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Introduction 
The proposal development process currently being implemented at Viisage involves 

many areas of inefficient and redundant effort utilizing limited tools and resources. This 

process is in need of restructuring in order to streamline the development process and 

produce more reliable aesthetically-pleasing and highly marketable proposals for 

upcoming and future bids for contracts. 

The purpose of this document is to discuss the various options that can be taken 

advantage of in order to develop a more robust and efficient proposal development 

process at Viisage. We will look at three key areas where improvements can be made: 

content creation, repurposing, and graphics; document management; and collaborative 

workflow. Add to these is a discussion of the various tools and resources that are 

commercially available to help us with this restructuring project (and their associated 

costs). And finally there is a word about aesthetics and proposed layout options. 

Let us begin: 

Content Creation, Repurposing, and Graphics 

Content Creation 

 

After working with the established proposal development process for some time, it has 

become apparently clear that there are various stages in which content is created and 

delivered for integration into the overall proposal for any given project. These stages 

include, but are not limited to: original technical content written by engineers, software 

developers, or technical writers; executive summaries and overviews written by 

management personnel; graphical content created by consultants or the aforementioned; 

and ancillary content such as resumes, appendices, and editorial revisions performed by 

proposal managers (among others). 

Each of these individuals (collectively referred to as, authors) are charged with 

developing and maintaining their own little sub-section of the larger document. Over time 

many errata can creep into the development process that ultimately takes lots of time and 

effort to correct. Such as: 

• Formatting discrepancies that create inconsistent visual layouts throughout the 

entire document. 

• Inherited document styles that bog down the process of re-formatting already 

inconsistent formatted sub-documents. 

• Inconsistent writing styles, tone, and language, that detract from the overall 

flow of the entire document requiring much editorial work to correct. 

• Unworkable graphics that are pieced together from a host of various elements 

that cause much hassle in order to update, re-format, and seamlessly integrate 

into the final document. 

• Outdated content that when repurposed, needs updating yet suffers from the 

aforementioned issues 
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As you can see, the “old way” of doing things contains a lot of problems inherent into 

its basic makeup. 

So how do we get the appropriate people to change their working styles in order to 

facilitate the overall proposal creation process? 

The answer is establish standards by which everyone has to conform to. 

At first glance, this may seems like an uphill battle that will cause a lot of resistance to 

these author who are “set in their ways.” However, this is a fallacy as what will be 

proposed shall be a better, easier, and more efficient way of authoring original content. 

Method One: Templates 

The problem with allowing authors to use the basic functions of Microsoft
®
 Word is 

that most people are not fully trained on how to take advantage of its advanced features. 

Granted, if everyone knew how to use Word’s styles and formatting capabilities, the 

entire proposal process would go a lot smoother. Sadly, that is not the case. In this 

paragraph alone, style and formatting have been used to illustrate this concept. The style 

used in the basic layout is called, “Body Text First Indent.” This style uses the Times 

New Roman font, at a 12 point size, and an indentation of the first line by 0.15 inches. 

Also, the word Microsoft
®
 has a superscripted registered trademark symbol proceeding it, 

as well as the second mention of the program Word is italicized as per Microsoft
®
’s strict 

trademark and logo use guidelines. 

Who is going to remember all of this stuff? Probably very few people such as the 

proposal managers—who would have their hands full with a lot of redundant 

copyediting, proofreading, and re-formatting these documents. 

A better way to handle this process is with the use of templates. Templates are a great 

feature of Microsoft
®
 Word that can be quickly developed and loaded onto each author’s 

local copy of the application ready for use. Word templates can be so configured that it 

will only allow certain activities to be performed thereby making the final output much 

more standardized and readily able to integrate into the final proposal document. 

Master documents with sub-documents can be created that will allow the individual 

parts to be reworked and reinserted into the whole making it a lot easier to index the 

entire proposal and generate a true Table of Authorities (Table of Contents, Table of 

Figures, etc.). Furthermore, these master/sub-documents can be password protected, 

versioned, changes tracked, and locked down from further changes once a final revision 

has been approved. 

Without the need to “re-invent the wheel,” or have authors learn a new application in 

order to write original or new content for future proposals, this value of this option 

becomes clear. Yet, the next level to this entire proposal development process would and 

should involve a comprehensive document management system to be discussed later. For 

now on the lowest level, templates for Microsoft
®
 Word can help authors get up and 

running quickly with little impact to their working style. 

Which leads to the next method, styles. 
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Method Two: Styles 

If you have noticed while reading this document, several standard styles are being used 

throughout. Styles are basically conventions of how words are to be formatted on a page 

that represent topics, sub-topics, and host of other material. The basic Microsoft
®
 Word 

styles for headings, subheadings, body text, and bullet points are very useful when 

indexing and outlining a document. 

Granted, there is a lot that can be said about styles that go beyond the scope of this 

discussion; however suffice it to say, that agreed upon styles (set into the aforementioned 

templates) will greatly enhance the seamless integration and overall look and feel of any 

future Viisage proposal. 

Of course, this is a precarious concept due to the fact that some prospective clients in 

their RFPs can outline the use of preferred styles in the final proposal presented to them. 

However, those are more the exception than the rule, and overall it would behoove 

Viisage’s proposal development team to take the time and create comprehensive “style 

guidelines” that will make the authoring of content that much easier. Several possible 

agreed upon styles can include (but are not limited to): 

• Headers and Footers 

• Page Layout 

• Fonts 

• Headings and Subheadings 

• Titles and Subtitles 

• Main Text or Body Text 

• Compliance Statements 

• Table and Figure Captions 

• Block Quotes 

• Bullet Points 

• Sidebars 

• Placement of Graphics 

• Use of the Viisage and L1 logos, and other Branding Material 

A comprehensive style guide can be quickly and easily developed based on what has 

been ubiquitously utilized on past proposals along with good ideas for the future. The 

proposal and capture managers, with input from the marketing managers, along with final 

approvals from the executive team, can have a “blessed” style guide ready for integration 

into the aforementioned templates in a relatively short amount of time. 

Use of a style guide is not unlike the next subtopic dealing with taking advantage of the 

benefits of using “boiler plates.” 
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Method Three: Boiler Plates 

Boiler plates are “prefabricated text” (used widely in the Legal profession) to cut down 

on the need to rewrite the same content over and over again. This is different from the 

discussion in the next section of Repurposing content, but does have some similarities. 

Using boiler plate information built into the templates can greatly assist the author in 

quickly getting their content developed and to the proposal managers on or ahead of time. 

Boiler plate information such as compliance statements, expository notes on proprietary 

hardware and software solutions, and any legalese, can be agreed upon per dedicated 

sections (that are common to most proposals in general) and integrated into the templates 

(complete with the proper styling). 

Rather than “cut and paste” content from previous documents (which leads to the 

inheriting of inconsistent styles, formatting, and tone/verbiage), boiler plate information 

already in place will make it much easier for authors to focus on the specific content that 

they are charged with writing. 

Much more can be said on this topic; however, a better way of looking at it would be to 

consider the pros and cons of “repurposing” content from previous documents and 

proposals. 

Repurposing 

Repurposing content from previous documents and proposals may seem like a simple 

and easy way to meet the authorship deadlines; however, this method is fraught with 

problems that need to be addressed and compensated for. Let us look at the pros and cons 

of repurposing content: 

• Pros 

o Easy method to get content into a new document 

o Most of the same or similar content was used in a previous document so 

why rewrite it 

o Time saver that helps meet deadlines 

• Cons 

o Creates inherited styles and formatting that need to be corrected, and in 

some cases completely redone 

o Not all of the repurposed information is accurate to the specific proposal 

at large, copyediting would be required to fix this issue 

o Repurposed information may be months or, in some cases, years out of 

date and would require a rewrite anyway—and if overlooked, could 

negatively impact the entire proposal bid process 

o Repurposing content is can be construed as lazy, and the same copy 

being repeated many times will inevitably lose its impact on the reader 

o Mistakes made with repurposed content will require time and effort to 

correct often being sent back to the original author for more edits. 



 

Proposal Process Restructuring 
7 

Given the fact that the cons outweigh the pros why would anyone want to use 

“repurposed” content? Because, as mentioned before, it is a time saver. So how do we 

make the repurposed content better? By marking up both the “unchangeable” and 

“changeable copy” and creating separate documents that hold only the content to be 

repurposed and nothing else. 

This may seem confusing so consider this following example: 

A discussion about the layers of materials used in a license has both unchangeable and 

changeable copy in it. For the most part, the majority of content is unchangeable except 

when there is a new method of producing these cards or new materials are used. This 

singular concept can be made into its own document that contains markups for all of the 

aforementioned copy. Markups can be done with methods as easy as highlighting the 

changeable vs. unchangeable content, using different font colors, using comments, or 

going to the next level with XML tags (though this would be for a whole new way of 

creating and managing proposals in the future to be briefly discussed later in this 

document). 

All in all, when one author steps in to take the place of the previous, they will be able 

to use repurposed content and easily configure it to the current proposals’ specs and 

matter. The legacy issues of styles and other errata are minimized if not eliminated 

altogether. Granted, file naming and markup conventions would need to be agreed upon, 

but that will just make the final process easier and more efficient by design. 

And finally, this concept applies to the use of graphics as well. As you will see in the 

following topic. 

Graphics 

One of the major issues with the proposal development process is the use or “misuse” 

of graphics. 

Graphics are a powerful tool when promoting the benefits of Viisage’s products and 

solutions over its competitors. Everything from card designs, to network topologies, to 

management processes, can be further enhanced with graphics. Graphics should be able 

to be resized, repurposed (though following the same conventions for copy as previously 

discussed), and be easily updateable. 

Sadly, this is not the case. 

In previous proposals, the graphics have been predominantly Microsoft
®
 grouped 

graphic elements that invariably cause the proposal manager to fight with in terms of 

placement and updating for the new proposal. Word’s drawing tools, though fairly useful, 

have limitations and are not really intended for the high-end graphics development 

required by corporate enterprises. The better programs for that are Adobe Photoshop, 

Adobe Illustrator, Adobe InDesign, and Quark Express to name a few. 

That is not to say that Viisage has to invest heavily into these applications or into the 

staffing and/or training of dedicated graphic designers (though that is something to 

consider in the future); however, the use of graphics must be taken more seriously than it 

has in the past. Where to begin with graphics then? 



 

Proposal Process Restructuring 
8 

Applications 

Adobe Photoshop is a great program for editing and retouching “photo-realistic” 

images for use in print and the web. In Viisage’s proposals there are not many of such 

images. And for those that are, having at least one licensed copy of Photoshop with 

someone who can do the editing (even an outsourced consultant) should be the minimum 

available resource. Which may indeed be the case. 

Adobe Illustrator is great for what is termed “vector graphics.” In other words, graphics 

that are not necessarily photo-realistic but more drawing-based. This is an especially 

useful program when creating print to press materials such as published works like 

collegiate textbooks, magazines, etc. This program is more commonly referred to as a 

“desktop publishing” (DTP) program which the name pretty much says it all. The same 

goes for Quark Express as well. These would be useful applications should Viisage’s 

proposals go to a more “formally published and bound” format much like annual reports 

and government proposals. That should be something to consider for the future as Viisage 

could take these proposals from a utilitarian look and feel to more of a work of business 

and intrinsic art (should RFP guidelines ever allow it). 

So this leads us to Adobe InDesign. As you will see, the Adobe line of products will be 

prominently featured in the breath of this entire discuss as they are uniquely qualified 

tools and resources to help Viisage create efficient, reliable, timely, and winning 

proposals. 

Adobe InDesign has much greater functionality and robustness for DTP capability than 

Word will ever have. Adobe InDesign is a full-featured layout and design application that 

will take content from the Word and PDFs (presumably created with Adobe Acrobat 

Professional) and easily allow the graphic lead (which can be basically anyone from 

proposal manager to a savvy author) to place that content in a fully formatted ready to 

print layout that conforms to all of the aforementioned guidelines, etc. 

The full features and functionality of Adobe InDesign are beyond the scope of this 

document; however suffice it to say, that with Adobe InDesign being the main graphic 

image management application, the quality and use of graphics should increase greatly 

helping to take Viisage’s proposals to the next level. 

Granted, programs like Visio should also be utilized for its great flowcharting 

capabilities as many of the proposal graphics represent. And also Adobe Illustrator 

should be considered if certain proprietary graphics need to be created to illustrate a new 

concept or business process for example. 

The bottom-line is that professional graphics design and integration need to be taken 

out of the amateur hands of Microsoft
®
 Word and put into the purview of professional 

image editing software such as the Adobe products. 

This is only part of what else needs to be implemented as far as graphics are concerned. 

The next stage has to include graphics management. 

Graphics Management 

First and foremost, any image placed in a Word or InDesign document should be 

flattened and in its final form (or a clearly stated place holder thereof). Flattening of an 
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image simply means that all of the layers that make up that image from icons, text boxes, 

pointer, borders, etc., are flattened into just one layer with no grouping. Why? 

Multi-layered, multi-grouped images are terrible to resize, edit, and place on a 

document. All of the image editing should be done beforehand in another application so 

that the final image will be easy to work with and save time in the proposal development 

process. 

Furthermore, an image library needs to be created on a network share. Images simply 

embedded in documents cause all kinds of problems such as: 

• Overly large file sizes 

• Incompatible/inconsistent image formats (JPEG, BMP, GIF, etc.) 

• Incorrect and un-editable images 

• Loss of images due to a file transfer issues 

A real image library, managed by Adobe InDesign, would eliminate most, if not all, of 

these issues. Image standards, like the aforementioned style guide, must be agreed upon 

and adhered to so that integration of these images into proposal documents will be quick, 

efficient, robust, and easy. 

There should be logical groupings of images by subject matter. Images should adhere 

to previously established file naming conventions. And images should have size and 

attribute requirements. What does that mean? 

An image can take several forms. It can be a PSD or Photoshop file that can be re-

edited should the need arise (and also versioned for history sake). It can be a JPEG (or 

other formats as need be) that is a compressed flatted version of a PSD file ready for 

integration into a document or uploading to the Web. It can have meta-tags or meta-

information, that can tell the author where it came from, who created it, what it 

represents, and keywords for searching and indexing in a large library of images. 

All in all, images properly managed can have a great and positive impact on the entire 

proposal development process and needs to be seriously considered. 

Managing graphics is at least as important as managing the documents as a whole, 

which is what the next major section will cover. 
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Document Management 
More than any other consideration for restructuring the Viisage proposal development 

process, document management is by far and away the most important. How so? 

First and foremost are versioning, backup and recovery, and security of highly 

confidential and mission critical documents that are part of the lifeblood of this 

organization. 

Take for example the recent New Mexico proposal. One of the proposal managers 

spent many hours re-formatting entire sections (which as previously discussed could be 

avoided by implementing the aforementioned recommendations) only to have them lost 

by a network storage issue. This is actually common to most companies who do not 

implement some kind of document management system along with a reliable backup and 

recovery data storage environment. 

Think of the hours that were lost, and the hours that were required to recreate work that 

should never have been lost in the first place. There’s a better way, and that way is 

through document management. 

Let us look at the various document management options available from the simplest to 

the more complicated. 

Option One: Simple—Use Existing Tools At The Very Least 

Any original document created with Microsoft
®
 Word for the purpose of proposal 

development should at least have “versioning” turned on. This allows Word to save 

previous historical iterations of the documents content should changes be made. As 

documents get passed around from one author to another, original copy will get 

completely lost and there will be no way to audit the information or track how it has 

changed completely despite the “track changes” option with Word—which also at the 

very least should be turned on. 

Next are the use of “properties” for Word documents. If you ever wondered why there 

are so many fields for information in the Properties menu option in a Word document, 

they are there to contain valuable information about who the original author of the 

document was, the subject matter, document statistics, revision history, and probably the 

most valuable feature: keywords. Searchable, indexed keywords can be an indispensable 

tool when creating and managing Word documents. How so? 

In a large document library on a network share, being able to search for that one 

particular document (that is buried under many layers of sub-directories) that has boiler 

plate info on PVC card specs will be quite the time saver for everyone. And all it takes is 

a few keywords put into the Properties of a document such as: PVC, card, specs. 

Other document properties such as: category, URL, departments, completion dates, etc. 

all have valuable uses in large collaborative workflow environments such as a proposal 

development process. Normally, this kind of meta-tagging would and should be handled 

by a dedicated document management system such as Adobe Document Center, 

NetDocuments, or EMC Documentum’s ERoom. Each of these solutions will be 

discussed later. For now, the time it takes to fill out these important fields of information 
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by the author (which should be requirement), will save lots of time later when we are 

scrambling to get the final proposal put together and delivered on or before the deadline. 

Going back to the concept of a document library on a network share should also be 

examined more closely. Currently, there is one network share known as, the M drive, that 

hosts many of the documents that made up previous proposals. Certainly, if one needed to 

refer back to this repository for previous information then it is of course a valuable 

resource. However, it is an inefficient resource and can stand some improvement. There 

are two approaches we could take with this M drive: 

1. Restructure the existing drive to conform to new directory and file naming 

standards 

2. Start a new network share from the get-go that conforms to directory and file 

naming standards 

Choice 1 would be beneficial if the bulk of any future work depended highly on all of 

the legacy documents in that repository. However, the amount of work involved initially 

to get every pertinent document on that drive “up to snuff” will take a very large and 

concerted effort. 

Choice 2 could include migrating older documents to over time to the new network 

share and rework them to conform to the new standards. But, that should not be the only 

reason to start fresh with Option 2. Having brand new templates, boiler plate documents, 

refurbished repurpose documents, graphics, and other ancillary material that are fully 

configured and conform to the new standards would be best way to get up and running 

quickly and efficiently. 

The next issue then to be faced would be backup and recovery. An agreement or policy 

must be made with IT for regular timely backups of all data on that network share! There 

is no room for negotiation on this point. If there are no backups, then the invaluable data 

that is lost for whatever reason is solely responsibility of managers who allowed the IT 

division to fail on this point. THERE IS NO EXCUSE TO BE REMISS ON HAVING A 

BACKUP AND RECOVERY POLICY AND THE RESOURCES TO IMPLEMENT IT! 

The directory structure of said network share should have established and agreed upon 

project and content folder names which are true for the subfolders as well. Restricted 

access to such folders should be enforced. And creation of new folders must be approved 

by properly authorized agent. The reason for this seemingly “draconian” approach to the 

file management element of this process is simply that everything should have a proper 

place where it can be indexed and located quickly and efficiently. Microsoft
®
 goes to 

great lengths to tightly integrate its productivity software (Word, Excel, etc.) and its 

operating systems (Windows XP Professional and Windows 2003 Server). Viisage should 

be taking full advantage of these built-in resources that are already at its disposal. 

Finally, having fully and properly configured Word documents complete with 

extensive properties data in a reliable Windows 2003 Server network share that has a 

solid backup and recovery system, will allow for faster and better document management 

on the most basic of levels. 
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Option Two: More Involved—Document Management 
Applications 

Document management can be a very involved process. The simple approach, like the 

one described above, affords some reliability yet is limited in its functionality and long-

term usefulness. The option of using document management applications provides a 

much more robust and versatile solution that has long-term value. There are two specific 

models that can be ascribed to this process: client-side applications, and server-side 

Internet/Intranet applications. Let us look at each one more closely. 

Client-side Applications 

One of these client-side applications have already been discussed in great detail, 

Microsoft
®
 Word’s built-in features working in tandem with Windows (XP Professional, 

2003 Server). Through the use of these applications, an author working with Word will be 

able to perform all of the searching, revision control, and some degree of document 

management via the application itself. This is not a clean solution, but it is a simple one. 

A better solution would be to use products like Adobe Acrobat Professional 8, the 

Adobe Document Center, and Adobe Connect—these last two being optional. Put 

succinctly, these applications are client-side programs (software that is predominantly 

installed on the author’s computer), which also have an Internet-based component to 

them. The document management capabilities become truly apparent when these 

applications are put to use. 

Features like document security, revision control, even “redaction” for shielding 

confidential material from public view, are all handled seamlessly via these products. 

Furthermore, there is a full-fledge collaborative working capability between these 

applications that allow more than one person to work concurrently on documents without 

running into versioning issues. 

The full features and functions of using these products are far beyond the scope of this 

document; however, there are some very important benefits to consider: 

• Integration with Microsoft
®
 Word and Excel 

• Better commenting, proofreading, and editing tools 

• PDFs (the native format for Adobe Acrobat documents) are better suited for 

higher quality professional printing purposes 

• Ease of combining files from different authors on the same subject matter 

• Collaboration tools, especially live real-time web-based meetings via Adobe 

Connect 

• The Adobe Document Center allows more security with documents even after 

they’ve been distributed, and tracks their usage 

All-in-all, client-side applications are great for getting the raw materials put together 

and processed. However, other resources can be employed to take this process further to 

the next level. 
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Server-side Internet/Intranet Applications 

For brevity sake, this sub-section will deal with only one specific application, ERoom, 

that will illustrate the concept of Internet Applications being employed for document 

management tasks. 

This application is and online collaborative workflow and document management 

environment that is meant to aid authors and management alike in development, revision, 

and project management tasks surrounding any business endeavor such as proposal 

writing. ERoom gets hosted on the organization’s internal servers, and has a web-based 

component to it that can be accessible from outside the organization if need be. How does 

this relate to Viisage’s proposal development process? 

The first benefit is that authors are allowed to upload “blessed” documents to a web-

based environment that will securely host and track them. Next, via a web browser 

interface, authors are allowed to check out and edit these documents using seamless 

integration with tools and applications such as Microsoft
®
 Word. These “checked out” 

documents are now under a versioning control system that will inform other authors that 

the document in question is being worked on. When a document is checked back in, it is 

ready for any number of procedures such as: collaborative editing (more than one author 

at a time editing the document concurrently), review, promotion to a higher stage of the 

project management process such as “final version, ready for printing,” etc. 

The next benefit is being able to track document ownership, versions, and searchable 

meta-data. Should authors fail to include this information on the client-side writing level; 

these Internet applications will do most of that for them. The benefits of this process have 

already been discussed in the section, Option One: Simple—Use Existing Tools At The 

Very Least. 

ERoom involves relatively low implementation costs. This application primarily works 

on a client/seat license flat rate. There are initial costs to set up these working 

environments, but after that the rest is pretty much ready to go with no further costs 

involved. ERoom’s additional security benefit that it is contained all “in house.” 

Finally, should it become necessary for authors (or even clients) to have access to these 

materials remotely, these Internet/Intranet applications certainly allow for that by their 

very web-based nature. 

There are many more benefits to this application that are far beyond the scope of this 

document, but essentially it comes down to having tools in place to help authors and 

managers maximize their content and minimize the labor-intensive tasks involved to 

develop such comprehensive proposals. 
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Collaborative Workflow 
All of the tools and processes mentioned so far really add up to one concept, 

collaborative workflow. At the end of the day, all of the work that goes into producing a 

winning proposal is the concerted effort of many individuals working together to create 

something that will benefit the entire organization. 

Therefore, a few points about working collaboratively should be given. 

The model the proposal development process that this document is trying to represent 

is much like an inverted pyramid, as the following figure represents: 

 

Figure 1: Collaborative Workflow Model 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is all part of the collaborative workflow process. The major piece of this to 

consider however is that none of these tools will be effective if policies are not agreed 

upon and adhered to by everyone. Authors need to work within the guidelines of the 

restructured proposal process, and managers need to use the tools that are implemented in 

order to maintain solid workflow consistency and pave the way for future enhancements 

to the proposal development process. This all comes down to established policies and 

defined roles for all involved parties as discussed in the following sub-section. 

Authors using Word, templates, boiler plates, and 

repurposed information. 

Proposal and Capture Managers using 

Adobe products for editing and combing 

authors’ content. 

Document management and 

collaborative workflow tools 

for authors, editors, and 

managers alike. 
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Policies 

Authors 

1. All authors will use the new Microsoft
®
 Word-based templates to create or edit their 

content for seamless integration into the larger proposal development environment. These 

templates will be installed on their local workstation copy of Word and will reside in a 

folder called, Viisage Documents. Content from previous documents, if not already 

reformatted, will be imported (without formatting) into the new template-based document 

and its new formatting will be applied. INSTRUCTIONS AND TRAINING WILL BE 

PROVIDED ON HOW TO EFFECTIVELY UTILIZE THESE TEMPLATES. 

2. All authors are required to populate meta-data fields for the documents that they 

generate either by using boiler plate content, repurposed content, or writing original 

content. The meta-data can be either completing the Properties fields of data in 

Microsoft
®
 Word documents, or tagging index and revision control information for 

documents in the document management environment (e.g. EMC Documentum’s 

ERoom), or both as directed by management. 

3. All content and documents for current proposal projects will be stored on a 

dedicated network drive or in the document management environment. THERE 

WILL BE NO EXCEPTIONS TO THIS POLICY. Future edits to said documents will be 

performed on the “uploaded” and managed versions of these documents. No local copies 

of documents will be accepted as official documents and content for proposal projects. 

Only new and original documents can be created locally on the author’s workstation 

using the templates mentioned on Policy 1, but then the “saved out” document will be 

uploaded for subsequent revision control, indexing (as defined in Policy 2), and 

managing. 

4. All authors will work closely with graphic designers to develop properly designed 

and formatted graphics that will be rendered in a dedicated graphics design application 

such as Adobe Photoshop/Illustrator, Visio, Quark eXpress, or similar programs. NO 

GRAPHICS ARE TO BE IMPORTED BY THE AUTHORS INTO ANY 

DOCUMENTS UNLESS THEY ARE APPROVED BY PROPOSAL/CAPTURE 

MANAGERS AND ARE IN THE CORRECT FINAL FORMAT. Furthermore, all 

graphics are to be stored in the very same manner and a dedicated graphics management 

repository as described in Policies 2 and 3. Authors will not create graphics themselves. 

5. Authors should work with the Proposal Managers (acting as editors) to help them 

refine their writing style to mesh more closely with the overall tone and style of the 

overall proposal. Certain language-style conventions should be adopted based on 

ubiquitous tomes such as The Chicago Manual of Style (15
th

 Ed.) and the Modern 

Language Association’s (MLA) Style Manual and Guide to Scholarly Publishing (2
nd

 

Ed.). This policy would be to help ensure that the quality of the proposal writing and the 

heterogeneous document conventions (recognized by national and international 

organizations) would be raised to their highest most professional standards. 

6. Authors will be held accountable should they fail to meet their appointed content 

writing deadlines as more lead time for proposals are given to better meet deadlines for 

submission to prospective clients. THIS POLICY WILL BE STRICTLY ENFORCED. 
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Proposal/Capture Managers 

1. Completed documents from authors (which can include documents written by 

Proposal/Capture Managers) will be edited and managed within the document 

management environment such as EMC Documentum’s ERoom (i.e. no local copies on 

a user’s workstation; unless for example, “checked out” by user and then immediately 

“checked back in” to the ERoom). Furthermore, any singular and collaborative document 

editing efforts will be conducted in a professional document development environment 

such as Adobe Acrobat Professional – Microsoft
®
 Word should only be used to either 

create new content or to replace inappropriate or corrupted content. The editing process 

will take place in a dedicated environment like Acrobat unless management or the 

prospective clients want to see documents marked up in Word with the “track changes” 

feature turned on. 

2. Graphics design should be conducted by dedicated and properly trained 

personnel. Proposal/Capture Managers (unless fully trained in graphics design programs) 

should not be responsible for creating new graphics or editing existing graphics – THAT 

IS NOT THEIR PURVIEW. This policy is similar to Policy 4 for Authors. 

3. Any other ancillary documents such as PDFs from third parties or other external 

matter included into the final proposal (as “exhibits” for example) but created elsewhere 

are subject to all relevant policies previously stated. 

4. Timelines for document editing will be handed down from either the Capture 

Manager or a dedicated Project Manager. PROPOSAL MANAGERS WILL NOT ACT 

AS PROJECT MANAGERS. Proposal development tasks need to be properly parsed out 

with as little overlap as possible in order not to severely comprise the quality and 

effectiveness of the overall work. 

5. Proposal Managers should not work in a vacuum; in other words, they should work 

collaboratively with Authors and Capture Managers and anyone else to help ensure that 

the proposal development project is on track and on focus. Regular meetings should be 

held to help this process along. Proposal Managers should also have the authority to call 

a meeting of all relevant parties should a serious problem (beyond the purview of the 

Proposal Manager) arise that warrants immediate attention. 

6. Proposal Managers, after proper training, can suggest new layout and design options 

for current and future proposals utilizing robust and dedicated applications such as Adobe 

InDesign. ALL NEW LAYOUT AND DESIGN OPTIONS ARE SUBJECT TO RFP 

REQUIREMENTS AND EVALUATIONS/APPROVALS BY MANAGEMENT. 

7. Proposal/Capture Managers will be charged with the responsibility of fulfillment 

(printing) and bindery tasks for final proposal output. This can include (and is highly 

recommended) working with an outsourced entity such as Kinko’s, or recruiting 

temporary help (either in-house or via a temporary staffing agency) to complete this 

project phase – the latter must be handled by the Capture Manager as this falls under 

“resource allocation” and therefore is part of the “project manager” role. 

8. Proposal/Capture Managers are also subject to Policy 2 for Authors. 
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Roles 

Authors 

Authors are primarily anyone who is directly involved in the creation of original 

material or the revamping of existing material used in the content generation phase of the 

proposal development process. This can include but is not limited to: engineers, software 

developers, marketing strategists, account managers, sales personnel, public relations 

personnel, financial analysts or consultants, lawyers or legal counsel, executive 

managers, capture managers, and proposal managers. The author’s are at the top of the 

inverted pyramid of the proposal development process by which their raw content will 

filter down to a refining process to the next level of editorial staff. Authors are many in 

number, but as the process gets further along the next echelon of individuals gets smaller 

in order to keep the workflow going along smoothly and efficiently. 

Proposal Managers 

Proposal Managers are part of the “editorial” phase of the proposal development 

process. PROPOSAL MANAGERS ARE NOT PROJECT MANAGERS. They are in 

fact editors and facilitators of the final output of the proposal submission materials. 

Proposal Managers work with a number of tools to help manage documents and graphics, 

assemble the various proposal components into a viable and working form, edit content 

when necessary, and propose layout and design options for current and future proposal 

projects. Proposal Managers are trained in the use of tools and resources to help this 

process along such as Microsoft
®
 Word, Adobe Acrobat Professional & InDesign, 

and EMC Documentum’s ERoom. Proposal Managers can also help train authors to use 

several of these tools or act as a “guru” for help when using these applications. Proposal 

Managers are also responsible for the fulfillment and bindery tasks involved in the final 

proposal development phase. Proposal Manager “do not” interface with clients, but they 

can deal with management when necessary. 

Capture Managers 

Capture Managers are also part of the “editorial” phase of the proposal development 

process. They share a lot of the same responsibilities as the Proposal Manager and both 

serve to supplement each other’s efforts at times. However, there are several clear 

distinctions between the two that bears note. Capture Managers “do” interface with both 

clients and management on a routine basis. Capture Managers are responsible for all 

project management tasks associated with any given proposal development project which 

can include but are not limited to: timelines, resource allocation, budgeting, reporting, 

account management, and conflict resolution. As far as the proposal development process 

is concerned, the Capture Manager and the Proposal Manager work closely to see that the 

standards and policies of the process are being judiciously adhered to, and to provide 

ancillary editorial support for proposal content. 
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Management 

Management, as far as the proposal development process is concerned, plays a role in 

signing off on final proposal output for submission to clients. Furthermore, management 

approves any new: procedures, policies, tools, layout and design, and budgets for any 

given project. Management can be involved in the content creation process when 

inclusion of their specialized information is required by the RFP. That being said, 

management must conform to the policies set forth for Author’s listed in the previous 

sub-section. Management “does not” however, play a role similar to that of the 

Proposal/Capture Manager. Management does have the authority to overrule decision 

from staff in any of the previously defined roles when the situation warrants it. 

Clients 

Clients are simply the organizations that put for the RFP for which Viisage attempts to 

produce viable and winning proposals. Clients have a lot of say in what they are looking 

for and hold the “purse-strings” when it comes to new or existing business. Clients must 

be handled delicately as their needs can unexpectedly change putting greater onus on 

Viisage and its staff to meet these new challenges. 

Vendors 

Vendors are any third party entities that Viisage employs to help with specialized 

sectors of the proposal development process that it is neither equipped nor willing to deal 

with. Examples of this are: printing and binding, generation of graphics and media 

content (if applicable), transportation of final proposal submission materials, staffing 

agencies (providing temporary employees), and various consultants. Vendor costs are 

managed by the project managers and budgets for such are approved by management. In 

no way should vendors be involved in the proposal content development process (except 

for graphic design) unless consultants are needed to provide ancillary information that 

can not be generated in-house. Vendors are very useful with labor-intensive tasks such 

as printing and binding hundreds and hundreds of pages for a proposal – which is highly 

recommended. 
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Figure 2: Proposal Development Environment 
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Costs 

Budgets for Microsoft
®
 products have already been established; therefore, there is no 

need to price out any of these at this time. The remaining products previously discussed 

in this document have different kinds of associated costs involved. The following table 

will suggest potential costs based on generic criteria as a base-line for further cost 

evaluations. 

Table 2: Potential Costs 

Product Cost per license Cost per 
subscription 

Suggested 
units 

Totals 

Adobe Acrobat 
Professional 8 

$449  5 licenses $2240 

Adobe InDesign 
CS2 

$699  1 license $699 

Adobe 
Document 
Center 

$199  5 licenses $995 

Adobe Acrobat 
Connect 

 $39 per/month 
(up to 15 users 
at once) 

 $468 for 1 year 

EMC 
Documentums 
ERoom V7.3 

$300 (1 user 
license) 

 5 licenses $1500 

ERoom Startup 
Costs 

Varies, approx. 
$1200 

  $1200+ 

 

All of the above costs are for demonstration purposes only; therefore, no grand total 

can be given at this time. Actual costs will be based on established needs and 

requirements to be determined at a later time. There may be hidden costs that can only be 

explained by the 3
rd

 party vendor representatives. 

In a nutshell, the overall costs for implementing a suite of new applications and tools 

for a restructured proposal development process probably wouldn’t exceed $10,000, and 

most likely not even half of that depending on what strategy the entire team decides to 

support. 

If and when any of these products and solutions are adopted there should also be 

discussion on another very important component of the proposal development process: 

aesthetics and proposed layout options. 
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Aesthetics and proposed layout options 
In this final stage of the proposal development process, a several new ideas on layout 

design should be considered. Though the overall look and feel of the existing proposals 

are perfectly fine for what their intended, there is always room for improvements in 

aesthetics and actual editorial practices. Such changes could involved the following: 

1. Two Column Format – this newspaper/newsletter format offers some advantages 

over a full-page format such as easier readability, shorter inherent paragraphs, and 

a fresh new look overall. 

2. Graphical Elements – essentially creative elements added to the graphics such as 

borders and drop-shadows for a more professional and stylized look and feel. 

3. Block Quotes – any learned opinions or vital selling points should be set apart 

from the main text in a bolded, centered, fully justified block quote format that 

signifies real emphasis on the subject. 

4. Subtle Compliance Statements – is it not the purpose of the entire proposal to 

comply with the requirements of the prospective client? If so, there is no need to 

have a screaming insecure-looking compliance statement set apart from the rest of 

the text. Better to move that statement to the beginning paragraph of the 

accompanying text and italicize it for subtlety—thereby meeting the requirement 

to have a compliance statement, yet making it look more natural and flowing in 

the text. 

5. Smaller Paragraphs and Smaller Bullet Points – this is relatively self-

explanatory. No one wants to read a non-fiction paragraph that is half a page long 

of perfunctory text. Nor do they want to read bullet points that are also paragraphs 

in length—thereby defeating the purpose of the bullet point to begin with. Smaller 

is better. An easy fix simply by breaking up the content in smaller pieces. 

6. Reduce Redundancies – if something has already been said, a simple reference 

to it will suffice. Too many redundancies may cause the reader to think that the 

authors are either lazy or dull—both of which could have a negative impact on the 

consideration of the proposal. 

7. Prettier Tables – simple row and column tables do not have the same appeal as 

tables with colors, nice fonts, and illustrated icons (like check marks). 

The following section should give a better illustration of these concepts. The numbers 

above correspond to the following examples given. 
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2.4 Does Viisage’s DL/ID’s comply 

with the Federally Mandated REAL ID 

Act? 

 

Viisage agrees to comply with all 

provisions of the federal REAL ID Act.  

Viisage also understands that any 

additional costs resulting from new 

federal requirements, specified after 

the date of the contract, for new card 

stock and additional security features 

shall be the responsibility of the 

agency. 

 

With that in mind, Viisage designs our 

card solutions as “platforms” that can 

be easily and inexpensively adapted to 

changing requirements and emerging 

security concerns.  Following are some 

key aspects of our proposed card 

solution which will allow the MVD 

and Viisage to attain REAL ID 

compliance in a timely fashion and 

with minimal risk:     

 

• designed to meet the latest 

AAMVA DL/ID card design 

specifications 

• designed to provide the utmost 

in security and integrity 

• can be changed to meet REAL 

ID requirements 

• Flexible system design 

regardless of future 

requirements 

• designed to support a flexible 

card manufacturing process and 

can be adapted if necessary 

• The Viisage card production 

platform can be updated to 

meet REAL ID requirements 

• The Viisage card production 

facility is designed and is 

secured to meet REAL ID 

requirements 

• The Viisage inventory 

management system is designed 

to meet REAL ID requirements  

 

Conscious of the impending provisions 

of the REAL ID Act, we will provide 

New Mexico with a card solution that 

offers a clear and timely upgrade path 

to REAL ID compliance, should any 

changes be necessary. 

 

2.5 Will the DLs and IDs meet or 

exceed the standards of the American 

Association of Motor Vehicle 

Administrator’s (AAMVA) Personal 

Identification – AAMVA International 

Specifications – DL/ID Card Design? 

 

Viisage’s proposed solution, including 

DL/ID card samples submitted with the 

proposal, is in compliance with the 

AAVMA standards. 

 

Our card designs will not only meet the 

specifications outlined in the RFP, but 

will also follow the recommendations 

contained in the latest AAMVA 

document; Personal Identification - 

AAMVA International Specification - 

DL/ID Card Design.  Compliance with 

the AAMVA standards is the 

foundation of many aspects of our 

proposed solution (i.e. card 

2 

1 

3 

4 
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construction, security features, quality 

control, production, etc.) and is 

documented in detail throughout our 

proposal.  We follow a strict practice of 

presenting all design concepts to the 

MVD for review and gaining your 

written approval before producing any 

document.   

 

For the convenience of the MVD, we 

highlight below several key features of 

our compliance with AAMVA 

specifications. Compliance with the 

AAMVA standards includes, but is not 

limited to, DL/ID card design, 

mandatory and optional data elements, 

zone contents and placement, 

horizontal/vertical layout, physical 

size, reproduction of portrait and 

signature image, physical security 

features, bar code, and testing methods.  

Please note that the provided card 

designs are to serve as examples only 

and that Viisage will work with MVD 

after contract award to finalize the card 

design, layout and contents of each 

card type. 

 

 

 

Personal Identification – AAMVA International Specifications – 

DL/ID Card Design (2005-March) 

Viisage’s Solution 

Compliance 

AAMVA DL/ID Card Design Specifications (Ver 2.0) (includes 

sections on Mandatory/Optional Data Elements and Quality Control 

 

Annex A (normative) Card Design)  

Annex B (normative) Physical Security  

Annex C (normative) DL/ID Security Device Index  

Annex D (normative) Mandatory PDF417 Bar Code  

Annex E (normative) Card Durability Test Methods  

Annex F (normative) Optional Magnetic Stripe (N/A) 

Annex G (normative) Optional Optical Memory (N/A) 

Table 3: Compliance with AAMVA Specifications 

 

 

Card Dimensions 

As illustrated in the following figure, 

the standard DL/ID card size 

dimensions will be 3-3/8” wide x 2-

1/8” high with corners rounded with at 

a radius of 0.125”. Thickness will be 

industry-standard credit card size of 

.030" (+ or -.003"). 

 

 

 

 

 
Figure 3: Card Dimensions 
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latest AMMVA DL/ID Card Design 

Specifications in both a horizontal and 

vertical format. We follow a strict 

practice of presenting all design 

concepts to the MVD for review and 

gaining your written approval before 

producing any document.  The UID 

and DLA recommendations will be 

reviewed with the MVD as part of this 

process (see: Schematic 1: AAMVA 

Zone Content Placement Recommen-

dations for Vertical and Horizontal 

Cards). 

 

 

2.7 Do the DL/ID cards have a unique 

serialized number? 

 

Each DL/ID card will contain an 

individual and unique serial number as 

well as a corresponding linear bar code 

on the card back.  During card 

personalization each card’s serial 

number will be tied to the specific 

cardholder for the duration of the card 

life.  This will allow MVD to 

definitively verify whether a certain 

DL/ID card had been issued to the 

cardholder whose biographic data is 

printed on the card.  In addition, the 

card serial number will be used by the 

Viisage Secure Inventory Management 

System (SIMS) to track card material 

throughout the card production 

process.  Lastly, Viisage proposes the 

option of encoding the card serial 

number onto the 2D bar code to further 

thwart alteration or cannibalization 

attempts; a discrepancy in the card 

number between the linear and 2D bar 

codes would indicate a fraudulent card. 

 

Card Stock Production 

Each card will be pre-printed with a 

unique serial number and a 

corresponding linear bar code during 

manufacturing.  Strict quality control 

procedures will be followed to ensure 

that no duplicate numbers are printed 

and that no cards are missing a serial 

number. 

 

The following figure shows an 

example of the serialized card stock: 

 

Figure 4: Serialized Card Stock 

 

6 
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Conclusion 
With all of these ideas being presented, it may seem that restructuring the proposal 

development process might be more trouble than it is worth. However, when one 

considers that time it takes to rewrite, reformatting, and duplicate efforts that have 

already been made, that apparent value of some kind of robust alternative become clear. 

Not all of these recommendations need to be adopted in order to help streamline the 

proposal development process. Certainly, the more exotic solutions can be implemented 

over a larger period of time. The first step on this journey should begin with a review of 

these ideas and feedback given for more concepts and methods of change. 

All-in-all, there is certainly a next step to be taken with Viisage’s proposals. You can 

guarantee that the competition is either considering such measures or have already 

implemented them. Why should this better suited organization be any less armed with the 

tools necessary to compete and supersede all challengers in this industry? 

In a modicum of time we can take Viisage’s winning proposals from professional 

documents to veritable works of art. 
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Phase I – Ancillary Support and Data Storage 

As previously discussed in the document titled, Proposal Restructuring Process, there is 

a great need to revamp how proposals are written, edited, and compiled by Viisage 

authors, proposal managers, capture managers, technology managers, and executive staff 

when responding to an RFP put forth by a prospective client for new or existing business. 

The purpose of this document is to plan out, in phased stages, the entire project of 

restructuring the Viisage proposal development process in terms of implementing new 

tools and resources into the existing proposal development workflow and infrastructure. 

The first stage of this phase should involve Ancillary Support. What is Ancillary 

Support. Simply stated, it is anything to do with templates, boiler plates, repurposed 

content, and other types of documents or related files that authors and editors will use in 

the creation of new content or the integration of existing content from other sources. 

Why is this important? Proposals need content in order to answer the requirements of 

the RFPs that come from prospective clients. Therefore, either the authors write original 

content or reuse existing content. The problem is that there is no unified way to generate 

content that will be properly formatted and ready to integrate into a whole new proposal. 

Until now. The first step involves templates for Microsoft
®
 Word. The proposed 

procedure involving templates should follow this timeline and workflow structure: 

Week One: 

Author templates will be built for Microsoft
®
 Word that are very simplified with 

minimal formatting styles and easy to follow instructions. Templates will be built, 

revised, and tested by the proposal managers 

Editor templates will be built for Microsoft
®
 Word that are more complex in available 

styles and functions; as well as, being the basic unifying structure for an entire proposal 

as the pieces are brought together. Templates will be built, revised, and tested by the 

proposal managers. 

Finally a temporary location on the “M drive” will be determined for location of new 

documents, especially those that will be created in Week Two. 

MAJOR TASKS FOR THIS WEEK 

• Author Templates 

• Editor Templates 

• Temporary “M Dive” Location For New Documents 

Weeks Two & Three:  

The full scale of existing content (documents and graphics) currently contained on 

Viisage’s “M drive” as it pertains to the proposal writing context needs to be completely 

evaluated. What is meant by “completely evaluated” is simply that all possible current 

and relevant documents that contain content used in previous proposals and will be 

reused in future proposals have to be located, categorized (on a high-level basis), and 

marked for conversion and migration to a new dedicated data storage repository for 

proposals only. 



Phase I – Ancillary Support and Data Storage 2 

 

Phased Project Plan - Proposal Process Restructuring - r1.doc 

Once the aforementioned is complete a separate plan needs to be devised and resources 

allocated, the next step is to convert and migrate the content. Conversion means taking 

raw unformatted text from the old documents and placing it in suitable “template-based” 

Word documents such as the kind that authors will be using. Furthermore, these 

converted documents will serve as the foundation for boiler plate and repurposed content 

as defined in the Proposal Process Restructuring document mentioned earlier. This 

requires that these documents be properly marked up with their property fields (a.k.a. 

metadata) fully populated (i.e. keywords, category, authors, subject, comments, etc.). 

Furthermore, all graphics source files need to be located, identified (via filename 

conventions) and properly`stored. These graphic files will then be available for editing 

and separate “final” files will be created from them based on graphics standards to be 

determined later. There is also a fair amount of metadata that can be assigned to graphics 

files as well via Microsoft
®
 Windows’ file properties fields.Doing this will ensure that 

proposal content can be indexed and more easily searched on for quicker and more 

efficient proposal writing. 

MAJOR TASKS FOR THIS WEEK 

• Content Evaluation 

• Content Marked For Conversion And Migration 

• Resources Allocated For Content Conversion (In-House Staff Or Temporary 

Employees) 

• Content Conversion Into Template-Based Documents 

• Content Properties Data Completely Populated 

 

TOOLS TO HELP US ACCOMPLISH THIS 

• Google Desktop (for searching workstations and network drives for existing 

documents) 

• Google Picassa (for searching workstations and network drives for existing 

graphics and providing a way to tag them for metadata) 

• Adobe Bridge (freeware that comes with the Adobe Creative Suite which also 

provides graphics management) 

 

The next stage of this phase should involve building a new and dedicated data storage 

repository on a network drive apart from the “M drive.” This data repository will be 

subject to reliable and regular backups. Furthermore, this data repository will also have a 

comprehensive and intuitive directory structure that compliments the purpose of filling 

out the document properties (previously stated) for indexing and searching. 

The directory structure should look something like what is depicted in the following 

graphic image. Essentially, the directory structure should be based on the building blocks 

of proposals rather than the proposals themselves. Would you address a letter to just an 

individual with no street, town, or state address? Of course not, you need to know the 

basic information of where to look instead of trying fruitlessly to look in some generic 

proposal directory that contains tons of information (some relevant, some not). Lots of 

wasted effort goes into searching non-intuitive directories for nuggets of useful content 

for a new proposal. Instead, let us start with the basics: a Documents Library, and a 

Graphics Library. From there we’ll get more and more specific until each directory goes 
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as deep as need be to contain the best most relevant basic content that will be utilized in 

all new proposals. 

The Documents library will contain all documents (predominantly Microsoft
®
 Word 

documents) that form the building blocks for proposals. This is where an author will find 

their boilerplate and repurposed content from which to work. Other supporting 

documents can be stored here as well such as semi-immutable tables, graphs, or charts 

(built in Microsoft
®
 Excel) that are already formatted and ready to integrate into the 

Word documents (or be linked into the Word documents if the information changes semi-

regularly). The same goes for Microsoft
®
 PowerPoint documents that contain other 

ancillary content or information. Microsoft
®
 goes to great lengths to integrate and 

dynamically link its productivity suite of applications, so we might as well take 

advantage of that resource. 

Furthermore, a logical hierarchy to the directory should also be established in so far as 

what stage a proposal is at. In the following example, three directories are given that are 

titled: “2008 Proposals WIP [work in progress],” 2008 Proposals Review,” and “2008 

Proposals Final.” The first directory contains all the gathered up newly created or reused 

content that has been properly formatted with the aforementioned templates ready to be 

integrated into a working reviewable Adobe Acrobat Professional PDF document for 

collaborative editing and revising. The next directory contains that working PDF in a 

central location that all relevant parties can access. The third directory will contain only 

the final “to be printed” PDF that is the entire completed and “locked” proposal ready for 

submission to the prospective clients. In the software industry they call it a “code freeze” 

which is the same thing. When it is done, it is done, no last minute changes unless 

requested by the client or by the executive management at Viisage. 

The advantage of this revision and promotion model for editing proposal content are: 

1) there is always a trace-back document trail to figure out where content came from 

making it easier to edit or change if need be. 2) the next higher-level document can be 

more easily regenerated if changes are necessary instead of “jury-rigging” a supposed 

final document that could (and most likely would) introduce formatting or content errata 

by slipping in altered material. 3) a clear and evident proposal development status is 

created by using this model as authors and editors will see, by the very nature of the 

populated directories, where we are and where we need to be. 4) and finally, the idea 

should be that we go from many documents down to one – the benefits of this are 

numerous: serious revision control, easier collaborative editing, and easier fulfillment 

(printing and binding) when proposal managers don’t have to chase down errant or 

mission sections of a proposal lost out on the network or on an author’s workstation. 

As far as the Graphics Library is concerned the idea behind it is relatively simple: 

files/images are organized by what they represent (e.g. card design, org charts, product 

images, etc.); and each image has two types of files associated with it, a source file that 

can be edited in a dedicated graphics program such as Photoshop or Visio, and a flattened 

final file that is ready to be incorporated into a proposal document. 
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Addendum: Rob Tuccelli of the IT Department has indicated that the easiest and 

preferred solution is to create a new folder in the Marketing folder on the “M Drive” 

map it to any local workstation drive (A through Z whichever is available) and build the 

new directory structure in there. He can assign permissions to that folder to only allow 

specific users to access. This is a quick and simple solution for now to implement in lieu 

of a real “document management” domain to be discussed later in this plan. 

Week Four 

The final stage of the phase would involve actual migration of all converted content to 

the new dedicated directory structure. Also, training would be involved in help authors 

and editors get up to speed on using the new templates and accessing the data storage 

repository. 

The training regimen for authors could be as easy as sitting down with an author for a 

half hour installing the new template on their local workstation, and going over the new 

processes of generating content for proposals. 

The training regimen for editors (presumably proposal and capture managers) might 

involve formalized training using Adobe Acrobat Professional and InDesign. 

A test run on a minor RFP might be a good way to work out the kinks in the system 

and prepare the way for the next phases in the proposal process restructuring project. 

Phase 1 Costs 

The costs for this phase are minimal since Viisage personnel would more or less be 

using existing applications and resources. The only additional costs would be licenses for 

Adobe products such as Acrobat Professional and InDesign ($449 and $699 respectively 

per license). Professional training costs are highly variable and differ from training 

institution to training institution. Example costs from a professional corporate 

communications company that provides professional applications training such as nSight 

Inc. of Burlington, MA (www.nsightworks.com) are given below: 

APRIL 2007 
2 Adobe Acrobat Pro    $295 per seat 
9 Adobe InDesign CS2 Basic  $295 per seat 
10 Adobe InDesign CS2 Advanced $295 per seat 

 

The above training institution’s level of quality is highly rated in this regard as they 

have been in the editorial and corporate communications business for nearly 25 years. 

Their clients range from publishing organizations such as Pearson Eduction, to 

technology corporations such as Microsoft
®
 Inc. Of course, this is just an example as 

Viisage could go with a preferred vendor in this regard. 
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Conclusion 

With Phase I – Ancillary Support and Data Storage complete the authorial and 

editorial foundations for creating robust new proposals should be well established. Since 

this phase involves mostly existing and in-house resources the risks to benefits ratio is 

quite small. In fact, the reverse should be true. The benefits to risks ratio is quite large 

with the benefits far outweighing any perceived risks of adopting these new methods. 

As we get further along into subsequent phases that may not be as true, but overall the 

benefits of doing at least something different is tantamount to the future success of the 

Viisage proposal development process. 
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Phase 2 – Document Management 

This phase is a little more complicated than the previous phase due to the addition of 

document management applications and solutions to the network infrastructure. In brief, 

the main component to this is an application that is database-driven environment, hosted 

and run internally only, and globally accessible to authorized users. Furthermore, this 

solution must allow for document management and document version control among 

other online collaborative workflow features. 

The candidate application under consideration is EMC Documentum’s eRoom version 

7. This program has the following beneficial attributes: 

• Data-base driven 

• Run/hosted internally or on in-house servers 

• Relatively low startup costs 

• One time flat rate fee for user license 

• Minimal maintenance by IT support personnel 

• Easy to use web-based user interface 

• Document and version control 

• Project Status Tracker 

• Secure easy setup 

 

Week One 

Configure and install back end server application and SQL database. This will involve 

a bit of leg work on the IT support personnel’s part, but Documentum assures its clients 

that the process is relatively straight-forward and quick. Also, client software must be 

downloaded and installed onto user workstations for “drag and drop” functionality with 

eRoom environment. 

Week Two 

Author training can commence with a focus on the document management features of 

eRoom. This can either be formal training, provided by Documentum trainers (at 

additional costs), or by a third party training facility. Another less costly option is to train 

a handful of Viisage staff and then allow them to train the rest of the authors and (editors 

as described in the next section). Training would only require a few hours time at most to 

learn all of the relevant features of the eRoom and then allow the users to discover what it 

can do for them on their own (via the eRoom “sandbox”). 

Week Three 

All documents from the previous phase will need to be migrated into the eRoom 

(keeping the same or similar directory structure) environment in a mass duplication. 

Depending on how much metadata per document is imported, a concerted effort will need 

to be made to retag all of the documents in order to optimize the eRoom usage and 

document control benefits. This may involve temporarily staffing up resources as in the 

previous phase in order to accomplish this 
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Phase 2 Costs 
Product Cost per license Cost per 

subscription 
Suggested 
units 

Totals 

EMC 
Documentums 
ERoom V7.3 

$300 (1 user 
license) 

 5 licenses $1500 

ERoom Startup 
Costs 

Varies, approx. 
$1200 

  $1200+ 

 

Note, these costs do not include training or man hours for installation and configuration 

of the products. However, the costs overall are fairly minimal compared to the benefits of 

implementing this solution. 

Conclusion 

In order to illuminate the benefits versus the risks involved in adopting this solution, a 

live on-site demonstration by Documentum personnel is warranted. They have the 

expertise to answer and assuage all concerns about the product and its benefit to our 

organization in contrast to any possible risks. In brief, here are some possible concerns: 

• Is it secure enough? 

• Will authors/editors be able to easily and quickly adopt this resource into their 

daily workflow? 

• Can it manage documents more effectively than what we already have in place? 

• Are the costs justified? 

• How many users do we need on this system? 

• Is this a long-term solution or an interim one to an even bigger option? 

 

Many companies such as Houghton Mifflin and Adobe Systems are using the eRoom. 

They are utilizing many of its project management and online collaboration workflow 

features as discussed in the next phase. 

Addendum: Rob Tuccelli of the IT Department has indicated that there has been much 

discussion over implementing a document management and version control solution such 

as EMC Documentum’s eRoom or Microsoft
®
 SharePoint. He recommends that Marty 

Dugan should have a conversation with Jeff Radin about finally adopting a real 

document management and version control solution based on the recommendations in 

this document and the Proposal Process Restructuring document previously mentioned in 

Phase 1. 

Though Microsoft
®
 SharePoint is not mentioned in any of these documents, it is 

certainly a viable option for the proposal development process should Viisage decide to 

go with this solution. Furthermore, it appears that other L1 divisions are already using 

it; therefore, the leap to adopt it might not be that great. EMC Documentum’s eRoom 

however does have lots of project-based features that do lend itself more easily to the 

intent and goal of this project plan; as well as, integrating better with the Adobe suite of 

products that have been previously mentioned. 
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Phase 3 – Online Collaborative Workflow Environment 

This is a trickier phase to represent benefit-wise. Discussing a product like EMC 

Documentum’s eRoom is easy when it comes to describing how the document 

management features work and relate to the Viisage proposal development process. 

However, as far as an online collaborative workflow environment is concerned the best 

way is to let the Documentum product descriptions do the talking: 

 

Features Benefits 

Easy to use 

 

Initiate projects quickly and work in a 

flexible, secure, and highly intuitive 

environment. 

User-defined "dashboards" Gain immediate insight into the status of 

multiple projects and processes that span 

multiple eRooms with direct access to 

underlying data. 

Integrated instant messaging (IM) 

 

Stay aware of team member availability, 

speed team interactions and resolve issues, 

and notify users of project updates in real 

time and as scheduled via e-mail and IM. 

Project planning and reporting 

 

Easily administer project report printing 

and formatting options. Use Gantt charts 

and planning features to track tasks and 

milestones. 

Extensive search 

 

Leverage site-wide search capabilities for 

content, members, and workspaces. 

Version control 

 

Allow users to engage in multi-topic, 

multi-threaded discussions and leverage 

contextual version control. 

Desktop, office, and e-mail integration  

 

Integrate Microsoft® Office and 

Microsoft® Outlook synchronization of 

tasks and events, dragging and dropping 

items to and from your desktop 

Portal integration 

 

Integrate with leading portal environments 

such as Microsoft® SharePoint and BEA 

WebLogic. 

 

 

Since this environment has been completely setup in Phase 2 – Document 

Management, there is really no timeline or costs involved in this phase. The only relative 

unkown is how long it will take for editors (proposal and capture managers, management, 
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and technical editors) and some authors to start adopting this resource for the above 

purposes. A conservative estimate would be about a month’s worth of time for the full 

power of this resource to be realized. 

Conclusion 

The real benefit for this resource will be felt when the overall proposal process from 

RFP to proposal fulfillment is made so much more efficient and robust when this 

application and environment is integrated into the workflow. There are many case studies 

that illustrate how this system helped other organizations optimize and maximize the 

same type of work-related tasks that Viisage is trying to accomplish. These studies can be 

found here: 

http://software.emc.com/products/software_az/eroom.htm 

 

The graphic on the following page illustrates the entire process topology: 
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Phase 4 – Fulfillment Options 

The final phase of this proposal process restructuring project should involve the final 

phase of proposal development: fulfillment. Fulfillment is simply defined as printing and 

binding all the proposal materials and shipping them out to be delivered to the 

prospective clients on or before the proposal deadline. 

Traditionally, this has all been accomplished in-house using Viisage document printing 

equipment, office supplies (binders and dividers), and personnel. The amount of time this 

process takes along with the “wear and tear” on office hardware and resources is wholly 

inefficient given that this environment is not setup to perform such tasks on an industrial 

scale as a dedicated fulfillment vendor such as Kinko’s or even OfficeMax. 

It is the recommendation that this part of the process be handed over to an 

“outsourced” entity than can get “proof” copies of the final proposal put together in an 

incredibly short amount of time for a final approval and then a “green light” to print and 

bind the production copies and ship them directly to the prospective clients. Take for 

example the following situation: 

The recent New Mexico proposal could have been a wash when UPS failed to deliver 

the bound and printed copies of the entire document to the client on time. A Viisage 

representative was in the region as a backup ready to do the exact same thing as 

mentioned above should the proposal copies not arrive. They finally did arrive close to 

the “nth” hour and all was well, but that was cutting it way too close. 

With all of the other phases in place, there should be no need to have RFPs turned into 

proposals coming “down to the wire” just before the deadline for delivery. With the 

luxury of time on our side, the fulfillment option of using a third party vendor becomes 

very enticing for the following reasons: 

• Dedicated fulfillment service with adequate resources to provide top quality 

printed production proposal copies 

• Viisage staff man-hours are not taken away from more important work during 

fulfillment process 

• There are less costs involve when you consider the man-hours lost and the strain 

on Viisage resources by doing the fulfillment option via a third party instead of 

in-house 

• Less stress on everyone 

• Fulfillment could be conducted in a geographically advantageous region (close to 

any client) with a national chain vendor, speeding up delivery of production 

proposal copies with no need to cross vast national distances 

• A very good professional working relationship could be established with a vendor 

the may provide other ancillary benefits “down the road” such as printing 

marketing media, trade show media, annual reports, or other high-quality 

professional publications. 

• Binding options could go beyond the typical 3-ring binder and utilize aesthetically 

pleasing more professional-looking bindery options that are functionally better as 

well. 
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Phase 4 Costs 

Essentially, the costs for this option are unknown at present, but working with a 

preferred vendor or a new one capable of providing this service will yield the full breadth 

of these costs and the benefits in the “long run.” 

A pilot program could be established to see if this option is a viable one for a smaller 

proposal even before Phases 2 and 3 are implemented. This is a highly recommended 

option as it will have the immediate benefit of a quick turn around instead of 2 to 3 days 

of printing from one color printing and 2 days of stuffing binders. 

Conclusion 

Clearly the benefits outweigh the risks with this option. Certainly, the last thing 

Viisage wants is a repeat of the New Mexico “near miss.” Many companies adopt this 

option especially in advertising when there are copious amounts of printed matter to 

produce. Since Viisage is not in the publishing industry and has a dedicated printing 

facility, this is the next best option. What if a serious million-dollar deadline is looming 

and all of sudden the one color printer fails completely and a black and white copy will 

not do? Who do we turn to then? Viisage will be paying “through the nose” for a last 

minute fulfillment job instead of working with a preferred vendor in a timely fashion with 

an amicable agreement in place. That is not a situation Viisage should ever be in period. 
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Knowledge Base and Core Content Survey Results Summation 

Introduction 

The purpose of this survey is to begin establishing a baseline of key concepts as 

practiced and utilized by major contributors of the Viisage proposal writing members as 

it pertains to the creation, development, and delivery of proposal responses to RFPs and 

RFIs from state, government, and international agencies and organizations. 

Such key concepts are part of what should be considered the “core content” that will 

hopefully be stored in a more manageable fashion in a universally accessed “knowledge 

base,” i.e. a content management system and an online collaborative workflow 

environment. 

To this end the following survey has covered three major areas of interest: Pervasive 

Concepts For Viisage Proposals, Proposal Writing Process Strengths, and Proposal 

Writing Process Weaknesses. The rest of this discussion utilizes these concepts as 

model for interpretation of the survey results. 

Pervasive Concepts For Viisage Proposals 

What is a Pervasive Concept? Put simply a pervasive concept is an area of the 

company’s core competencies that finds itself manifesting in many proposals such as 

Montana, New Mexico, Virginia, Georgia, and California. By far and large the biggest 

pervasive concept is Document Authentication (DAS). According to the staff members 

surveyed, DAS was the single-most pervasive concept they dealt with whether from a 

technical, marketing, proposal writing, or sales perspective. This only makes sense as 

most of what the organization has built its core business on has been DAS. Following this 

logic, it can only conclude that a large amount of knowledge base resources needs to be 

dedicated to the proper indexing and formatting of DAS content and related concepts as 

defined by the Key Content Concepts tree. 

Second to DAS is Central Production Processing which is as subset of Card Design 

and Security. Given the incalculable variables in any survey, it would be safe to assume 

that core concepts revolving around card production holds similar weight as DAS and 

should be allocated the same focus in building out the knowledge base. 

Facial Recognition System (FRS), Cards (as mentioned above), ID Suite, and 

AutoTest/RoadTest are next tier down of pervasive concepts. As seen in many proposals, 

lots of content based on these concepts has been reused over and over again, and 

therefore should be given solid focus in the knowledge base but not as much as the 

aforementioned. 

Other notable pervasive concepts are the more service-related ones such as: Field 

Service, Customer Service, and Help Desk Support. This is interesting as a lot of what 

Viisage does involves a high-level of customer service in one form or another. This 

could be an especially helpful insight as to the benefits of a knowledge base as in 
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troubleshooting hardware and software issues as it pertains to providing technical support 

for customers. For example, just like when an owner of a consumer electronics products 

or software calls the manufacturer for technical support, a large portion of the solutions 

have already been codified in a knowledge base for the help desk support engineer to 

refer to. Well if Viisage were to take this one step further (as companies like Apple, 

Microsoft, HP, and Sony do) and provide such solutions on a web-based publicly 

accessible knowledge base (a sub-component of the internal knowledge base being 

utilized for proposal writing and a host of other uses), then it stands to reason that time 

and resources can be saved by Viisage/L1 as there will be less dependence on already 

stretched man-power to solve ubiquitous issues. And at the very least, a customer service 

sub-domain to the knowledge base may provide many more benefits least of which would 

be for the sales department to utilize more easily accessible statistics when pitching new 

business opportunities to prospective clients. 

The conclusion from measuring the degree of pervasive concepts is that as the 

company grows and the knowledge base grows, continual metrics testing for this model 

will be invaluable in determining focus and resources for the proposal writing team as 

well as where the overall core competency spectrum for the business is heading. Please 

refer to the chart on page 6 for a visual measurement of current pervasive concepts. 

Proposal Writing Process Strengths 

There seems to be a general consensus concerning the overall strengths of the proposal 

writing process. These qualities follow a distinct pattern and are flow, i.e. Team Effort, 

Better Proposals Than Competitors, Making The Deadlines, Demonstrations, Large 

Amount Of Existing Material, Commitment And Dedication, and High Performance. 

Interpreting these results based on face-value alone would suggest that there it should 

come as no surprise when it takes nearly twice as long and twice the effort (sometimes 

more) to write and produce strong proposals that often comes down to the deadline wire 

or surpasses it (resulting in disqualification, or a strain on the company’s reputation as 

we had recently with Georgia). Therefore it takes an enormous amount of dedication and 

commitment by the heroic proposal writing staff to pull off sometimes Herculean efforts 

often at the expense of quality, success, personal time, and other projects. This is a 

testament to the Viisage staff that by their will alone the life blood of this organization 

(i.e. the proposals) makes it out the door and keeps this business alive and thriving. The 

staff and the organization deserve better and a knowledge base and reduction of the 

following weaknesses would certainly contribute to that goal. 

Proposal Writing Process Weaknesses 

So what are these weaknesses to the proposal writing process as universally understood 

by the participants of the Knowledge Base and Core Content Survey? 

They are: 

• Too Much Disorganized Material 

• Not Enough Technical Writers 
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• Scheduling 

• References 

• Little or No Proofreading 

• Low-capacity Printing Resources 

• Man-power With Domain Knowledge 

• Time And Availability To Train New Hires 

• Need Tools And Resources 

• Too Much Cutting And Pasting 

• Resource Constraints 

• No Clear Definition Of Ownership 

• No Formal Proposal Writing Group 

Many of these very same weaknesses and their apparent solutions have been discussed 

in previous write-ups such as the Proposal Process Restructuring v1.5 document. 

However, it begs to note that some of these weaknesses have been cited for a long time 

with little or no change to resolve them. The first foremost is Too Much Cutting And 

Pasting. The fact that most survey respondents felt that this was the one glaring weakness 

that desperately needs to be addressed speaks volumes for the need of an online 

knowledge base that contains boilerplate content that can easily accessed and tweaked 

for specific proposals. This is the optimal use for a knowledge base that will dramatically 

improve the time it takes to generate and produce new and winning proposals—also it 

dramatically improve the moods of the proposal contributors as most are openly tired of 

the cutting and pasting model this destined to fail sometime in the future if things do not 

change. 

Surprisingly, the next huge weakness that must be addressed (possibly even before the 

aforementioned) is Little or No Proofreading. It has been seriously noted that many 

proposals are going out the door with little or no proofreading being done on them in an 

effort to simply be compliant. Many survey takers are unhappy that they are putting their 

hearts and hopes into these endeavors only to know that the quality of the finished 

product is less than what everyone desires it to be. Simply saying that Viisage proposals 

are still better than the competitors (despite the flaws) is short-changing and devaluing all 

of the hard work that this notable staff has put into them. The lack of professionalism that 

creeps up in an executive summary, or a process description, or even a pricing model due 

to the desperate need to be compliant only and not professional undeservedly reflects 

poorly on this organization and consider of what kind of work we would do for the client. 

The simple fact that many of those surveyed reiterated this fact says a lot about what one 

major issue really is and keeps people up at night worrying about it. 

Three other weaknesses that should be noted are, Not Enough Technical Writers, No 

Clear Definition Of Ownership, and Low-capacity Printing Resources. Each of these 

weaknesses bear further discussion as they have been bandied about for some time with 

no clear distinction as to how manage them. 

The first one, Not Enough Technical Writers, gets a lot of press as everyone agrees that 

we should have more technical writers but the biggest concern is how to do the so-called 

knowledge transfer to get them up to speed. The answer is simple, have reasonably 
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qualified technical writers perform the knowledge base content population tasks that will 

surely get them familiar with all of the core concepts, pervasive concepts, and graphics 

management that is practiced here at Viisage for proposal writing. This would be the best 

way to get them into this environment and build our knowledge base concurrently. 

The second one, No Clear Definition Of Ownership, is a new one that seems to be 

rearing its ugly head as more and more people are brought on “last-minute” to try to save 

the proposal writing process for a particular from falling apart completely and missing a 

deadline. Clearly the Capture Manager idea is a good solution to this problem, but 

without an online collaborative workflow environment to keep the communications and 

versioning of the content as it gets parsed into a new proposal, there will continue to be 

bottlenecks in the process and overlap of responsibilities that can again lead to no clear 

definition of ownership. 

On a final note, one of the aforementioned weaknesses seems to be finally getting the 

attention it deserves and the company is now heading in the right direction when it comes 

to, Low-capacity Printing Resources. With the use of AlphaGraphics on the California 

and Georgia proposals to produce the bulk of the printed material for submission to the 

relevant agencies, we have been able to turn around the huge projects successfully and 

on-time. There simply would have been no way to do it otherwise. In fact, not one week 

after Georgia was submitted, our main color printer finally went out of commission and 

required extensive repair. Imagine if it had failed while attempting to print the Georgia 

(or California with its 17 copies of the technical volume) proposal the day before it was 

to be driven down to the agency! 

Realizing that outsourcing the printing is a now a fact of life for our proposal writing 

process we should begin to look for ways to further enhance and optimize this valuable 

resource to continue to save staff efforts for focusing on making the proposals even better 

than they already are. This is a topic for further discussion. 

Please refer to the charts on page 7 for a visual measurement of proposal writing 

process strengths and weaknesses. 
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Conclusion 

The views and opinions cited in this survey summation are an amalgam of previously 

stated thoughts and discussions reiterated during the survey process. There are many 

opinions ranging from how great the team is and how great our proposals are to a burning 

desire to change the process lest a real disaster befall us such as missing a deadline. Some 

have stated that things are considerably better than they were two years ago and that the 

process is constantly improving despite no clear project plan to do so. That in and of 

itself if a testament to the hard work and dedication of the Viisage proposal writing 

contributor staff to see that their work continues the success of this organization. 

An online knowledge base and an online collaborative workflow environment seems to 

be a resource that everybody involved in this process is clamoring for. However, without 

a true commitment to building out these resources in time for the next big proposal it may 

be a wasted effort. There is an imperative that these results seem to signify: Viisage 

needs these resources as soon as possible. 
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Survey Results Graphs 
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Proposal Writing Process Strengths and Weaknesses 
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Knowledge Base and Core Content Survey 

1. What is your name, title, department, and company division? 

 

2. List all of the major core specialty that you directly deal with. For example: FRS, 

DAS, AutoTest, etc. Rate each specialty in order of importance and responsibility to your 

role on a scale of 1 to 10 (10 being the most important). 

Core Specialty Importance & 

Responsibility 

  

  

  

  

  

  

 

3. For each major core specialty, list in your opinion, what the key sub-areas or 

components are that make up this specialty. 

Core Specialty Sub-areas or Components 
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4. To the best of your knowledge, list the proposals that you’ve worked on where most 

if not all of the major core specialties and key sub-areas or components are discussed in 

to a large extent. 

Proposal Concepts Discussed (abbreviations and initials are fine) 

  

  

  

  

  

  

 

5. Please discuss what you feel are the strengths and weakness of the existing proposal 

writing process and what areas you think need improvement. 

Strengths Weaknesses 

  

  

  

  

 

Areas Needing Improvement 
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SECTION ONE – EXECUTIVE SUMMARY 
 
Lorem ipsum dolor sit amet, consectetuer 
adipiscing elit. Nullam quis quam. Aliquam 
tincidunt, tellus quis consequat imperdiet, risus 
purus dignissim ipsum, ut posuere nunc velit et 
risus. Maecenas sapien nulla, mollis in, luctus eu, 
imperdiet ac, leo. Curabitur et nibh nec pede 
pellentesque viverra. Sed metus arcu, porta at, 
condimentum sed, aliquet vel, arcu. Sed tortor dui, 
pellentesque quis, dictum eu, pretium vitae, est. 
Aenean suscipit libero convallis enim. Sed eget est 
ac ligula rhoncus condimentum. Pellentesque habitant morbi tristique senectus et netus et 
malesuada fames ac turpis egestas. Morbi at sapien. Fusce tortor orci, tristique ut, tempor 
pellentesque, pulvinar id, massa. Quisque sit amet nunc. Donec tempus nunc et mauris. 
Curabitur sagittis, velit sed consectetuer vehicula, lorem quam volutpat nulla, et ultrices dolor 
neque in risus. Duis vehicula. Proin nec felis ut sapien varius adipiscing. Pellentesque congue 
massa vestibulum dolor euismod fermentum. 
 
Nunc venenatis, mauris id aliquam porttitor, tortor purus ornare leo, vel hendrerit mauris nulla 
ac leo. Vestibulum hendrerit turpis ac turpis. Aenean porta aliquam quam. Maecenas tempor 
pulvinar dolor. Pellentesque faucibus hendrerit orci. Nullam molestie enim ac diam. Donec 
rhoncus lorem varius enim. Sed nonummy est eu quam. Nullam facilisis nulla eget leo. 
Pellentesque tincidunt, leo sed vulputate pretium, lacus sapien varius eros, a vestibulum odio 
nulla ut pede. Sed nec nibh. 
 
Integer hendrerit velit ac odio. In hac habitasse platea dictumst. Donec sit amet lectus sit amet 
pede imperdiet tempus. Duis tempor odio in libero. Morbi eget diam varius nunc aliquet 
molestie. Aenean at velit. Morbi massa diam, porta quis, volutpat quis, placerat id, libero. 
Maecenas facilisis. Nunc lobortis diam sit amet arcu vulputate bibendum. In hac habitasse 
platea dictumst. Phasellus vehicula scelerisque metus. Curabitur metus enim, tristique vel, 
congue eget, molestie vel, ligula. Phasellus ut elit at ipsum tincidunt semper. In iaculis 
interdum orci. 
 
Sub-section 1.0: Company Background 
 
Sed vestibulum, nunc ac pretium tempus, dolor felis sollicitudin dui, commodo rutrum metus 
odio in mauris. Nam tristique nibh vitae diam. Mauris adipiscing. Aenean accumsan, nisl quis 
placerat laoreet, leo est malesuada tellus, quis dignissim neque nisi in ipsum. Pellentesque 
habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Suspendisse 
placerat, diam sed volutpat scelerisque, ipsum massa convallis massa, sed mattis diam odio sit 
amet leo. Praesent sit amet magna. Sed id urna. Quisque est nunc, tincidunt in, tempor nec, 
convallis quis, nunc. Fusce suscipit sollicitudin turpis. Nunc euismod aliquam orci. Aliquam erat 
nulla, pharetra a, gravida condimentum, molestie ut, odio. Nullam adipiscing purus id turpis. 
Fusce ac tellus ut orci aliquet sagittis. Etiam semper pretium erat. 
 
Etiam lacinia feugiat lectus. Duis et nunc. Integer fringilla quam nec ipsum. Integer sodales 
libero sit amet pede. Praesent magna. Pelle ntesque adipiscing ullamcorper velit. Maecenas non 
pede. Aenean pharetra. Donec eu mauris. Mauris pharetra metus quis enim. Donec diam. Sed 
quam felis, gravida vitae, adipiscing et, placerat a, mi. In eget mauris. 

Figure 1.1: Viisage Logo 
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SECTION ONE – EXECUTIVE SUMMARY 
 
Lorem ipsum dolor sit amet, consectetuer 
adipiscing elit. Nullam quis quam. Aliquam 
tincidunt, tellus quis consequat imperdiet, 
risus purus dignissim ipsum, ut posuere 
nunc velit et risus. Maecenas sapien nulla, 
mollis in, luctus eu, imperdiet ac, leo. 
Curabitur et nibh nec pede pellentesque 
viverra. Sed metus arcu, porta at, 
condimentum sed, aliquet vel, arcu. Sed 
tortor dui, pellentesque quis, dictum eu, 
pretium vitae, est. Aenean suscipit libero 
convallis enim. Sed eget est ac ligula 
rhoncus condimentum. Pellentesque 
habitant morbi tristique senectus et netus 
et malesuada fames ac turpis egestas. 
Morbi at sapien. Fusce tortor orci, tristique 
ut, tempor pellentesque, pulvinar id, 
massa. Quisque sit amet nunc. Donec 
tempus nunc et mauris. Curabitur sagittis, 
velit sed consectetuer vehicula, lorem 
quam volutpat nulla, et ultrices dolor 
neque in risus. Duis vehicula. Proin nec 
felis ut sapien varius adipiscing. 
Pellentesque congue massa vestibulum 
dolor euismod fermentum. 
 
Nunc venenatis, mauris id aliquam 
porttitor, tortor purus ornare leo, vel 
hendrerit mauris nulla ac leo. Vestibulum 
hendrerit turpis ac turpis. Aenean porta 
aliquam quam. Maecenas tempor pulvinar 
dolor. Pellentesque faucibus hendrerit orci. 
Nullam molestie enim ac diam. Donec 
rhoncus lorem varius enim. Sed nonummy 
est eu quam. Nullam facilisis nulla eget leo. 
Pellentesque tincidunt, leo sed vulputate 
pretium, lacus sapien varius eros, a 
vestibulum odio nulla ut pede. Sed nec 
nibh. 
 
Integer hendrerit velit ac odio. In hac 
habitasse platea dictumst. Donec sit amet 
lectus sit amet pede imperdiet tempus. 
Duis tempor odio in libero. Morbi eget diam 
varius nunc aliquet molestie. Aenean at 
velit. Morbi massa diam, porta quis, 
volutpat quis, placerat id, libero. Maecenas 
facilisis. Nunc lobortis diam sit amet arcu 
vulputate bibendum. In hac habitasse 
platea dictumst. Phasellus vehicula 
scelerisque metus. Curabitur metus enim, 
tristique vel, congue eget, molestie vel, 

ligula. Phasellus ut elit at ipsum tincidunt 
semper. In iaculis interdum orci. 
 

Sub-section 1.0: Company 
Background 

 
Sed vestibulum, nunc ac pretium tempus, 
dolor felis sollicitudin dui, commodo 
rutrum metus odio in mauris. Nam tristique 
nibh vitae diam. Mauris adipiscing. Aenean 
accumsan, nisl quis pla cerat laoreet, leo 
est malesuada tellus, quis dignissim neque 
nisi in ipsum. Pellentesque habitant morbi 
tristique senectus et netus et malesuada 
fames ac turpis egestas. Suspendisse 
placerat, diam sed volutpat scelerisque, 
ipsum massa convallis massa, sed mattis 
diam odio sit amet leo. Praesent sit amet 
magna. Sed id urna. Quisque est nunc, 
tincidunt in, tempor nec, convallis quis, 
nunc. Fusce suscipit sollicitudin turpis. 
Nunc euismod aliquam orci. Aliquam erat 
nulla, pharetra a, gravida condimentum, 
molestie ut, odio. Nullam adipiscing purus 
id turpis. Fusce ac tellus ut orci aliquet 
sagittis. Etiam semper pretium erat. 
 
Etiam lacinia feugiat lectus. Duis et nunc. 
Integer fringilla quam nec ipsum. Integer 
sodales libero sit amet pede. Praesent 
magna. Pellentesque adipiscing 
ullamcorper velit. Maecenas non pede. 
Aenean pharetra. Donec eu mauris. Mauris 
pharetra metus quis enim. Donec diam. Sed 
quam felis, gravida vitae, adipiscing et, 
placerat a, mi. In eget mauris. 

Figure 1.1: Viisage Logo 
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SECTION ONE – EXECUTIVE SUMMARY 
 
Lorem ipsum dolor sit amet, 
consectetuer adipiscing elit. Nullam 
quis quam. Aliquam tincidunt, tellus 
quis consequat imperdiet, risus purus 
dignissim ipsum, ut posuere nunc velit 
et risus. Maecenas sapien nulla, mollis 
in, luctus eu, imperdiet ac, leo. 
Curabitur et nibh nec pede 
pellentesque viverra. Sed metus arcu, 
porta at, condimentum sed, aliquet 
vel, arcu. Sed tortor dui, pellentesque 
quis, dictum eu, pretium vitae, est. 
Aenean suscipit libero convallis enim. 
Sed eget est ac ligula rhoncus 
condimentum. Pellentesque habitant 
morbi tristique senectus et netus et 
malesuada fames ac turpis egestas. 
Morbi at sapien. Fusce tortor orci, 
tristique ut, tempor pellentesque, 
pulvinar id, massa. Quisque sit amet 
nunc. Donec tempus nunc et mauris. 
Curabitur sagittis, velit sed 
consectetuer vehicula, lorem quam 
volutpat nulla, et ultrices dolor neque 
in risus. Duis vehicula. Proin nec felis 
ut sapien varius adipiscing. 
Pellentesque congue massa vestibulum 
dolor euismod fermentum. 
 
Nunc venenatis, mauris id aliquam 
porttitor, tortor purus ornare leo, vel 
hendrerit mauris nulla ac leo. 
Vestibulum hendrerit turpis ac turpis. 
Aenean porta aliquam quam. Maecenas 
tempor pulvinar dolor. Pellentesque 
faucibus hendrerit orci. Nullam 
molestie enim ac diam. Donec rhoncus 
lorem varius enim. Sed nonummy est eu 
quam. Nullam facilisis nulla eget leo. 
Pellentesque tincidunt, leo sed 
vulputate pretium, lacus sapien varius 
eros, a vestibulum odio nulla ut pede. 
Sed nec nibh. 
 
Integer hendrerit velit ac odio. In hac 
habitasse platea dictumst. Donec sit 
amet lectus sit amet pede imperdiet 
tempus. Duis tempor odio in libero. 
Morbi eget diam varius nunc aliquet 
molestie. Aenean at velit. Morbi massa 
diam, porta quis, volutpat quis, 
placerat id, libero. Maecenas facilisis. 

Nunc lobortis diam sit amet arcu 
vulputate bibendum. In hac habitasse 
platea dictumst. Phasellus vehicula 
scelerisque metus. Curabitur metus 
enim, tristique vel, congue eget, 
molestie vel, ligula. Phasellus ut elit at 
ipsum tincidunt semper. In iaculis 
interdum orci. 
 

Sub-section 1.0: Company 
Background 

 
Sed vestibulum, nunc ac pretium 
tempus, dolor felis sollicitudin dui, 
commodo rutrum metus odio in mauris. 
Nam tristique nibh vitae diam. Mauris 
adipiscing. Aenean accumsan, nisl quis 
placerat laoreet, leo est malesuada 
tellus, quis dignissim neque nisi in 
ipsum. Pellentesque habitant morbi 
tristique senectus et netus et 
malesuada fames ac turpis egestas. 
Suspendisse placerat, diam sed 
volutpat scelerisque, ipsum massa 
convallis massa, sed mattis diam odio 
sit amet leo. Praesent sit amet magna. 
Sed id urna. Quisque est nunc, 
tincidunt in, tempor nec, convallis 
quis, nunc. Fusce suscipit sollicitudin 
turpis. Nunc euismod aliquam orci. 
Aliquam erat nulla, pharetra a, gravida 
condimentum, molestie ut, odio. 
Nullam adipiscing purus id turpis. Fusce 
ac tellus ut orci aliquet sagittis. Etiam 
semper pretium erat. 
 
Etiam lacinia feugiat lectus. Duis et 
nunc. Integer fringilla quam nec ipsum. 
Integer sodales libero sit amet pede. 
Praesent magna. Pellentesque 
adipiscing ullamcorper velit. Maecenas 
non pede. Aenean pharetra. Donec eu 
mauris. Mauris pharetra metus quis 
enim. Donec diam. Sed quam felis, 
gravida vitae, adipiscing et, placerat a, 
mi. In eget mauris. 
 
Lorem ipsum dolor sit amet, 
consectetuer adipiscing elit. Nullam 
quis quam. Aliquam tincidunt, tellus 
quis consequat imperdiet, risus purus 

dignissim ipsum, ut posuere nunc velit 
et risus. Maecenas sapien nulla, mollis 
in, luctus eu, imperdiet ac, leo. 
Curabitur et nibh nec pede 

pellentesque viverra. Sed metus arcu, 
porta at, condimentum sed, aliquet 
vel, arcu. Sed tortor dui, pellentesque 
quis, dictum eu, pretium vitae, est. 
Aenean suscipit libero convallis enim. 
Sed eget est ac ligula rhoncus 
condimentum. Pellentesque habitant 
morbi tristique senectus et netus et 
malesuada fames ac turpis egestas. 
Morbi at sapien. Fusce tortor orci, 
tristique ut, tempor pellentesque, 
pulvinar id, massa. Quisque sit amet 
nunc. Donec tempus nunc et mauris. 
Curabitur sagittis, velit sed 
consectetuer vehicula, lorem quam 
volutpat nulla, et ultrices dolor neque 
in risus. Duis vehicula. Proin nec felis 
ut sapien varius adipiscing. 
Pellentesque congue massa vestibulum 
dolor euismod fermentum. 
 
Nunc venenatis, mauris id aliquam 
porttitor, tortor purus ornare leo, vel 
hendrerit mauris nulla ac leo. 
Vestibulum hendrerit turpis ac turpis. 
Aenean porta aliquam quam. Maecenas 
tempor pulvinar dolor. Pellentesque 
faucibus hendrerit orci. Nullam 
molestie enim ac diam. Donec rhoncus 
lorem varius enim. Sed nonummy est eu 
quam. Nullam facilisis nulla eget leo. 
Pellentesque tincidunt, leo sed 
vulputate pretium, lacus sapien varius 
eros, a vestibulum odio nulla ut pede. 
Sed nec nibh. 
 

Figure 1.1: Viisage Logo 
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SECTION ONE – EXECUTIVE SUMMARY 
Lorem ipsum dolor sit amet, consectetuer 
adipiscing elit. Nullam quis quam. Aliquam 
tincidunt, tellus quis consequat imperdiet, 
risus purus dignissim ipsum, ut posuere 
nunc velit et risus. Maecenas sapien nulla, 
mollis in, luctus eu, imperdiet ac, leo. 
Curabitur et nibh nec pede pellentesque 
viverra. Sed metus arcu, porta at, 
condimentum sed, aliquet vel, arcu. Sed 
tortor dui, pellentesque quis, dictum eu, pretium vitae, est. Aenean suscipit libero 
convallis enim. Sed eget est ac ligula rhoncus condimentum. Pellentesque 
habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. 
Morbi at sapien. Fusce tortor orci, tristique ut, tempor pellentesque, pulvinar id, 
massa. Quisque sit amet nunc. Donec tempus nunc et mauris. Curabitur sagittis, 
velit sed consectetuer vehicula, lorem quam volutpat nulla, et ultrices dolor 
neque in risus. Duis vehicula. Proin nec felis ut sapien varius adipiscing. 
Pellentesque congue massa vestibulum dolor euismod fermentum. 
 
Nunc venenatis, mauris id aliquam porttitor, tortor purus ornare leo, vel hendrerit 
mauris nulla ac leo. Vestibulum hendrerit turpis ac turpis. Aenean porta aliquam 
quam. Maecenas tempor pulvinar dolor. Pellentesque faucibus hendrerit orci. 
Nullam molestie enim ac diam. Donec rhoncus lorem varius enim. Sed nonummy 
est eu quam. Nullam facilisis nulla eget leo. Pellentesque tincidunt, leo sed 
vulputate pretium, lacus sapien varius eros, a vestibulum odio nulla ut pede. Sed 
nec nibh. 
 

 Integer hendrerit velit ac odio. In hac habitasse platea dictumst. Donec sit 
amet lectus sit amet pede imperdiet tempus. Duis tempor odio in libero. Morbi 
eget diam varius nunc aliquet molestie. Aenean at velit. Morbi massa diam, 
porta quis, volutpat quis, placerat id, libero. 

 Maecenas facilisis. Nunc lobortis diam sit amet arcu vulputate bibendum. 
In hac habitasse platea dictumst. Phasellus vehicula scelerisque metus. 
Curabitur metus enim, tristique vel, congue eget, molestie vel, ligula. 
Phasellus ut elit at ipsum tincidunt semper. 

 In iaculis interdum orci. 

Sub-section 1.0: Company Background 
Sed vestibulum, nunc ac pretium tempus, dolor felis sollicitudin dui, commodo 
rutrum metus odio in mauris. Nam tristique nibh vitae diam. Mauris adipiscing. 
Aenean accumsan, nisl quis placerat laoreet, leo est malesuada tellus, quis 
dignissim neque nisi in ipsum. Pellentesque habitant morbi tristique senectus et 
netus et malesuada fames ac turpis egestas. Suspendisse placerat, diam sed 
volutpat scelerisque, ipsum massa convallis massa, sed mattis diam odio. 

Figure 1.1: Viisage Logo 
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Section One – Field Office Operations 

13.1 Customer data enrollment and application processing 

 The DOL is interested in learning about new technologies and products for customer intake and 

enrollment during applications for driver licenses, ID cards, learner permits, and testing, and for 

fee collection, balancing and accounting, and for issue of temporary cards.  Tell us what products 

and services you offer and the cost to support the functions listed below. 

 

13.1.1 Service Counter Workstations for Customer Enrollment, Data Entry, Fee Collection 

Viisage is a leader in driver’s license systems. Our software solution is specifically designed for 

the DL/ID industry and has is currently running in many states, ensuring a stable system for 
Washington. With experience in installing approximately 2,500 systems successfully in nineteen 

(19) States and have developed a robust and well-tested service counter workstation that is 
focused on the driver’s license industry. 

Our workstation and its underlying / supporting applications are built with robust and field-
proven components, designed for high usage environments and is ergonomic in design for the 

comfort of the operators. They are modular, flexible, built on open architecture, and uses 
standards that enable easy upgrades and modifications. This translates to reduced risk and 

lower costs to Washington, now and in the future when State law or other conditions 
necessitate system modifications. 

Viisage has extensive experience and a full suite of applications to support WA DOL’s desires to 
full service your citizens.  These applications include, document authentication, multi-modal 

biometrics, automated knowledge and road testing, customer enrollment and card production.  
Our approach through our, Identity Management and Credentialing System (IMCS), and the 

associated applications are designed to allow WA DOL seamlessly and easily integrate all of the 
customer intake and enrollment applications you list above. 

Specific to the intake and enrollment process, our image capture workstation (ICW) will have 
the capability to fully process customers as well as produce Temporary DL/ID documents. The 

ICW includes the necessary hardware and software to verify the operator’s identity, capture 
the applicant’s portrait and signature images, authenticate and scan breeder documents, print 

a Temporary DL/ID document, and upload the images / record on-line to the CISS for storage, 
retrieval, and further processing for automated photo comparison, full investigations and 

central DL/ID production. 

Overall, the hardware and software described below has been fully researched and field tested 

by Viisage.  We are confident that it will provide the best solution to WA DOL as you move 
forward.  Viisage takes security and customer service very seriously and will provide a service 

counter workstation that has built-in security features to protect it from unauthorized users 
without sacrificing customer service and processing. 
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13.1.2 Document Scanning, Authentication & Verification, Image Transfer & Display 

Viisage is pleased to offer our ID-Suite solution in response to this RFI requirement.  The ID-
Suite solution is a complete Documentation Authentication Solution (DAS) / document scanning 

solution, with the capability to capture, analyze, authenticate and approve several different 
classes of documentation, including Drivers’ Licenses and State issued IDs, international 

passports, visas, DHS immigration cards, military ID cards as well as many other types of 
breeder documents.  This solution also has the capability to analyze overt and covert security 

features embedded within documents to verify authenticity, to interface with the service 
counter workstation and other applications to extract and exchange information, extract 

information using OCR, and read and verify MRZs, magnetic stripes, and 2D bar codes. 

The DAS also reads and captures information contained on those documents, including full-page 

document images, magnetic stripe, barcode and smart chip data.  It uses a patented process to 
automatically perform its security checks in seconds, providing enhanced security and better 

customer service.  iA-thenticate is the only time tested field-proven system of its kind where 
automated authentication is being effectively implemented.  

Integrated into ID Suite is a flat bed scanner that is used in conjunction with the ID Suite 
workflow to capture documents that are in large format (8  x 11 inches for example).  

Together the document authentication and scanning components, associated software and our 
document databases of templates/formats will validate customers’ documents to ensure they 

are authentic, collect data, and improve the security and integrity of the driver’s license 
issuance process. 

Overall, ID Suite is built on top of the iA-thenticate document authentication engine and 
supported by the iA-Examiner interface.  It is the primary application to be used by the 

operators for viewing and handling document authentication results for the folder or portfolio 
of documents a customer presents.  Launched independently, or from the service counter 

workstation’s main screen, ID Suite provides a robust yet friendly and intuitive interface to 
permit operators to scan and authenticate identity documents presented by customers applying 

for a driver’s license or ID card.  ID-Suite provides a flexible, open, scalable, architecture that 
will provide the Washington DOL with the ability to customize the workflow, to maximize 

throughput and expand over time.   

To that end, this DAS system is an integral part of the Identity Management and Credentialing 

System (IMCS).  Via the IMCS interface you will have access to shared data, unified reporting 
and a common web services interface to store and retrieve information including document 

images and demographics.  As a component of the entire IMCS, DAS data that is processed from 
a document on ID-Suite’s iA-thenticate system is electronically saved in the IMCS’ database.  

Images, transaction data, and test results are also stored to this database. 
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Additional information on ID Suite, our document authentication system and IMCS is 

contained in Appendix B. 

 

13.1.3 Digital Capture of Facial & Signature Images, Display & Retrieval 

Along with being robust and efficient, the application is very simple and easy to operate.  Our 

image capture system will enable operators to achieve high quality digitized images in just a 
few keystrokes. This includes all adjustments and instructions to citizens.  Operators can 

perform all steps in processing a citizen, from capturing the images to producing the card, 
directly from the keyboard and/or mouse.  

The following figure depicts typical steps an operator will perform to process a citizen after 
logging in successfully.  Please note the following workflow is only to serve as an example and 

the final screens for Washington DOL will be customized to fit the needs of the State. 

Figure 1-3: Example of Viisage’s Typical Imaging Application Workflow 
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The Viisage image capture application will interface with the WA DOL systems for receiving 
customer transaction data, storing and retrieving photo and signature images,  and storing 

scanned breeder documents and related index information.  

1.1 — Viisage Application Framework 

Viisage has designed an object and component based system that provides a highly secure yet 
flexible and modular system.  The Viisage Application Framework (VAF) is an integrated system 

composed of software modules, which allows rapid development and customization of software 
applications for a variety of requirements.  The VAF is the product of several iterations of 

development.  It has been extensively tested and implemented in a number of state DL/ID 
programs. This framework provides robust components for very high volume production of 

DL/ID cards.  

As illustrated in the previous Figure 1-3, the ICA will interface with the Washington DOL 

Central Image Storage Solution (CISS) to provide for online photo image and signature image 
retrieval   Once image files are stored in the CISS, they will be immediately available for 

retrieval at the ICW.  The system will have the capability to display the applicant’s photo 
history; two of the most recent photo and signature images available for the applicant being 

processed.   

1.2 — Past Photo Icon 

We can provide a “Past Photo Icon” on the tool bar that will display two most recent photo and 
signature images currently stored for the customer being processed and the new photo and 

signature images are captured to allow the Operator to do a visual comparison and verification.   

 
 

 

1.3 — Customer Data Review Screen 

In addition, at the Customer Data Review screen, the application can display the latest 
retrieved images. The operator will able to scroll through all available portrait and signature 

images using the arrow controls. 

 

Figure 1-4: Retrieval Icon on Main Screen Toolbar of ICA 
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1.4 — Image Compare Screen 

After the capturing the applicant’s breeder documents, signature and portrait, the Image 

Compare screen can be displayed.  The ICA will display the most recent photo and signature 
images currently stored for the customer being processed, and at the same time display the 

new photo and signature images captured to allow the operator to perform a visual comparison 
and verification.  The operator can scroll through all available retrieved portrait and signature 

images for that applicant using the arrows controls.  Instead of the arrows, we can also display 
the two retrieved images on the screen at the same times. 

 

 

 

 

 

Figure 1-5: Customer Review Screen with Retrieved Images 
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Section One – Field Office Operations 

13.1 Customer data enrollment and application processing 

 The DOL is interested in learning about new technologies and products for customer intake and 

enrollment during applications for driver licenses, ID cards, learner permits, and testing, and for 

fee collection, balancing and accounting, and for issue of temporary cards.  Tell us what products 

and services you offer and the cost to support the functions listed below. 

 

13.1.1 Service Counter Workstations for Customer Enrollment, Data Entry, Fee Collection 

Viisage is a leader in driver’s license 

systems. Our software solution is 
specifically designed for the DL/ID industry 

and has is currently running in many states, 
ensuring a stable system for Washington. 

With experience in installing approximately 
2,500 systems successfully in nineteen (19) 

States and have developed a robust and 
well-tested service counter workstation 

that is focused on the driver’s license 
industry. 

Our workstation and its underlying / 
supporting applications are built with 

robust and field-proven components, 
designed for high usage environments and 

is ergonomic in design for the comfort of 
the operators. They are modular, flexible, 

built on open architecture, and uses 
standards that enable easy upgrades and 

modifications. This translates to reduced 
risk and lower costs to Washington, now 

and in the future when State law or other 
conditions necessitate system 

modifications. 

Viisage has extensive experience and a full 

suite of applications to support WA DOL’s 
desires to full service your citizens.  These 

applications include, document 
authentication, multi-modal biometrics, 

automated knowledge and road testing, 
customer enrollment and card production.  

Our approach through our, Identity 

Management and Credentialing System 

(IMCS), and the associated applications are 
designed to allow WA DOL seamlessly and 

easily integrate all of the customer intake 
and enrollment applications you list above. 

Specific to the intake and enrollment 
process, our image capture workstation 

(ICW) will have the capability to fully 
process customers as well as produce 

Temporary DL/ID documents. The ICW 
includes the necessary hardware and 

software to verify the operator’s identity, 
capture the applicant’s portrait and 

signature images, authenticate and scan 
breeder documents, print a Temporary 

DL/ID document, and upload the images / 
record on-line to the CISS for storage, 

retrieval, and further processing for 
automated photo comparison, full 

investigations and central DL/ID 
production. 

Overall, the hardware and software 
described below has been fully researched 

and field tested by Viisage.  We are 
confident that it will provide the best 

solution to WA DOL as you move forward.  
Viisage takes security and customer service 

very seriously and will provide a service 
counter workstation that has built-in 

security features to protect it from 
unauthorized users without sacrificing 

customer service and processing. 
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13.1.2 Document Scanning, Authentication & Verification, Image Transfer & Display 

Viisage is pleased to offer our ID-Suite 
solution in response to this RFI 

requirement.  The ID-Suite solution is a 
complete Documentation Authentication 

Solution (DAS) / document scanning 
solution, with the capability to capture, 

analyze, authenticate and approve several 
different classes of documentation, 

including Drivers’ Licenses and State issued 
IDs, international passports, visas, DHS 

immigration cards, military ID cards as well 
as many other types of breeder documents.  

This solution also has the capability to 
analyze overt and covert security features 

embedded within documents to verify 
authenticity, to interface with the service 

counter workstation and other applications 
to extract and exchange information, 

extract information using OCR, and read 
and verify MRZs, magnetic stripes, and 2D 

bar codes. 

The DAS also reads and captures 

information contained on those documents, 
including full-page document images, 

magnetic stripe, barcode and smart chip 
data.  It uses a patented process to 

automatically perform its security checks in 
seconds, providing enhanced security and 

better customer service.  iA-thenticate is 
the only time tested field-proven system of 

its kind where automated authentication is 
being effectively implemented.  

Integrated into ID Suite is a flat bed 
scanner that is used in conjunction with the 

ID Suite workflow to capture documents 
that are in large format (8  x 11 inches 

for example).  Together the document 

authentication and scanning components, 
associated software and our document 

databases of templates/formats will 
validate customers’ documents to ensure 

they are authentic, collect data, and 
improve the security and integrity of the 

driver’s license issuance process. 

Overall, ID Suite is built on top of the iA-

thenticate document authentication engine 
and supported by the iA-Examiner 

interface.  It is the primary application to 
be used by the operators for viewing and 

handling document authentication results 
for the folder or portfolio of documents a 

customer presents.  Launched 
independently, or from the service counter 

workstation’s main screen, ID Suite 
provides a robust yet friendly and intuitive 

interface to permit operators to scan and 
authenticate identity documents presented 

by customers applying for a driver’s license 
or ID card.  ID-Suite provides a flexible, 

open, scalable, architecture that will 
provide the Washington DOL with the 

ability to customize the workflow, to 
maximize throughput and expand over 

time.   

To that end, this DAS system is an integral 

part of the Identity Management and 
Credentialing System (IMCS).  Via the IMCS 

interface you will have access to shared 
data, unified reporting and a common web 

services interface to store and retrieve 
information including document images and 

demographics.  As a component of the 
entire IMCS, DAS data that is processed 

from a document on ID-Suite’s iA-
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thenticate system is electronically saved in 
the IMCS’ database.  Images, transaction 

data, and test results are also stored to this 
database. 

Additional information on ID Suite, our 

document authentication system and 

IMCS is contained in Appendix B.

 

 

13.1.3 Digital Capture of Facial & Signature Images, Display & Retrieval 

Along with being robust and efficient, the 
application is very simple and easy to 

operate.  Our image capture system will 
enable operators to achieve high quality 

digitized images in just a few keystrokes. 
This includes all adjustments and 

instructions to citizens.  Operators can 
perform all steps in processing a citizen, 

from capturing the images to producing the 

card, directly from the keyboard and/or 
mouse.  

The following figure depicts typical steps 
an operator will perform to process a 

citizen after logging in successfully.  Please 
note the following workflow is only to serve 

as an example and the final screens for 
Washington DOL will be customized to fit 

the needs of the State.

 

Figure 1-3: Example of Viisage’s Typical Imaging Application Workflow 
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The Viisage image capture application will 

interface with the WA DOL systems for 
receiving customer transaction data, 

storing and retrieving photo and signature 

images, and storing scanned breeder 
documents and related index information.

 
1.1 — Viisage Application 

Framework 

Viisage has designed an object and 

component based system that provides a 
highly secure yet flexible and modular 

system.  The Viisage Application 
Framework (VAF) is an integrated system 

composed of software modules, which 
allows rapid development and 

customization of software applications for 
a variety of requirements.  The VAF is the 

product of several iterations of 
development.  It has been extensively 

tested and implemented in a number of 
state DL/ID programs. This framework 

provides robust components for very high 
volume production of DL/ID cards.  

As illustrated in the previous Figure 1-3, 
the ICA will interface with the Washington 

DOL Central Image Storage Solution (CISS) 

to provide for online photo image and 

signature image retrieval. Once image files 
are stored in the CISS, they will be 

immediately available for retrieval at the 
ICW.  The system will have the capability 

to display the applicant’s photo history; 
two of the most recent photo and signature 

images available for the applicant being 
processed. 

1.2 — Past Photo Icon 

We can provide a “Past Photo Icon” on the 

tool bar that will display two most recent 
photo and signature images currently 

stored for the customer being processed 
and the new photo and signature images 

are captured to allow the Operator to do a 
visual comparison and verification. 

   

 
 

 

1.3 — Customer Data Review 

Screen 

In addition, at the Customer Data Review 
screen, the application can display the 

latest retrieved images. The operator will 

able to scroll through all available portrait 
and signature images using the arrow 

controls. 

Figure 1-4: Retrieval Icon on Main Screen Toolbar of ICA 
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1.4 — Image Compare Screen 

After the capturing the applicant’s breeder 

documents, signature and portrait, the 
Image Compare screen can be displayed.  

The ICA will display the most recent photo 
and signature images currently stored for 

the customer being processed, and at the 
same time display the new photo and 

signature images captured to allow the 
operator to perform a visual comparison 

and verification.  The operator can scroll 
through all available retrieved portrait and 

signature images for that applicant using 
the arrows controls.  Instead of the arrows, 

we can also display the two retrieved 
images on the screen at the same times. 

 

Figure 1-5: Customer Review Screen with Retrieved Images 
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Section One – Field Office Operations 

13.1 Customer data enrollment and application processing 

 The DOL is interested in learning about new technologies and products for customer intake and 

enrollment during applications for driver licenses, ID cards, learner permits, and testing, and for 

fee collection, balancing and accounting, and for issue of temporary cards.  Tell us what products 

and services you offer and the cost to support the functions listed below. 

 

13.1.1 Service Counter Workstations for Customer Enrollment, Data Entry, Fee Collection 

Viisage fully acknowledges and complies with this mandatory requirement. 

Viisage is a leader in driver’s license systems. Our software solution is specifically designed for 
the DL/ID industry and has is currently running in many states, ensuring a stable system for 

Washington. With experience in installing approximately 2,500 systems successfully in nineteen 
(19) States and have developed a robust and well-tested service counter workstation that is 

focused on the driver’s license industry. 

Our workstation and its underlying / supporting applications are built with robust and field-

proven components, designed for high usage environments and is ergonomic in design for the 
comfort of the operators. They are modular, flexible, built on open architecture, and uses 

standards that enable easy upgrades and modifications. This translates to reduced risk and 
lower costs to Washington, now and in the future when State law or other conditions 

necessitate system modifications. 

Viisage has extensive experience and a full suite of 
applications to support WA DOL’s desires to full service 
your citizens.  These applications include, document 
authentication, multi-modal biometrics, automated 
knowledge and road testing, customer enrollment and card 
production. 

Specific to the intake and enrollment process, our image capture workstation (ICW) will have 

the capability to fully process customers as well as produce Temporary DL/ID documents. The 
ICW includes the necessary hardware and software to verify the operator’s identity, capture 

the applicant’s portrait and signature images, authenticate and scan breeder documents, print 
a Temporary DL/ID document, and upload the images / record on-line to the CISS for storage, 

retrieval, and further processing for automated photo comparison, full investigations and 
central DL/ID production.
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Section One – Field Office Operations 

13.1 Customer data enrollment and application processing 

 The DOL is interested in learning about new technologies and products for customer intake and 

enrollment during applications for driver licenses, ID cards, learner permits, and testing, and for 

fee collection, balancing and accounting, and for issue of temporary cards.  Tell us what products 

and services you offer and the cost to support the functions listed below. 

 

13.1.1 Service Counter Workstations for Customer Enrollment, Data Entry, Fee Collection 
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Viisage is a leader in driver’s license systems. Our software solution is 
specifically designed for the DL/ID industry and has is currently running 

in many states, ensuring a stable system for Washington. With 
experience in installing approximately 2,500 systems successfully in 

nineteen (19) States and have developed a robust and well-tested service 
counter workstation that is focused on the driver’s license industry. 

Our workstation and its underlying / supporting applications are built 
with robust and field-proven components, designed for high usage 

environments and is ergonomic in design for the comfort of the 
operators. They are modular, flexible, built on open architecture, and 

uses standards that enable easy upgrades and modifications. This 
translates to reduced risk and lower costs to Washington, now and in the 

future when State law or other conditions necessitate system 
modifications. 

Viisage has extensive experience and a full suite of applications to 
support WA DOL’s desires to full service your citizens.  These 

applications include, document authentication, multi-modal biometrics, 
automated knowledge and road testing, customer enrollment and card 

production.  Our approach through our, Identity Management and 
Credentialing System (IMCS), and the associated applications are 

designed to allow WA DOL seamlessly and easily integrate all of the 
customer intake and enrollment applications you list above. 

Specific to the intake and enrollment process, our image capture 
workstation (ICW) will have the capability to fully process customers as 

well as produce Temporary DL/ID documents. 

 

Viisage fully 

acknowledges 

and complies 

with this 

mandatory 

requirement. 

The ICW 

includes the 

necessary 

hardware and 

software. See 

Appendix C for 

more details. 


