. | Department of Administration State of West Virginia MUST APPEAR ON ALL PACKAGES,
% | Purchasing Division INVOICES, AND SHIPPING PAPERS
2019 Washington Street East Master Agreement QUESTIONS CONCERNING THIS.
Post Office Box 50130 THE DEPARTMENT CONTACT.
Charleston, WV 25305-0130 Order Date: 2016-07-01

CORRECT ORDER NUMBER

Order Number: CMA 0212 0212 SWC0000000018

Procurement Folder: 225314

Document Name: Emergency Purchase - Records Management (OT16180)

Reason for Modification:

Document Description: Emergency Purchase, Statewide contract - Records Management

Procurement Type: Statewide MA (Open End)

Buyer Name: Stephanie L Gale

Telephone: (304} 558-8801

Email: stephanie.|.gale@wv.gov

Shipping Method: Best Way

Effective Start Date: 2016-06-01

Free on Board: FOB Dest, Freight Prepaid

Effective End Date: 2016-11-30

IRON MOUNTAIN INFORMATION MGMT
1545 HANSFORD ST

CHARLESTON Wv 25311

us
Vendor Contact Phone: (304) 549-6423

Discount Percentage: 0.0000
Discount Days: ©

Extension:

Requestor Phone: (304) 658-9999
Requestor Emall: larry.d.mcdonnell@wv.gov

ALL STATE AGENCIES

VARIOUS LOCATIONS AS INDICATED BY ORDER

No City WV 98999

us

STATE OF WEST VIRGINIA

VARIOUS LOCATIONS AS INDICATED BY ORDER

No City WV 99999

us

s

{ Total Order Amount Open End |

PURCHASING DIVISION AUTHORIZATION

SIGNJID BY:
DATH: .

ELECTRO

ATTORNEY GENERAL APPROVAL AS}gTO FORM

ENCUMBRANCE CERTIFICATION

SIGNED BY: %&QM -7 i

DATE:
ELECTRONIC SIGNATURE ON FILE

Date Printed:  Jul 91, 2016 Order Number:  SWCO0000000018

1

siGhED'BY: \/’{/j o
DATE: f}? 5’5*“ w&gi{ﬂ
SIGNATURE ON CTRONIC SIGNATURE ON FfLE/jL /5;/‘/@ GNATURE ON FiL
FORMID™ Wy BRC_BHA D01 8/14

Page:




Extended Description:
Emergency PO:

The Vender, Iron Mountain, agrees fo enier with the State of West Virginia, into an open end contract to provide offsite storage and records management per the

attached documentation,

Effective Begin Dale: June 1, 2016
Expiration Date. November 30, 2016

Line Commodity Code Manufacturer 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:  Jul 01, 2016 Order Number:  SWCO0000000018 Page: 2

FORM ID : WV_PRC_CMA_001 8/14




IRON MOUNTAIN*

Junie 2, 2016
Attention: Melanie Lopez
State of West Virginia
Departmént of Administration
Purchasiiig Division

2019 Washington Street East
PO Box 50130

Charleston WV 253015-0130
Re: State of West Virginia Emergency Contract

Dear Ms, Lopez

Iron Mountain agrees to the terms and conditions from the most recent contract (RECMGT16) established in
November 2015 with a 2% price increase effective June 1, 2016. The contract will be effective for the niext 6 months
from June 1, 2016 — Novembet 30, 2016, Enclosed is the revised Pricing Sheet for the 6 months contract.

We value our current relationship with the State of West Virginia and are committed to continuing 1o deliver
superior service and partner with the State of West Virginia and thejr records managemeit program, The local West
Virginia staff has the expertise and long standing relationship of servicing the state’s record program for years and

understands the needs of the departments.

Iron Mountain has developed a uniquie approach to helping our clients meet the-chatienges and complexities of
Records and Information Management (RIM) from a 360 degree perspective. RIM 360° enables unified records
management for the State, allowing you to apply consistent praetices to both physical and electronic records,
buflding and auditing policies and enforcing retention guidelines, Tron Mountain also addresses the Record
Information Management needs across the entire State and having a consistent workflow and a secure chain of
custody throughowt the following areas: transportation, inbounding; storage, retrieval, data delivery and secure

shitedding.

Please Jet me kriow if you have any further questions, 1look forward fo working together,

Sincerely,

-

Heather Sweesy
Business Development Executive

1201 Freedom Road, PO Box 1920 / Cranberry Township, PA 16086



. IRON MOUNTAIN®

Attachment C: State of West Virginla Cost Sheet - June 1,:2016 - November 30, 2016
PRICE SHEET |
Desctiption Unit Price Unit of Measure

Initial Costs to Agencies

A Transfer of Exlsting boxes §0.00 per box

B. New Input - Index of existing Documents $0.00 per box

Monthiy costs to Agencles

A.Storage per cublc foot $0.265 per cubic foot

Activity costs to Agencies

A.Pickup/Delivery

- Next Day $0.00 per order

- Pickup In 2 days $0.00 per order
$0.00 per order

- Rush
- Emergency (after hours or the weekend) $0.00 per order

B. New Input - Indexing per box $0.00 per box

C. Retrieval
- Boxes - per cubic foot $1.53 per cubic foot
- Files - per item $0.00 each

- Rush - during business hours per cubic foot $8.16 per cubic foot

- Emergency - after business hours, Sat, Sun & Holidays - per cubic

foot $0.00 per cubic foot

D. Refiling _
- Boxes - per cubic foot
- Flles - per item

$0.00 per box
$0.00 each

E. Fax cost per page $0,51 per page

F. Emall cost per page (email PDF) $0.26 per page

G. Destruction - Cost per cubic foot $2.55 per cubicfoot

H. Photocopy - Per Page $0.36 per page

{. Vault Storage $9.85 per cubic foot

J. Permanent removal of hoxes. $0.51 per cublc foot

Cost of Storage Boxes - Storage Carton "#2000" - 1,2¢f $1.89 perbox

$23.46 per hour

Hourly Rate for Special Projects and services not covered above

1201 Freedom Road, PO Box 1920 / Cranbeiry Townshlp, PA 16066



GENERAL TERMS & GONDITIONS
PURCHASE OKDER/CONTRACT -

1. ACDEPTANGE: Seller shall pe bound by thle arder and its lerms and conditions Upon receipt of this orgler,

ﬂiﬁlmﬂve Rules of lhe Purchasing

2. APPLICABLE LAW: The laws of the State, af Wasl Vifgitia and the L
Diviglon shall i‘Fo\mm all rights and dolles undar the .contr'gbt, Including wihout Umitallsh the valldity of this

Purchage Order/Conimol,
0, NONFUNDING: Al setyloss petformed of goode delivered undei Siale Purchées Ordors/Gontracts are to be
conlihued for the lorms of the Purohnse orgsricanimr!b' porttingent Upon fundd being approptiated by the
aflslalyre or otheiwlse balng inade avallable, In the evenl funds are not appropriated or “otherwite avallable
or these services or goods, t)ls Purchase OrderContraet becoas vold and 6f ho effect after Jure 30,

loat laws, regulations end -ordinances Inchiding,

4, COMPLIANGE: Ssler shall comply with all federsl, s,la‘}e and
but not imited to, liie prevaling wage ratés of tip WV Divislon o Labor.

6, MODIFICATIONS: This wiling Ie the panies' final axprosslon of infent.

binding unless agreed to In wriffig by the Buyer,
ter lhlt_sl Crder nor any monles due, or fo become dys hereundsr may be assigned by the

No modifieation of this order shall be

G ASSIGNMENT: Naith
Saligr withouit the. Buyel's consent,

7. - WARRANTY: The Sellor expressly werrants thal ths googs andlor sevices ocovered by s order will
g) conlorm to the specifications, dfewiigs, semples or ofier deseription {umiished or $Pac!h'iaii By the
Uyer; [ski’}f be terchantable .and fil for the purpose intended; andfor {5} be frer from defest in malonial angd
Mip. *

workman
8. CANCELLATION: The Direvlor of Purchasing may cancel any Purchase Order/Coniracl upon 30 days wiliten
tivllow to the sellar,

9, SHIPPING, BILLING & PRIGES: Prices gre those stated in this order. No price incraase wili be acospted
withoul wiitlen authorlty ‘from the Buyer, Al goods of services. shall be shipped on or bsfors e dete
specified in tils. Order.
10, LATE PAYMENYS: Paymonts ma onlf bo made after the delivery of goods or services, Interest may bs pald
oh late payiments in accordance with the Wes Virginta Codle,

1. TAXES: The Slate of Wes! Virginia Is exempl frori federal and state taxes and will not pay or reimburse

such laxos,

12, RENEWAL: Any relerence {o automaltic renewal Is hereby deleted. The Confrac may be rehewsd only upon

mutual writieh agreement of the pariles.

13. BANKRUPTCY: In e event the vendor/contractor files for bankruploy protection, e Btate may deam this

contractnull and vold, and lerminate-such contrast without futhet order,

14, HIPAA BUSINESS ASSOGIATE ADDENDUM: The Weel Virginla State Govethment HIPAA Business Assoblale

Addenduin (BAA), approvad b{ tlie Alloriey Qenetal, Is avallable online af www.stale.wv.us/adminpurchass/vromipns him!

and llg hereby made parl of the agreement provided thal the Agenc meels the dtiﬂhllion of a Cover Enlity

(45 CFR.§160,103) and will be disclosiag Protected Health Informatlon {45 CFR §460,103) 4o the vendor.

16, CONFIDENTIALITY; The vendor agrees that he or she will ol diselose ta anyane, dirsolly or Indireotly, any such
ersonafly (dentiilable Information of .olhir cohfldshtis! Informatlbn galhed f&m the agehcy, unless the individuat who Is
fie subjep! of the information consents §o the disclosure In willing or the disslosure 15 ade plrstsht; lo-the agenhoy's

polises, plovedutes, and rilles, Vendor i ﬁhar agrees lo comply wih n}l})a Confidenilallly Pollolos and liiformatlon

. lﬂi}’ Requirements, sef forth In i, state WV usladny nipurchase/privacy/moticeGonfidentialily.pdf,

Secuslly Accountab

16, LICENSING: Vendors must be fisensad and jn 0od standing jn nocordancs With eny and all slate and lasal Jaws and

aqulremiits by any stala or looal agancy of agt Wlnip, ﬂﬁ:}udmgi but not !lml,leﬂv fo, the f%at Iralnla Sacretary

{ o5 Virginla nkurance Gommission; or any other slate a :l;ﬁy
B

qStﬁlé's- Ofilce, the West Virginla Tax Depatimen .
or pollloal subdivision. Eu‘rtharr%or_e! 1he ven%r musl-'( provids &l heceisaty Felehses lo oblal lnfoimation. io erab

Direslor or spending unli to verfy that the vendor Is foensed and In good slanding with the above enlifies,

17, ANTITRUSTY In aceepting thig purehase ordar or slgiing ihls voniract with any-rgency for the Stala of Wes! Virglila
the vgnﬂpr agrees fo cghygy, sé?i_. ‘wRelgn, or !fahs! of (o the State of Wasly wg{hlq all ights; e, and Jinerest
In_ and to afl tauses of aolloh it may now or herenter aegliire under the antitrust laws of the Uniied Slateé dnd
hé Slale of Wesl Viginln for price lixing andlor unfeasonable resiralnle of trade relathp to She ga,rﬂwlar‘
commmodilles or services purchased or apquled by Wie Slate of Weet wiglnla, Sugh agsighmont shall be made
and become eflective at the tims the purchasing “agency {ondsrs the Infilal payment to vendor, Vender certifies
thal this- purchasé order or cohtracel Is- actepted or antdred Inlo withoul any prior understanding, agreement, or

) -be considered a viclafion of law,  Vendor fuither cerlifiés Nial this

conneclion fo any other ently that could
purchase ordet or gan tactls in alyl respants'larrgndwimoulcol!usion or fraud,

1
<]

LY

Rov, 1108/11



Iron Mountain and the State of West Virghnin for d
terms and conditions contained herein and shall
below.

II

Iron Mouniain Ovder of Precedence and Additionsl Terms Agreement

Pursuant 1o this Order of Precedence and Additional Terms Agreement, lron Mountain (“Iron
Mountain”) and the State of West Virginia (“State”) agree that the emergency contract befween

ocument storage (“Contract”) shatl include the
be interpreted in the order of precedence listed

Order of Precedence: The Contract is comprised of the documents listed in this section,

The terms and conditions contained in the varjous documents shall be interpreted

according 1o the priority given to the contract document in this section. Any terms and
condilions contained i the first priority document shal) prevail over conflicling terms in
ihe second priority document, and so on.

Contract Documents:

a. Order of Precedence Agreement (this document) - First Priority
b. Prior Contract with fron Mountsin (Attached as Exhibit A) ~ Sccond Priority

Additional Terms:

a.

b,

()

Confidentiality: The Vendor agrees that it will nol disclose 1o anyone,
dircetly or indirectly, any such personally ideniifinble information or other

¢onfidential information gained from the Ageney, unless the individual who
Is the subject of the information consents to the disclosure in writing or the
disciosure is made pursuant 10 the Agency's policies, procedures, and rules.
Vendor further agrees to comply with the Confidentiality Policies and
Information  Security  Accountability Requirements, set  forth in
Dt w w st Wy adimindirchase/privaevide fult il

Antitrusf: In submitting & bid to, signing a contract with, or accepting a
Award Document from any agency of the State of Wes! Virginia, the Vendor
agrees to convey, sell, assigh, or transfor to the State of West Virginia all
rights, title, and interest in and to all causes of action it may now or hercalier
acquire under the antitrust laws of the United Statesand the State of West
Virginia for price fixing and/or unrcasonable 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 o service

provider’s employees from accessing sensitive or eritical information or to be
prescnt at the Capitol complex based upon resilts 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 Statec Agency

By: f%m&q-mg-n—\, DBy: e Lf .
Nanae");oef? v\(a.m,.. Name:&sl-‘n M'Slyj"s')'ff

Title: :e“lr. a4 Mﬁ‘%gﬁ Title: C170

West Virpinia, wrehasing Division West Virginin Attorney Geperajfas t form)
CN/ 7/ /} / {5’32—\7{" M
Byt e By:

et

Its: é eV R S e e 1t

Date: /- 2.5 - /ST Date: rﬂ')? 2= /9




Rev, 11/01/10

REQUEST FOR PROPOSAL
STATEWIDE CONTRACT

TABLE OF CONTENTS

Ssotion1:  General Information

Section 2:  Project Specifications

Section 3:  Vendor Proposal

Section 4: Evaluation and Award

Section 5: Contract Terms angd Condltions

SECTION ONE: GENERAL INFORMATION

1.1

1.2

1.3

Purpose: The Purchasing Division, hereinafier refered to as the "State,” is
soliclting propoeals pureliant to West Vitginla Code §5A-310b for the il State

agencles, herainafier referred to as the “Agéncy,” {o provide secure off-site

' storage and management of stale govemment records.

By signing and submitting fis proposal, the successful Vendor agrees to be
bound by all the ferms conteinad in this RFP.

A Requost for Proposal (RFP) is generally used for the procurement of servicas
In siiuations where plice I niof the sole détermining factor and the award will be
based on a combinaflon of cost and technical faciors (Besl Value). Through its
proposal, the bidder offers a solutloh fo the objsclives, problem, or need
speciifed in the RFP, and defines how It inlends to mest {or exceed) the RFP

requirements.

1.2.1 Compliance with Laws and Regulations: The Vendor shall procure all
hecessary permits and licenses to comply with all applicable Federal,
State, or munlclpal laws, along with all regulations, and ordinances of any

regulating body,

The Vendor shall pay any applicable sales, use or personal properiy
laxes arising oul of this contract and the transactions contemplated
thereby. Any other taxes levisd upon this contract shalibe bome by the
Vendor, It is clearly understood flint ths State of West Virginla Is exempt
from any {axes regarding perfdrmance of the scope of work of thls

contract,
Schedule of Evente:
Vandor's Wiliten Questions Submission Deadline.........08/08/2011 at 6:00 pm EST
Mandatory Pré-bid Conferense.............. wereivonn o, DBI01/2041 at 10:00 8m EST
AGBHAUM 18BUBH. ....ccvvorvvsissessivesssessnmsccssssmanesnenee, ABPIOX, Wk of 08/15/2011
............... prsessmresmmemsnesnsessesssans o DB126/201 1 811180 pm EST

Bid Opening Date



1.4

1.6

Mandatory Pre-bid Conference: A mandatory pre-bid will be condueted on the
date llsted below:

Date: Monday,. Augus! 1, 2011
Time: 10:0D am EST
Location: 2010 Washington Street, East

Charleston, WV 25305
(Building #16 Conference Room)

Telephone Number: 304-558-2308

**Metered Visltor Parking may be found on Californla Avenue or limited metered
Visllor Parking on Washingfon Strest, East,

All interested Veridors are required fo be repressnted at this meating. Fallure to
attond the mandatory pre-bld shall resutt In the disquallfication of the bld,
No one psison may represent more than ene Vendor,

All potential Vendors dre tequested o arfive prior {6 the starting time for the pre-
bid conference, Vendors who arrive late, but prier to the dismissal of the
teshnigal portions of the pre-bld conference will be permitied to sign 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 permitled to sign the attendance shes!,

An altendance sheet will be madé avallable for &ll potential Vendors (o complete.
This will sarvé as the official doocument Verilying altendance at the mandatory
pre-bid. Fallure 1o provide your company and rapresentative name on the

altendance shiget Will resull in the disquslificatioh of your bld. The State wil not
accept any other dooumsntation to varify afténdance, The Vendor 16 responsible
for ensufing they have completed the information required on the attendance
sheel, The Purchasing Division and fhe State Ageney will not assime any
responsibllity for a Vendor's fallure to complete the pre-bid altendance sheel. In
addltion, all poteritial Vendors are asked 16 Inglute theif emall address and fax

humber,

Inquiries: Inquities regarding specifications of this RFP must be submitied in
wiiting to'the Stale Buyer with-the exception of quesiions regerding the proposal
submission which may bé oral, The deadllne for wiilen inguiries is Identified In
the Schedule of Events, Sectlon 4.3, All inquiries of specification clarification

must be addressed to:

Krista 8. Farreli, Buyer Supervisor
Furchasing Division

2019 Washington Stree!, East
P.0. Box 50180

Charleston, WV 26306-0130
Phone: 304-560-2688

Fax: (304) 658-4115

Emall: Krista.s:ferell@wv,gov



1.6

1.7

No contact between the Vendor and the Agency Is periftted without the
express written consent of the State Buyer. Violallon may resull i rejesiion of
thie bid. The Stale Buyer named abiove is the sole contatt for any and allinqulries

afier this RFP has been released.

Verbal Communication: Any verbsl communivation belween the Vendor and
any Sfale personne! Is not binding, including that made at the mandatory pre-bid
confersnce. Oply information issusd In wrlling and added to.the RFP
spscifications by an official written addendurn by Purchaslhg s bindlhg.

Addenda: if It becomes necessary to revise ahy parl of ihis RFP, an official
wiitlen addendum will be Issued by the Purchasing Divisien.

SECTION TWO: PROJECT SPECIFICATIONS

24
2!2
2.2.1

222

223

2.24

Location: The Agencles thal will uss this coniract dre localed statewide,

Background and Curterit Operating Environment:

Agencles and Documents Stored

Pursuant fo the West Virginla Code 6A-B,
ttp:fiwwwiledis siate.wv.us ODE/Code.cfm?cha

W‘g‘lnia De.parln‘a'anl of Aéimlnislraf!on is re‘*spbhslble fo
State's day-to-day record storage system.

=06adari=B#08 the West
r the mehagement of the

Physical Housing of Dosuments

The eurrent record center j$ a privately-owned facllity located at 1645 Hansford
Street, Charlesten, WV, The facliity contalns 70,000 soquare feet. The

~ warehpuse has sixeen (16) full-time employees supplemented by ocoasional

lemporary employses, when heeded,

Storage of Documents

Agencies are requlred to follow properly approved retentlon/destruction
schedules. These schedules are required 16 bs subiniited 1o the Department of

Administration for approval each odd yearn f

Document Flow: General Desoription

Currently documents are dellvered {o the current vendor's foctition at 1545
Hansford Street In Charleston, WV ang/or picked up from fhis Jocatlon by
individual agencles or delivered or picked-up.at thé agency elié by the vendor,
The Siate does not offer pick-up and delivery servige. Most records are recelved
In Intlustty standard-sized boxes (1.2 o0 1), Howevyer, some are dellvered in
other formats previously approved by the records manager or the fecords

manegement vendor,



2.2.6  Plck-up of Dosuments,

226

227

2.2.8

2.3

The vendor Is nespongible for the plck-up of 2 miriimum of 3,6 cu, Ft. boxes wilhih
the metro Charleston area. A volume of records of less then this amount will be
plokéd up by the vendor but the agency will be cherged for a mikinium of 3.6 cu,
Ft. The vendor usually ploks up the records within two (2) working days after
sontact by the agency but piek-up is no longer than one week after contac,

Indexing of Dosuments.

The vendor Indexes all received documents.from state agencies and furnishes
monthly documentation to the Purchasing Division and the OHice of Technology
that shows the lhdexing systemn and describes the location of all docurents by

agenoy.
Documen! Retreval,

The vendor rettleves any document in $torage and delivers It {o requesting

agency within 24 hours of request as'lonp as the agengy looation Is in the metro
Charlpston area. If hecessary, the véndor Is requeésted to retrieve doouments in
a rush or emergency basls which means the vendor wili relrieve and deliver the
document to the agenoy in the metto-Charleston area within four (4) hours, The
difference between “rush” and “emergency” Is a “rush” is during birsiness hours,
Monday through Friday, and “emergency” is after hours, weekends, or holidays,

Documenl Destraction,

The agency’s retention schedule will note a date of dasiruction. The vendor
sends a reminder leller to agenclos af fegst 30 days prior (o the deslruction date
listing by box thal (s shown on the relentlon schetlule, Agenclss approve. by
signing the reminder jetter and refuming it to the vengor. If unapproved,
agencles have the pptien of conlinued storage or delivery/pick-up of the
dosuments in question. The agericy also has the option of heving a
representailve witness the destfuction of any and/or all documents. Afler
destruction, the vendor sends wrilten ceriifioation of completion of destruction {o

the individual agency;
Some documents are destroyed In a shredder at the ourrent vendor's location by

vendor persenhel upon request/approval by the agenoy. The current vendor also
shreds magnetic medla upon retjuest and provides Incked bins for some-agency

focations for confidential papers that must be shredded.

Quallfications and Experlenice; Vendors will provide in Attachment A:
Vendor Roesporise Shast Information regarding thelr firm, such as staff
qualifications and experience in compisting simllar projasts; seferences; copies of
any staff carlifications or dagrees applicable to this projeok; proposed staffing
plan; desoripfions of past projects compléted enlaliing the looation of fhe prejest,
projeot mahdger nams and conlaol infofrhalion, fype of projecl, ard what the
prejecl goals and objecllves were and how they-were mel,



24
244

2.4.2

2.3.4 The vendor should submit a statement addressing the exparience of the
vendor in supplying récords managemenf, document storage, dacument refrieval,

and dpoument desltuction;

2,3:2 The vendor should submil a llst of federal, state, county, or other
governmental entities and major private Institutions that are storing redords with

the bidding vender,
Project and Goals: The projec! goals eng .objectives.are:

The Vendor should have the capabiiity to accommodale 150,000 boxes or
approximalély 180,000 éublc {eet for storage of the Stale’s records.

2.4.1.1 The vendor should provide documentation of the vendors' existing
operalion epave capacily and/or wiittén evidence from the owner/leaser that the

vendor cin secure sufficlent additiohal spece.

2.4.1.2 The vendor should be able to secure an additional 25,000 cuble fest
within one year from award of the contract upon writlen request form the State

Purchasing Division,

2.4.1.3 The vendor should provide a storage room for archlval storage of
microfiim This room should have ah indapendent circulating system fo keep the
alr as free a5 possible of pollulants and dust and 1o prevent ths entry of unfiltsred
alr from other parts of the bullding. The humidity level should be kept within &
range of 40 to 60 pareent, with an oplimum of 30 {o 40, to prolect the various film
bases and the:temperature should be less than 70 degrees F {21 degrees C),
idenily at 66 degrees. Both the Kumidily level and temperatire should be kept as

constant as poesible.

Ttacking system.

2.4,2.1 The vendor should pick up the records wilhin two (2) working days after
contact by the agency. The agency will at a minimum cohtac! the ventor by
phone using the published number provided in this sontract. Howaver, plok-up
shall be no longsr than.one week after contacl.

2.4.2,2 With respect fo the extent of indexing required, the vendor should be
able to provide up ie 60 characters per liox or per file.

2.4.2,3 if necessary, the vendor may be requesied fo retrieve dbcuments in a
rush or emergency basls which means the. venidof will retrievé and deliver the
dosurment to the agenoy in the melro-Charleston area within Tour (4) howrs, The
difference between "rush” and “emergency” 1s & “rush” is during business hours,
Monday through Friday, and “emergency” Is afier hours, weekends, orholidays.

2.4,2.4 The agency's retention schedule will nole a date of destruction.



24,3 The State will shoose & vendor {o providse a faoliity that will proféct all documents

244

2.4.6

2:4.8

2.5

supggest spedifications for fulure storage boxes needed for

from dlsasler sis defihed In Wes! Virginla State Code 6A-8-3 whith states:
*Disaster” means any osourrenges ol fire flood, sform, earthquake, explosion,
epidemic, fio}, sabplage, or other conditions of extreme paril tesulling in
substantial damage of injury to persoris or properly within this Stafe, whether
stich oceurrenve [s caused by an act of God, nalure man, Intluding any enemy of
tite Uniled Siates.

2.4.3.1 The Stale deslres 1o limit il flooding rHsk.

2.4,3.2 The State desires 1o limit iis Fire and Srmoke Detection,
2.4.3.3 the State desires to control temperaturs and Humidity. |

24,34 Slorage-Localions. Racords should be kept at lsast one 1o one and a
half Inches off thie fioor with the optimum of three Inphes. Records should be
stored away from windows, sleam, sewer or water pipes.

2.4,3.5 The State deelres 1o lInil ls risk to pests; mold and mildew,
2,4.3.8 Sunlight and Ultravioiet (UV) light — Light fades and discolors paper,

Many of the State records are confidential and must only be viewed by
authorized pariles. The vendor's facllity must-be secuted fo allow acoess to
those approved to retrieveiview dosuments for their respestive agency.

The current boxes uged by the State are Box Siyle - Dye Cit Carlon; Inside
Dimenslons: 16'W x 12°L x 10'H; Paper Gombination: 69-26-69; Sirength ~ edge
srush 1ot of 44 pounds/inch; gross welght fimit of 88 pouhds. The vendor may
effective records
management; however, the vendor will be expetied to move eXisting records in
axibting boxes or fumish bioxes as needed atho addliional or separale cost to the

agengies, ,

The vendor will be expecied'io supply the Department of Admiinisiration with
agency reporis showing the agencles storing documents in dhe facilitles during
that monthy and iisting the total aiount of cuble feet of storage for each agency.

The vendor mey be requesled {6 provide billing reports showing all billing activity
for each slate agency in a month and management reports detalling all retrievals
of documents during thit month ahd who refrieved tham glong with any other
adlivity betwéen the veridor and any state agency,

Mandatery Requirements

The following mandatory requirements must be met by the Vendor as a part of
the submitted proposal, Fallure on the part of the Vendor to meet any of the
mandatory specifications shall resuft In the disqudlification of the proposal, The
terme "must”, "will', "shall’, “rinimum®, “maximun?®, or ‘isfare required” fdenlify a
mandatory:itet or factor. Detlsions regarding compliance with-any mandatory
rediuiretnerits shall be at the sole discretion of the Stale.



2.5.1

2,62

253

264

255

2566

The Viendor must provide a secure slorage facillfy for exisling records In a metro
Charlesion area Jogation. Vendorlocatlon must be within 30 minutes drive time

of the State Capito! Comiplex.

The Vendor must be able to accommodale 150,000 boxes or approximately
186,000 cuble feet,

All Regords: Cefiter-employees miust undergo an NCIC (national) background
check as a condition of employment, aé well as Industry-standard privacy

 tralning.

Al storage procedures must {ollow indusfry standard guitielines éstablished by

1he Assoclalion of Rebords Managers and Adminsirators (ARMA). ARMA has

publistied guldelines for records manageiment — ANSI/ARMA B-200-5 Retentloh
Management for Recorde and informalion,

The vendor 15 required 1o offer records management services lo all stale
agencles statewide,

2.6.6.1 The vendor is responsible for the pick-up of boxes siatewide within one
week after conlacl,

2,6.6.1 The vendor s required fo Index all recelved documents from slate
agencies and furnish monthly docunientation fo the Purchasing Division and the
Office of Technology that explsin the Indexing system and deseribes the location

of all documents by agency.

2,6,5.2 The vendor Is responsible for refrisving any document in storage and
delivering it 1o requesting agency within 24 hours of néquest &s long as the
ageney looslion is in the metio Charleston area,

2.56.5.3 Documents must be destroyed by a crosscut shredder for paper,
Microfilm must be shretided to 1/35” strip or smallsr,

2.5.5.4 The vendor nmiust bill eachi slale agency storing records at the facllity
monthly th arrears. These bllls must be actording 1o the prices and oategories
contalngd In this RFP ahd 1he vendor's response, When the vendor must ship
the materials 10 the agency localioh, tha ‘costs for phstage will be biled as a
pess-hrough charge. The vendor should provide thé percentags if they plan 1o

charge a precesslig fee,

2,6.5.6 If reuested by any agenoy, the vendor must relrieve, fax, and re-file up
to 25 single-sidad pages. This task-must be-compleler within twenly-four (24)
working hiGurs of the agency request of If requested as a rush, within four'(4)

working hours,
The successiul vendor wiil be responsible for moving ell boxes from the existing

location to the new losation within 80 days after award if a new vendor is chosen,

v
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2.6.8

11

2:5.6.1 The current verider will provide each agensy with a list of documents
curréntly in slrage. Each agency wit have a minimum lime of two (2) weeks to
remove all docytments in storage or be billed for services rendéred by the new
vendor. The apenty will continue {o pay the old véndor unlil the new vendor

picks up the agency's boxes,

2.6.6.2 The new vendor and ihe old vendor will meel {o develop mutually
agreed upon schedules for pick-up of the apency boxes,

25.6.3 The selected vendor shall be responsible for the plok-up and
organizatlon of aff dosuments remaliing In sforage at the current vendor's

location and other agenoy facllilies.

2664 The successiul vendor will move existing records in exisling bopxes or
furnish boxes as needed at no addittonal or separate cost, The sutcessful
vendor will repackege as needed at no additional or separate cosl,

The vendor shall take solo and complate llabillly for afl physical documents
surrently in storfage and any doclimen! placed In stofage while the vendor {s

under conlract with the Stale of Wast Virginia.

The vendor must malntain the confidentfalily of any record or document deemed
*confidential® by West Virginia State or Federal law from the tims it is placed in -
storage continulng through the desiruclion of the desument.

SECTION THREE: VENDOR PROPOSAL

3.1

3.2

33

Economy of Preparation: Proposals should be prepared simply and
economically providing a straightforward, conclse description of the Vendor's
abllities 16 satlsfy the requirements of the RFP. Emphasls should be placed on

sompletenses and clarity of the cpntenl.

Incurrings Cost: Neither the State nor any of its employees or officers shall be
held liable for any expenses Incurred by any Vendor responding to this RFP,
includihg bul niol limited to preparatlon, delivery, or travel.

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

Stale the RFP subject, numbsr, Vendor's name, business

Title Page: subject, _ _
Address, telephone numier, fax number, name of contact
person, e:mell address, and Vendor signature and date.

Table of Contente:  Clearly identify the melerial by seclion and page number,

Attachment A; Wilhin the attached response sheet (Attachiient As
Vendor Response Bhéet), provide the following; firm and
staff qualifioations and exparience in compleling sinillar
projecis; relefencss; soples of any staff certificatiohs or
degrees applicable 1o this project; proposed staffing plan;



3.4

1Z

descriplions of past projects completed enialling the
loeation of he project, project manager name and contacl
Infermation, type-of projisct, and what the project poals and
objectives were and how they were mel,

Algo, describe the approach and methodology proposed
for this proiect. “fxts should incliedle how sach of the goals
and objestives listed is lo be mel.

Attachinent B: Complete Attachment B: Mandatory Spscification
Chackilst, By slgning antl dating this altachment, the
Vendor acknowledges thai they meel or exgeed gach of
these spetificatioris a8 ouliined In 2.6 of Sectlon Two,
Projact Specificalions. The State raserves the tight to
require dotumentation detalling how each i met al its

glscretion.

Attachment C: Complete Attachment C: Cost Sheet included In this RFP
and eubmil In a separate sesled envelops. Cosl shotld be

learly marked.

Proposal Suhmission: Proposals musl be recelved In two distinet paris:
technical and cost.

« Technical proposals must not contain any cost Information relating to

the project. ,
« Cost proposal shall be sealed in & geparate envalope and will not be

opaned inltlally.

Al proposals must be submitted to the Purchasing Division prior {o the dale and
{ime stipulated In the RFP as the opéning date. All bids will be dated and time
slamped to verify official time and date of reécelpt.

3.4.1 Vendors should allow suffictent ime for dellvery. In accordance with West
Virginta Code §5A:3-11, the Purchasing Division cannol walve or exeuse
(ale recelpl of a proposal, which Is delayéd or late for any reason, Any
propoeal received after the bid opening date and ime will be immadiately
disqualified Iii accordance with Sfate law.

Vendors responding to this RFP shall sybmit:
One orlginal {echnioal and cost proposal plus 4 convenigrice coples to:

Purchasing Dlvision

2019 Washinglon Street, Easl
P.O. Box 50130

Charlegton, WV 253805-0130

Thé cutside of the envelope or packagg{s) for both the technlcdl and the
cost should be clearly marked:

Vendor:




3.6

3.6

3.7

3.8

L3

Buysr: Krista Fervefl for File 42
Req # RECMGT11

Opening Date: 0B/2672011

Opening Time; 1:30 pam,

Purchasing Affidavit: West Virginla ode §5A-3-10a requires thel all bidders
submit an affidavil reparding any debt owed to the State, The affidavit mus! be
signed and submlited prior {o award, It Is preferred thal the affidavit be submitted

with the proposal.
Resident Vendor Preference: in accordenoe with West Virginia Code §5A-3-

37, Vehdors may make applioatich for Residerit Vendor Prefefence. Sald
appliostion must be made on the attached Resldent Vendor Ceriffication form al

the {ime of proposal submission,

Technical Bid Opening: The Purchasing Divislon will open and anhounce only
the fechnical proposals recelved prior to the dafe and time spiecified in the
Retjuest for Proposal, The iechnical proposals shall then be provided to the

Agency evaluation commiliee.
Cost Bid Opening; The Purchaging Divislon shall schedule a dafe and time to

publicly apen and anhounce cost proposals ence the Agency evalialion
commiitee has complefed the technlcal evaluatjon and Il has been approved by

the Purchasing Divislon,

SECTION FOUR: EVALUATION AND AWARD

4.1

4.2

Evaluation Process: Proposals will be evaluated by a commiliee of three (3) or
more individuals agains! the established eriteria with pointe-deducted for
deficiencies. The Vendor who demonstrales that they mesf all of ttie mandalory
spectivations requirad; and has approprialely presenied withint thelr wrilten
response dind/or during the oral demonstration (f applicabls) helr underetandin?
in meeling the %o,als and objectives of the project; and atlains the highest overall
poln! sevre of all Vendora shall be awarded the confracl. The seleption of the
successful Vendor will be made by a consensus of the evalualion commitiee,

Evaiuation Criteria: All evaluation criteria is defined In the specifications section
and based on a 100 point tolgl score. Cost shall represent a minimum of 80 of

the 100 tolal pigints,

The following are the eveluation faclors and maximum points possible for
technical polnt scores:

Qualifications and Experience 20 Points
Approgch and Methodology 40 Points
Retords Tracking and Retrieval 6 Points
Physical Move 5 Polnis
Cost 30 Pelnts

Total 100 Polnls Possible



4,3

4.4

4.5

Each cost proposal cost will be scorad By use of the following formulé for all
Vendors who atlained the minimum acceptable score;

Lowest price of all proposal o ‘
X 30 =Price Score

Price of Proposal belng evaluated

42,1 Technical Evaluation: The Agency evaluation cpminities will review the
technical proposals, deduet points whére appropriate, and make a final

wiitten recommendation 1o-the Purchasihg Division,

Minimum Accepiable Score: Vandors must spore & minimum of 70% (48
points) of the total {echrilcal points possible. All Vendors not allalhing the
minimum acceplable score (MAS) shall be disqualified and removed-from

further conslderailon.

4.2.3 Cos! Eyalugtion: The Agency evaluation committee wil review the cost
proposals, assign approprisle points, and make a final recommetidation

io the Purchasing Division.

Independent Price Defermination: A proposal will not be considered for award
If the price in the proposal was not arrived at Independentiy withoul coliusion,
consuiltation, communication, or agreement as {o any matler relating to prices
wilh any compeilor unless the proposal Is submitted as a joini venture,

4.2,2

Rejection of Proposals; The Slate reserves the right to accept or reject any or
all proposals, in pant or in whole al ils disoretion. The Stale furiher reserves the
right fo withdraw this RFP at any time and (or any reason. Submission of or
receipt of proposals by the Sfate confers no righits upon the bidder nor obligates

the State in any manrier,

Vendor Reglstration: Vendors partisipating in this process should complete and
file a Vendor Registration and Disclosure Statement {Form WV-1) and remil the
registration fee. Vendor is nof required to be a registered Vendor in order to
submil a proposal, but the successful bidder must repister and pay lhe fee

prior to the award of an actua! purchase order or conlrécl.

SECTION FIVE: CONTRACT TERMS AND CONDITIONS

5.1

5.2

Goniract Provisions: The RFP and the Vendor’s response will be incorporated
into the cohlract by réference. The order of precedence shatl be the contract, the
REP and any addendum, and the vendor's proposal In responss to the RFP,

Public Resord: All documents submitted tothe Stale Purchasing Division
rélated to purchase orders or contracts are consldered public records. All bids,
ptoposals, of-offers submilled by Vendors shall become publio information and
ate avallable for inspection during nermal officlal Business hours in the
Purchasing Diviston Records and Distribution cénter afler the bid opening.

14



5.3

6.4

13

621 Risk of Disclosure: The only-exemptlons to disglosure of Information are
listed in wgst-'\?i?gﬁ_ﬁa Code §20B-1-4, Any informatibn considered a
{rade secret.must be separated from the Venor submiesion and clearly
labaled as such, Primarily, only Irade secréts, as subniitfed by & bidder,
are exemp! from public disclosure. The submigsion of any information to
the State by a Vendor piits the risk of disclosure on the sndor, The Stele
does nol guarantee non-digclosure of any Infermation to the public,

Nijtten Relsase of Information: All publlc Information may he released
with or withoul a Fresdotn of Infotmation request; however, only & written
request Will be acted upon with duplication fees pald in advance.
Duplication fees shiafl apply to afl requests for coples of any dogument.
Currently, ihe faes are 50 cénis per page, or a minimum of $10.00 per
requesl; whichever Is.greater.

Gonfliet of Interest: Vendor affirms that neither it rior lts representatives have
any Interest nor shall acquire any interest, direct or indirecl, which would
compromise the perfomiance of lis services hereunder. Any such interests shall

be promptly presenied in deteil {o the Agency.

b.2.2

Vendor Relationship: The relatlonship of the Vendor the State shalt be that of
an independent contractor and no principal-agent relatlonship or employer-
employee relatlonship Is contemplated o orbated by thie contracl. The Vendor as
an independent contractor is solely liable for the acts and omissions of ls

employees and agents,

Viendor shall be responsible for selecting, supervising, and compensaling ahy
and all Individuals employed pursuant to the lerms of this RFP and resulting
coniracl. Nelther the Vendor, nor any employées or subcéntractors of the
Veridor, shall be deemed to be employees of the State for any purpose

whalsoever.

Venidor shall be exclusively respensible for payment of employees and
contractors for all wages and selajies, taxes, withholding payments, penaliies,
foes, fringe benefils, professional lfabilily lhsurance premlums, contributions to
insurance and pension, or other deferred compensallon plans; Including but not
iimited to, Workers! Compensation and Soclial Sepurity oliligalions, licensing
fees, of osfers and the flling of all hesessary documents, forms and returns

pertinent to all of the foregsing.

Vendor shall hold harmjess the Slate, and shall provide the Stele ant Agency
with a defense against any and all claims including, but nol timited to, the
foregoing payments, withholdings, confributions, taxes, Soclal Seourity laxes,

and employar income tax returns.
The Vendor shall not assign, convey, iransfor, or delegale any of its

responsibilities and obligations under this contract to any person, corporation,
paninership, assoclation, or entity without expressed wrilten consent of the

Agency.



6.5.

5.6

5.7
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5.4.1 Subcontracisiloint Veritures: The Vendor mey, with the prior written
congenl of the State, enter info siboontracts fof perfonmanes of work

under this contract.

54.2 [ndemnificalion; The Vendor agrees to indemnily; defend, and hold
harmleas the Staté ant the Agenbdy, thelr officers, énd employses from
ahd agalnst: (1) Any clalms or Josses for serviees rendered by any
sibbcofilraciof, person, or firm patorming or supplying services, materials,
or supplies in connection wilh the peforinarioe of the contract; (2) Any
clalms or losses resulting to any person or entity injured or damaged by
the Veéndor, it officsts, eriployees, or subcontraclors by the publiustion,
iranslation, raproduction, delivery, performeance, uss, or disposition of any
dita used tinder the contrant in & manner gt authorized by the contrac,
of by Federal or State-statules or repulations; and (3) Any fallure of the
Ventor, lts officers, employees, or subgontraolors to observe State and
Federal laws Including, bul riot limited to, abor and wage laws.

£4.3 Governiny Law: This contract shall be govamed by the laws-of the State
of West Virglhia, The Vendor further agrees to comply with the Civil
Righls Aot of 1984 and afl other applicable laws and regulations as
provided by Federal, Slate, and loga! goveriments.

Tehn of Cotitract and Renewals: This contrac! will be effective 12/01/2011 and
shall extend for the period of one (1) year, at which lime the conteaci may, upon
mutual consent, bs renewsd, Such renewals are for a period of up 1o one (1)
year, with & maximum of {wo (2) one-year renewsls, or unifll such reasonable
{ime theresfter as is necessary (o oblain a new coniract, The *reasonable time”
perlod shall not exceed twelve (12) months. During the *reasonable time" perlod,
Vendor may terminate the coniract for any reason upon giving the Adency ninely
{60} days wiitten notice, Notioe by Vendor of intent to lerminale will not relieve
Vendor of the obligation to continue providing services pursuant to {he terms of

{he contract,

Non-Approprietion of Funds: If funds are riot appropriated for the Agency In
ahy succeeding fiscal year for the continued use of the services covered by this
contrac), the Stale may terminaté the conlfact al the end of the affecled current
fiscal period without further charge or penalty. The $tate shall give the Vendor
wrilten hotloe of such hon-appropriation of funds as soon as possible after the
Agenoy ressives notice, No penally shall accrue o the Agency in the event this

provision Is exerclsed.

Shanpes: If changes to the contract become necessary, 8 formal contract
change order wiil be negoliated by the Stale, the Agenay, and the Vender,

As soon g6 possible, bul not 1o surpass thirly (30) days after receipt of a wrilten
change requesl( from the Agency, the ventor shall determine if there Is an impagt
oi price with the change requested and provide the Agency a wiitlen Statement
ideritifying any price impact on the conlract, The Vendor shall providé a
desoription of any price change. associated with the implementation,



5.8

5.9

6.10

6.11

1/

NO GHANGE SHALL BE IMPLEMENTED BY THE VENDOR UNTIL SUCH
TIME AS THE VENDOR RECEIVES AN APPROVED WRITTEN CHANGE

ORDER FROM THE PURCHASING DIVISION,

Price Quotations: The prics(s) quiotett In'the Vendpr's proposal will hof be
subjest 16 ahy increass and will be considéred finh {or the life of the contract
unless specific provisions have been provided in the original specifications.

involges and Progress Payments: The Vendor shall submil inveices, in
arroars, 1o the Agency al the address-on the face of the purchase order labeled
“Involce To," Progress payments-may bs made al the opllon of the Agenoy oh
the basls of percentage of work completed 1f so defined In the final contract,

Contract Termination: The Siate may terminate any contracl resufling from this
REP immedlately at any time the Viendor falls 1o carry out its responsibllities or to
méke substéntial progress under the terms of this RFP and resulting cenlracl,
The State shall provide the Vendor with advance notlce of performance
condlitions which may endanger the oontract’s contlhuation, I after such notice
the Vendor falls {o remedy the conditions wilkiln the established timeframe, the
Siale shall order the Vendor to cease and deslst ahy ahd all work Immediately.-
The State shall be obligaled only for sefvices réndered and accepled prior to the

date of the notice of ferminatlon,

“The contract may be ferminated by the Slate with thily (30) days prlor nolice

pursuent to West Virginia Code of State Rules § 148-1-7.16.2.

Special Terms ant Conditions:

5.12.1 Bid and Perl Bonds- Not Applicable to this Project
512.2 Insurance Retwireiments: -Not Applicable to this Frofest

« Public liabltity

« Properly damage
« Professlonal flabliity (medioal, advertising, el celera)

512,83 License Regulrement; Workets’ Compensation, Contractor’s License,
elc: (Nof Applicable fo this Projest

513 Record Retention (Access and Confidentlality): Vendor shall comply
with all applicable Federal and State rules, regulations, and requiremerits
governing the mainlenance of documentation to verify.any cost of services or
cominodilies rendered under this contract by the Vendor. The Vendor shall
raintain such records & fminlmiim of five (6) years and make 8uch records
available {o Agency personnel af the Vendor's location durhg normal business
hours upon writlen raguést by the Agency within ten {10) days after recelpt of he

request,

Vendor shall have access to ptivate and confidential data maintained by the
Agenoy o the extent requlred for the Vendor {o carry oul the duties an
lies défined in this contract, Vendor agrees to maintain confidentiality

responsibili
and securlty of the dala mede available and shall indemnify and hold harmiess



the Stale and the Agency apainst any and &l clalms broughl by-any party

altributed 1o aclions of breach of confidentlality by the Vendof, subcontra
individuals permitled access by the Vendor,

clors, br

18



RESPONSE TO
STATE OF WEST VIRGINIA
PURCHASING DIVISION
REQUEST FOR QUOTE RECMGT11
RECORDS MANAGEMENT

CORNERSTONE RECORDS MANAGEMENT
1545 HANSFORD STREET
CHARLESTON, WV 25311
304-346-8878 (PHONE)
304-346-8982 (FAX)

AUTHORIZED CONTACTS
ED BRiDG ETTE JOE POWERS
ebridgette@cornetston-rm.com owers@conerstone-rm.com

Ua /i /a0

oa/(s{zoll

17
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Attachment A: Vendor Response Sheet

Vendors using the electronic version of this dosument shall nof alter
the response requirements contained herein. Responses should
follow each requirement detailing how each will be met,

wing: firm and slaff quallfications and experisnce in

y staff cerlifications or degrees applicabls to
st projecis completed enlefling the loeation
type of project, and whal the

Provide a response ragarding the follo
compleilng similar profests; references; coples of an
{his project; proposed siaffing plan; descriptioris of pa
of the projecl, project manager name and conlac! informatjon,
projact goals and objuctives where and how itisy were msl.

2.3 Qualificatlons and Experlence — Cornerstons Records Management has managed all
State records stored off-site under RECMGTH4, RECMGTO0 and: RECMGTO7 by Archive
Records, Nova Records and, most recently by Cornerstone Records Managemant, In
1994, the successful completion of 35,000 plus cubic feet of records were moved to our
Records Management Facllity for the initla]l REOMGT94 contract, Subsequently, the
movement of records for all Stiite agenales has been made in the process of moving thru
the RECMGT00 and RECMGTOT contracts, Much needed re-Indexing and cross-
referending of thess records have provided Improvement in the -State’s document

" managément systom throughout our 17 yeats of records management for the State of

West Virginia.

During the RECMGTO4, RECMGTO0 and RECMGT07 contracts, the following ltems have
been accomplished in the management of the State's records:

41, Bar-codlig all boxes, providing cost effective, safe tracking and Inventory of

records,
Detalling the data-based Indexing that continues to enliance customized reporting
while Improviig record search efforts.

Bar coding file retrioval and re-files.

Computeslzod, detafled involcing by agency with copy of summation to
Department of Administration upon reguest.

installation of étaté of the ait recorde managemont software for both {he storage

and document destrisction areas,
Schedullng of personnel on eall 24 hours a/day, 365 days perlyear for pick-up and

delivery as necessary,

Providing Retentlon Schedule Maintenange and timely notification requesting
pormisslon to destroy prior to confidential shredding, '
8, Open communlcation with al apencles to accomplish requests as nesessary,

-

N o hw w

Cornerstorie Records Manpgement.has considerad the 17 years of involvement with the
State of West Virgliila iri their records management a privilege and has strived, and
continues-to <o so, fo provide the lilghest quality service possible in this relatlonship. in
2 recent meetinge with the Secretary of Administration, the comment was made that he
has never recslyed a complahit concerning our involvement with the State and the

business we conduct with them.
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2,3.4 The vendor should provide the lengih of ime that he has been In the records slorage
busineéss and the location.

nerstone Records Menagement has baon involver in the records
storage business In Weat Virglnia since 1891, orlglnally as Archive Servises. Archive
Services was acquired by Nova Rerords Management in March of 2006, The present
agquisition by Cornerstone Records Management took placé in June of 2008, “There are
presently 2 locations utllized by Cornerstone Records Management at 1545 Hansford
Street, Charleston, WV, approxitnately 2000 yards Troiti the €tate Capital and 1401
Chatles Ave., Dunbar, WV, approximately 15 minutes from the State Capltal,

Vandor Responise: Cor

a slatement addressing lhe experisnce of {ha vengor in

2.3.2 The vendor shouid submll
{ slorage, document relrieval, and document

supplylng records management, documen
destruglion.

Vendor Response; Cornerstone Records Managemant hae been involved with the State
of Wesf Virgihia in records management, document storage, document retrieval and
docuneni-destfuction since 1094 and Involved in the ragords management business
since 1891, We currently employ 12 Individuals in our Charleston and Dunbar facliities
with over b6 years combined experience in the records mahagement business. We
presently serve over 500 customers including government (federal, state, sounty and
clty), Industrial, legal, modicaj, banking, insurance and professiorial organizations. We
currently have over 480,000 cubic foet of hard copy recerds under management with the
papacity to siore and manage In eXcess of 760,000 cubic feet of hardcopy records on all-

steel shelving. _ _
Our shredding facility was upgraded, ih 2010 with a state of the art, $250,000 Welme
to 3000 pounds per hour as was our climate

stiredder with the capacily fo shred up
controlled Medla Vault siorage area with a state of the ant medla computer system and

the enhanced environmental system inetalled.

23,3 The vendor should submil a list of fedsral, stale, counly, or other governmental sntitles
and major privale thstitutlons thal are storing records with the bldding vendor. Please speolly
which of these cuslomers have simllar requireménts (in processing and number af documens

handled annually) to the needs defined In this RFP. I fio single customer can be cited whose
sysiem incorporates all of the functions neaded, provide a lisl of cuslomers whose syslsms
cuslomer, provide the name, malling address,

eollettively utflize these funclions, Foreach )
telephone number, and e-maif address of a user represantative who can be conlacted with

questions.
Vendor Response: Lisiing of customers:
1. US Dighict Court 300 Virgiria SL. Enst Chadeston, WV 26301 Kim Lancasler 304:347-3860
2. Jgé}tsbgékeﬂy L'a\;-' Firh 1600 Laldley St. Cherlesion, WV 26301 Kathy Hudna!l 904-34D-1182
3. Wp!l%sa{?d ins“.-—Sérylli;as :}02 Virgihte SI, East Charleston, WV 25301 Mike Perdus 304-353-7811



Sd;il_lmgn_ 'l'!_m'r_‘a"lasé &, Baltle 300 Kanewha.Blvd. Gast Charleston, WV 25301 Jeff Davis 304.340-3709
Toyo!? Molor Mig. _On:.‘s_ugar Maplb Lane Bulalo, WY/ 26033 Ayum) Meadows 304-937-7656

o5 Rice MoDavig Law Fimi 500 Quarrier St Charleston, WV 26301 Alien Duff 304-347-1705
nvetiment ﬂéa'rd One Canllpy Drive Charleston, WV 25314 John Cole 304-345-2672

Elecitonic Dete Sysfems 3200 Kan. Tumplke So. Cherlesion, WV 25303 Tot Danford 304-746-5753

D & N o &, b
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Stale of West Virginle  All.Sinle Agenclos

2,41 The Vendor shouki have the oapabillly to-secommadaie 125,000 boxes or approximately
150,000 cublo feet for storége of the Siale's records.

Vendor Response: We presently louse the State of West Virginls boxes in our
Charleston and Dunbar, WV Tacilities. We have the capacily to expand from our present
480,000 cublc feet comblited sustomer storage to 760,000 cuble feet as needed. Steel
shelving has been erected for this expansion to accommadate future new Input as

raceived,

2.4.1.4 The vendor should provide documentation of lhe vendors’ existing operation
space capacHy and/or wrillen evidencs from the owner/leaser that the vendor can

secure sufficién! additional space.

Vendor Response: Comerstone Records Management has In thelr combined locations
270,000 cublc fest open for additional box storage as necessary.

2.4.1.2 The vendor should be able lo secure an addltional 26,000 cubic feel within one
year from award of the contract upon willlen reques! form the Stale Purchasing Divislon,

Vendor Response: Additlonal space is available in present facilitles per previous
Information supplied,

2.4.1.3 The vendor should provide a storage room for archival storage of microfim This
room should have an Intdependent clroulaling system fo keep thie alr as free as possible
of poilutanis and dust and 1o prevent the enlry of unfillered &lr from other paris of the
bullding. The humidily level shoukd bg kepl withih a range of 40 lo 50 percent, with an
optimtim of 30 to 40, o profeot the various fiim bages and the temparalure should be
lgss than 70 degrees F (21 degrees G), ideally al 65 degrees. Bolh the-humidily level
and temperaiure should be kept as conslanl as possible, The vondor should deseribe
{he environmental protections for archival storage of microfilm that Il will provide.

Vendor Response: We presently house media for the State of West Virginia In our
enylronmentally controlled four hour fire-vault meeting archivel requireients for
temperatiire and relative humidity. it inclides a burglarrated oot for the storage of
valuable and sensitive documents, The tempetature Is malntained at 67 degrees
Fahrenhelt with the humidity level at 40 pércent. The levels ae malntained by a

rrs



Wealhergoose system which hes the ability to alert managemeht by both e-mail and cell
phone should theee oonditions vary.

2.42 The vendor should describe ils records tracking system.

Vendor Response: Cornerstone Records Managements' records tracking system
consists of the following:

1, Llsting of ali agencies storing documents
2, Total Inventory and locatioh of gash record by agency/sub-agencies or dept,, if

racl_uested.-
3. Bllling reporis/involelrig by:

8) -Starafa

by New files indexed

c) Refrlevals

d} Re-files

e) Destruction

f) Plckups

f1) Deliveries

h} Other Services
4. inventory list and location of each record inchuding abliity to monitor ltems on

dock awalting re-filing.
5. Status raport of each flle (retrieved, partlal retrieval, accountabllity of retrisvai,

permanent removal, destruction and date).
8. Security authorizatibn list with ability to restrict or limit accessibility by individual

oy godo.

7. Audit {rall from Initlal recelpt of records through involcing,

8. Audit tralt of all inventory changes,

9, Trackci’ng and monitoring capability for all work performed andlor status of all
records. ‘

10. Retention schedules of documents scheduled for destruction as well as
cerlilicates of dastruction-for records destroyed,

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

12. Retrieval by ageney box number, record center number or by key word {if detalled

indexing l& used).
13, Dally, monthly and annual activity reports by service for each agency andfor

depsriments, if requested,

2.4.2.1 The vendor should pick up the records within two {2) working days afller conlecl

by the agency. The agency will at a minimum conlacl the vendor by phone using the
published number provided in (his conlracl. However, pick-p shall bie ho longer than
one waek after contael. The vendor should describe how he plans o handle pick-ups

inslde and oulside the melro Charlesion area.

Vendor Response: Cornerstons Records Manpgement guarahtees retrieval and delivery
within 24 hours of any record requested within 26 miles of the State Capltal. Forms are

provided by Corrierstone for the authotized individual to fill I and fax via-ouy dedicated
fax lihe. These requests are entered on the day recelved (3:30PM cut-off) dnd sét up for

L&D
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retrievaiidellvery the following day. Other areas of the state will be serviced by
Cornerstone personnsl and vehicles and Federal Expross where appropriate.

2.4,2.2 With respect {o (he extent of indexing required, the vendor should be able to
provide up lo 60 characlers per box of per le. The vendor should describe its indexing

schame.

it to provide the neaded characters

Vendor Response: Cornerstoneé Records Managem
Stafes request; Our Indexing consists

for indexIng of boxes, Our capalillities exceed the
of !

1, Account naumber

2, Agonoy nanie

3. Date of Record

4. Destruction Date
5, Descriptioh or subject matter of record; further Index by subcategories and recall

on suboategorios avallabie.
6. Date recelved by Cornerstone Records Management

7. Accession number

2.4.2.3 I necessary, lhe vendor may be requested to reirieve documents in a rush or
emergency basls whigh means the vendor will retrigve and deliver the document to the
agency in the melro-Charieston erea within four (4) hours. The difference belween
*rush” and “emergency” is a ‘rush” |s during business hours, Monday through Friday,
and “emergency” is aller hours, weekends, or holidays. The vendor should desoribe
how it will handle rush and emergancy requests.

requests are guaranteed for delivary

a. Cornerstone has personnel on-call
netl are equipped

Vendor Response; RetrievaliDelivery of "'rush”
within 4 hours withih in the metro-Charleston are
24 hours a day for "emergency” retrlevalldelivery, Cornerstone person

with moblle phones to enharice response time ahd officiency.

2,4.2.4 The agenay's refention schedule will note & dale of destruclion. The vendor
should desonibe hoy il will remind its cusiomers of the approaching destruction dale,
how it will seek approval for destruclion, and how It will cerdify that the destruction has

laken plage.

rde Management, on a quarterly basls, will-query &
lon dates provided by State agencies pertalning to
: n forwarded to the autherized user along with an
Instruction form (attached) for that specific agency for review or changes and approval,
Onoe approval has been recelved, & pre-testriction work order Is produced and
fotwarded to this same authorjzed user for review-and Tinal approval sign-off, Once
approval is recelved, conlalners-are pulled and thover to ol shredtng faclity and
destroyed at that time. A Cettificate of Destruction wili be returned to the.aiithorized
persofi bhoe complete showlng a descripilon of items destroyed and dafe of destruction
along with the agency name the records were recelved from.

" Vendor Response: Cornerstone Reco
listtitg of containers based on destruct
thelr retention schedule, This listis the
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2.43 The State wll choose a vendor lo provide a facility thal will protect all documents from
disaster se deflned In West Virginia Stale Code 5A-8-3 which stales: "Disasier” means any

ocgurrences of fire flood, storm, earthquake, explosion, epidemie, rist, sabiptage, or other
conditions of extrere poril resulling in substantial damage or Injury lo persons or propery wilhin
this State, whether such occurrence is caused by an act of God, nalure man, including any

enemy of the Unlted Slates.

Vendor Response: Cornersfone Records Management centers cutrently meet the
requirements of protecting all documents from disaster as defined by West Virginia Code

5Af'8'3|

2.4.8.1 Flooding. The vendor should explain if s facilily Is In the floed plala and if so,
whal procedures are in place to proleot the Stata’s records in case of flood.

Vendor Reéponse: Cornersione’s Gharjeston, WV facllity is out of the 100 vear fléod
plaln. It utilizes stes| shelving ranging from 1 %" ~ 4" above floor fevel. The Dunbar, WV
facility Is on the edpe of the 100 year flood plain with no records stered at or below flood
stage. Stesl shelving at this location ranges from the 1 172" - 3 above floor level.

2.4.3.2 Fire ahd Smoke Deleclion. The vendor should describe how ils {aclilly Is
équipped to respond lo fire and smoke delecilon, L.e., smoke deleclors, fire alarms,
communicatlon ties with the fire depariment, elc., and cerlify that all application building

codes ahd industry standards for this {ype of fadllity are met.

Vendor Response; Cornersione utllizes the ADT PKG Focus 200 Plus wiboth battery
back-up and coll phone hack-up systems for both of its facllities. This monitors both
securlty and fire along with fire suppresslon systems throughout both facilities throuph
ADT's 24 hr. periday monlforing program. Contact is made by ADT with local Fire and
Pollce departments should trouble accur in any of these éreas. Cornorstone personnsl|
are on-call 24 hours afday to handle. any alarm otcurrences as they are contacted by

ADT,

2.4.3.3 Temperalure and Humidlty, The vendor should describe the temparalure and
humigity conlrols at ils fadilily.
Vendor Responge: Gornerstong Records Management Vaujt description on temperature
and.humidity have been describe I vendor response 2.4,1.3. Box storage temperature
and humidity is based on ambient tomperafures,

2.4.3.4 Storage Localions. Records should be kepl al leasi one lo ong anda half Inches
off the floor with the oplimum of thres inches. Records should be stored away from
windows, steam, sewsr or water pipes. The vendor should explain how {hese lssues will

be handled.

Vendor Response: Both the Charleston and Dunbar, WV tecords facilities, as per 2.4.3.1,
comply with distances requlred for shelving. Neither facllity contalns windows and, -
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steam, sewer or water plpes are elther not in proximity of stored records or do not exlst

1n elther location,

2.4,3,5 Pests, Mold and Mildew. The vandor should describe lts prevanlion technigquss.

Vendor Response: Corhersione Records Management contracts with Orkin foinspect
our faciilties on a regular basls as a pest wontre) preventive maintenance program, Mold
or mildew has fiot been an issue with the storage of containers at oither facitily, Boxes
are Inspectod at the time of pull for any Irrepularities In cosmetic and structural Integrity.

2.4.36 Sunfigh! and Ullraviolel (V) light - Light fades and discolors paper. The vehdor
should describe how they Insure this will nol happén,

Vendor Response: Neither of our records centers have windows which eliminate the
possibility of sunlight or ultraviolet {lght affecting the records.

244 Many of the State records are confidsniial and must only be viewed by authorized
pariles. The vendor’s faciity musl be secured fo allow aceess o thoss approved (0

retreveiview documents for thelr respeolive agency.

Vendor Response: Cornerstone Records Management requires authorization lists from
individuals listed wili have the

sach agency with the State of West Virginla. Only those
ability to request retrieval or delivery of any of the agensles records or have the ability to

view records af @ Cornerétone fagllity. Only one secured entry Is utilized by all non-
Cornerstone personnel to enterfexit the facility. This Is monitored at all times by

Cornerstone personnel.

2.4.4.1 The vendor should describe the physical layout and organization of their facility
and desoribe (he safeguards proposed thal will ensure & secure locatlon.

Vendor Response: As described In previous lfems In list, Cornerstone’s facilities are
seoured by ADT secutlty systems along with an electronically secured gate and féricing
surrounding the parking area of the faciiity, Entry to our facllitles are limlted to
authorized persons arid then, only to out reception area for recelpt of thelr
recordlrecords. Only one secured entry is avallable to non-Cornersione personnel Ih
accessing this area, A sign-inideparture sheet Is ulliized and stored for record of all
indlviduals arriving/depariing our fecllities. The sign-in/departure sheet lists individual
nafe, company reprasented, date and time of arrival and tdeparture, Numbered
Corherstone bavges are given to each visitor for verification of arrival and departure.
Records are stored threughoit facllitios by locatlon coies for securlty purposes with no
customears contalner iriventory located In any one given ares. As all records arb
consldered confidential which are stored In our faclities, all Cornerstone personnsl must
sign a Confidentiality Agraement and undergo an NEIC background check as a condlition

of employment.

2.4.4.2 The vendor should dascribe ils securily procedures for visilors going beyond the
securily doors.
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Vendor Ragponse! Only Corperstone personnsl are authorized in the records center.
Pre-notice ot appointments must be made by those individuals wishing fo review
records. An audif room is dvaliable In our recéptlon area for small quantity reviews. For
largier reviews, a mezzanine ares is avallable.and Jogated in our records center where
individusls authorized fo review thelr material would bs escorted by Cornerstorie

mahagenient. Again, these Individuallindividuals must be on the authorized fist for that
specific agency.or organization before this process 16 beguh, For prospective customers
or audifors who request a tour of the fasllity, prior notice/appointments must he made for
this process, Cornerstone Manngement accompanies these Individual/individuals

throughout the protess of the tour,

2.4.4.3 The vendor should deseribe Tls procedures when & ouslomar tomes {o the
Recotds Genter 16 relfisve fecords. The slgn-In informatlon should include at a
minimum Name, Agency, Dale, Time, and Container sought. The vendor should also
describa how it verifies the person requesting access Is authorized to ralrlgve
documents and how the vendor verifies thai the documents relrleved are the records

requasied,

Vendor Response: As.described In previous responses, &ll visitors are required to slgn
in with Name, Agency, Date and time of arrivalideparture. Containet/file numbers are nol
listed on sigh-In sheet As this would compromise the secure numbering system and
allow viewing of a secure dosument description. The purpose of the visit; le, retrieval,
delivery, containerffile number, Individual’s name, etc., Is listed on the work order

produced for that specific customer's noeds,
Verlfication of the reguesting Individual Js checked through authorization llsts required

from each agency. Verification by Driver's License Is utilized ps a final securlty check,
Forms are provided p each agencylorganization for requesting containers orfiles as
needed. The Information.on these forms deslgnates the container or file needed for that
specitic task by the secured numbering system for each. These {fllssicontainers are
verifled through the agencylorganization's Inventory list and assigned to that specific

work order por the submitted request form,

245 The vendor should descrbs lis pian of action for the transilion from the old vendor (o the

new vendor,

erstone Records Managoment will work

Vendor Response: Not applicable, however, Corn
nsition,

with the new véndor, should there be ons, to ehsure a émooth tra

the Stale are Box Style — Dye Cul Garlon; Inside
Dimensions: 16W x 12"L x 10"H; Paper Combination: 69-26-69; Sirength — etige crush lest of
44 poundsfinch; gross welght limil of 95 pounds. The vendor may sugges! spesiiicalions for
fulure storage boxes: npeded for éffeclive fecords managément; however, the vendor will be
expected lo move exisiing recoids in exisling boxes or furnish boxes as neaded at no addilional
or separale vost {o the agencles. The vendor should describe its preferred box slyle and size,

24,6 The current boxes used by



v the State of Wast Virginia are

Vendor Response: As the ourrent boxes being utilized b
relaln the

supplled By Cornerstone Records Management and, shotlid Cornerstone
contract for records storags, this beconies a nbn«ssue.

24,7 Ths vendor will be expeated lo supply the Depariment of Administration with agency
reporis showing the agsncies sioring documents in the {acililles during thal. monih ang listing the

iolal amount of cubic fasl.of sicrage for each agency.

ovide billing reports showing el bliing aclivily for

sach stale agency in a month and management feperls delailing all relrievals of documents
duting that month and who retrieved them along with any olkier aclivily balween lhe vendor and
any state ageriey. The Vehdor should provide samples of these typas of reports.

Vendor Résponse: Agency inventory lists based on cublc feet wiii be supplled to the
Depariment of Adminjetration as reqiiested,

The vendor may be réquested (o pr

Billing reports as steted above are supplied on a monthly basls at this time. This
involoing containg Information pertalning to cublc foot storage, files inputted, retrievad,

re-flles, destruction, pick-ups/deliveties and permanent removal as ufilized during that
spocific month. (See attachment)

Reports will be submitted as requested by the Department of Adminlistration,



Attachment B: Mandatory Specification Checllist

2.5.1  The Vendor must.provide a secure storage facliity for existing records in a metro
Charleslon aréa Jocation. Vendor location must be wilhin & 25 mille radius of State Capitol

Complex,

252 The Vendor musi be able lo accommodats 150,000 boxes or approximately 180,000
cuble feet. Please destribe the sfze of your proposed faollily.

2.6.3 All Records Cenler employees must undergo an NCIC (national) background check as @
condition of employinent, as well as Induslry-standerd privacy training,

2.64 Ali storage procedures musl follow ingustry standard guldelinés eblablished by the
Assoclation of Records Managers end Administralors {ARMA). ARMA has published guldeliries
for recérds management — ANSI/ARMA 8-200-6 Retention Management for Records and

Information.

2.6.5 The vendor s required lo offer records managemeni seivices to all slale agencies
stelewide, .

2.5,6.1 The vendor is responsible for the plck-up of boxes stalewide within one wesk
afler contacl,

2.5,8.2 The vandor Is required 1o index all recelved documenis from state agencies and
fumish monihly documentalion to the Purchasing Division and the Office of Technology
thel explain lhe indexing system and describes lhe location of all documents by agency.

Piease provide a sample in your response of this Indexing repor.

2.5.6.3 The vendor is responsibie {or retrisying any document in slorage and delivering i
lo requesting agency within 24 hours of request as long as the agency location fs in the

melro Charleston aréa.

2.5,5.4 Documents mus{ be deslroyed by a crosscul shredder for paper. Microflim must
be shredded to 1/35" strip or smaller. Please deseribe the equipment available for fo

mast this requirerhent.

2.6.5.6 The vendor mus! bill each slate agency slering records at the facilily monthly in
artears. These bills must bs according to the prices and calagories contained in this
RFP and the vendor's response, When the vendor mus! ship the materials to the
agency locetion, the costs for poslage Wil be billed as a pass-lhrough charge. The
ventdor should provide the percentage If they plan lo charge a processing fee,

2.5.5.6 Il requested by any agenoy, lhe vendor musl relrieve, fax, and re-fite up lo 26
singlé-slded pages. This task musl be completed within twenly-four (24) working hours
of the agency request or if requested as a rush, wilhin four (4) working Hours.

2.5,6 The successful vendor will be responsible for moving all boxes form the existing location
{o the new locallon within 60 days efter award if a new vendor is chosen,

&7



2,5.6.1 The eurrent vendor will provide sach agency with a listof dosuments currently
in slorags. Each dgency will have & mirlmum time of iwo (2) weeks to remove all
documents In stprage or be billed forservices rendered by {he new vendor. The agency
will continue fo pay the old vendor unitll the new vendor ploks up the ageney's boxes.

2.5.6.2 The new vendor and the old vendor will meel to develop mulually agreed upon
schedules for pick-up of the aganoy boxes,

2588 The selecled vendor shall be responsible fof the pick-up and organization of all
dotuments remalning in slorage at the current ventdor's locatlon and other agency
fatiities.

2,564 The suceesslul vendor will move existing recotds In existing boxes or furhish
boxes as needed al no-additiona) or sgparate cosl. The succassful vendor wiii

repackage as needed &l no addHional or ssparate cosl.

2.5.7 The vendor shall take sole-and complele flabllily for all physical dosumenls surrently In
slorage antiany dooumenl placed In slorage while the venidor is under cohtract with the State of
West Virginla.

2.5.8 The vendor musi mainiain the confidentialily of any record or document deemed
confidenlial® by West Virginia State or Federal law from the time Il Is placed In slorage

conlinuing through the destruction of the dotument.

i cerlily that the proposal submilied meels or exceeds all the mandalory specifications of this
Request for Proposal, Addifionally, | agree o provide any additional documentation desmed
necessary by lhe State of Wesl Virginia to demonstrale complignce with said mandalory

specifieations,

Comerstons Records Management

Ed Bridgelis — Génaral Manager
gd' MLM

Phone ~ 304+346.8878 Fax - 304-346-8962

August 15, 2011
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el omerstone
RE: DESTRUCTION OF RECORDS

Date;

Enclosed for your approval is a list of boxes archived with Cornerstone
Records which have expired retention dates. PLEASE REVIEW THIS
UL URN PROMPTLY] .

LIST CA P

I you wish 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 witte PERMANMENT

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

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

required.)

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

Cornersione Records will then fax the work order back toyou for review.
If corrections are needed please malte them and fax back to Corngrstone

Records, If boxes on the work order are correct, Initial each page and
sign olf at the bottom of the work order and fax back to Cornerstone

Regords at (304) 346-8982,

The date of this report {s not the destruction date, NOQ RECORDS ARE
DESTROYED UNLESS AUTHORIZED BY THE CLIENT. If we do not
recejve a response within thirty days, this report is vold.

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



TECHNICAL QUESTION
STATEWIDE CONTRACT
RECMGT! 1

Proposal requires invoicing o be completed in arrears, The industry slandard is
for billing in sdvance and as such, pragrams are set up for such. Can this be
changed in the RFP to altow billing in advance?

Statutory guideines diclate that the State cannol puy for goods or services in
advance,

Proposal does not address thie permanent rermoval of box pricing in the present
conlract should ihe boxes be rémoved on a permanent bisis. That price equates to
$0.50 per euble foot,

Rach agency will be responsible for the penmanont remova) of boxes and the
specificntions ol RFP will be altered 1o reflect this change. See 2,5.9 of the
specifications,

o I/



Attachment C: Cost Sheet

Cost information below, asdetelled in the Request for Proposal, shoutd be submitted in » separated sealed and clearly labled envelope.

Daseripton TESTIMATED ] UNIT “UNIT OF EXTENDED
QUATITES PRICE MEASURE PRIGE
iniial Cobls to Agonois
A Translyr of exislng boxes (moy nchias Fopa Comant Bowes) 0,000 boxes . JR0.00 T 000
B, Now Input ~ Indexing T eXsTh7g Sorumants 60,000 boss Xi) P B 0
*’thmhlym o Aganties
A SToregs per SUbK 1001 07,472 codlgicel  |30.26 per cUbicTob] | $24:855.56.
Activity Coats 1o Agencies
R Fokup anior Devvory Tor P 3 ootio Toot
03 mis 200 piovups {1000 peTpRkUp (1000
G 25 et 500 porips 557 pick Up $0.00
R 60 pRRaps .00 PeT pick Up 000
" Embrponcy (R8T HoWs oF 170 Weghang) Zpickups - [5000 ST 2
| EACh ADSUo G L beyonl B0 Teoi3 Cbly fooT 11500 qubio ot | 50,00 par tubE Tool 00
|
8, Now npud—indexing perbox 11.500 boxes 000 per oy Xrl
T. Remevel
BOXIS - per el feol B45 Boret TI50 PRrEOK $1,621.00
Files — per fem 4,700 Rams T0.00 Sich $0.00
Fuih — GUfing DUSNGSS HOUTE Por COTE 18 cutioToel 135,00 T b 28,00
Emorgency~ afier busine5s Rburs, Gatray, Sunday 80H Folays = per to i 2oubicion  [R00 porautictod [30.00

o



D. Refiing {no hdexing reqiived)

| Bowes —pat cubie fook T35 bokas T0.00 P o B0
Files--per fam 4,700 Hems X OALh 30,00

E. FAX COR P DS Tpepes (08 |merrage

. E-mEu coH pel page [emet POT] R P Fage e

F. DEstrucien = Gost pir oy, L FEECICT 6729 perubleToot 82T 57800

G Photooepy - Fer Page 56 pages 45.35 per poge 10

. Veurl Siomge T2 e oot [S57E Por CUBR o0 [STT7000

T. Parhonnl Rmoval of Borat TR0 G Teel (5080 PeT UK 100 IW

Cosl'of Slomge BoXes G000 boxes 5168 FoT Do T 300,00

Hourty Rkt fo¢ Spedial Projodls nd Semioss nol poversd Ebove 250 hovrs T PET hour SE000

Grand Total $68,980.71

if epplicoble, slpn ond submit the ottoched Resident Vendor Preference Cerlificote with the cost proposal.

e



