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Extended Description:
SECURE OFF-SITE STORAGE & MANAGEMENT FOR STATE GOVERNMENT RECORDS

Line Commodity Code Manufaeturer Model No Unit Unit Price
1 11141604 LS $0.000000
Service From Service To

Commodity Line Description: OFF SITE STORAGE AND RECORDS MANAGEMENT

Extended Description:

Date Printed: Nov 23,2016  Order Number;: RECMGT16 Page: 2 FORM 1D WV_PRC_CMA_001 8/14




GENERAL TERMS & CONDITIONS
PURCHASE ORDER/CONTRACT -

1. ACGERTANOE: Seller shall be boid by this rder and lts torms and conditions Upon reseipt of his orger,

2. APPLICABLE LAW: The laws of the State of West Vifgiila and \hé Leg/alative Rulés of the Purchasing
Divlsion shall govem afl rights and dutles ynder the Contract, inoluding without Jimitallsn the valldly of this
Purchase OFder/Contract, ' : .

8. NON-FUNDING: Al serylops petformed or goods delvered undef State Purchdse Ofders/Gontracte are to be
colinued for e terms of the Purdliase Order/Contract, ocortingent upon funds balig approprlated by the
Legislatyre or othefwizse belhg made avallable, I the event funds ara het approptiated or “otherwise avallable
for ihese services or goods, this Purchass Order/Coritrac bagomes void and of o effect alter Juie 30,

4. COMPLIANGE: Sellr shall comply with afl lederdl, sl‘a}e and loval laws, regulations and -ordinances livoluding,
hut not fimited to, the prevalling.wage ratés of the WV Divisioh of Labor. ,

5, MODIFICATIONS: This willihg is the parties’ final expression of Intent. No. modfication of this order shall be

binding unless agreed to in wiiling by the Buyer,

G, ASBIGNMENT: Nelther this Order nor any monies due, or fo become due hereundsr may be assigned by the

Sallérwithot the Buyet's consent, o

7. - WARRANTY: The Sellor expressly warrants that the goods andior seivices covered by this order will

ga}_ conform to the specifications, drawirigs, samples or other’ deseription furnished or spaaiff'ec{ By the
uyat; {b} be merchantable and fit for the purpose intended; and/or {6} be free from defecl in malsrial and

wotkmanship: ' :

8, CANCELLATION: The Difector of Purchasing may cancel any Purchass Order/Contract upon 30 days wrltten

nofice fo the seller, '

9, SHIPPING, BILLING & PRIGES: Prices are those stated In this arder. No prioe- Increage will ba accepted

without wiitten authority ‘from lhe Buyer. All goods or services shall be shipped on or before the date

specified in thls.Order, '

10, LATE PAYMENTS: Payments. may oniy be mads after the delivery of goods or services, Interest may be paid
o lale payiments in accordance with the Wesi Virginia Code,

11.“‘21\)_{58; The Slate of Wast Virghia Is exempt from federal and slate taxes and will not pay or relmburse
such laxes.

12, RENEWAL: Any refershce to automaltio renewal Is hereby defelod. The Contract may be renewed only upon
mutual writleh agreement of the parties, _

13. BANKRUPTCY: In the event the vendor/contractor files for bankiuptey protection, the State may deem this
conlract null and vold, and lerminate suocli contract wilhout futther order.

14. HIPAA BUSINESS ASSBOCIATE ADDENDUM: The West Virglnls Slate Goveriment HIPAA Businpss Assoufats
Addenduyin (BAAz;‘ approved by tlie Allotiiey General, Is avallable onfine af www.state.wv.us/admipurchase/vro/hipaahtml
and Is_hereby made part of the agreentent proyided that the Agemcy meets the dafihltion of a Cover Entity
{46 CFR§160.103) and will be discloslng Protected Health Information {45 CFR §180,103) to the vendar,

18, CQNFIDENT#ALETY; The vendor agrees that he or she will-not disclose to anyone, ditectly or Indfm?l%y &ny such
Fprs'onalfy dantlfiable Information or other cohfidentisl informatibh galived from the agsncy, unless the Individial Who [s
he subjepl of the ihformation consents fo $he disclosure ih wiiling or the dislosure Ts iade purstsht to- the a‘géﬁo(y's
policles, procadutes, and tiles, Vendor furher agrées to comply with the Confldantlallty Polioles -and frformation
Securlly Acoountabiiity Requiremants, set forly i Iztlp://\ww.staté.w'v.ussfadn’i‘ha‘[pur_oha-se_lpﬁvacy/nOIlri'_eGdnf_!deml'allIy.de

18, LICENSING: Vendors must be ficensed and&z good standing In accordanca-with arg(. and all slale and lagal Jaws and
requiraments by any state or looal agency of West Virginla, including; but riot limfled to, the Wast Virglhls Secretary
of State’s Offfca, the Wesl Virgiila Tax Department, West Virginla Insurance Comnilssion, or any other slate agency
or polifloal subdivision, Furihermore, the vendoer must provide ajl hecessary felenses to oblain lnformatlon to enable the
Diragtor or épending unlt to van'fy that the vendor s lioensed and in good standing with the above entliles,

17, ANTITRUST: In aceepling this purchase order or sjgning his condract with an‘y ‘x}‘qgmy:for the Stats of Wast Virglila,
the vendor daress fo convey, séll, a‘sﬁgf. or transfer to the State of West Virginja ‘all sights, title, and interest
In and to all causes of actich |t may now or hereafter acqulre under the antitrust laws of the Uitlled States and
he Stale of Wesl Virglila for price fixing andlor. unteasonable rastialnte of trade relaling to the partioular
commodilles or sewices purchased or acqulred by We Stals of West w;glnia, Such agslghnient shall be mada
and become effeclive at the time the pu‘rchae!nc? ‘agency {enders the Mllial payment to vendor. Vendor vertifles

d or entered inle withoul any prior understanding, r?ﬁre'ement-.. of

that this purchiesé order or cohtrasl Is accople _
gs thal 1his

connedlion o any other entlly that oould be dopsidared a viclalion of law. Vendor further cer
Purchasge ordel or canftactIs I all Fespecis fair and without collusion of fraud.

Rev..T10011



Iron Mountain Orvder of Precedence and Additional Terms Agreement

Pursuant to this Order of Precedence and Additional Terms Agreement, tron Mountain {(“Iron
Mountain”) and the State of West Virginia (“State”) agrec that the emergency contract between
Iron Mountain and the State of West Virginia for document storage (“Contract”) shall include the
terms and conditions contained herein and shall be interpreted in the order of precedence listed

below,

1. Order of Precedence: The Contract is comprised of the documents listed in this section.
The terms and conditions contained in the various documents shall be interpreted
according to the priority given to the contract document in this section. Any terms and
conditions contained in the first priority document shall prevail over conflicting terms in
the second priority document, and so on.

Contract Documents:

a,

b.

Order of Precedence Agreement (this document) — First Priority
Prior Contract with iron Mountain (Attached as Exhibit A) ~ Second Priority

2. Additional Terms:

a,

b,

C,

Confidentiality: The Vendor agrees that it will not disclose to anyone,
directly or indirectly, any such personally identifiable information or other
confidential information gained from the Agency, unless the individual who
is the subject of the information consents 1o the disclosure in writing or the
disclosure is made pursuant to the Agency’s policies, procedures, and rules.
Vendor further agrees to comply with the Confidentiality Policies and
Information  Security Accountability ~Requirements, set forth in
hatp:/www.stite. sy us‘admin/purchase/privacyide fault.htmi.

Antitrust: In submitting a bid to, signing a contract with, or accepting a
Award Document from any agency of the State of West Virginia, the Vendor
agrees 10 convey, sell, assign, or transfer to the State of West Virginia ail
rights, title, and interest in and 1o all causcs of action it may now or hereafter
acquire under the antitrust laws of the United Statesand the State of West
Virginia for price fixing and/or unreasonable restraints of trade relating to the
particular commodities or services purchased or acquired by the State of West
Virginia. Such assignment shall be made and become effective at the time the
purchasing agency tenders the initial payment to Vendor.

Background Check: The State reserves the right to prohibit a service

provider’s employces from accessing sensitive or critical information or to be
present at the Capitol complex based upon results addressed from a criminal
background check.




d. Contract Term: This Contract beeomes effective on December 1, 2015 and
extends for a period of Six (6) months.

Iron Mountain State Agency

By: [%MCI\AQB, By: Y3 _
Name:z)loe.‘gi\n\&w Name.\)wq m [4/ 5"*&(’
Title: 'Die"fﬁd ng e, Title: C)

Wesi Virgipia :
- P
oy ;‘4’ St m-éu ﬂ@ﬁ&&g/ ()/%‘?)‘Zfﬁ; f)@"ﬂé{ 2

Date;  //—2 2OLST Date: /- (7 /‘3
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REQUEST FOR PROPOSAL
STATEWIDE CONTRACT

TABLE OF CONTENTS

Sectlon 4t Genaral Information

Section 2:  Project Specifications

Section 3;  Vendor Proposal

Section4: Evaluation and Award

Section 8: Contract Terms ant Conditions

SECTION ONE: GENERAL INFORMATION

1.1

1.2

1.3

Purpose: The Purchasing Division, hereinafter referred to as the “State," is
soliciting propoeals purgliant to West Virginia Cote §5A-310b for the il State

. agencies, herginafter referred to as the "Agency,” 1o provide secure off-gite

storage and management of state government records.

By signing and submifting its proposal, the successful Vendor agrees to be
bound by all the terms contained in this RFP.

A Request for Proposal (RFP) is generally used for the procurement of services
in elualions whire price Is riot the sole determining factor and the award will be
based on a combination of cost and technival factors (Best Value). Through its
proposal, the biddsr offers a solution to the objectives, problem, or need
specified in the RFP, and defines how it Intends to mest (or exceed) the RFP

requirements.

1.2.4 Compliahce with Laws and Regulatiens: The Vendor shali procure all
fecessary permits and licenses to comply with all applicable Federal,
State, or municipal laws, along with ail tegulations, and ordinances of any

regulating body.

The Vendor shall pay any applicable sales, use or parsonal property
taxes arising out of this contract and the ransactions contemplated
thereby. Any other taxes. levied upon this dontract shall be borne by the
Vendor, Itis clearly understood that this State of West Virginia Is exempt
from any taxes regatdirig perfermance of the scopse of work of this

cantract.
Scheduls of Events;
Vendor's Wrllten Questions Submission Deadline.........08/08/2041 at 6:00 pm EST
MBIZLONY Pra-bid GONRIGNTE, vvveveersssrsssenssnnsrn D8/013011 1 10:00 m EST
Addenidum 198Ued...........cciv i APPIOX. Wesk of 08/45/2011

Bid Opening Dateé...........o..... evesreseaes errrereneens rnenereern o OBI26/2014 at1:30 pm EST



1.4

1.5

Mantiatory Pre-bid Gonference: A mandatoty pra-bid will be conduoted on the
date listed below: _

Date: Monday, August 1, 2011
Time: 10:00amEST
Location: 2019 Wastilhgton Street, East

Charleston, WV 25305
(Buliding #15 Confarence Room)

Telephone Number: 304-558-2306

**Metéled Visitor Parking may be found on Californfa Avenue or limited meteréd
Visltor Parking on Washington Street, East,

All interested Venidors are required fo be represented at thig meeling. Fallure to
attend the mandatory pre-bid shall result in the disqualifioation of the bid,
No one parson may represent more than one Vendor.

All potential Vendors are requested to arrive prior to the starting time for the pre-
bid conference, Vendors who arrive late, buf prior to the dismissal of the

technical portions of the pre-bid conferenda witl be pemitted to Sigh in. Vendors
Who artive after conclusion of the technical portion of the pre-bid, but during any
subsequent part of the pre-bid will not be permiited to sigh the attendance shest.

An attendarice sheet will be made avallable for all potential Vendors to complets.
This will serva as the official dosument Verifying atleridance at the mandatory
pre-bid. Failure to provide _Iyaur company and representative name on the
aflendance sheet Will result in the disqualification of your bid. The State will not
accapf arly other documsntation to verify attendance, The Vendor is responsible
for ensuring they have completed the information required on the attendance
sheet, The Purchasing Division and ihe State Agenty wili hot agsume any
respongibility for a Vendor's fallure to complste the pre-bid attendance sheet. In
addition, all poteritial Vendors are asked o include thelr emall addréss and fax
humber,

Inquiries: Inquiries regarding. spacifications of this RFP must be stibmitted in
wiiting to the State Buyer-with-the exception of quesfions regarding the proposal
submisslon which may bé cral. The deadline for wrilter inquires is identified in
the Schedule of Events, Section 1.3. All inquiries of gpecification-clarification
must be addressad to;

Krista 8. Ferrell, Buyer Supervisor
Purchasing Division

2019 Washington Street, East
P.0. Box 50130

Charleston, WV 26305-0130
Phone: 304-558-2506

Fex: (304) 558-4115

Emall; Krista.s.ferrell@wv,gov
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1.7

No contact hetween the Vendor and the Agengy Is permitted without the
axprass Written consent of the State Buyer. Violatioh may result In réjéstion of
thie bid. The State Buyer named above Is the sole contact for any and all Inquifles
after this RFP has been released.

Verhal Corimunication: Any verbal communlcation balwsen the Vendor and
any State personnel s not binding, including that male at the mandatory pre-bid
conferende. Only information Issusd in writing and-added to.the RFP
specifications by an offielal written addenduiin by Purchasing Is bindlig.

Addenda: If it becomes hecessary fo revise ariy par of this RFP, an officlal
wiitten addendum will be issyed by the Purchasing Division.

SECTfON_ TWO: PROJECT SPECIFICATIONS

2.1
2.2
2.2.1

2272

223

2.2.4

Location: The Agencies that will uss this contract &re located statewlde.
Background and Currerit Operating Environment:

Agencles and Documents Stored
Pursuant to the West Virginia Code 6A-8, _
hitp: ffwww:legls. state wv.us ODE/Code. = =8#08 the West

Virginia Depariment of Administration Is responsibie for the managsment of the
State's day-to-day record storage system.

Physical Housing of Documents

The current record canter Is a privately-owned facllity located at 1545 Hansford
Street, Charleston, WV. The facllity contains 70,000 square fest. The
warshiouse has sixteen (16) full-time employees supplemented by ocoasional
temporary erployees, when needed.

Starage of Documents

Agencles are required 1o follow properly approved retentlon/destruction
schedules, These schedules are reguired 16 bie subnitted to.the Department of
Adpmirilstration for approval each odd year.

Document Fiow: Genaral Desoription

Currently documents are delivered to the currerit vendor's locétion at 1545
Hansford Stres! in Charleston, WV andfor picked up from ihis location by
Individual agencles or delivered or picked-up at thé agericy sits by the vendor,
The State does not offer pick-up and delivery servige. Most records are recelved
In Industry standard-slzed boxes (1.2 o #t). Howevet, some are delivered in
other formats previously approved by the records mahager or the recoids
mahagement vendor, :
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226

227

228

2.3

Plek-up of Documents,
The vehdor Is responsible for the pick-up of a minimurm of 3.8 cu. Ft, boxes within

the metro Charleston grea. A volume of racords of less than thils amount will be
pickéd up by the vendor but the agency will bs oharged for a minimum of 3.6 ou,
Ft. The vendor usually picks up the records within two (2) working days after
contact by the agenoy but pitk-up Is no longer than one week afier contact,

Indexing of Documents.

The vendor indexes all received docunients from state agencies and furnishes
monthly documentation to the Purchasinig Division and the Office of Technology
that shows the ihdexing system and describes the location of all documents by
agency. :

Document Retrieyal,

The vendor retrieves any document in storage and delivers it t6 requesting
agency within 24 hours of request aslony as the agenoy looatlon Is in the mstro
Charlpston area. If necessary, the vandor Is requested to retrieve documents In
a rush or smergency basis which means the vendor will relrleve and defiver the
dooument to the agerioy in the metro-Charleston area within four (4) hours, The
difference belwsen "rush” and “emergéncy” is a “rush” is during business hours,
Monday through Friday, and “emergency* is after hours, weekends, or holidays.

Document Destruction,

The agency's retention schedule will note a date of destruction. The vendor
sends a reminder letier to agencies at least 30 days prior to the desfruction date
listing by box that Is shown 61 the retention schetiule: Agencies approve by
signing the reminder letter and returning it to the vendor. if unapproved,
agenclés have the opiion of gontinued storage or delivery/plck-up of the
documents in question. The agency also has the option of having a
tepresentafive witness the destruction of any and/or all documients. After
destruction, the vendor sends writtén cerlifioation of completion of destruction fo

the individual agency:

Some documents are destroyed in a shradder at the ourrent vendor’s locatlon by
vendor personhel upon request/approval by the agency. The current vendor also
shreds magnatic media upon request and provides locked bins for some agency

locations for confidential papers that must be shredded.

Qualifications and Experlence; Vendors will provide In Attachment A:
Vendor Résporise Sheet information regarding thelr firm,-such ag staff
qualifications and experience in completing similar projects; references; copies of
any staff certifications or-dagrees applicabie to this project; proposed staffing
plen; descriplions of paist projects completed entalling the location of the project,
project mahdger name and contect informalion, type of projec!; and what the
project.goals and objectives were and how they were met,



24
24,1

24.2

2.3.1  The vendor should submit a statement addrassing the expearience of the
vendor in supplying récords rhanagement, document storage, document refrleval,
and dooument destruction;

232  The vendor should submit a list bf federal, state, county, or ather
goveriimerital entities and major private Institutlons that are storing records with
the bidding vendoer. : ‘

Project and Goals: The project goals ang.objectives are:

The Vendor shiould hiave the @pability to accommiodate 150,000 boxes or
approximately 180,000 éubio feat for storage of the Staté'’s records.

2.41.1 The vendor should provide documentation of the vendors’ existirig
operation epace capacily and/or writtén-evidence from the swnar/legser that the
vendor can secure slifficlent additfonal space.

2.4,1.2 The vendor should be able to secure an additional 25,000 cublc feet
within one year from award of the contract Upoh written request form the State
Purchasing Division,

24.1,3 The vendor should provide a storage room for archival storage of _
microfiim This room should have an independent clrculating system to keep the
alr as free as possible of pollutanits and dust and to prevent the entry of unfiltered
alr from other parts of the bullding. The humidity ieve! should be kept within a
range of 40 to 60 percent, with an optimum of 30 fo 40, to protect the various film
bases and the temperalure should be less than 70 degress F (21 degrees C),
ideally at-65 degrees, Both the humidity jevel and temperatire should be Kept as
constant as possible. '

Ttacking systein,

2.4.2.1 The vendor should plck up the records within two (2) working days aifter
contact by the agency. The agéncy will at a minimum contact the vendor by
phone using the published number provided in this contract. Howaver, pick-up
shall b no longer than one waek after contact.

2.4.2.2 With respect to the exfent of Indexing required, the vendor should bs
able to provide up to 60 characters per biox of per file,

2.4.2.3 If necessary, the vendor may he requesied fo retrieve documents in a
rush or emergency basls which means the.veridor will rettieve and delivér the
docurment to the agency In the melro-Charleston area within four (4) hours. The
difference between *rush® and “emergency” Is & *fush” is during business hours,
Monday. through Friday, and "smergency’ is after hours, waekends,; or‘holidays,

24.2.4 The agency's retention schedule will note a date of destruction.



24,3 The Btate will choose a vendor to provide a faclity that will protect all documents

244

245

248

2.5

from disaster as defined in West Virginia State Code 5A-8-3 which states:
‘Disaster” means any ocourrences of fire flood, storm, earihquake, explosion,
epldanmile, riol, sabotags, or viher conditions of extrems petil resulting ir
substantial damage or injury to persoris or property within this State, whether

such oceurrence is caused by an act of God, nalure man, including any enemy of

thée United States.
2.4,3.1 The Stale deslrés to limit its fidoding risk.

2.4.3.2 The State desires to limit its Fire and Snoke Detection,
2.4.3.3 the State desires to control temiperatiire and Humidity. .

24.34 Storage-Locatlons, Records should be kepl at least one to one and a
half inches off the floor with the optimum of three Inches. Records should be
stored away from windows, steam, sewer or water pipes.

2.4.3.5 The State deslres to limit fis risk to pests; mold and mildew.
2.4.3.6 Sunlight and Ultraviotel (UV) Tight — Light fades and digcolors paper.
Many of the State records are cénfidential and must only be viewed by

authorized parties. The vendor's facility must-be secured to allow access to
those approved to retrieve/view doctiments: for their respective agency.

The current boxes used by the State are Box Style - Dye Cut Carlon; Inside
Dimensions: 16"W x 12°L x 10'H; Paper Combination: 69-26-69; Strength — edge
orush test of 44 poundsfinch; gross welght limit of 95 pounds, The vendor may

suggest spacifications for future storage boxes needed for effective records

management, however, the vendor will bs expacted to. move existing records in
existing boxes or furnish boxes as needed at:no addltional or separate cost to the
agengles, ,

The vendor will be expested to supply the Department of Administration with
agericy reports showing the agencles storing documents in the facliitles during
that month and listing the total amount of cubic feet of storage for each agency.

‘The vendor may be requested 1o provide billing reports shiowing all billing activity

for each state agency in-a month and management reports datailing all retrievals
of dosuments during that month ahd who refrieved them along with any other
activity between the veridor and any state agency, _

Mandatory Requirements

The following mandatary requirements must be met by the Vendor a5 a part of
the submitted proposal. Fallure on the part of the Vendor to meet any of the
maridatory specifications shall result in the disquatification of the proposal, The
terms “must”, "will", *shall’, “minimum®, “maximunt”, or *Is/are required” ideniify a
mandatory:ltem or facfor. Devistons regarding compliante with-any mandatory
refuiremetits shall be at the sole discretion of the State. :



2.6.4

2.5.2

2:5.3

2.64

2.5.5

2,5:6

1v

The Vendor must provide a secure storage facilily for existing records in a metro
Charleston area jocation, Vendorlocation must be.within 30 ininutes drive tima
of the ‘State Capito! Comiplex, _ '

The Vendor miist be able to accommodate 150,000 boxes or approximately
180,000 cublc feet. . = :

Al Regords Ceriter-employees must undergo an NCIC (national) background
‘ch{e:cl{ as a condition of employment, as well as industry-gtandard privaoy
tratning.

All storage procedures mus! follow industry standerd guidslines éstablished by
the Association of Rerords Managérs and Administrators (ARMA)., ARMA has
pubiished guideiines for records manageiment — ANSI/ARMA 8-200-5 Retantion
Management for Records and Information, -

The vendor is required to offer records management services to all state
agencles slatewide.

2.6.5.1 The vendor Is responsible for the pick-up of boxes statewide within one
week after contact,

2.5.51 The vendor is required to index all received documerits from state
dgencies and furnish monthly documentation 1o the Purchasing Division and the
OfHfice of Technology that explaih the indexing system and describes the location
of all documents by agency.

2552 The vendor is responsible for refrieving any document in storage and
delivering if to requesting agenoy within 24 hours of réquest as long as the
agency location Is in the metto Charleston area,

2.5.6.3 Documents must be destroyed by a crosscut shredder for paper.
Microfilm must be shredded fo 1/36” strip or smaller,

2.5.8.4 The vendor must bill each state agenoy storing records at the facliity
monthly in arrears, These bills must be actording to the prices and oategories
contained in this RFP and the vendor's response, When the véndor must ship
the materials to the agenacy locatich, the tosts for postage will be billed as a
pass-hrough charge. The vendor should provide thé percantags if they plan to
charge a procéssing fee.

2.5.5.5 If rejiested by any ggency, the vendor must refrieve, fax, and re-ile up
to 25 single-sided pages. This task must be completed within twenty-four (24}
working hiours of the agency request or if requested as a rush, within four (4)
working hors,

The guccessful vendor will be responsible for mvving all boxes fram the existing
location to the new location within 60 days after award if a new vendor is chosen.
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268

11

2.68.1 The current vandor will provide.each agensy with a ist of dosuments
cureenily in storafie. Each agency will have a minimum time of two (2) weeks fo
remove all documents In storage or be bliled for services rendared by the new
venddr. The agency wili continte to pay the old véndor until the new vendor
picks up the agency's boxes.

2.5.6.2 The new vendor and ths old vendor will meet to develop mutually
agreed upon schedules for plok-up of the agency boxes,

2:5.6.3 The selected vendor shall be responsible for the pick-up and
organization of all documents remaiiing in storage at the current vandor's
location and other agency facllities;

2564 The successful vendor will move existing records Jn existing boxes or
furnish boxes as needed at no addltional or separate cost, The successful
vendor will repackage as nieeded at ho additional or separate cost,

The vendor shall take sole and complate ltability for all physical documents
currently in storage and any document placed In storage whils the vendor is
under contract with the State of West Virginla. :

The vendor must maintaln the confidentiality of any record or decument desmed
“confidential” by West Virginia State or Federal law fiom the time it is placed in
storage continuing through the destruction of the decument,

SECTION THREE: VENDOR PROPOSAL

3.1

3.2

3.3

Economy of Prepatation: Proposals should be prepared simply and
economically providing a straightforward, conclse description of the Vendor's
abllities to satisfy the requirements of the RFP. Emphasis should be placed on
completeness-and clarity of the agntent,

Incurring Cost: Nelther the State nor any of its employees or officers shali be

held ligble for any expenses incurred by any Vendor responding to this RFP,
Including but not imited to preparation, defivery, or trave!,

Proposal Format: Vendors should provide résponses in the format listed below:

Title Page: State the RFP subject, number, Vendor's name, business
Address, telephone number, fax number, tame of contact
person, é-mall adilress, and Vendor signature and date,

Table.of Contents: Cleatly identify the material by section and page number,

Attachment A: Within the attached response sheet {Attachnient At
Veridor Response Shest), provide the foltowing; firm and
staff qualifioalions and experience in completing simljar
projects; references; coples of any: staff cerlificatiohs or
degrees applicable to this project; proposad staffing plan;



3.4

Attachmenit B:

Aftagchment C:
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descriptions of past.projécts completed entailing the
location of the project, project manager name and contact
Information; type-of projact, dnd what the projest goals and
objectives-were and how they were met,

Algo, descr;ibe the approach and nisthodology préposed
for this project. This should include how each of the goals
and objectives listed is to be met,

Complete Attachment B: Mandatory Spacification
Checkilst. By signing and datirig this attactiment, the
Vendor acknowledges that they meet or exgsed ¢ach of
ihese spedificatioris as outlined in 2.6 of Section Two:
Projact Specifications. The State reserves the right to
require dotumentation detalling how each is met at its
discretion.

Complete Attachment G: Cost S8heet Included in this RFP
and submit in a separate sealed envelope. Cost sholild be
clearly marked.

Proposal Submission: Proposals must berecelved in two distinet narts:

lechnical and cost,

+ Technlcal proposals must not contain any cost informattpn refating to

the project.

» Cost proposal shall be sealed in a separate envelope and will not be
opened Initlally,

All proposats must be submitted to the Purchasing Division prio¥ to the date and
time stipulated In the REP as the opening date. All bids will be dated and time
stamped to verify official time and date of racelpt.

3.4.1 Vendors should allow sufficient time for delivery. In accordancée with Wesf
Virginja Code §6A-3-11, the Purchasing Division cannot walve or excuse
late receipt of a proposal, which Is delayed or iate for any reason. Any
proposal recelyed after the bid opening date and time will be immediately
disqualified in-accordance with State law.

Vendors responding to this RFP shall submit: ,
One original technical and cost proposal plus 4 convenianice coples to:

Purshasing Dlvision

2019 Washington Street, East
P.O. Box 50130

Gharleston, WV 25305-0130

Theé outside of the envelopse or packags(s) for both the technlodl and the
cost should be clearly marked:

Vendor:




3.5

3.6

3.7

3.8
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Buysr; Krista Fertell for File 42
QOpening Date: 08/26/2011
Opening Time: 1:30 p.m,

Purghasing Affidavit: West Virginia Code §5A-3-10a requlres that all bidders
submit an affidavit regarding any debt owed to the State, The affidavil must be.
signed and submitted prior to award, It is preferred that the affidavit be submitted

with the proposal.

Resident Vendor Preference; In accordance with West Virginia Code §5A-3-
37, Vendors may make application for Resident Vendor Preference. Sald
application must be made on the attached Reslident Vendor Certification form at
the time of proposal submission.

Technical Bid Opening: The Purchasing Division will open and announce only
the tethnical proposals recelved prior to the date and time spiecified in the
Request for Proposal. The:technical proposals shall then be provided to the
Agency evaluation committee.

Cost Bid Opening: The Purchasing Divislon shall schedule a date and time to
publicly apen @nd anhouhce cost proposals ance the Agehcy evaluiation
committes has complefed the technical evaluation and it has bsen approved by
the Purchasing Division.

SECTION FOUR: EVALUATION AND AWARD

4.1

4.2

Evaluation Process; Proposals will be evaluated by a committee of three (3) or
more individuals against the established criteria with points-deducted for
deficlencies. The Vender who demonstrates that they meet all of the mandatory
specifications required; and has appropriaiely presented within their written
response &nd/or duiing the oral demonstration (If applicable) thelr understanding
in meeting the goals and objeclives of the project; and aftains the highest overall
point score of all Vendors shall be awarded the contract. The selection of the
syccessful Vendor will be made by a consensus of the evaluation commities.

Evaluatioh Criterla: All evaluation criteria is defined In the specifications section
and based on a 100 point total score. Cost shall represent a minimum of 30 of
the 100 total points.

The following are the svaluation factors and rmaximum points possible for
technical polnt scores:

Qualifications and Experience 20 Points
Approach and Methodology 40 Polnis
Records Tracking and Retrleval 5 Points
Phystcal Move 5 Polnts
Cost 30 Polnts

Total 100 Points Possible
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Each cost proposal cost will be scored by use of the following formulé for all
Venidors who atlained the minimum acceptable score;

Lowest price of all proposal _ »
: X 30 =Price Score

Price of Proposal being evaluated

4.2.1 Te%ng!cgl Evaluation: The Agency evaluation committee wil review the
technical proposals, deduet polnts where appropriate, and make a final
wiitten recommendation to the Purchasing Divislion.

i eptable Scote: Vandors must sgore a minimuny of 70% (48
poinits) of the total téshnical points possibie. All Vendors not attalning the
minimum acceptable score (MAS) shall be disqualified-and removed from
further consideration.

4.2.3 Cost Evalyation: The Agency evaluation commitiee will review the cost
proposals, éssign appropriate points, and make a final recommendation
to the Purchasing Divislon. :

42.2

4.3  Independeit Price Determination: A proposal will not be considered for award
if the price in the proposal was ot arrived at independently without collusion,
consultation, communication, or agresment as to any matler relating to prices
with any competitor uniess the proposal Is submitted as a joint venture.

4.4 Rejection of Proposals: The State reserves the right to accapt or reject any or
ali proposals, In part or in whole at ils disoretion. The State further reserves the
fight to withdraw this RFP at any time and for any reason. Submission of or
receipt of proposals by the State confers no righis upon the bidder nor obligates
the State in any manrier.

4.5  Vendor Registration: Vendors participating In this process should complete and
file & Vendor Registration and Disclosure Statement (Form WV-1) and rerit the
registration fee. Vendor Is not required to be & reglstered Vendor in order to
submit a proposal, but the successful bidder must register and pay the fee
prior to the award of an actual purchase order or coniract.

SECTION FIVE: CONTRACT TERMS AND CONDITIONS

5.1 Contract Provislons: The RFP and the Vendor's tesponse will be incorporated
Into.the contract by réference. The order of precetlence shall be the contract, the
RFP and any addendum, and the vendor's proposal in response to the RFP,

5.2  Public Record: All documents submitted to the State Purchasing Division
relafed {o purchase orders or contracts are considered public records, Al bids,
proposals, or-offers submitted by Vendors shall become public Information and
are avallable for inspection durihg notmal official business hours in the
Purchasing Division Records and Distribution cénter after the bld opening.



6.3

6.4

6.2.1 RIsk of Disclosure: The only-exemptions to disclosure of inforiviation are
listed in West Virginia Code §29B-1-4, Any information consldered a
trade setiet muel be separated froim the Vendor submission and clearly
labeled as such. Primarily, only Irade sadrets, as submiittad by a bidder,
are exempt from public discjosure. The submission of any informatien to
the: State by & Vehdor puts.the risk of disclostre on the Vendor. The State
does not guarantee non-disctosure of any Information to the publie,

522 Wiitten Reléase o fmation: All public information may be refeased
with or withaut a Freedom of Information requiest; however, enly a written
request Will be acted Upen with duplication fees pald in advance.
Duplication feps shiall apply to all requasts:for coples of any document.
Currently, the faes are 80 cenfs per page, or a minimum of $10,00 per
requesl; whichever is.greater.

Confiict of triterest: Viendor affirms that neither It ror its: representatives have
any Interest nor shall acqulre any Interest; direct or indirect, which would
compromise the perforriiance of Its services hereunder. Any such interests shall
be promptly presented in dstail tothe Agency.

Vendor Relationship: The relationship ¢f the Vendor the State shall be that of
an independent contractor and no pringipal-agent relationship or employer-
employee relationship is contemplated or created by this contract, The Vendor as
ah independent contfractor is solely liable for the acts and omissions of lts
employees and agents.

Vendor shall be responsible for selecting, supervising, and eompensaling any
and all individuals employed pursuant to the terms of this RFP and resulting
contract. Neither the Vendor, nor any employees or subcontractors of the
Vetidor, shall be deemed to be employess of the State for ahy purpose
whatsoever.

Vendor shall be exclusively responsible for payment of employeas and
contractors for all wages and salaries, taxes, withholding payments, penalfies,
fess, fringe benefils, professional lfability thsurance premiums, contributiors to
Insurance and pension, or other deferred compensatlon plans, Including but not
limited to, Workers’ Compensation and Seclal Security obligaiions, licensing
fees, &t colera and the flling of all necessary documents, forms and returns
pertinent to ail of the foregeing. '

Vendor shall hold harmiess the 8fets, and shall provide the State and Agency
with & defense against any and all dlaiinis.Including, but not limited to, the
foregoing payrments, withholdings, conlributions, taxes, Social Seourity taxes,
and employer income tax returns.

The Vendor shall not assign, convey, transfer, or delegale any of its
responsibliities and obligations under this contract to any person, corporation,
partnership, assoclation, or entity without expreesed written consent of the

Agehcy.

10



5.5.

5.6

5.7

io

fuires; This Vendor may, with the prior written

64,1 Subcontrattshlol ires: ,
enter into sitboontracts for perférmance of work

consent of the State,
undar this contiact,

54.2 Indemnlfication: The Vendor agrees to indemnity, defend, and hold
hafinless the State and the Agenoy, thelr officets, and employees from
and against: (1) Any claims or losses for services rendered by any
subcoiitractof, person, or firm parforming or supplying services, matetials,
or suppiies In connection with the perforimarice of the cortract; (2) Any
claims or losses resulting to any person or entity injured or damaged by
the Veéndor, ite officéts, éniployees, er stibcontractors by the publication,
translation, reproduction, delivery, performance, use, or disposition of any
deta used under the contradut in a manner nat authorlzed by the contrast,
or by Feders| or State-stalutes or regulations; and (3) Any fallure of the
Ventlor, its officers, employess, or subgonlractors to observe State and
Federal laws including, but fiot limited to, labor and wage laws.

5.4.3 Governing Law; This contract shall be govaried by the laws of the State
of West Virgihia, The Vendor further agrees to comply with the Civil
Rights Act of 1964 and all other appficable laws and regulations as
provided by Federa!, State, and lacal govetriments.

Term of Contract and Renewals: This contraét will he-effective 12/01/2041 and
shall extend for the period of one (1) yéar, at which time the contract may, upon
mutual consent, be renewed. Such renewals are for.a period of up 1o one (1)
year, with a maximum of two (2) ofie-year renewals, or unlil such reasonable
time thereafter as is necessary to oblain & new contract. The “reasonable time”
perlod shall not exceed twelve (12) months. During the “reasonable time* period,
Vendor may terminate the contract for any reason upoh giving the Agency ninety
{90) days wiitten nolice. Notlce by Vendor of intent to terminate will nof relieve
Vendor of the obligation to continue providing services pursuant to the ferms of
the contract.

Non-Appropriation of Funds: If funds are riot appropriated for the Agency in
any sycceeding fiscal year for the continued use of the services covered by thls
contract, the Etate may terminaté the contfact at the end of the affected current
fiscal psriod without further charge or penalty. The $tate shall give the Vendor
written notice of such hon-appropilation of funds as soon as possible after the
Agency receives hotice. No penally shall accrue to the Agency in the event this
provision s exefcised. -

Changes: If changes to the cont_radt become necessary, a formal contract
change order will be negotiated by the State, the Agenioy, and the Vendor.

As soon as possible, bul not to surpass thirty (30) days aftet receipt of a wrilten
change request from the Agency, the Vendor shall detstimine if there Is an impagt
on price-with the change requested and provide the Agenoy a written Statement
ideritifying any price impact on the contract, The Vendor shall provide a
description of any price change. associated with the implementation,



5.8

5.9

5,10

5.11

NO CHANGE SHALL BE IMPLEMENTED BY THE VENDOR UNTIL SUGH
TIME AS THE VENDOR RECEIVES AN APPROVED WRITTEN CHANGE
ORDER FROM THE PURGHASING DIVISION,

Price Quotations: The price(s) quoted inthe Vendors proposal will not be
stibject to any increase and will be considéred firm for the iife. of the eontract
unless specitio provisions have beeh provided in the orlginal gpecifications.

invoiges and Progress Payments: The Vendor shall submit involces, In
arrears, to the Agency at the address-on the faoe of the purchase order fabeled
"Inyolce To,” Progress payments-may be made ai the option of the Agenoy on
the basls of percentage of work completed 1f so defined In the final conlract,

Contract Termination: The State may terminate any contract resulting from this
RFP Immediately at any time the Vendor fails to carry out ft¢ responsibliities or to
make substantlal progress under the térms of this RFP and resulting contract.
The $tate shall provide the Vendor with advance nolice of parfofmance
condlitions which may shdenger the contract’s continuation, i after such notice
the Vendor falls to remedy the conditlons within the established timeframe, the
State shall order the Vendor to cease and désist any and ail work immedlately.
The State shall be obligated only for seivices rénderéd and accepted prior to the
date of the notice of termination, .

“The coniract may be ferminated by the State with thirty (30) days prior notice

puisuait to West Virginia Code of Sfate Rules § 148-1-7.16.2.

Special Terms and Conditions:

5.12.1 Bid and Performance Bonds- Not Applicable to this Project
6.12.2 Insurancé Redulreivetits:.-Not Applicable to this Project

o Public fiability
¢ Properly damage
* Professlonal lfabllity (medical, advertising, ef cefera)

6128 License Requirement; Workers' Compensation, Contractor's License,
eto; (Nof Applicable to this Project

5.13 Record Retention (Access and Confidentiality): Vendor shall comply
with all applicabls Federal and State rules, regulations, and requiremenits
governing the muintenance of documentation to verify any cost of services or
coriitoditles rendered under this contract by the Vendor. The Vender shall
maintain such records & minimun of five (8) years and make such records
avallable to Agenoy personnel af the Vendor's location durihg normal business
hours upon written request by the Agency within ten (10) days afier receipt of the
requast,

Vendor shall have access {o private and confidantial data maintalned by the
Agency 1o the extent required for the Vendor to ¢arry out the dutles ang
responsibilities défined in this contract. Vendor aprees to malntain confidentiality
and security-of the data made available and shall indemnify and hold harmisss

I ¥



the State and the Agency against any and all clalis brought by any paity
attributed to actions of breach of confidentiality by the Vendot, subcontractors, of
individuals pérmitted access by the Venidor.
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RESPONSE TO
STATE OF WEST VIRGINIA
PURCHASING DIVISION
REQUEST FOR QUOTE RECMGT11
RECORDS MANAGEMENT

CORNERSTONE RECORDS MANAGEMENT
1545 HANSFORD S'i'REET
CHARLESTON, WV 25311
304-346-8878 (PHONE)
304-346-8982 (FAX)

AUTHORIZED CONTACTS

ED BRIDGETTE JOE POWERS
ebridgette@cornetston-rm.com [powers@conerstone-rm.com
X

op/(s/2oll

1>
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Attachment A; Vendor Response Sheet

Vendors using the electronic version of this document shall not alter
the response requirements contained herein. Responses should
follow each requirement detailing how each will be met,

Provide a respohse regarding the following: firm and staff qualifications and experience in
complefing simitar projects; refererices; copies of any staff certifications or degrees applicable to
this projact; proposed staffing plan; descriptions of past projects complated entailing the focalion
of the profscl, project manager name and contact informafjon, lype of project, and what the
project geals and objectives where and how {liey were met,

2.3 Qualifications and Experlence ~ Cornerstons Records Management has managed all
State records stored off-site under RECMGT94, RECMGT0D and RECMGT07 by Atshive
Records, Nova Records end, most recently by Cornerstone Records Management. In
1994, the suocessful completion of 35,000 plus cubic feet of records were moved to our
Records Management Facility for the initla] REGMGT94 contract. Subsequeritly, the
movement of records for all Stite agencles has been made In the process of moving thru
the. RECMGT00 and RECMGT0Y contracts. Much needed rg-ihdexing and cross-
referencing of these records have provided improvemant in the State's document

- management system throughout our 17 years of records managemant for the State of
West Virginia.

During the RECMGT94, RECMGTO0) and RECMGTO07 contracts, the following items have

been accomplished In the management of the State's records;

1. Barwoding all boxes, providing cost effoctive, safe tracking and Inventory of

records,

Detailing the data-based Indexing that continues to enhance customized reporting

while improving record search efforts.

Bar coding file retrieval and re-files.

Computerizéd, detalled invoicing by agency with copy of summation to

Department of Administration upon reguest.

installation of staté of the ait records management software for botl the storage

and document destruction areas. .

8. Scheduling of personniel oh ¢all 24 hours alday, 365 days perlyeay for pick-up and
delivery as necessary,

7. Providing Retentlon Schedule Malitenanoe and timely notification requesting
permission to destroy prior to corifideritial shredding. '

8. Open communication with all agencies to accompiish requests as necessary.

I

Cornerstone Records Management has considered the 17 years of Inyolvement with the
Stata of West Virglrila in their records management a privitege and has strived, and
sontinues to-do 80, to provide the highest quality service possible in this.relationship, In
2 racent meatings with the Secretary of Administration, the comment was miads that he.
has never recslved a complaint concerning our involvement with the State and the
business we condirct with them,



P

2.3.1 The vendor should provide the length of lime that he has bsen In {he records storage
businéss and the location.

Vendor Response: Cornerstone Records Management has boen involved in the records
storage business In West Virginia sinee 1891, originally as Archive Serviges, Archive
Services was acquired by Nova Records Management It March of 2006, The present
acquisition by Cornerstone Records Management took placs in June ef 2008, There are
presently 2 locations utilized by Corneratone Records Management at 41545 Hansford
Street, Charleston, WV, approximately 2000 yards frot the State Capital aid 1401
Charles Avé., Dunbar, WV, approximately 15 minutes from the State Capltal,

2.3.2 The vendor shouldsubmif a stalement addressing the exparisnce of the vangor in
guppring récofds management, document storage, documenl refrieval, and document
festruction.

Vendor Response: Cornerstone Records Management has besn involved with the State
of West Virgihla in records management, dosument storage, document retrieval and
document destruction since 1094 and Involved I the records management business
since 1991, We currently employ 12 indlviduals in our Charleston and Dunbar facllities
with over 55 years combined experience in the records management business, We
presently serve over 500 customers including government (federal, state, county and
city), Industrlal, legal, medical, banking, insurance and professioiial organizations, We
currently have over 480,000 cubic feet of hard copy records under management with the
capaclty to store and manage In excess of 750,000 cublc feet of hardcopy records on ali-
steel shelving. o

Our shredding facility was upgraded in 2010 with a state of the art, $250,000 Weima
shredder with the capacity fo shred up to 3000 pounds per hour as was our climate
controlied Media Vault storage area with a state of the art media computer system and
the enhanced environmental gystem installed.

2.3.3 The vendor sh_ould'su,bmit & list of federal, state, county, or other govemmenlél antitles
and major private Institutlons that are storing records with the bidding vendor, Pléase specify
which of these cuslomers have similar requitements (In processing and number of documents
handled annually) to he neads defined in this RFP. If no single customer can be ciled whose
system Incorporates all of the Tungtions needed, provide a list of cuslomers whosg syslsms
collectively utllize these functions. For each custémer, provide Ihe name, malling address,
telephone number, and e-mall address of a user representative who ¢an be contacted with
questions.
Vendor Response: Listing of customers:

1. U8 Distiet Gouddaoo Virginia St East Chardeston, WV 26301 Kim Lancaster 304-347.3860

casterdDld.org
2. gaékscn Kelly kalw Firth 1800 Laidlgy St. Chprleston, WV 25301 Kathy Hudnall 904-340-1182
ah@Jdckso GOl .
3. Woells Fargoins, Services 802 Virginta SL. East Gharleslon, WV 25301 Mike Perdus 304-353-7811

Michael.L.Perdue@welisfarac.com



'E'l'tfnlgonlf,c Dala Sysfems 3200 Kan, Turnpike So, Charleston, WV 25303 Ted Danford 304.-746-5763
' of C0m.
Stale of Wesl Virginla  All Stale Agencies:

© & N o » a

2.4.1 The Véndor should have the capablilly lo-accommiadale 125,000 boxes ot approximately
180,000 cubic feet for storage of the Staie’s records.

Vendor Response: We presently House the State of West Virginia boxeés in our
Charleston and Dunbar, WV facilities, We havethe capacity to expand from our pregent
480,000 cubic feet comblited customer storage to 750,000 cubic feet as neaded. Steel
shelving has been erected for this expansion to accommedate future new input as
recelved.

2.4.1.1 The vendor should provide doctimentation of the vendors’ existing operation
spate capacity and/or wrilten evidence from lhe dwnei/leaser that the vendor can
sacure sufficient additional space.

Vendor Response: Cornerstone Records Management has I thelr combined locations
270,000 cubic feet open for additional box storage as necessary.

2.4.1,2 The vendor should be able o secure an addlitional 25,000 cublc fest within one
“year from award of the contract upan writlen request form the State Purchasing Division.

Vendor Response; Additional space is available In present facillties per previous
Information supplied. -

2.4.1.3 The vendor should provide a storage room for archival slorage of microfiim This
roomn shauld have an Ihdependent olrsulaling system fo keep the alr as frae as possibie
of pollutants and dust and 1o prevent the entry of unfiltersd alr from other parts of the
bullding. The humidity level should be kept within a range of 40 to 50 parcant, with an
optimuit of 30 to 40, to protect the varlous film basies and the temperature ghould be
less than 70 degrees F (21 degrees G), ideally al 85 degrees. Bolh the humidity level
and temperalure should be Kept as constant as possible. The vendor should describe
lhe environmental protections for archival storage of microfiim that It will provide.

Vendor Response: We presently house media for the State of Wast Virginla In our
environmentally controlled four hour fire-vault meating archival requireinents for
temperature and relative humidHy. it Inclitdes a buiglar-ratad door for the storage of
valuable and sensitive documents. The temperature Is maintalried at 67 degrees
Fahrenhelt with the hunildity level at 40 parcent. The levels are maintained bya

7
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Weathergoose system which has the abllity to alert managemesht by both e~mail and cell
phione should these conditichs vary.

2.4.2 The yendor should describe Ifs records tracking system.

Vendor Response: Corherstone Records Managéments' resords tracking system
conslists of the following:

1. Listing of all agencies storing documents

2. Total inventory and location of gach record by agency/sub-agencies or dept., if
requested:

3. Billing reports/involcing by:
a) Storage
b} New files indexed
¢) Retrievals
d) Re-files
e) Destruction
f) Pickups
g) Deliveries
h) Other Services

4. Inventory list and location of each record including ablility to monitor items on
dock awaiting re-filing.

5. Status report of each flie (retrieved, partial retrioval, accountability of retrieval,
permanent romoval, destruction and date).

6. Security authorization list with ability to restrict or limit accessibility by individual
or code.

7. Audit trail from initiaf recelpt of records through invoicing.

8. Audit trail of all inventory changes,

9. Tracking and monitoring capablility for all work performed and/or status of all
records.

10. Retention schedules of documsnts scheduled for destruction as well as
certificates of destruction for records destroyed.

11. List of all records destroyed from inception by date and description.

12. Retriaval by agency box number, record center number or by key word {Iif defalled
indexing 18 used).

13. Dally, monthly and annual activity reports by service for each agency and/or
departments, If recuested.

2.4.2.1 Tha vendor should pick up the records within two (2) working days after contact
by the agency. The agéncy will at & minimum confact the vendor by phione using the
published number provided in this contract. However, pick-up shall be no longer than
one waek after contact. The vendor should describe how he plans 1o handle pick-ups
Inside and outside the metro Chatleston area.

Vendor Responss: - Cornerstone Records Maringement guarahtees retrieval and dellvery
within 24 hours of any record reguested within 26 miles of the State Capital. Forms are.
provided by Cornerstong for the.authorized individual to fiil Inand fax via-our dedicated
fax lihe. These requests are entered on the day Yecelved (3:30PM cut-6ff) and set up for
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retrieval/dslivery the following day. Other areas of the state will be serviged by
Cornerstone personnel and Vehic!es and Federal Express where appropriate,

2.4, 2.2 With respeel to the exlent of indexing required, the vendor should be able to
provide up {6 80 characlers per box or per file. The vendor should deéscribe its Indexing
schame.

Vendor Response: Cornerstong Records Managemant to provide the needed characters
for indexing of boxes, Our capabilities exceed the States request. Our indexing consists
of !

1. Account hisber

2, Agency name

3. Date of Record

4. Destruction Date , ,

5. Description or subject matter of record; further index by subcategories and recall

on subcategories available.
6. Date recelved by Cornerstone Records Management
7. Accession numbet

2.4.2 3 If necessary, the vendor may be requested to relrieve documents In a rush or
emergency basis which means the vendor will refrieve and deliver the document to the -
agency in the melro-Charleston area within four (4) hours, The difference beiween
“‘rush” and "emergency” Is a "rush” is during business hours, Monday through Friday,
and *emergency” is afler hours, weekends, or holidays. The vendor should describe
how it will handle rush and emergency requests.

Vendor Response; RetrievaliDelivery of "rush* requests are guaranteed for delivery
within 4 hours within in the metro-Charleston area. Cornerstone has personnsl on-call
24 hours a day for *emergency” retrievalldelivery. Cornerstone personnél are equipped
with mobile phones to enharice response timse and efficiency,

2.4.2.4 The agency's relenlion schedule will note a dale of destruolion. The vandor
should descrlbe how It will remind its customers of ths approaching destruction date,
how it will seek approval for destruction, and how it will certify that the destruction has
taken plags.

" Vendor Response: Cornerstone Records Management, on a quarterly basis, will-query a
listling of contalniers based on destruction dates provided by State agencies pertalning to
thelr retention schedute. This list is then férwarded to the authorized user along with an
instruction form (atachied) for that specific agency for review-or changes and approval,
Onoe approval has been received, a pre-tiestruction work ‘order is produced and
fotwarded to this same authorized user for review and final approval sign-off. Once
approval Is recelved, containers are pulled and mover to our shrédding facllity and
destroyed at that time, A Certificate of Desfruction will be returned to the authorized
person once coniplete showing a descripfion of items destroyed and dafe of destruction
along with the agency name the records were recelved fiom.



2.4.3 The State will choass a vendor lo provide a facllity that will protect all documents from
disaster as defined In Wesl Virginla State Code 6A-8-3 which states: “Disaster” means any
ocgurrences of fire flood, siorm, earthquake, explosion, epidemie, rist, sabiotage, of other
conditiors of extreme perlt resulling in substantial damage or injury lo persons or property wilhin
ihis State, whether stich occurrence is caused by an-aot of God, nalure man, Including any’
enemy of lhe United Statés. '

Vendor Response: Gornerstone Records Management centors currohtly meet the
requirements of protecting all documents from disaster as defined by West Virginia Code

SA"B'a{

2.4.8.1 Fiooding. The vendor should explain if ils facilily is In the flood plain and If so,
what procedyres are in place to profect the Stafe’s records In case of flood.

Vendor Regponse: Cornerstone’s Gharleston, WV faclity Is out of the 100 year flood
plain, It-utilizes steel shelving ranging from 1 ¥4* ~ 4" above floor-level, The Dunbar, WV
facility Is on the edpe of the 100 year flood plain with no records stored at or below fisod
stage. Steel shelving at this focation ranges froim the 1 1/2” - 3" above floor level,

2.4.3.2 Fite and Smoke Defeclion. The vendor should describe how lls facliity is
squipped to respond lo fire and smoke deteation, i.e., smoke delectors, fire alarins,
communication tles with the fire depariment, etc., and cerlify that all application building
codes and industry standards for this type of faclilly are met.

Vendor Response; Cornerstone utilizes the ADT PKG Focus 200 Plus wiboth batiery
back-up and cell phone hack-up systems for both of its facilities, This monitors both
security and fire along with fire suppression systems throughout both facilitles through
ADT's 24 hr. per/day monitoring program. Contact is made by ADT with Jocal Fire and
Pollce departments should troithle accur in any of these areas. Cornerstone personhnel
are on-call 24 hours afday to handle any alarm ocourrences as they are contacted by

ADT,

2.4.3.3 Temperature and Humidily. The vendor should describe the temperature and
humidily controls at ils fagilily,

Vendor Response; Gornerstong Records Management Vault description on temperature
and. humidity have been describe In véndor response 2.4.1.3. Box storage temperature
and humidity is based on ambient temperatires.

2.4.3.4 Storage Locatlons. Records should be kept at least orje to one and a half inohes
off the floor with the oplimum of three inches. Records should be stored away from
windows, steam, sewsr or water pipss. The vendor should explain how these Issties will
be handled. :

Vendor Responise: Both the Charleston and Dunbar, WV records facflitles, as per 2.4,3.1,
comply with distances required for shielving. Neither facility contains windows and,

P/



steam, sewer of water pipes ate slther not in proximity of stored records or do not exist
in either location, '

2.4.3.5 Pésls, Mold and Mildew. The vandorshould describe its prevention techniques.

Vendor Response: Cornetstone Records Management coptracis with Orkin to Inspect
olir facilities on a regular basis as'a past control preventive maintenance pragram. Mold.
or mildew has Aot been ah isstis with the storage of containets at eithar facility, Boxes
are Inspected at the time of pull for any irregularities In cosmetic and structural integklty.

2.4,36 Sunlight and Uliraviolet (V) light — Light fades and discolors paper. The vehdor
should desoribg how they insure this will not happén,

Vendor Response: Nelther of our records centers have windows which eliminate the
possibllity of sunlight or ultraviolet light affecting the records.

2.44 Many of the State records are confidential and must only be viewed by authorized
partles. The vendor's facility must be secured to allow access to those approved 1o
relrievelview documents for their respective agency.

Vendor Response: Gornerstone Records Management requires authorization llsts from
each agency with the State of West Virginia. Only those individuals listed will have the
ability to request retrioval or delivery of any of the agenclas records or have the abllity to
view records at @ Cornerstone facllity. Only one secured entry Is utilized by all non-
Cornerstone personnel to enter/exlt the facility. This is monlitored at alt times by

Cornerstone personhel,

2.4.4.1 The vendor should describe the physical layoul and organizetioh of thelr facility
and desoribe the safeguards proposed that will ensure & secure location.

vendor Response: As described in previous Iitems in list, Corperstone’s facilities.are
seoured by ADT secutity systems along with an plectronically secured gate and fericing
surrounding the parking area of the facility. Entry to our facliities are limlted to
authotized persons and then, only to our reception area for recelpt of thalr
recordirecords. Only one secured entry [k avallable to non-Cornerstone personhel in
accessing this area. A signin/departure sheet ls utilized and stored for recoid of all
individuals arriving/departing our facilitles. The sign-in/departure sheet lists Ihdividual
nate, company reprasented, date and time of arrival and departure. Numbered
Corherstone batiges are given to each visitor for verification of arrival snd departure,
Records are stored throughout facilities by location codes for security purposes with no
custemars container Inventory located In any one given area. As all records are
considered confidentlal which are stored Ih our facliities, all Cornerstone personnel must
sign a Confidentiality Agreement and undergo an NEIC background check as a condition

of employment.

2 .4.4.2 The vendor should dascribe its securily procedures for visitors going beyond the
securily doors.

L0
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Vendor Regponse: Only Corniérstone personnel aré authorized in the records center.
Pre-notlce or appointments must be made by those individuals wishing to review
records. An audif room is dvallable in our reception area for sniall quantity reviews. For
larger reviews, a mezzanine area Is available and located In our records center whire
individuals authorized to review thelr material would be escortéd by Cornerstotie
ranageiment. Agaln, these Individuallindividuals must.be on the authorized listfor that
specific agéncy or organization before this process Is begun. Fot prospective customers
or auditors who reguest a tour of the facility, prior notice/appointments must ke mads for
this process, Cornerstone Management accompanies these Indlvidual/individuals
throughout the progess of the tour.

2,4.4.3 The vendor should describe its procedures when a customar comes {o the
Records Center 10 refrjeve fecords. The sign-in information should Include ata
minimum Name, Agency, Date, Time, and Container sought. The vendor should also
describe how it verifies the person requesting access is authorized to relrleve
documents and how the vendor verilles that the documents relriaved are the records
requested,

Vendor Résponse: As described In previous responses, afl visltors are required to sign
in with Name, Agency, Date and time of arrival/departure. Contalner/file numbers are not
listed on sign-in sheet as this would compremise the secure numberinyg system and
allow viewing of a secure dogumerit description. The purposs of the visit; le, retrieval,
delivery, containerftile numbér, individual’s name, etc,, Is listed on the work order
preduced for that speclic customey's needs,

Verifieation of the requesting Individual Is checked through authorization lists required
from each agency. Verification by Driver's License Is ufilized as a final security check.
Forms are provided to each agency/organization for reguesting contalhers or files as
needed. The Information on these forms designates the container or file needed for that
specific task by the secured numbering system for each, These files/contaliiers are
verlfied through the agentylorganization's inventory list and assigned to that specific
work order per the submilted request form.

2.4.8 The vendorshould describe its plan of aclion for the transilion from the old vendor {o the
new vendor.

Vendor Response: Not applicable; howaver, Coriterstone Records Managament will work
with the new veéndor, should there be one, to ensureé a.sinooth transition,

24,6 The current boxes used by the State are Box Slyle ~ Dye Cul Carlon; Inside

- Dimensions: 16'W x 12'L x 10"H; Paper Combination: 89-26-69; Strength ~ edge crush lest of
44 poundsfinch; gross welght limif of 95 pounds. The vander may suggest specifications for
fulure slorage boxes needed for effective records management; however, the vendor will be
expecled lo move exlsting records in exisling boxes or furnish boxes ag needed at ho addltional
or separate cost lo the agancies. The vendor should describe its preferred box style and size,
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Vendor Response: As the ourrent boxes being utllized by the State of West Virginia are
supplied by Cornarstone Records Management and, shouid Cornerstone retaln the
contract for records storage, this becomies a nonsissue.

2.4.7 The vehdor will be expected 16 supply the Depariment of Administration with agency
reports showing the ageneles storing documents In the facilities during thal month and listing the
iolal amouni of cublic fael.of slérage for each agency.

The veridor may be requested to proyide billing reporls showing all billing aétivily for
each state agency ina month and managemant jeports detalling all reltievals of documents
during that month and who retrleved them along with any oltier activily belween the vendor and
any stats agenoy. The vehdor should provide samples of these types of reports.

Vendor Response: Agency inventory lists based on cublc feet will be supplied to the
Department of Administration as reqiiested.

Billing reports as stated abbve are supplied on a monthly basis at this time. This
invoicing containg information pertaining to cublc foot storage, files Inputted, retrieved,
re-files, destruction, pick-upsideliveries and permanent removai as utilized during that

specific month, (See attachment)

Reports will be submitted as requested. by the Department of Administration.



Attachment B: Mandatory Specification Checklist

25.1  The Vendor must provide & secure storage facllily for existing records in a metro
Charleston area location. Vendor location must be within g 258 iille radius of State Capitol
Complex. ‘ -

2,5.2 The Vendor must be able io accommodale 150,000 boxes or approximately 180,000
cuble feot, Piease destribe the size of your proposed faoiiify.

253 Al Records Center employees must undergo an NCIC (national) background check as a
condilion of employment, as well as industry-staiidard privacy tralning,

~2.54 Al storage procédures rmust follow industry standard guldelines established by the
Assoclation of Records Managers and Adminlstrators (ARMA)., ARMA has published guldeliries
for records management — ANSHARMA 8-200-5 Rétention Managemeni for Records and
Information. '

2.5.,5 The vendor is required to offér records managemenl services 1o all state agencies
statawide. .

2.5:5.1 The vendor is responsible for the pick-up of boxes slatewide within one week
after contact.

2.5.6.2 The vendor Is required to index all recelved documents from stale agencies and
furnish monthly documentation to the Purchasing Division and the Office of Technology
that explain the Indexing system and describes the location of all documents by agency.
Please provide a sample in your response of this indexing report.

2.6.56.3 The vendor Is responsible for retrleving any document in stérage and delivering it
to requesting agency within 24 hours of request as long as the agency location is in the
metro Charleston aréa.

2.5,5.4 Documents musi be desiroyed by a crosscul shredder for paper. Microfilm must
be shredded to 1/35” strp or smaller. Please describe the equipment available for to
meet this requirerent.

2.6.5.6 The vendor must bl each state agency sioring records at the faeility monthly in
arrears. These bllls musl bé according to the prices and categories contained in this
RFP and the vendor's respense, When the vendor must ship the materials to the
agency loeallon, the costs for postage will be billed as a pass-through charge. The
vendor should provide the percentage If they plan te charge a processing fes.

2.5.5.6 If requested by any agency, the vendor must retrieve, fax, and re-file up to 26
singlé-sided pages. This task must be aompleted within twenly-four (24) working hours
of he agency request or if requested &5 & rush, within four (4) woiking Hours,

2.6,6 The successful vendor will be responsible for moving all boxes form the exlsfing localion
to the new-location within 80 days after award if a new vendor is chosen. _

-4



2.5.6.1 The purrent vendor will provide sach agency with a list of doouments currently
in storage. Each agency will have a minimum time of Iwo {2) weeks to remove all
docyments in storage or be billed for services rendered by the new vendor. The agenoy
will continue fo pay the old verdor until the riew verider pioks up {he ageney's boxes.

2,562 The new vendorand the old vendor will meet to develpp mutually agreed upon
schedulas for pick-up of the agency boxes.

2563 The selecled vendor shall ba responsible for the pick-up and organization of all
documenils remalniing in storage at the current varidor's location and ottier agency
facilittes. '

2.6.6.4 The sucesssiul vendor will move existing recards In existing boxes or furnish
boxes as needed at no‘additional or separate cost. The successful vendor will
repackage as needed ai no additlonal or separate cost.

2.5.7 ‘The vendor shall take sole-and complete liabllily for all physical documents eurrently in
slorage antany dooumeni placed in storage while thie véndor Is under contract with the State of

Waest Virgipia.
2.6.8 The vendor must maintain the confidentialily of any record or document deemed

“confidential” by Westl Virginia Stale or Federal law from the time It is placed in siotage
continuing through the destruction of the doéument. ‘

| certify that the proposal submitled meets or exceeds all the mandalory specifications of this
Requesl for Proposal. Addlfionally, | agree fo provide any additional documentation desemed
necessary by the State of West Virginia to demonstrate complisnce wilh sald mandatory
spacifications.

Cornerstone Records Management

Ed Bridgette — Génetal Manager

Phone —~ 304:346-8878 Fax - 304-345-8982

Augusi 15, 2011



153 Gornerstone

RE: DESTRUCTION OF RECORDS

Date;

Enclosed for your approval is a list of boxes archived with Cornerstone
Records which have expirved retentlon dates, PLEASE REVIEW THIS

LIST ¢ F .PROMPT

If you wigh to retain a box, mark through the current retention
date and enter the new date to the right,

If you want the box to become permanent (never destroyed), _
Indicate so by marking through the date and wiite PERMANMENT

to the right,
If the box is to be destroyed, write "D" to the right,

After reviewing, please return to Cornerstone Records with an
“authorized" signature and a fax number. (An authorized signature is

required.)

Once the form is returned to Cornerstone Records, a destruction work
order will be made and the boxes for destruction will be entered to that
work order,

Cornerstone Records will then fax the work order back toyou for review.
If corrections are needed please make them and fax back fo Cornerstone
Records, If boxes on the work order are correct, Initial each page and
sign off at the bottom of the work order and fax back to Cornerstone

Records at (304) 346-8082,

The dte of this report is not the destruction date, NO RECORDS ARE
- DESTROYED UNLESS AUTHORIZED BY THE CLIENT. If we do not
recetve a response within thirty days; this report is void.

Please do not hesitate to contact us at (304) 346-8878 with any
questions or other congerns,

JAi



Attachment C: Cost Sheet

Cost infgrmation below, as.detalled in the Requast for Proposal,

should be subnvitted In a separated sealed and clea riy labled anvelope.

[Descrption T ESTIMATED ONIT "UNIT OF EXTENDED
QUATITIES PRICE MEASURE PRICE
Intial Costs b Agencies
A, Transfor of existing boxes (may include replacement boxes) 80,000 boxas $0.60 perbox $0.00°
B, New Input ~ [ndexing O 6XisUng ocomants 80000 boves  [50.00 PG Box 00
Morithly Cotts fo Agencies
A. Storage per subls Tool ‘97,472 cublofest  [$0.76 par cublo fedt $24,855,36
Activity Costs o Agenciss
A. Pickup and/or Delivery for fitst 3 cublo Teet ]
0-3 milss B 200 pickps $0.00 par pIcK Lp’ 00
S 25 FN6S 500 flokrps 0. 6T A1k Up .00
'?ustln 3 B0 pickups 5000 per pk Up .00
_Emérgency (8Rer Rours of the weaknd) 2 plokups 5000 Par pick Up $0.00
Each Addillon ol it beyond the Tist 3 conio 1601 11500 cublcleal  [S000  |per cube Taet G0
|
B. New InpuT—Indexing per box 713,600 Gores 0.00 per bo% i
. Refrigval _
Boxes ~ par cuble fool 845 boxes $1.80 por box i51.521.00
" Fiios — parfiem 4,700 floms . |S0.00 Bach 0.00
Rush —guring business hours per i A 318 cobicfest | [$3.00 por Ui 100t [92,644.00
y: Sunday and Holldays — per éu ft 2 cublicfegt . 05 " [oercubletoot  [50.00

o



Mng {noIndaxing required) [
Boxes - per cublo foot 845 boxes $0.00 Jotr box: $0.00
Files —perfiem” 2,700 Nems .00 8ach 50
[E X emtrerene 13 pages : " [perpage 550
F. E-mon cOS por pege Bmel PO T rogee 'ﬁ"z‘s Dot pge e
F., DeSiraoion = Coslper u. FL 5,750 CubR Toet (5250 Percubic ool |521,875.00
G. Pholocopy - Fer Pane — 86 p.ages 4‘30.35 per page 4'51 0
T, Vaull Storage TZ0 cwbic teal 4% per cubio 1oot  [31,170.00
I, Pemhanént Removal of boxas 1 G fest: .50 per tuble foot $60.00
Gost of Storags Boxes 5,000 boxes. !m péf box T1A00.00
{Hourly Rats for Spocial Projecls and Services ot ooversd 507 750 hours !'s?aﬁ Per hour ¥, 75000
Grand Total $68,980.71

if appiitable, sign and submit the attoched Restden t-Vendor Preference Certificote with the cost proposal,

L1~



