








Indexing Example 
 
Current records are physical aperture cards and microfiche jackets. We have these stored in filing 
cabinets organized by record type.   
 
The City will need the new digital files indexed digitally in a digital file folder that replicates the 
organization of the physical filing cabinets and subcategories therein.  
 
In one example, a filing cabinet contains drawers with aperture cards of subdivision survey maps within 
the City. This cabinet is named “Subdivisions and R.O.W”. The individual 7 drawers of this cabinet are 
named with the corresponding City Ward Number range, i.e. 1-19, 20-29, etc. Within each drawer, the 
record cards are further subcategorized and divided by individual Ward Number tab dividers. Each card 
being within the dividers is organized by a map number. The cards also have a working title listed on 
them and a card number. The card number is for when there are multiple cards of the same map, i.e. 01, 
02, 03, etc. which is akin to page 1 of 3, page 2 of 3, page 3 of 3, etc.  
 
See pictures below:  
 

Cabinet 

 
 
 
 
 
 
 
 
 
 
 



Drawer Subdivisions and R.O.W. Wards 1-19 and Ward Division Tabs within 
 

 
 
 
 
 
Aperature Card within the Subdivisions and R.O.W. Wards 1-19, Ward 1 Division Tab, Card with Map No. 

01021-A. 
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Digital Archiving Example from Above Cabinet 
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Indexing Example  
Microfiche 
 
Current microfiche are stored in boxes. Please see below pictures and instructions for indexing example.  
 

 
 
 
 

 
 
 
 
 



 
 
 
In the above example a sample digital indexed file would be as follows:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

 
 
 
 
 

File naming schematic: Vendor note, we hope that the prefix information such as “19500_001” and 
“19500_Bldg Permits_001” can have some level of automation with the ending number that 
corresponds to the image being added automatically as the images are scanned and added to the folder. 
If this is not the case and each image requires full manual naming, the City may be able to accept just 
numbering each image within the named folders. Maybe consider pricing both methods in the bids.  
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