
AGREEMENT FOR CONTRACT SERVICES 

THIS AGREEMENT FOR CONTRACT SERVICES (the “Agreement”) is made and entered 
into as of February 27, 2026, by and between the CITY OF IRVINE, a municipal corporation (“City”), 
and MATRIX IMAGING PRODUCTS, INC., a California corporation (“Contractor”).  

PART I 

FUNDAMENTAL TERMS 

A. Location of Project: The City of Irvine location(s) as set forth in PART IV, Scope of Services,
included herein.

B. Description of Services/Goods to be Provided: Document Imaging Services in
accordance with PART IV, Scope of Services, included herein.

C. Term: Unless terminated earlier as set forth in this Agreement, the services shall commence
on February 28, 2026 (“Commencement Date”) and shall continue through February 27, 2027.
The City reserves the right to extend this Agreement for up to four (4) additional one (1) year
periods. Such extension shall only be valid if effectuated in writing by the City.

D. Party Representatives:
D.1.   The City designates the following person/officer to act on City’s behalf:

Daniel Kim, email: dkim@cityofirvine.org 
D.2.   The Contractor designates the following person to act on Contractor’s behalf:

James Linhart, email: james.linhart@matriximaginginc.com 

Contractor Information 

Address for Notices and Payments: 

18445 Armistad Street 
Fountain Valley, CA 92708 

Attn:   James Linhart  
Telephone:  7145565600 
Email:   james.linhart@matriximaginginc.com 

E. Notices: Contractor shall deliver all notices and other writings required to be delivered under
this Agreement to City at the address set forth in Part II (“General Provisions”). The City shall
deliver all notices and other writings required to be delivered to Contractor at the address set
forth above.

F. Attachments: This Agreement incorporates by reference the following Attachments to this
Agreement:

F.1. Part I:  Fundamental Terms
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F.2. Part II:  General Provisions
F.3. Part III:  Special Provisions
F.4. Part IV: Scope of Services
F.5. Part V:  Budget

G. Integration: This Agreement represents the entire understanding of City and Contractor as
to those matters contained herein. No prior oral or written understanding shall be of any force
or effect with regard to those matters covered by this Agreement. This Agreement supersedes
and cancels any and all previous negotiations, arrangements, agreements, and
understandings, if any, between the parties, and none shall be used to interpret this
Agreement.

{Signatures follow on next page} 
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IN WITNESS WHEREOF, the parties have executed and entered into this Agreement as of the 
date first set forth above. 

CITY OF IRVINE MATRIX IMAGING PRODUCTS, INC. 

By: directorsign3 By: cpsign5 

      Carl Petersen       James Linhartcpname5 

Its: City Clerk Its: CEOcptitle5 

By: cpsign2 

       Barbara Linhart 

Its: Chief Financial Officercptitle2 

Attest: 

By: clerksign3 

      Rene Salazar 

Its: Assistant City Clerk 

APPROVED AS TO FORM: 
RUTAN & TUCKER, LLP 

By: attorneysign3 

 Jeffrey Melching 
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PART II 

GENERAL PROVISIONS 
  
  
SECTION ONE: SERVICES OF CONTRACTOR 
  

1.1 Scope of Services. In compliance with all terms and conditions of this Agreement, 
Contractor shall provide the goods and/or services shown on Part IV hereto ("Scope of Services"), 
which may be referred to herein as the "services" or the "work." If this Agreement is for the provision 
of goods, supplies, equipment or personal property, the terms "services" and "work" shall include the 
provision (and, if designated in the Scope of Services, the installation) of such goods, supplies, 
equipment or personal property. 
  

1.2 Changes and Additions to Scope of Services. City shall have the right at any time 
during the performance of the services, without invalidating this Agreement, to order extra work 
beyond that specified in the Scope of Services or make changes by altering, adding to, or deducting 
from said work. No such work shall be undertaken unless a written order is first given by City to 
Contractor, incorporating therein any adjustment in (i) the Budget, and/or (ii) the time to perform this 
Agreement, which adjustments are subject to the written approval of the Contractor. City approval 
and/or payment for work claimed by Contractor as changed or additional shall not act to prevent City 
at any time to claim such work is covered by the Scope of Work and should be performed by 
Contractor without additional consideration due. It is expressly understood by Contractor that the 
provisions of this Section 1.2 shall not apply to services specifically set forth in the Scope of Services 
or reasonably contemplated therein. Contractor hereby acknowledges that it accepts the risk that the 
services to be provided pursuant to the Scope of Services may be more costly or time consuming 
than Contractor anticipates and that Contractor shall not be entitled to additional compensation 
therefor. 
  

1.3 Standard of Performance. Contractor agrees that all services shall be performed in 
a competent, professional, and satisfactory manner in accordance with the standards prevalent in 
the industry, and that all goods, materials, equipment or personal property included within the 
services herein shall be of good quality, fit for the purpose intended.  
  

1.4 Performance to Satisfaction of City. Notwithstanding any other provision herein, 
Contractor agrees to perform all work to the satisfaction of City within the time specified. If City 
reasonably determines that the work is not satisfactory, City shall have the right to take appropriate 
action, including but not limited to: (i) meeting with Contractor to review the quality of the work and 
resolve matters of concern; (ii) requiring Contractor to repeat unsatisfactory work at no additional 
charge until it is satisfactory; (iii) suspending the delivery of work to Contractor for an indefinite time; 
(iv) withholding payment; and (v) terminating this Agreement as hereinafter set forth. 
  

1.5 Instructions from City. In the performance of this Agreement, Contractor shall 
report to and receive instructions from the City's Representative designated in Paragraph D.1 of Part 
I ("Fundamental Terms") of this Agreement. Tasks or services other than those specifically described 
in the Scope of Services shall not be performed without the prior written approval of the City's 
Representative. 
  

1.6 Familiarity with Work. By executing this Agreement, Contractor warrants that 
Contractor (i) has thoroughly investigated and considered the scope of services to be performed, (ii) 
has carefully considered how the services should be performed, and (iii) fully understands the 
facilities, difficulties, and restrictions attending performance of the services under the Agreement. If 
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the services involve work upon any site, Contractor warrants that Contractor has or will investigate 
the site and is or will be fully acquainted with the conditions there existing, prior to commencement 
of services hereunder. Should the Contractor discover any conditions, including any latent or 
unknown conditions, which will materially affect the performance of the services hereunder, 
Contractor shall immediately inform the City of such fact in writing and shall not proceed except at 
Contractor's risk until written instructions are received from the City's Representative. 
  

1.7 Identity of Persons Performing Work.  
  

A. Contractor represents that it employs or will employ at its own expense all personnel 
required for the satisfactory performance of any and all tasks and services required 
hereunder. Any personnel performing the services under this Agreement on behalf of 
Contractor shall at all times be under Contractor’s exclusive direction and control. 
Contractor shall pay all wages, salaries, and other amounts due such personnel in 
connection with their performance of services under this Agreement and as required 
by law.  

  
B. Contractor represents that the tasks and services required hereunder will be 

performed by Contractor or under its direct supervision, and that all personnel 
engaged in such work shall be fully qualified and shall be authorized and permitted 
under applicable State and local law to perform such tasks and services. Contractor 
will exclusively determine the means, methods and details of performing the services 
subject to the requirements of this Agreement.  

  
C. This Agreement contemplates the personal services of Contractor and Contractor's 

employees, and it is recognized by the parties hereto that a substantial inducement 
to City for entering into this Agreement was, and is, the professional reputation and 
competence of Contractor. Neither this Agreement nor any interest therein may be 
assigned by Contractor, except upon written consent of City. 

  
1.8 Prohibition Against Subcontracting or Assignment. Contractor shall not contract 

with any other entity to perform in whole or in part the services required hereunder without the 
express written approval of City. In addition, neither the Agreement nor any interest herein may be 
transferred, assigned, conveyed, hypothecated, or encumbered voluntarily or by operation of law, 
whether for the benefit of creditors or otherwise, without the prior written approval of City. In the event 
of any unapproved transfer, including any bankruptcy proceeding, City may void the Agreement at 
City's option in its sole and absolute discretion. No approved transfer shall release any surety of 
Contractor of any liability hereunder without the express written consent of City. 
  
SECTION TWO: INSURANCE AND INDEMNIFICATION 
  

2.1 Insurance. Without limiting Contractor's indemnification obligations, Contractor shall 
procure and maintain, at its sole cost and for the duration of this Agreement, insurance coverage as 
provided below, against all claims for injuries against persons or damages to property which may 
arise from or in connection with the performance of the work hereunder by Contractor, its agents, 
representatives, employees, and/or subcontractors. In the event that Contractor subcontracts any 
portion of the work in compliance with Section 1.8 of this Agreement, the contract between the 
Contractor and such subcontractor shall require the subcontractor to maintain the same policies of 
insurance that the Contractor is required to maintain pursuant to this Section 2.1. 
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 2.1.1 Insurance Coverage Required. The Insurance obligations under this 
Agreement shall be (1) all the Insurance coverage and/or limits carried by or available to the 
Contractor; or (2) the minimum Insurance coverage requirements and/or limits shown in this 
agreement; whichever is greater. Any insurance proceeds in excess of or broader than the minimum 
required coverage and/or minimum required limits, which are applicable to a given loss, shall be 
available to the City. No representation is made that the minimum insurance requirements of this 
agreement are sufficient to cover the obligations of the Contractor under this agreement. 
  
The policies and minimum amounts of insurance required hereunder shall be as follows: 
  

A. Comprehensive General Liability Insurance which affords coverage at least as 
broad as Insurance Services Office “occurrence” form CG 00 01 including completed 
operations and contractual liability, with limits of liability of not less than $2,000,000 
per occurrence and $4,000,000 annual aggregate for liability arising out of Contractor’s 
performance of this Agreement. The limits shall be provided by either a single primary 
policy or combination of policies. If limits are provided with excess and/or umbrella 
coverage the limits combined with the primary will equal the minimum limits set forth 
above. If written with an aggregate, the aggregate shall be double the each occurrence 
limit. Such insurance shall be endorsed to:  

  
(1) Name the City of Irvine and the Great Park Corporation and their Officers, 

employees, agents, volunteers and representatives (collectively hereinafter 
“City and City Personnel”) as additional insured for claims arising out of 
Contractor’s performance of this Agreement.  
  

(2) Provide that the insurance is primary and non-contributing with any other 
valid and collectible insurance or self-insurance available to City. 

  
A statement on an insurance certificate will not be accepted in lieu of the actual 
endorsement.  

  
B. Automobile Liability Insurance with a limit of liability of not less than $1,000,000 

each occurrence and $1,000,000 annual aggregate. The limits shall be provided by 
either a single primary policy or combination of policies. If limits are provided with 
excess and/or umbrella coverage the limits combined with the primary will equal the 
minimum limits set above. Such insurance shall include coverage for all “owned,” 
“hired” and “non-owned” vehicles, or coverage for “any auto.” Such insurance shall be 
endorsed to:  

  
(1) Name the City of Irvine and the Great Park Corporation and their Officers, 

employees, agents, volunteers and representatives (collectively hereinafter 
"City and City Personnel") as additional insured for claims arising out of 
Contractor’s performance of this Agreement.  
  

(2) Provide that the insurance is primary and non-contributing with any other 
valid and collectible insurance or self-insurance available to City.  

  
A statement on an insurance certificate will not be accepted in lieu of the actual 
endorsement.  
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C. Workers’ Compensation Insurance in accordance with the Labor Code of California
and covering all employees of the Contractor providing any service in the performance
of this Agreement. Such insurance shall be endorsed to:

(1) Waive the insurer’s right of Subrogation against the City and City
Personnel.

A statement on an insurance certificate will not be accepted in lieu of the actual 
endorsement unless your insurance carrier is the State of California Insurance 
Fund (SCIF) and the endorsement numbers 2570 and 2065 are referenced on the 
certificate of insurance. 

In the performance of the work under this Agreement, if Contractor does not employ 
any person in any manner so as to become subject to the workers' compensation laws 
of California, Contractor agrees to indemnify, defend, and hold harmless the City of 
Irvine and all of its officials, employees, and agents from and against any and all 
claims, liabilities, and losses relating to personal injury or death, economic losses, and 
property damage arising out of Contractors failure to provide such worker’s 
compensation insurance. Contractor agrees that, if firm should become subject to the 
workers' compensation provisions of Section 3700 of the Labor Code, firm shall 
forthwith comply with those provisions, immediately furnish insurance certificates 
evidencing such coverage as set forth herein, and notify the City of the change in 
status. 

D. Professional Liability Insurance with minimum limits of $1,000,000 each claim.
Covered professional services shall include all work performed under this Agreement
and delete any exclusion that may potentially affect the work to be performed.

If the Contractor maintains broader coverage and/or higher limits than the minimums
shown above, the City requires and shall be entitled to the broader coverage and/or
higher limits maintained by the Contractor.

E. Evidence of Insurance: Contractor shall provide to City a Certificate(s) of Insurance
evidencing such coverage together with copies of the required policy endorsements
no later than five (5) business days prior to commencement of service and at least
fifteen (15) business days prior to the expiration of any policy. Coverage shall not be
suspended, voided, canceled, reduced in coverage or in limits, non-renewed, or
materially changed for any reason, without thirty (30) days prior written notice thereof
given by the insurer to City by U.S. mail, or by personal delivery, except for
nonpayment of premiums, in which case ten (10) days prior notice shall be provided.
The City project title or description MUST be included in the “Description of Operations”
box on the certificate.

The City’s insurance certificate tracking services provider, Exigis, LLC, will send
Contractor an email message providing instructions for submitting insurance certificates
and endorsements.

Certificate Holder: City of Irvine, California 
c/o: Exigis LLC 
PO Box 4668 ECM #35050 
New York, NY 10168-4668 
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F. Endorsements: A statement on an insurance certificate will not be accepted in lieu of
the actual endorsement. Insurance policies shall not be in compliance if they include
any limiting provision or endorsement that has not been submitted to the City for
approval.

Additional Insured Endorsements shall not: 

1. Be limited to “Ongoing Operations”
2. Exclude “Contractual Liability”
3. Restrict coverage to the “Sole” liability of Contractor
4. Contain any other exclusion contrary to the Agreement.

G. Any Deductible in Excess of $100,000 and/or Self-Insured Retentions must be
approved in writing by the City.

H. Acceptability of Insurers. Each policy shall be from a company with current A.M.
Best’s rating of A- VII or higher and authorized to do business in the State of California,
or otherwise allowed to place insurance through surplus lines brokers under applicable
provisions of the California Insurance Code or any federal law. Any other rating must
be approved in writing by the City.

I. Insurance of Subcontractors. Contractor shall be responsible for causing
Subcontractors to maintain the same types and limits of coverage in compliance with
this Agreement, including naming the City as an additional insured to the
Subcontractor’s policies.

2.2 Indemnification. Contractor shall indemnify, defend, and hold City and City 
Personnel harmless from and against any and all actions, suits, claims, demands, judgments, 
attorney's fees, costs, damages to persons or property, losses, penalties, obligations, expenses or 
liabilities (herein "claims" or "liabilities") that may be asserted or claimed by any person or entity 
arising out of the willful or negligent acts, errors or omissions of Contractor, its employees, agents, 
representatives or subcontractors which directly or indirectly relate to the work being performed or 
services being provided under this Agreement, whether or not there is concurrent active or passive 
negligence on the part of City and/or City Personnel, but excluding such claims or liabilities arising 
from the sole active negligence or willful misconduct of City or City Personnel in connection therewith: 

2.2.1 Contractor shall defend any action or actions filed in connection with any such 
claims or liabilities, and shall pay all costs and expenses, including attorney's fees incurred 
in connection therewith.  

2.2.2 Contractor shall promptly pay any judgment rendered against City or any City 
Personnel for any such claims or liabilities. 

2.2.3 In the event City and/or any City Personnel is made a party to any action or 
proceeding filed or prosecuted for any such damages or other claims arising out of or in 
connection with the work being performed or services being provided under this Agreement, 
Contractor shall pay to City any and all costs and expenses incurred by City or City Personnel 
in such action or proceeding, together with reasonable attorney's fees and expert witness 
fees. 

These Indemnification provisions are independent of, and shall not in any way be limited by, 
the Insurance Requirements of this Agreement. City approval of the insurance contracts 
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required by this Agreement does not in any way relieve the Contractor from liability under 
this section. 

SECTION THREE: LEGAL RELATIONS AND RESPONSIBILITIES 

3.1 Compliance with Laws. Contractor shall keep itself fully informed of all existing and 
future state and federal laws and all county and city ordinances and regulations which in any manner 
affect those employed by it or in any way affect the performance of services pursuant to this 
Agreement. Contractor shall at all times observe and comply with all such laws, ordinances, and 
regulations and shall be responsible for the compliance of all work and services performed by or on 
behalf of Contractor. When applicable, Contractor shall not pay less than the prevailing wage, which 
rate is determined by the Director of Industrial Relations of the State of California.  

3.2 Licenses, Permits, Fees and Assessments. Contractor shall obtain at its sole cost 
and expense all licenses, permits, and approvals that may be required by law for the performance of 
the services required by this Agreement. Contractor shall have the sole obligation to pay any fees, 
assessments, and taxes, plus applicable penalties and interest, which may be imposed by law and 
arise from or are necessary for Contractor's performance of the services required by this Agreement, 
and shall indemnify, defend, and hold harmless City against any such fees, assessments, taxes, 
penalties, or interest levied, assessed, or imposed against City thereunder. 

3.3 Covenant against Discrimination. Contractor covenants for itself, its heirs, 
executors, assigns, and all persons claiming under or through it, that there shall be no discrimination 
against any person on account of race, religious creed, color, national origin, ancestry, physical 
disability, mental disability, medical condition, genetic information, marital status, sex, gender, 
gender identity, gender expression, age, sexual orientation, or military and veteran status of any 
person, in the performance of this Agreement. Contractor further covenants and agrees to comply 
with the terms of the Americans with Disabilities Act of 1990 (42 U.S.C. §12101 et seq.) as the same 
may be amended from time to time. 

       3.4       Nondiscrimination in City Contracts. Any business that enters into a contract 
for goods or services with the City of Irvine or any of its boards, agencies, or departments shall: 
(a) Implement an employment nondiscrimination policy prohibiting discrimination in hiring,
discharging, promoting or demoting, matters of compensation, or any other employment-related
decision or benefit on account of actual or perceived race, color, religion, national origin, gender,
physical or mental disability, age, military status, sexual orientation, gender identity, gender
expression, or marital or familial status.
(b) Not discriminate in the performance of the contract on account of actual or perceived race,
color, religion, national origin, gender, physical or mental disability, age, military status, sexual
orientation, gender identity, gender expression, or marital or familial status.
(c) Incorporate the foregoing provisions in all subcontracts hereunder.

3.5 Independent Contractor. Contractor shall perform all services required herein as an 
independent contractor of City and shall remain at all times as to City a wholly independent 
contractor. City shall not in any way or for any purpose become or be deemed to be a partner of 
Contractor in its business or otherwise, or a joint venturer, or a member of any joint enterprise with 
Contractor. Contractor shall not at any time or in any manner represent that it or any of its agents or 
employees are agents or employees of City. Neither Contractor nor any of Contractor's employees 
shall, at any time, or in any way, be entitled to any sick leave, vacation, retirement, or other fringe 
benefits from the City; and neither Contractor nor any of its employees shall be paid by City time and 
one-half for working in excess of forty (40) hours in any one week. City is under no obligation to 
withhold State and Federal tax deductions from Contractor's compensation. Neither Contractor nor 
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any of Contractor's employees shall be included in the competitive service, have any property right 
to any position, or any of the rights an employee may have in the event of termination of this 
Agreement. 
  

3.6 Covenant against Contingent Fees. Contractor warrants that it has not employed 
or retained any company or person other than a bona fide employee working for Contractor, to solicit 
or secure this Agreement and that it has not paid or agreed to pay any company or person any fee, 
commission, percentage, brokerage fee, gift, or any other consideration contingent upon, or resulting 
from, the award or making of this Agreement. For breach or violation of this warranty, City shall have 
the right to annul this Agreement without liability or, in its discretion, to deduct from the Agreement 
price or consideration, or otherwise recover, the full amount of such fee, commission, percentage, 
brokerage fee, gift or contingent fee.  
  

3.7 Use of Patented Materials. Contractor shall assume all costs arising from the use 
of patented or copyrighted materials, including but not limited to equipment, devices, processes, and 
software programs, used or incorporated in the services or work performed by Contractor under this 
Agreement. Contractor shall indemnify, defend, and save the City harmless from any and all suits, 
actions or proceedings of every nature for or on account of the use of any patented or copyrighted 
materials consistent with Section 2.2 herein. 
  

3.8 Proprietary Information. All proprietary information developed specifically for City 
by Contractor in connection with, or resulting from, this Agreement, including but not limited to 
inventions, discoveries, improvements, copyrights, patents, maps, reports, textual material, or 
software programs, but not including Contractor's underlying materials, software, or know-how, shall 
be the sole and exclusive property of City, and are confidential and shall not be made available to 
any person or entity without the prior written approval of City. Contractor agrees that the 
compensation to be paid pursuant to this Agreement includes adequate and sufficient compensation 
for any proprietary information developed in connection with or resulting from the performance of 
Contractor's services under this Agreement. Contractor further understands and agrees that full 
disclosure of all proprietary information developed in connection with, or resulting from, the 
performance of services by Contractor under this Agreement shall be made to City, and that 
Contractor shall do all things necessary and proper to perfect and maintain ownership of such 
proprietary information by City. 
  

3.9 Retention of Funds. Contractor hereby authorizes City to deduct from any amount 
payable to Contractor (whether arising out of this Agreement or otherwise) any amounts the payment 
of which may be in dispute hereunder or which are necessary to compensate City for any losses, 
costs, liabilities, or damages suffered by City, and all amounts for which City may be liable to third 
parties, by reason of Contractor's negligent acts, errors, or omissions, or willful misconduct, in 
performing or failing to perform Contractor's obligations under this Agreement. City in its sole and 
absolute discretion, may withhold from any payment due Contractor, without liability for interest, an 
amount sufficient to cover such claim or any resulting lien. The failure of City to exercise such right 
to deduct or withhold shall not act as a waiver of Contractor's obligation to pay City any sums 
Contractor owes City. 
  

3.10 Termination by City. City reserves the right to terminate this Agreement at any time, 
with or without cause, upon written notice to Contractor. Upon receipt of any notice of termination 
from City, Contractor shall immediately cease all services hereunder except such as may be 
specifically approved in writing by City. Contractor shall be entitled to compensation for all services 
rendered prior to receipt of City's notice of termination and for any services authorized in writing by 
City thereafter. If termination is due to the failure of Contractor to fulfill its obligations under this 
Agreement, City may take over the work and prosecute the same to completion by contract or 
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otherwise, and Contractor shall be liable to the extent that the total cost for completion of the services 
required hereunder, including costs incurred by City in retaining a replacement contractor and similar 
expenses, exceeds the Budget. 

3.11 Right to Stop Work; Termination by Contractor. Contractor shall have the right to 
stop work and terminate only if City fails to timely make a payment required under the terms of the 
Budget. Contractor shall provide City thirty (30) day prior written notice of such claimed payment 
owed and City shall have an opportunity to remedy any such claimed breach during such time with 
no legal consequence to City. Contractor shall immediately cease all services hereunder following 
the thirty (30) day notice, except such services as may be specifically approved in writing by City. 
Contractor shall be entitled to compensation for all services rendered prior to termination and for any 
services authorized in writing by City thereafter. If Contractor terminates this Agreement because of 
an error, omission, or a fault of Contractor, or Contractor's willful misconduct, the terms of Section 
3.10 relating to City's right to take over and finish the work and Contractor's liability shall apply. 

3.12 Waiver. No delay or omission in the exercise of any right or remedy by a 
nondefaulting party with respect to any default shall impair such right or remedy or be construed as 
a waiver. A party's consent to or approval of any act by the other party requiring the party's consent 
or approval shall not be deemed to waive or render unnecessary consent to or approval of any 
subsequent act. A waiver by either party of any default must be in writing. 

3.13 Legal Actions. Legal actions concerning any dispute, claim, or matter arising out of 
or in relation to this Agreement shall be instituted and maintained in the Superior Courts of the State 
of California in the County of Orange, or in any other appropriate court with jurisdiction in such 
County, and Contractor agrees to submit to the personal jurisdiction of such court. 

3.14 Rights and Remedies are Cumulative. Except as may be expressly set forth in this 
Agreement, the rights and remedies of the parties are cumulative and the exercise by either party of 
one or more of such rights or remedies or other rights or remedies as may be permitted by law or in 
equity shall not preclude the exercise by such party, at the same or different times, of any other rights 
or remedies to which such party may be entitled. 

3.15 Attorneys' Fees. In any action between the parties hereto seeking enforcement of 
any of the terms or provisions of this Agreement or in connection with the performance of the work 
hereunder, the party prevailing in the final judgment in such action or proceeding, in addition to any 
other relief which may be granted, shall be entitled to have and recover from the other party its 
reasonable costs and expenses, including, but not limited to, reasonable attorney's fees, expert 
witness fees, and courts costs. If either party to this Agreement is required to initiate or defend 
litigation with a third party because of the violation of any term or provision of this Agreement by the 
other party, then the party so litigating shall be entitled to its reasonable attorney's fees and costs 
from the other party to this Agreement. 

3.16 Force Majeure. The time period specified in this Agreement for performance of 
services shall be extended because of any delays due to unforeseeable causes beyond the control 
and without the fault or negligence of City or Contractor, including, but not restricted to, acts of nature 
or of the public enemy, unusually severe weather, fires, earthquakes, floods, epidemics, quarantine 
restrictions, riots, strikes, freight embargoes, wars, litigation, and/or acts of any governmental 
agency, including City, if the delaying party shall within ten (10) days of the commencement of such 
delay notify the other party in writing of the causes of the delay. If Contractor is the delaying party, 
City shall ascertain the facts and the extent of delay, and extend the time for performing the services 
for the period of the enforced delay when and if in the judgment of City such delay is justified. City's 
determination shall be final and conclusive upon the parties to this Agreement. In no event shall 
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Contractor be entitled to recover damages against City for any delay in the performance of this 
Agreement, however caused. Contractor's sole remedy shall be extension of this Agreement 
pursuant to this Section 3.14. 

3.17 Non-liability of City Officers and Employees. No officer, official, employee, agent, 
representative, or volunteer of City shall be personally liable to Contractor, or any successor in 
interest, in the event of any default or breach by City, or for any amount which may become due to 
Contractor or its successor, or for breach of any obligation of the terms of this Agreement. 

3.18 Conflicts of Interest. 

A. No officer, official, employee, agent, representative or volunteer of City shall have
any financial interest, direct or indirect, in this Agreement, or participate in any
decision relating to this Agreement that affects his or her financial interest or the
financial interest of any corporation, partnership, association or other entity in
which he or she is interested, in violation of any federal, state or city statute,
ordinance or regulation. Contractor shall not employ, contract for, or receive
consulting services from any such person, whether for compensation or not, while
this Agreement is in effect.

B. Contractor represents, warrants and covenants that he, she or it presently has no
interest, direct or indirect, which would interfere with or impair in any manner or
degree the performance of Contractor's obligations and responsibilities under this
Agreement. Contractor further agrees that while this Agreement is in effect,
Contractor shall not acquire or otherwise obtain any interest, direct or indirect, that
would interfere with or impair in any manner or degree the performance of
Contractor's obligations and responsibilities under this Agreement.

C. Contractor acknowledges that pursuant to the provisions of the Political Reform
Act (Government Code section 87100 et seq.), City may determine Contractor to
be a "Contractor" as that term is defined by the Act. In the event City makes such
a determination, Contractor agrees to complete and file a "Statement of Economic
Interest" with the City Clerk to disclose such financial interests as required by City.
In such event, Contractor further agrees to require any other person doing work
under this Agreement to complete and file a "Statement of Economic Interest" to
disclose such other person's financial interests as required by City.

3.19 Contractor Ethics. Contractor represents and warrants that it has not provided or 
promised to provide any gift or other consideration, directly or indirectly, to any officer, employee, 
or agent of City to obtain City’s approval of this Agreement. Contractor shall not, at any time, have 
any financial interest in this Agreement or the project that is the subject of this Agreement other 
than the compensation to be paid to Contractor as set forth in this Agreement. In the event the 
work and/or services to be performed hereunder relate to a project and/or application under 
consideration by or on file with the City, (i) Contractor shall not possess or maintain any business 
relationship with the applicant or any other person or entity which Contractor knows to have a 
personal stake in said project and/or application, (ii) other than performing its work and/or services 
to City in accordance with this Agreement Contractor shall not advocate either for or against said 
project and/or application, and (iii) Contractor shall immediately notify City in the event Contractor 
determines that Contractor has or acquires any such business relationship with the applicant or 
other person or entity which has a personal stake in said project and/or application. The provisions 
in this Section shall be applicable to all of Contractor’s officers, directors, employees, and agents, 
and shall survive the termination of this Agreement. 
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3.20 Compliance with California Unemployment Insurance Code Section 1088.8. 
If Contractor is a Sole Proprietor, then prior to signing the Agreement, Contractor shall provide to 
the City a completed and signed Form W-9, Request for Taxpayer Identification Number and 
Certification. Contractor understands that pursuant to California Unemployment Insurance Code 
Section 1088.8, the City will report the information from Form W-9 to the State of California 
Employment Development Department, and that the information may be used for the purposes of 
establishing, modifying, or enforcing child support obligations, including collections, or reported 
to the Franchise Tax Board for tax enforcement purposes.  

3.21 CalPERS Annuitants. If Contractor, or Contractor's employee(s) assigned  to 
provide services under this Agreement, or any of its subcontractors, is a California Public 
Employees’ Retirement System (“CalPERS”) annuitant, Contractor must provide the City with 
written notification of such fact a minimum of 14 calendar days prior to commencement of services 
under this Agreement. Failure to provide such notification may result in termination of the 
Agreement, and any penalties or other costs relating thereto shall be borne by Contractor. If this 
Agreement remains in place, Contractor shall execute any amendment(s) to this Agreement 
requested by the City in order to comply with all laws and regulations applicable to CalPERS 
annuitants. 

 3.22    Levine Act. California Government Code section 84308, commonly referred to as 
the Levine Act, precludes an Irvine City Councilmember from participating in the award of a 
contract if he or she receives any political contributions totaling more than $250 in the 12 months 
preceding the pendency of the contact award, and for three months following the final decision, 
from the person or company awarded the contract. This prohibition applies to contributions to the 
Councilmember, or received by the officer on behalf of any other Councilmember, or on behalf of 
any candidate for office or on behalf of any committee. The Levine Act also requires a 
Councilmember that has received such a contribution to disclose the contribution on the record 
of the proceeding. Review California Government Code section 84308 for more information. 

SECTION FOUR: MISCELLANEOUS PROVISIONS 

4.1 Records and Reports. The City Manager of the City of Irvine or his/her designee 
reserves the right to perform such audits, performance reviews, and other evaluations (collectively 
‘audit’) that relate to or concern this Agreement at any time. Contractor agrees to participate and 
cooperate in up to five (5) hours of meetings and interviews (at no additional cost to City), if the 
same are requested by the City in connection with such an audit. Further, provided that the City 
pays Contractor’s commercially reasonable hourly rate for services, Contractor agrees to 
participate and cooperate in such additional meetings and interviews (in excess of five (5) hours), 
if the same are requested by the City in connection with such an audit. Upon request by City, 
Contractor shall prepare and submit to City any reports concerning Contractor's performance of the 
services rendered under this Agreement. City shall have access, with 72 hours advance written 
notice delivered to Contractor, to the books and records of Contractor related to Contractor's 
performance of this Agreement in the event any audit is required. All drawings, documents, and other 
materials prepared by Contractor in the performance of this Agreement (i) shall be the property of 
City and shall be delivered at no cost to City upon request of City or upon the termination of this 
Agreement, and (ii) shall not be made available to any individual or entity without prior written 
approval of City. The obligations of this Section 4.1 shall survive the expiration (or earlier termination) 
of this Agreement for a period of three (3) years. During said three (3) year period, Contractor shall 
keep and maintain all records and reports related to this Agreement, and City shall have access to 
such records in the event any audit is required. 
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4.2 Notices. Unless otherwise provided herein, all notices required to be delivered under 
this Agreement or under applicable law shall be personally delivered, or delivered by United States 
mail, prepaid, certified, return receipt requested, or by reputable document delivery service that 
provides a receipt showing date and time of delivery. Notices personally delivered or delivered by a 
document delivery service shall be effective upon receipt. Notices delivered by mail shall be effective 
at 5:00 p.m. on the second calendar day following dispatch. Notices to the City shall be delivered to 
the following address, to the attention of the City Representative set forth in Paragraph D.1 of the 
Fundamental Terms of this Agreement: 

 To City: City of Irvine 
One Civic Center Plaza (92606) (Hand Deliveries) 
P. O. Box 19575 
Irvine, CA 92623-9575 

 Notices to Contractor shall be delivered to the address set forth below Contractor's signature on Part 
I of this Agreement, to the attention of Contractor's Representative set forth in Paragraph D.2 of the 
Fundamental Terms of this Agreement. Changes in the address to be used for receipt of notices 
shall be effected in accordance with this Section 4.2. 

4.3 Construction and Amendment. The terms of this Agreement shall be construed in 
accordance with the meaning of the language used and shall not be construed for or against either 
party by reason of the authorship of this Agreement or any other rule of construction which might 
otherwise apply. The headings of sections and paragraphs of this Agreement are for convenience or 
reference only, and shall not be construed to limit or extend the meaning of the terms, covenants 
and conditions of this Agreement. This Agreement may only be amended by the mutual consent of 
the parties by an instrument in writing. 

4.4 Severability. Each provision of this Agreement shall be severable from the whole. If 
any provision of this Agreement shall be found contrary to law, the remainder of this Agreement shall 
continue in full force. 

4.5 Authority. The person(s) executing this Agreement on behalf of the parties hereto 
warrant that (i) such party is duly organized and existing, (ii) they are duly authorized to execute and 
deliver this Agreement on behalf of said party, (iii) by so executing this Agreement, such party is 
formally bound to the provisions of this Agreement, and (iv) the entering into this Agreement does 
not violate any provision of any other Agreement to which said party is bound.  

4.6 Special Provisions. Any additional or supplementary provisions or modifications or 
alterations of these General Provisions shall be set forth in Part III of this Agreement ("Special 
Provisions"). 

4.7 Precedence. In the event of any discrepancy between Part I ("Fundamental Terms"), 
Part II ("General Provisions"), Part III ("Special Provisions"), Part IV ("Scope of Services"), and/or 
Part V ("Budget") of this Agreement, the order of precedence shall be as follows:  

Part  III 
Part  II 
Part  IV 
Part  V 
Part  I 

14



PART III 

SPECIAL PROVISIONS 

1. Business License Requirement. Contractors who provide services for the City of Irvine
within the city limits of Irvine shall obtain, within five (5) days of executing this Agreement
and prior to commencing any work herein, a City of Irvine business license and shall
maintain a current business license throughout the term of this Agreement.
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PART IV 

SCOPE OF SERVICES 

Services shall be performed as set forth below and in accordance with ATTACHMENT I. 

Documents for imaging typically include letter (8½"x11"), legal (8½"x14"), ledger (11"x17"), and 
large format plans. Documents are stored in standard boxes (15"L x 12"W x 10"H) or containers 
(44-gallon trash can bins) for pick-up. Pick-up and delivery shall occur every two to three weeks. 

Minimum City standards and requirements for performing document imaging are in accordance 
with ATTACHMENT I, attached hereto. 
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PART V 

BUDGET 

Pricing shall be as set forth below and in accordance with ATTACHMENT I. 

Included in the Budget are all ordinary and overhead expenses incurred by Contractor and its 
agents and employees, including meetings with City representatives, and incidental costs incurred 
in performing under this Agreement. The total compensation for the Scope of Services set forth 
herein shall not exceed $86,400.00 annually, including all amounts payable to Contractor for its 
overhead, payroll, profit, and all costs of whatever nature, including without limitation all costs for 
subcontracts, materials, equipment, supplies, and costs arising from or due to termination of this 
Agreement. 

No work shall be performed in connection with this Agreement until the receipt of a signed 
City of Irvine Purchase Order; and no work shall be performed with a value in excess of 
the Purchase Order amount as the City has not authorized nor is it obligated to pay 
Contractor any such excess amount. 

In the event Contractor anticipates the potential need to perform services beyond those set forth 
herein where additional funding may be needed, Contractor shall notify City in writing allowing 
sufficient time for City to consider further action. 

Payment for services will be made monthly on invoices deemed satisfactory to the City, with 
payment terms of net 30 days upon receipt of invoice. Contractor shall submit invoices within 
fifteen (15) days from the end of each month in which services have been provided. Contractor 
shall provide invoices with sufficient detail to ensure compliance with pricing as set forth in this 
Agreement. The information required may include: date(s) of work, hours of work, hourly rate(s), 
and material costs. 

The Purchase Order number must be included on all invoices, along with the City 
Representative’s name. Failure to include this information on the invoice shall result in the 
return of the unpaid invoice. 

Contractors should submit invoices electronically to: isubmittal@cityofirvine.org 

Payment by City under this Agreement shall not be deemed as a waiver of the City’s right to claim 
at a later point that such payment was not due under the terms of this Agreement. 

Pricing shall remain firm for the entire first term of the Agreement. Thereafter, any proposed 
pricing adjustment for follow-on renewal periods shall be submitted to the City Representative in 
writing at least ninety (90) days prior to the new Agreement term. The City reserves the right to 
negotiate any proposed pricing adjustment not to exceed the Bureau of Labor Statistics Consumer 
Price Index (CPI) data as follows: Los Angeles-Long Beach-Anaheim, CA; All Urban Consumers; 
Not Seasonally Adjusted; annualized change comparing the most recent month’s reported data 
to the same month of the prior year. (This information may be found on the U.S. Department of 
Labor’s website at www.bls.gov.) 
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Proposed by 

Matrix Imaging Products, Inc. 
18445 Amistad Street 

Fountain Valley, CA. 92708 
800.399.7144 

James.linhart@matriximaginginc.com 

February 13, 2026 

ATTACHMENT I 

REQUEST FOR PROPOSALS FOR DOCUMENT IMAGING SERVICES 

For 
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Matrix Imaging Products, Inc. (Matrix) is pleased to submit this proposal to the City of Irvine.  We are 
confident Matrix Imaging is the best and most knowledgeable vendor for the following reasons: 
Established in 1996 with 30 Years of detailed knowledge of Electronic Document Management 
System (EDMS) applications and Scanning Services.   

Matrix leverages the expertise of its skilled personnel and advanced technology to efficiently convert 
paper and microform formats—including film, fiche, and aperture cards—while consistently exceeding 
industry standards. Our secure conversion facility and established processes ensure the protection 
and precise management of your data throughout the entire workflow. 

Matrix Imaging is an approved / certified vendor for the following agreements: 
Orange County Master Agreement - MA-017-12011896 
State of California Master Agreement - CMAS Contract #3-14-36-099A 
Certified Small Business – ID # 33967 

This proposal is valid for ninety (90) days from the date of submission. 

Matrix Imaging Products, Inc. (California Corporation) 
18445 Amistad Street 
Fountain Valley, CA. 92708 
949-413-0759
James.linhart@matriximaginginc.com

Matrix Imaging looks forward to continuing our services for the City of Irvine. 

Sincerely, 

James Linhart 
CEO 
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Section 3: Experience / Qualifications Information 

Since 1996 Matrix Imaging Products has been a leading supplier of scanning, indexing, and 
micrographic services to our clients located throughout the western United States.  Matrix 
Imaging has provided conversion services for 300+ public sector, education, healthcare, and 
private sector clients. Our client references stated within our proposal can attest to our high    
commitment to excellence.  

Matrix is currently working with and providing scanner services for fifteen (15) Cities in 
Southern California. 

Matrix first started working with the City of Irvine in 2003. 

Matrix has extensive experience with OnBase software and has worked with numerous  
OnBase customers to upload and import images into their document management system. 

For every new project we receive, Matrix holds a strict training session to make sure 
employees know exactly how to complete the project. We also have a Statement of Work both 
online and physical paperwork that is what we call an “Instruction List” that employees can 
refer too. In addition we dedicate 2-3 project managers (depends on size of project) and team 
who have specific experience with City and Local Government documents so there is ZERO 
misunderstanding.  

If awarded the Matrix team managers assigned to this project will have over 90 years of 
combined experience.  

Matrix works very closely with our client’s staff to help them “easily” understand the project at 
hand, ensure project timelines are meet, and confirm quality control using our state-of-the-art 
technology and clear communication skill sets throughout our entire staff. 

Scanning/data off-site conversion services are completed at our highly secure conversion 
facilities in Fountain Valley, California. Our conversion center has 24/7 video surveillance, fire 
and burglar alarms, including independently monitored sound and motion detection. Our 
facilities meet the State of California Title 22 standards for offsite storage of records. Access 
codes are limited to supervising staff; unsupervised access is prohibited. The nature of the 
business and the record types that are processed restrict the Center from dealing with the 
general public. The staff is trained and supervised in the specific production and records 
management processes of the Conversion Center. Each Matrix Imaging employee is required 
to sign a confidentiality agreement prior to working at the facility as well as a strict background 
check. Matrix Imaging is committed to maintaining the integrity and availability of our client’s 
information throughout our production process. 

Matrix believes in equal opportunity employment. 
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a. Complete process flow for tracking the documents from pickup to delivery:

Pickup – Before we do a pickup, Matrix creates a transmittal form with a job number assigned 
to the pickup. This number is tracked in our CRM system and is created for each pickup. The 
transmittal will also have the date and description of what we will be picking up. On our 
scheduled pickup date, which we will schedule and confirm with the City in advance. Matrix will 
arrive onsite with the transmittal form. Both Matrix and the City of Irvine will sign for and keep a 
copy of the transmittal form. A Matrix employee with then load the documents into our secure 
company vehicle and bring them to our secure facility in Fountain Valley for processing.  

Document Preparation: Our team will pull staples, remove/re‐locate post‐it notes, fix bent 
corners, and make a note of any particularly bad document so the scan team is aware. The 
prep team does the first look at the paper to fix anything needed such as torn pages or they 
might mark a page as very light so when it gets to the scanners they can adjust properly. 
Matrix also uses “joggers” to help align the pages, especially mixed size pages, where they 
need to be feed cleanly through the machines. For large format drawings, our prep team will 
unfold/unroll the drawings and let them straighten out so they feed through the scanner with 
less chance of being de-skewed or wrinkled. They will also insert any poor-quality Mylar sheets 
into a clear slip (big envelope) so they will not be harmed during the scanning process. Our 
prep team is also responsible for inserting barcode control sheets into the documents as they 
are prepped. The bar codes ensure accurate reading for index fields.  

Scanning: After the box has been prepped it will go to our scan team. At this point Matrix will 
use our scanners to scan everything at 300dpi in black and white, grayscale, or color as 
needed. We do not need to sort by size because our scanners will automatically detect the 
document size and scan it correctly for a 1 to 1 ratio. We set the scanners up to enhance the 
pages by using de‐skew, de‐speckle, crop, and edge cleanup. Our machines are equipped 
with 3 ultrasonic detectors that measure the thickness of the paper by measuring the air gap 
between the paper and sensors. This ensure that every sheet of paper will be captured. The 
software allows the scan operator to view the images as they are scanned. Our scan operators 
look at every image that is scanned. Matrix will scan everything at 300 dpi, saved as single 
multipage PDF documents. Matrix uses state of the art compression software that will not 
reduce the integrity of the document. Our state-of-the-art hardware and software will remove 
all blank pages and significantly enhance low quality images to produce readable digital 
images. In addition, we use Kofax VRS which is another level of sophisticated image clean up 
and image enhancement. All documents will be scanned in the same order as provided.  

Quality Control: After the images have been scanned they will move on to our Quality Control 
step where our QC team will review each image a third time. They will look for and fix anything 
that the prep team and the scanner operator did not catch or fix. They have the ability to re‐
scan an image if the quality is not acceptable. We can also crop (to remove black borders), 
deskew, despeckle, rotate, and enhance images at this time. We utilize this step to compare 
the scanned images to the original to make sure the quality is at least as good as the original 
images; most of the time it’s better. 
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Indexing: The next step in the process is indexing. Your documents will be indexed by a 
barcode value or manually depending on the document type. Matrix uses a custom code to 
catch any errors. For example, we can set the rule that there cannot be letters read from the 
barcode number or that the field must be only so many digits. In this step we make sure that 
everything gets assigned the correct value. This is our fourth look at the images.  

Verification: To ensure the City of Irvine has the highest level of quality assurance we will 
have a 5th set of eyes do what’s called a “Blind Verification” of the indexes. What this means is 
a second indexer does what the first indexer did all over again. If they type something different 
from the first person the system will stop and say “this is what you typed”, “That is what indexer 
#1 typed”, “which is correct? The system will then allow the indexer to manually enter a 
different value in case neither was correct. After the indexes have been verified, the batch 
goes to export.  

Export / Delivery of Images:  During this step, Papervision will use a custom code that we 
wrote to take the images and indexes and convert them into proper “OnBase” format. The 
images will be converted to “Black and White” group 4 compressed PDF’s or “Grayscale” jpg 
compressed PDF’s based on what was chosen during the Quality Control process. Each 
document type will have an XML file and a folder containing the images, in compliance with the 
City’s specification. Matrix will Create separate folders for each document type. Under each 
document type, Matrix will create a subfolder containing the images and OnBase import text 
file. Matrix will name the subfolder and OnBase import text file the same number as the box. 
Matrix will include a copy of the Transmittal Sheet in the external hard drive. All folders within 
the OnBase import text file will appear in the same order as they exist in paper. Matrix will 
deliver images in agreed upon format and timelines. 

Delivery: The last step is for Matrix to return the deliverables to the City of Irvine. Included with 
each delivery is a certificate of authenticity. Matrix will contact the City’s project manager to 
schedule a delivery date and time. Just like at pickup, we will be using a Matrix employee and 
a secure company vehicle to deliver the documents along with the City’s hard drive. Once 
onsite we ask that you review what we are returning and sign off on our detailed transmittal. 
We will also pick up the next set of documents and start the process again. 
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Matrix has a clear understanding of the scope of services required by the 
City of Irvine:  

Images 
• Matrix will scan all documents as black and white, grayscale, or color as needed to

produce best quality image:
• Black and white documents will be scanned in black and white, except when grayscale

is needed to ensure clarity of document and legibility of text
• Color pictures and maps will be scanned in color
• Black and white pictures and maps will be scanned as black and white or grayscale as

needed
• Color logos, stamps, and signatures will be be scanned as black and white, or grayscale

as needed to ensure legibility of text
• Text boxes and/or shaded title bars will be scanned in grayscale to ensure legibility of

text
• Colored paper will be scanned in black and white or grayscale (not in color)
• Scan resolution at 300 dpi
• Images will be saved as a single multipage PDF
• Matrix has state of the art compression software to reduce file size
• Matrix compression software will not reduce the integrity of the image When using

compression, the clarity of the image and legibility of the text will not be affected
• Matrix software will remove any excess black border
• Matrix will remove blank pages
• Matrix will rotate images as needed for readability
• Matrix will de-skew, de-speckle, and fill holes
• Matrix will enhance any low quality images to produce a readable digital image

Indexing 
• Matrix will index all data in uppercase
• Matrix will save indexing file type as an OnBase import text file (Matrix will include

indexed data and image file paths)
• The number of characters per field varies by document type; indexing sources may

include scan sheets, file folders, and/or image verification

Quality Assurance 

Matrix’s quality control measures will meet the following criteria for all images: 

• Matrix will visually inspect of each image against the original, rescanning documents as
needed

• Matrix will manually image quality adjustment and QA of every image for clarity,
legibility, quality, cut-offs or file type compression errors

• Images will be the same or better quality than the original
• Matrix will ensure all images are accurately indexed
• All documents will be scanned and returned in the same order as provided
• All folders within the OnBase import text file will appear in the same order as they exist

in paper
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• The City will perform a QA of each image and associated indexing delivered by the
contractor; if the City discovers unacceptable images, Matrix, at no additional cost to the
City, will correct all such unacceptable images

Delivery of Images and OnBase Import Text File  
Matrix will provide scanned images and OnBase import text file on an external hard drive 
provided by the City:  

• Matrix will Create separate folders for each document type
• Under each document type, Matrix will create a subfolder containing the images and

OnBase import text file
• Matrix will name the subfolder and OnBase import text file the same number as the box
• Matrix will include a copy of the Transmittal Sheet in the external hard drive
• Matrix will deliver images in agreed upon format and timelines

Pick-up/Delivery of Documents 
• Matrix will pick-up and deliver original documents every two to three weeks
• Matrix will contact Records staff to schedule a pick-up and delivery
• Matrix will provide a proof of pick-up acknowledgement (transmittal), to be signed by

Matrix and City staff
• Matrix will return original documents after imaging, and provide a proof of return

acknowledgement, to be signed by the Contractor and City staff
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b. Matrix Document Handling and Protection Methodology

Shipping method and in-transit security for original records: Matrix Imaging understands 
the risks associated with the movement of client documents. That's why we track all 
documents from initial pickup, through the production process, and to delivery through a 
documented chain of custody. Matrix Imaging offers company-owned vehicles to provide 
secure local document pickup and delivery services, and we offer encrypted media delivery 
upon request.  Matrix Imaging’s document security includes: 

• Local pickup and delivery by trained Matrix Imaging employees with security
clearance

• Transmittal sheets required at each drop off and delivery by authorized personnel
• Documents secured at every point
• Delivery media encrypted upon request
• Documented chain of custody
• All documents treated as confidential

Methods of protecting client’s documents from fire, theft, and other losses and 
damages: 
Data Security: Matrix Imaging recognizes the importance of protecting your data. For that 
reason, Matrix Imaging treats all data, regardless of classification, as confidential. Matrix 
Imaging’s Document Services team works hand-in-hand with our operational and physical 
security teams, as well as legal and audit departments, to ensure that robust, relevant data 
policies, procedures and processes are always in place.  Matrix Imaging’s data security 
includes: 

• Secure coding process
• Dedicated, secure document network
• Password-protected screensavers
• 24/7 Fire alarm system
• 24/7 Security Camera System
• Offsite backup servers
• Encryption Software
• Our facilities meet the State of California Title 22 standards for offsite storage of

records

• Production area access restricted and monitored

Facility Security: Matrix Imaging’s document processing centers are secured with controlled, 
restricted and monitored access, and is not open to the public. Data, whether electronically 
stored information (ESI) or paper, is physically protected within our centers and is subject to 
our data security policies and processes. We also conduct regular and unannounced security 
audits to review and reinforce compliance.  Matrix Imaging’s facility security includes: 

• Dedicated corporate security team
• Site-specific business continuity plan
• Security leads in each location
• All facilities locked and secured 24x7
• Office access controlled and monitored
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• All guests escorted
• Regular and unannounced security audits
• Clean desk policy
• No personal items allowed in production areas (including cell phones)
• Production areas controlled and monitored
• 24x7 on-site operational staff

Matrix Disaster Recovery Plan is through our Irvine Data Center: 

Security: 
Single point of entry 
24x7x365 monitoring 
On-site security personnel 
Remote controlled CCTV 
Motion detection alarms 
Combination access card / photo ID badges 
Cabinets and cages have combination or key locks 

Fire Suppression 
Industry leading VESDA system for the detection of smoke and fire 
Dual-interlocking pre-action fire suppression system, separated by zones 
Fully addressable fire alarm system 

Environmental Systems 
Temperature maintained at 68ºF +/- 4ºF 
Humidity maintained at 45% to 55% 
Status/alarms for temperature, humidity, smoke/particulates 
Raised floor and vented cabinets for improved air flow 
Dual stage air filtering system 
Automatic failover 

24x7 Network Operations Center (NOC) 
The Network Operations Center is manned with 24x7 on-site security personnel and staffed by 
engineers who specialize in security, network monitoring, fault monitoring, resolution, and 
disaster recovery including triple redundancy. Databank’s entire network is constantly 
monitored to ensure that the network and all equipment are online and available for data 
transfer. 

Network Architecture 

Databank prides itself on having engineered a reliable and redundant network which 
accommodates the high-availability demands of our customers' critical applications. We 
achieve this through a simple and scalable architecture designed to ensure maximum service 
availability for our customers. For performance and reliability, Databank employs state-of-the-

 art equipment from Cisco Systems for all core systems. This includes Databank’s border and 
edge routers, the switching core, firewalls and load balancing gear. 

Databank’s carrier-neutral facility provides our customers with numerous secure connections 
to the Internet backbone through several selected Tier I network providers. Databank is 
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connected to six different fiber carriers who supply the facility through independent access 
points. Databank then maintains various connections over divergent multi-gigabit paths to 
metropolitan peering points. Our multiple carrier network architecture creates real redundancy 
and ensures that customer traffic can reach its destination using the optimal upstream network. 
This offers significant advantages over the peering arrangements that a typical Tier 1 data 
center has. At Databank, if any provider experiences downtime or any other problem, traffic is 
re-routed through other network carriers until the problem is resolved. Our network engineers 
utilize sophisticated route determination technology from RouteScience® to constantly probe 
the Internet for packet loss and latency and then automatically re-route traffic around these 
areas. 

Service Level Agreements 

Our network redundancy allows Databank to give its customers highly-competitive service 
level agreements, including a 100% uptime guarantee for our network. The natural redundancy 
in our network architecture and our network uptime guarantee provides significant advantages 
to our customers over other data centers. 

Redundant Disaster Recovery 

Matrix Imaging has redundant back up servers located at Databank’s Colorado data center 
which has identical security measures and practices. 
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Sample transmittal sheet – (customizable to City of Irvine specs) 

Customer / Client Name: City of Irvine 

Job Number #:  26012 

Address of Customer:  

Customer Contact:  

Address of Matrix office: 18445 Amistad Street, Fountain Valley, CA 92708 

Matrix Contact: James Linhart 

Date of Pick up: 3-1-26    Number of Boxes:    Ticket #: 

Customer Signature Pickup: _____________________________________________________________ 

Matrix Signature Pickup: _______________________________________________________________ 

Date of Return:      Number of Boxes:    Ticket #: 

Page Range / Description: 

Customer Signature Return: _____________________________________________________________  

Matrix Signature Return: _______________________________________________________________ 

Sample Box Label – (customizable to City of Irvine specs) 
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b. References/Similar Projects (current accounts):

City of Irvine 
Daniel Kim 
949-724-6582
Dkim@cityofirvine.org
HTTP://www.cityofirvine.us
Dates of Service: 07/01/2003 to 2005. 2009 to Current
Description: On-going conversion project of converting various size paper documents including
engineering/construction drawings, permits, microfilm, microfiche, and aperture cards. Upload
into OnBase software management system.

County of Orange – Public Works 
Margo Orozco 
714-667-8862
margo.orozco@ocpw.ocgov.com
http://www.ocpublicworks.com/
Dates of Service: 03/15/2014 to Current
Description: Matrix has completed approx. 9 million images in the last 10 years and is currently
on-site working on 6 different projects of 8.5x11 – 11x17 size documents as well as microfilm.
Off-site we are currently working on 4 projects that have various types of media, paper, and
film. Similar documents include encroachment permit files, drawings, building plans, permits,
street plans, traffic plans, engineering/construction drawings, microfilm, microfiche, and
aperture cards. Upload into OnBase software management system.

City of Fountain Valley  
Scott Kim 
Scott.Kim@FountainValley.gov 
714-593-4655
Dates of Service: 10/01/2019 to current
Description: On-going conversion of Community Development, Planning, Permits, Fire Dept
Files, engineering/construction drawings, accounting files, workers comp files, HR files, and
historical documents. We work with almost every department. File upload into their Laserfiche
system.

City of Pasadena 
Melissa Penn 
626-744-7246
mpenn@cityofpasadena.net
Dates of Service: 10/01/2018 to current
Description: On-going conversion of Police Files, engineering/construction drawings, permits,
accounting files, Police files, workers comp files, HR files, historical documents, and
transportation. We work with almost every department. File upload into their Laserfiche
system.
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City of Mission Viejo  
Larry Longenecker  
llongenecker@cityofmissionviejo.org 
Dates of Service: 10/01/18 to current 
Description: On-going conversion project of converting various size paper documents including 
engineering/construction drawings, permits, microfilm, microfiche, and aperture cards. Upload 
into their Laserfiche system. 

City of Costa Mesa 
Brenda Green  
City Clerk 
714-754-5221
brenda.green@costamesaca.gov
www.costamesaca.gov
Dates of Service: 01/01/2007 to 2023
Description: On-going conversion of engineering/construction drawings, permits, microfilm,
microfiche, and aperture cards. File upload into their Laserfiche system. In addition Matrix has
had an on-site facilities management team to convert their entire backlog of historic City Hall
records, approx. 2 million images. Estimated budget spent since 2007 is $2M
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c. Project Manager / Key Personnel

Ed Berkowitz – VP of Operations / Assistant Team Lead. Has over 18 years of experience 
managing conversion projects. In fact, he started out scanning microfiche and microfilm on the 
very first Mekel scanners ever made.  After 8 years of working mainly with fiche, film and 
Aperture cards, Ed was hired on at Matrix Imaging to run a conversion facility in Chatsworth. At 
that location we converted fiche, film, Aperture cards, large format drawings, and paper. Our 
Chatsworth facility, at its peak, was converting 10 million images per month as part of a 40,000 
box project. In 2012, Ed moved to our headquarters in Orange County to help run our entire 
conversion operation. Ed has overseen the conversion of over 500 million fiche, film and 
Aperture card images as well as over 300 million paper images. Some of the similar current 
projects include the following Cities: City of Irvine, Costa Mesa, Westminster, Pasadena, El 
Segundo, Los Angeles. County projects include: Orange County Public Works, County of Los 
Angeles ISD, and County of Kern.  

James Linhart – CEO / Team Lead. Based out of Matrix Imaging corporate office in Fountain 
Valley, CA and has been working in the document imaging industry since 1996. Mr. Linhart 
began his career in association with his late father Jay Linhart at Photomatrix Corporation 
where he managed production for an imaging service bureau. His industry employment 
experience in document imaging and information management through various industry 
leading software and hardware manufacturers has lead James to successfully manage and 
lead the Matrix conversion team through numerous projects. Some of the similar government 
accounts include County of Los Angeles, County of Orange, City of Westminster, Oxnard, 
Beverly Hills, Costa Mesa, Los Angeles, Encinitas, Pasadena, Los Alamitos, Mission Viejo, 
and Westminster. If Matrix is awarded this project James will be assigned as a Project 
Manager Lead to help oversee, provide direction, and help manage the entire project.  

Monet Lawrence – Director of Quality Control and Assurance 
Has been with Matrix Imaging for over 10 years. She started out managing on-site conversion 
projects and then took over as managing director because of her management and 
organizational skills. Monet helps manage all of our projects and is also responsible for doing 
the final Quality Control check on every deliverable before it leaves our facility.  Some of the 
similar current projects include the following Cities: Irvine, Costa Mesa, Westminster, El 
Segundo, Los Angeles. County projects include: Orange County Public Works, County of  
Los Angeles ISD, and County of Kern. 

Timmy Dinh – Lead Scanning and Quality Control Specialist 
Timmy has been with Matrix for over 14 years. Timmy has worked with the City of Irvine since 
2009. He started out as a document preparation and scanning specialist. He quickly moved up 
to lead scanning and quality control specialist based on his dedication and exceptional results 
throughout every project he has worked on. He looks at the image quality, index values, 
deliverable format, compares physical docs to the electronic images - everything needed to 
return a quality product. Some of  the similar current projects include the following Cities: Costa 
Mesa, Westminster, El Segundo, Los Angeles. County projects include: Orange County Public 
Works, County of Los Angeles ISD, and County of Kern. 
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Summary: Every Matrix Imaging employee assigned to the City of Irvine has a minimum of 
eight years of experience working with the City, with most team members having contributed 
since our initial partnership in 2003. This longevity reflects the dedication of our leadership and 
management, fostering a positive work environment and high retention. Matrix Imaging is 
committed to delivering exceptional customer service and industry-leading results. 
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Pricing Proposal 

* Please note if Irvine supplies separator sheet with index values there will be no charge for indexing

Item Price per item Estimated Annual QTY Extended Price 

Letter (8½”x11”) sized pages (per image) 

Black and white scanning $ 0.05 

Grayscale/Color scanning $ 0.05 

Legal (8½”x14”) sized pages (per image) 

Black and white scanning $ 0.05 

Grayscale/Color scanning $ 0.05 

Ledger (11”x17”) sized pages (per image) 

Black and white scanning $ 0.05 

Grayscale/Color scanning $ 0.05 

Large format pages (per image) 

Black and white scanning $ 1.00 

Grayscale/Color scanning $ 1.00 

Quality Assurance of 

each image and 

verification of indexing 

against original 

document (per image)  

$ 0.055 

Indexing documents (per 

field)  

*Included with scanning

costs

Pick-up fee $ 50.00 

Delivery fee $ 50.00 

Other (detail separately): Document Preparation $27.00 per hour 

Total Annually TBD 

34



P a g e   18 

Thank You for Considering 

www.MatrixImagingInc.com 

Matrix Imaging Products, Inc. 
18445 Amistad Street 

Fountain Valley, CA 92708 

James.linhart@matriximaginginc.com 

714-556-5600
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