
 

 

COUNTY LEGAL REVIEW FORM 
 
KK-11-586 
 
Contract Description:  County Clerk/Kofile Preservation/ Historical Record 

Preservation 
 
 
COUNTY ATTORNEY ACTION** 
 
**Requested Amendments/Clarifications:  We assume you have submitted any 
questions or comments you have regarding the terms of the contract, as well as any 
specific provisions to which you object, or which you want to have changed. 
 
____X_____ Approved as to Form as Submitted 
__________  Approved as to Form with Amendments/Modifications/Reservations Noted 

Below* 

__________  Not Approved 
 
*1)        
 
This document has been given legal review by the El Paso County Attorney’s Office on 
behalf of the County of El Paso, its officers, and employees.  Said legal review should 
not be relied upon by any person or entity other than the County of El Paso, its officers, 
and employees. 

 
Lee Shapleigh 
Assistant County Attorney 
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Milestone Description Comment Week 

Pick Up 

The first  lot of the collection is inventoried,  

packed for shipping, loaded, and transported 

to KOFILE Preservation.  We will pick up and 

deliver books at any schedule the El Paso 

County Clerk requires. 

The Customer Receipt and Treatment/Service Log 

always accompanies documents.  Records are then 

loaded into our climate-controlled vehicle.    One 

Transportation 

Once the records are loaded, the driver travels 

to the KOFILE Preservation facility and the 

records are immediately unloaded.  The 

climate within the truck is regulated to insure 

that your documents are not harmed.  

KOFILE Preservation employees are insured, bonded, 

and have passed a background check.    

One 

Arrival for 

Preservation 

Services 

Books are unpacked and inventoried again.   

Before any conservation treatments are 

undertaken, each book is evaluated by a 

trained preservation technician. 

Each stage of the conservation process is carefully 

documented and photographed according to 

accepted conservation practices.  A treatment log and 

a work order always accompanies each lot. 

One 

Prep 

Collection is photographed.  The books are 

individually disbound. Each sheet is 

individually inspected  and assessed for 

conservation services.   

There is never a loss of text at KOFILE Preservation. 

Two 

Cleaning 

Folio surface cleaning.  Adhesives and repairs 

are removed. Sheets are encapsulated. 

All treatments are lab-tested and industry approved.  

All solvents and adhesives are acid-free and easily 

reversible. 
Two 

Binder 

Assembly 

The volume is checked for content  and made 

ready for the bindery. Documents are bound.   

All materials, including the binder cover boards are 

acid free, buffered. Two 

Four Quality Control 

Final inspection to insure that all binders meet 

our standards and the prescribed bid 

requirements. 

An appointment is made with County staff for delivery. 

Delivery to the 

County 

Restored Books are delivered to El Paso 

County Clerk’s Office. 

The binders are unpacked and shelved. 

Five 

 

Six 
Book Exchange 

New lot of records are inventoried, packed, 

loaded, and transported to KOFILE 

Preservation. 

The project progresses toward completion with each 

lot. 

start 

finish 

 



 

 
 

 


