Platte County R3 School District
Request for Proposals
Scanning and Storage of Central Office Records

Advertisement
The Platte County R3 School District located in Platte City, Missouri, is requesting proposals for scanning and digital storage of all permanent record documents stored at the Platte County R3 School District Central Office.  Pricing for optional off-site storage of permanent documents and shredding of non-permanent records is also requested. Vendors are invited to submit two (2) sealed copies of a formal proposal.    The deadline for submission is Friday, March 11, 2022 2:00 p.m.

Objective

The Platte County R3 School District seeks a qualified company to provide scanning and digital storage of all permanent record documents, with an option to include off-site storage of permanent record documents and shredding of non-permanent documents currently located at the Platte County R3 School District Central Office, 998 Platte Falls Road, Platte City, MO 64079.  

Timeline and Submission
Vendors are invited to submit two (2) sealed copies of a formal proposal to the Platte County R3 School District Central Office no later than Friday, March 11, 2:00 p.m.  Inquiries, or visits to the site, must occur by Friday, February 25, 2022. Proposals are to be clearly marked, “RFP – Scanning and Storage of Central Office Records” and should be addressed to:

Debi Jurkovac, Executive Administrative Assistant
Platte County R3 School District

998 Platte Falls Road

 Platte City, MO 64079


Proposal Specification and Considerations
The Platte County R3 School District (the “District”) wishes to contract with a firm (“Company”) that will provide a digital platform and perform the digital conversion, of selected Central Office Permanent Record Files. The Company will be expected to produce professional, high quality images that can serve as replacements for the originals.  Images will be of a variety of objects, which include but are not limited to, photographs, documents (single and double sided), and paper of a variety of sizes and quality. No subcontractors may be used for any of the mandatory or optional work to be performed, including picking up the documents, scanning, storage and shredding. The selected Company will scan all pages to Company provided software for District digital storage. All equipment to complete this process (computers, scanners, printers) must be supplied by the Company. The estimated page/image count of 600,000 pages includes student records, personnel files and school board documents.  All images created in the digital conversion must be available via a secure Company provided document management system.
1. The Company must submit a complete Proposal covering all requirements identified in this RFP package in order to be considered. All Proposals will be carefully scrutinized to ensure that such requirements can be met. Proposals submitted must be the original work product of the Company.

2. The Company must submit two (2) original copies of the Proposal in sealed envelopes plainly marked “022222-A Document Digitizing & Storage.” Proposals should be delivered to:

Debi Jurkovac
Platte County R3 School District

998 Platte Falls Road
Platte City, MO  64079
3. Proposals will be received until Friday, March 11, 2022 at 2:00 p.m.  Electronic or facsimile offers will not be considered in response to this RFP, nor will modifications by electronic or facsimile notice be accepted.
4. The District is not responsible for lateness or non-delivery by the US Postal Service or other carrier to the District. The time and date recorded by the District shall be the official time of receipt.

5. Proposals may be modified or withdrawn by written notice or in person by the Company or its authorized representative, provided its identity is disclosed on the envelope containing the Proposal and such person signs a receipt for the Proposal, but only if the withdrawal is made prior to the submission deadline.
6. The information presented in the RFP is not to be construed as a commitment of any kind on the part of the District. There is no expressed or implied obligation for the District to reimburse responding firms for any expenses incurred in preparing Proposals in response to this request.

7.  No alternate Proposals that significantly deviate or modify the concept and ultimate objectives of this RFP will be considered. Non-compliance with RFP specifications will disqualify Proposals from further consideration.

8. Any explanation or statement that the Company wishes to make must be contained with the Proposal but shall be written separately and independently of the Proposal proper and attached thereto. Unless the Company so indicates, it is understood that the Company has proposed in strict accordance with the RFP requirements.

9. The District reserves the right to reject any or all Proposals and to waive informalities and minor irregularities in Proposals received. The District, in its sole discretion, will determine whether an irregularity is minor.

10. The District reserves the right to decline any or all Proposal submissions, or to cancel the RFP, in whole or in part, at any time prior to making an award, for any reason, or no reason, without liability being incurred by the District to any Company for any expense, cost, loss or damage incurred or suffered by the Company as a result of such withdrawal.
11.  All Proposals shall be deemed final, conclusive and irrevocable and no Proposal shall be subject to correction or amendment for any error or miscalculation. No Proposal shall be withdrawn without the consent of the District after the scheduled closing time for the receipt of Proposals.

12. Proposals, prices, terms and conditions shall remain firm for a period of ninety (90) days from the due date for Proposals or until that time when the District takes official action on the Proposals.

13. While the District has used considerable efforts to ensure an accurate representation of information in this RFP document, the information contained herein is contained solely as a guideline for proposers. The information is not guaranteed or warranted to be accurate by the District, nor is it necessarily comprehensive or exhaustive. Nothing in this RFP document is intended to relieve proposers from forming their own opinions and conclusions with respect to the matters addressed in this RFP document.

14. The Company is responsible for its own verification of all information provided to it. The Company must satisfy itself, upon examination of this RFP, as to the intent of the specifications. After the submission of the Proposal, no complaint or claim that there was any misunderstanding will be entertained.

15. No oral interpretation will be made to any Company as to the meaning of the RFP. Any oral communication will be considered unofficial and non-binding on the District. Unauthorized contact by the Company with other District employees or Board members regarding the RFP may result in disqualification.
16. Requests for interpretation must be made in writing no later than Friday, February 25. Any information given to a Company concerning the RFP will be furnished to all Companies as an addendum to the RFP if, in the District’s sole discretion, such information is deemed necessary to all Companies in submitting Proposals in response to the RFP, or the lack of such information would be prejudicial to uninformed Companies. The Company should rely only on written statements issued by the District in the form of an addendum to the RFP.
17. The District reserves the right to modify the specifications prior to the Proposal submission deadline and will endeavor to notify all potential Companies that have received a copy of the specifications, but failure to notify shall impose no obligation or liability on the District.

18. The Company shall not, under penalty of law and immediate disqualification of the Proposal, offer or give any gratuities, favors or anything of monetary value to an officer, employee, agent, or Board of Education member of the District for the purpose of influencing favorable disposition toward a submitted Proposal or for any reason while a Proposal is pending or during the evaluation process.
19. No Company shall engage in any activity or practice, by itself or with other Companies, the result of which may be to restrict or eliminate competition or otherwise restrain trade. Violation of this instruction will result in immediate rejection of the Company’s Proposal.
20. The District may accept one part, aspect or phase, or any combination thereof, of any Proposal unless the Company specifically qualifies its offer by stating that the Proposal must be taken as a whole.
21. The District is exempt from the payment of city, state and federal taxes. Such taxes must not be included in the Proposal price.

22. It is understood that the Company is an independent contractor supplying services to the District. Neither the Company nor its employees shall represent themselves to be employees, agents, representatives, partners or joint ventures of the District for any purposes whatsoever. The Company shall comply with all federal, state and local laws, regulations and ordinances, including but not limited to, the compliance with all employment tax requirements for withholding and all applicable state and federal employment and workers’ compensation laws. The District shall not withhold taxes from the Company’s compensation. The District shall not be construed to be the Company’s employer, nor be held liable for any obligation as an employer. 

23. All labor provided must comply with the Missouri Prevailing Wage Law.
24. If applicable, proposals must include submission of a performance bond for labor.

25. HOLD HARMLESS: The contractor agrees to protect, defend, indemnify and hold the Board of Education, its officers, employees, and agents free and harmless from and against any and all losses, penalties, damages, settlements, costs, charges, professional fees, or other expenses or liabilities of every kind and character arising out of or any and all causes of action of every kind and character in connection with or arising directly or indirectly out of this agreement and/or the performance hereof. 

26.  LAW GOVERNING: All contractual agreements shall be subject to, governed by and construed according to the laws of the state of Missouri. 

27. NON – DISCRIMINATION CLAUSE: No bidder on this request shall in any way, directly or indirectly, discriminate against any person because of age, race, color, handicap, sex, national origin, or religious creed. 

Scope of Services

The role of the Company is critical to the success of the project. The Company will be responsible for providing an electronic software system capable of housing digital images housed in native form gathered from variety of objects, which include but are not limited to, photographs, document types, which include but are not limited to, photographs, blueprints, documents (single and double sided), and paper of a variety of sizes and quality. In addition the software system will need to support a variety of features to make electronic file retrieval and viewing convenient for end-users. The Company will be responsible for training and supplying support and documentation to the District on use of the system and on-going system maintenance. In addition to providing an electronic software platform, the selected Company will be responsible for preparing, scanning, and creating metadata for the scanned documents.  The Company will be responsible for guaranteeing the quality of the images, metadata, and text conversion.

The following sections describe project responsibilities and provide instructions for Company response.

A. Software System Features

a. The features the District is requesting of the software system includes but is not limited to: 

i. Offer a Web based interface and/or Desktop Client Interface (preferred) search and retrieval component.

ii. Include the capability to search the metadata associated with the document as well as the actual content of the document.

iii. Provide role based security model with the ability to establish exceptions. Additionally, access can be limited to “read only” at the user level.

iv. Provide multiple methods of import existing documents from existing 3rd party applications, desktops, network drives and file servers. Importation can be done in mass with the option to use barcode processing.

v. Provide check in / check out ability preventing documents from being overwritten or deleted as documents are updated. The Document Management System librarian can review the status of all documents checked out and check a document back in on behalf of another user.

vi. The District would prefer a hosted solution, but optional on-site solutions can be submitted. 
B. Document Preparation

i. Remove document binding elements (i.e. paper clips, staples, tape).

ii. Missing files will be identified and an exceptions list provided to the District.

iii. All documents will be restored to their original binding condition after scanning.

C. Scanning Procedures

i. Company shall supply all technology equipment needed to complete the project.

ii. Files will be indexed at the time of scan using bar-coded data.

iii. Company will scan all documents at 300dpi

iv. All documents will be scanned as TIFF or PDF.
1. Size for Size

2. Single sided for single sided

3. Double sided for double sided

4. Documents requiring color for understanding content will be scanned in color.

v. Documents will be scanned in the exact same chronological order as they appear in the file folders.

vi. A total count of scanned document shall be submitted to the District upon request, throughout the project duration.

D. Image Quality Insurance

a. Although the Company will be required to perform rigorous quality control procedures, the District may inspect all digital files and media delivered by the Company. This inspection may include:

i. Verification of media integrity, file readability for all digital files, specified directory structures and file naming.

ii. Viewing on screen at full resolution using a high-resolution monitor and technical targets for all the digital image files.

iii. Verification of compliance with the Image Specifications

iv. Identifying any missing or out of order parts in a complex object. Images may be reviewed for best quality to ensure the images are clear, do not have page folds or creases, are not misaligned or cut-off, and are rotated for proper viewing.

v. Comparing and marking any anomalies against information given in the Company’s originals.
vi. Re-scanning will be performed at no cost to the District to ensure the document is legible.

b. For images consisting of text/line art, any or all of the following requirements must be exhibited when examining a Master image:

i. Full reproduction of the object with skew under 2% from the original (100% of all pages);

ii. Sufficient contrast between text and background and uniform density across the image, consistent with original pages (100% of all pages);

iii. Text legibility, including the smallest significant characters (100% of all pages);

iv. Absence of darkened borders at page edges (98% of all pages);

v. Characters reproduced at the same size as the original, individual line widths (thick, medium, and thin) render faithfully (98% of all pages);

vi. Absence of wavy and distorted text (98% of all pages)

c. For illustrations, photographs and other graphics, the following attributes will be evaluated with magnification as needed:

i. Capture of the range of tones or colors contained in the original;

ii. Consistent rendering of detail in the light and dark portions of the image;

iii. Even gradation across the image;

iv. Absence of moiré patterns and other distorting elements;

v. The presence of significant fine detail contained in the original.

E. All documents and images of documents must remain secure and available to the District. The District must retain control and ownership of all forms of permanent documents.
F. No subcontractors may be used for transporting or scanning District documents.

G. Optional Services
a. Off-site storage of scanned documents.

i. If offered, Company should provide pricing for off-site storage of permanent documents.  No subcontractors will be allowed to store District documents.
ii. Company must provide time frame in which documents stored off-site can be available to District.

b. Shredding - If offered, Company should provide pricing for shredding of non-permanent documents. No subcontractors will be allowed to shred District documents.
Site Visit, Equipment Survey, and Inquiries 
Inquiries, or visits to the site, must occur by Friday, February 25, 2022.  Direct inquiries to:

Debi Jurkovac
Platte County R3 School District
998 Platte Falls Road
Platte City, MO 64079
816-858-5420
jurkovad@platteco.k12.mo.us
Company Background

· List your company’s legal name, address and telephone number.  Include parent company information if applicable.

· How long has your company been in business?

· How many full time employees do you have?

· How long has your company been providing these services?

· How long has your company been providing items specified in this RFP?

· Describe the general operations of your business.  For example, do you have a receptionist, technical support department, service department, installation department, sales department, admin department, and the specific roles of each?

References

Provide 5 references for the District to contact.  List a minimum of three Missouri school districts to which Company provides all mandatory and optional services.  Provide Name, Address, Contact Person, Phone, Email, and Product Information.
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Pricing
This form must be completed in its entirety.  Incomplete forms will be cause for the District to consider Company’s proposal(s) to be non-responsive.

Name of Company:  











Address:  












Email:  





  Phone:  






Representative:  




Title:  ____________




Signature:  









  


The following amounts will be read at the formal bid opening:

$


  Base Bid (approximate)
$


  Optional Item Bids (approximate)
Days expected to start the project (from contract date)  





Days expected to complete the project  







