
Scanning

Micrographic & Imaging Services
KDLA

Yes

No

Initial Inquiry by Agency

Reformatting Services Explained
On-site OR via Telephone

Agency Decision
(Service Options 

Listed Below)

Microfilming
Yes

Estimate Provided 
(Including Costs and Services)

Verbal or Written Agreement 
Between Agencies

Materials prepapred for 
Reformatting by Agency 

(per agreement)

Materials picked up by KDLA 
OR

Delivered to KDLA by Agency 

Materials prepared by 
KDLA for Reformatting 

(if not already done by Agency)



Images made 
available via 

State 
Intranet

Imaging Services
KDLA

Yes

No

Images Indexed
(foldered and verified)

Images 
Exported 

from FileNet

Web Based Access

Yes

Images Burned to DVD / CD Disks Delivered to Agency

Microfiilm 
Created from 

Scanned 
Images

Yes

No

Process Complete

Security Microfilm 
stored in KDLA's vault

Paperwork Generated

Microfilm checked for 
Quality

Microfilm Process 
(on site)



Micrographic Services
KDLA

Materials 
Microfilmed

Microfilm Process 
(on site)

Security Microfilm stored in 
KDLA's vault

Microfilm checked for 
Quality

Paperwork Generated
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