cakounes, Chair Raymond Feoli, President 

Mary Pat Flynn, Vice-Chair Date 

Ronald Beaty, Commissioner 

Date 

FOR THE COMMISSION: 

Paul Niedzwiecki, Executive Director 

Date 



Cape Cod Commission

Prepared for:

Document Record Scanning Proposal

We have prepared a quote for you

Quote # 000323
Version 1

Maria McCauley
mmccauley@capecodcommission.org

           ATTACHMENT A
SCOPE OF WORK/BUDGET



77 Sundial Ave Suite 403W
Manchester, NH 03103

603-222-2202

Cape Cod Commission
Maria McCauley
3225 Main Street
Barnstable, MA  02630
mmccauley@capecodcommission.org

Dear Maria,

Wednesday, September 27, 2017

Inception Technologies Inc. is pleased to present our proposal for the scanning of your Document 
Records. We believe our experience, technical expertise, and local presence make Inception 
Technologies uniquely qualified to digitize your documents.

Our approach to the project is focused on establishing common expectations, good communications, 
and comprehensive processing, team training and thorough testing of the images.

We, Inception Technologies Inc. understand that your records are extremely valuable and you would 
like to start scan and store digitally moving forward.

Sincerely,

Raymond Feoli
President
Inception Technologies Inc.
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77 Sundial Ave Suite 403W
Manchester, NH 03103

603-222-2202

Executive Summary

Vendor Capacity, Capability and Qualifications

Company Introduction

Founded in 1996 and based in Manchester NH, Inception Technologies Inc. has provided 
document scanning services to public agencies and private corporations for over 18 years. Our 
experience, reputation, security, and dedication to quality are second to none in the New England 
region. In 2012-14, Inception Technologies Inc. processed over 35 million pages for a wide range 
of public and commercial clients.

Inception Technologies Inc. primarily was focused on providing microfilm and digital document 
solutions for insurance companies and other commercial clients, as well as large state agencies 
from 1996-2002. In 2002, with the availability of affordable digital scanning and storage solutions, 
Inception Technologies Inc. began offering both digital and microfilm scanning services. We provide 
document scanning services on both an on-going (daily, weekly, monthly) basis and as a project-
based scanning project.

Our production employees have an average tenure of over 9 years with Inception Technologies. Our 
employees have a demonstrated commitment to quality, security and customer satisfaction. 
 Inception Technologies Inc. utilizes dedicated teams to process both project and on-going document 
scanning projects. Each team consists of document preparers, scanners and indexers working with a 
supervisor and quality control analyst. Our team-based approach produces images of the highest 
quality and indexing with almost 100% accuracy.  In addition, security, document control, quality 
control, and training, are more easily managed and verified.

Inception Technologies Inc. also designs, implements, and maintains Enterprise Content 
Management (ECM) software systems. Our professional services team has implemented many ECM 
systems for public agencies and private corporations including Metso Automation, UniBank, City of 
Dover, and Providian National Bank. Our team of ECM experts supports our clients and our 
production scanning department to ensure that our scanning clients can always access their images 
and associated meta-data today and in the future.

Inception Technologies Inc. is an expert in all phases of digital document management, from 
scanning services to software and hardware. We have the experience, the stability, and the 
resources to convert your documents to digital PDF files.
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Statement of Work

This Statement of Work contains the tasks and responsibilities required for completion of the 
conversion/capture processes to be performed by Inception Technologies for  the customer .

Client Obligations:

· Boxing of documents
· Provide Manifest of documents or folders
· Preparation of documents as described below
· Provide a Point of Contact for the Project

Proposed Workflow:
In order to begin the Document Conversion Process, the customer will need to prepare the files to be 
sent out to the Inception Technologies as follows:

Prior to transferring the files to Inception Technologies, it is strongly recommended that the 
customer create a manifest detailing the contents of each box. This ensures that the customer will 
be able to track which documents Inception Technologies has to facilitate expedited return of 
documents if required.

Inception Technologies Operations Management team will work with the customer’s project team to 
develop a mutually convenient pick-up and delivery schedule. Depending on the time-sensitivity of 
the project and the current workload in the Inception Technologies Production Facility, multiple pick-
ups may be scheduled.

Upon receipt of the documents, Inception Technologies will log the total number of boxes in each 
shipment, label each box with an ID and record Box ID (at Inception Technologies Imaging 
facility) in our Production Control system. The customer can login to our Portal to check the status 
of a project or schedule another pickup. Once the boxes are received at our production facility, 
they are logged into our Production Control System and processed as follows:

Document Preparation:
Documents must first be prepared to make them “scan ready”. Inception Technologies personnel will 
remove any fasteners or clips, align documents, identify and tag illegible documents, and tape ripped 
documents with clear Scotch tape. Because some pages will be of various sizes Inception 
Technologies staff will, where appropriate, tape smaller pages to an 8 ½” x 11” piece of paper to 
ensure uniformity at the scanner stations. All sticky notes and other non-standard pages will be 
prepared and scanned unless they are blank, in which case they will be removed and discarded.
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Document Scanning:
The documents will be scanned at 300 Dots per Inch (300 DPI). These procedures involve 
analyzing the documents to be scanned to determine the correct threshold to yield the best image, 
scanning the documents, creating a Searchable (OCR) PDF image and utilizing Perfect Page 
processing software to enhance the scanned image to assure the highest possible quality for each 
image.  

Quality Control:
Inception Technologies personnel will review each image captured to verify image quality and data 
integrity. Objectives for this review include Readability, Skew, Border removal, Multi-Page feeds, and 
Document Separation. If any errors are found, Inception Technologies will re-scan these documents, 
ensuring that all pages scanned are of consistently high quality.

Document Indexing/Verification:
Inception Technologies will manually tag each document/folder. Customer has specified that the 
documents will need to be tagged/indexed.  The indexing structure will be based on Project number 
and Name.  

Document Load/Ingest:
Upon the completion of the Indexing Process, Inception Technologies will create a series of 
Image Files and upload image to customer's Sharepoint Site provided proper credentials can 
be supplied.

Document Disposition
Upon the completion of any conversion project, Inception Technologies provides all clients with 60 
days of free document storage of the original Documents. Prior to beginning any conversion project, 
Inception Technologies requires that the customer determine the eventual disposition of the files. 
Options include having the documents returned, transitioned for long-term storage, or securely 
destroyed.

Security

All of Inception Technologies employees are focused on maintaining the highest level of physical and 
digital security possible. We constantly review and test our physical security procedures and network 
vulnerability to ensure that all documents and data are safe and highly secure. Below are the 
processes and security controls we incorporate.
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Production Site Physical Security
Our production facility is located in a modern, 6,000 square foot, fully alarmed building with 16 

Camera’s providing full video coverage of the facility and your documents.  Documents are secured 

each night in a segregated area of our facility.  All locks are coded and require a valid code to enter 

into each area.  Our security locks audit and tracks each entry into an area.

Inception Technologies Production Control System
The Inception Technologies Production Control System (PCS) individually tracks each box as they 
move through the production process. All boxes of incoming documents or media are logged and a 
label is printed to track each box as it moves through the imaging process.

Data Security
Inception Technologies employs the following procedures for maximum security of our customers’ 
confidential information:

?   Employment of Dual redundant RAID 5 server configuration
?   File servers in production are located in a secure data center with limited access to select IT 

staff only. All production servers and workstations are monitored and protected by our state-
of-the-art firewall and intrusion monitoring and reporting systems.  In addition, all servers and 
workstations are protected with antivirus software.

?   Employee access to client data is tightly controlled at both the application level and file 
access level.

?   Database information in process is password protected at both the Client and
Server levels
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Conversion Services

Ext. PriceQtyPriceDescriptionItem

$12,350.00650$19.00Inception Technologies Document Prep & Boxing Services

Document Prep Services for scanning Paper 
documents including removing paperclips, staples and 
fasteners. Document Prep may include insertion of 
barcode or separator sheets to identify new documents. 

INCEPT-Prep

$17,550.00702000$0.025Inception Technologies Document Scanning Services at 300
dpi for Search PDF's

Paper Document Scanning Services converting 
Standard size documents to digital format. Pricing for 
documents up to 11 x17 inches. Documents can be 
converted to any standard image format including Tiff, 
PDF, Searchable PDF, JPG or other Format 

INCEPT-P2D

$364.0052000$0.007Inception Technologies Document  Indexing Services

Document Indexing Services - tagging and indexing 
documents to customer specifications and defined 
fields. Customer can define as many fields as needed. 
Pricing is by the keystroke or character captured. 

INCEPT-INDEX

$35,100.0078000$0.45Inception Wide Format Scanning Services up to 54  in.
Bitonal

Document Scanning Services converting Wide Format 
or Engineering Drawings to digital format in bitonal 
(black and white).  Pricing for documents up to 54 
inches wide.  Documents can be converted to any 
standard image format including Tiff, PDF, Searchable 
PDF, JPG or other Format 

INCEPT-WIDEBW-
54

$1,053.00234$4.50Inception Technologies Document Shredding Services
estimated per box rate.

Inception Technologies provides Secure Document 
Shredding Services with a full audit of the process and 
a Certificate of Destruction. Pricing is by the pound. 

INCEPT-Shred

 The following services below are optional and can be added if desired.

$0.601*$0.60Inception Technologies Records Storage Services

Record Storage services for long term archive of 
documents in our secure facility.  Price is per 1.2 cubic 
feet minimum of 200 cubic feet per customer. 

incept-recstore

$25.001*$25.00Inception Technologies delivery media on CD/DVD

Delivery media on CD/DVD of images captured and 
processed. Price is per copy of the media. 

INCEPT-DISC
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Conversion Services

Ext. PriceQtyPriceDescriptionItem

$99.001*$99.00Inception Technologies delivery media on HD

Delivery media on USB Hard Drive of images captured 
and processed. Price is per drive 

INCEPT-HD

$299.001*$299.00Inception Technologies delivery of encrypted HD

Delivery media on USB Hard Drive of images captured 
and processed. Price is per drive. Hard Drive utilizes 
hardware encryption key with keypad. 

INCEPT-ENCHD

Any additional project requirements identified may increase or decrease pricing based on the customer’s 
changes.

This is an estimate only final count will prevail.

$66,417.00Subtotal:
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3225 Main Street
Barnstable, MA  02630
Maria McCauley
mmccauley@capecodcommission.org
(508) 362-3828

Cape Cod Commission

Raymond Feoli
603-703-0223
Fax 603-625-1262
rfeoli@inceptiontech.com

Inception Technologies Inc.

Document Record Scanning Proposal

Quote Information: 
Quote #: 000323

Version: 1

Delivery Date: 9/27/2017 
Expiration Date: 11/04/2017

Prepared by: Prepared for:

Quote Summary

AmountDescription

$66,417.00Conversion Services

$66,717.00Total:

$300.00Shipping:

$66,417.00Subtotal:

Taxes, shipping, handling and other fees may apply.  We reserve the right to cancel orders arising from pricing or other errors.

DateSignature
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