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CHATHAM COUNTY, GEORGIA
DOCUMENT CHBCK LIST

The f-ollowing documents, when marked, are contained in and made a part of this Package or are required to be

sLrbnlittecl with the proposal. lt is the responsibility of the Proposer to read. complete ancl sign. where

indicatecl, and return these documents with his/lier Proposal. FAII-URE TO DO SO MAY BE CAUSE FOR
DISQUALIF YING THE PROPOSAL.

X GENERAL INFORMATION

X PROPOSAL

N/A BONDS

X PROPOSAL SCHEDULE

X LEGAL NOTICE

X ATTACHMENTS: A. DRUG FREE V/ORKPLACE; B. NONDISCRIMINATION STATEMENT;
C. DISCLOSURE OF RESPONSIBILITY STATEMENT; D. CONTRACTOR AFFIDAVIT/AGREEMENT;
E. SAVE FORM; F. DEBARMENT FORM; G. M/WBE PARTICIPATION FORM; H. LOBBYING
AFFIDAVIT

COUNTY TAX CERTIFICATB REQUIREMENT: Contractor must supply a copy of their Tax Certificate
as proof of payment of the occupational tax where their office is located.

CURRENT TAX CERTIFICATE NUMBER
CITY
COUNTY
OTI'IER

IIECEIPT IS HEREBY ACKNOWLEDGED OF ADDENDA NUMBERS

Tlre Lrnclelsigned bidder certifies that he/she has received the above ìisted and ¡rarked docurnents and acknowledges that his/her failLlre

to retunt each, completed and signed as lequired, may be cause for disqualifying his/ller proposal.

BY
SIGNATURE: DATE:

Chatham County has established goals to increase participation of minority and woman owned businesses. In
ortler to accurately document participation, businesses submitting bitls or proposals are strongly encorrraged to
report orvnershi¡r status. A minority or \voman owned business is definetl as a business rvith 5l"l' or greater
nrinority ol'n'ornân orvnership. Please check ownershi¡r status as a¡rplicable:
Afì'ic¿rn-American Asian Anterican
Native Anreric¿rn or Alasl<an Indian

His¡ranic
Woman

For arlditional infonnation conceming Chatharn Countyos MAVBI Prrry;mm, pletrse contact Connell Het'rvanl, at (912) 652:7ffi.
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CHATHAM COUNTY, GEORGIA
OFFICE OF THE PURCHASING AND CONTRACTING

11I7 EISENHOWER DIIIVE, SUITE C
SAVANNAH, GEORGIA 31406

(912) 790-1624

DATE: February 19,2019 RFP NO. 19-0018-3

SCANNING AND IMAGING PROCESS FOR CHATHAM COUNTY PROBATE COURT

This is an invitation to submit a proposal to supply Chatham County with the professional services as indicated
herein. Sealed proposals will be received at the Office of tl-re Purchasing Director, 1117 EISENHOWER
DRIVE, SUITE C, Savannah, Georgia up to 5:00 P.M.. March 2L2019. The Purchasing Director reserves
the right to reject any and all proposals and to waive forrnalities.

Instructions for preparation and submission of a proposal are contained in the Request for Proposal package.

Please note that specific forms for submission of a proposal are required. Proposals must be typed or printed in
ink. If you do not submit a proposal, return the signed invitation sheet and state the reason; otherwise, your
name may be removed from our bidders list.

A PRE-PROPOSAL CONFERENCE has been scheduled to be conducted at the Chatham County
Purchasing Office 1117 Eisenhower Drive Suite C, Savannah, Georgia 31406 at 10:00 A.M. on March 7.

2019 to discuss the specifications and resolve any questions and/or misunderstanding that may arise. Proposers

are encouraged to attend.

Any changes to the conditions and specifications must be in the form of a written addendum to be valid;
therefore, the Purchasing Director will issue a wdtten acldendum to document approved changes. Generally
when addenda are required, the bid opening date may be changed.

Chatham County has an equal opportunity procurement policy. Chatllam County seeks to ensure that all
segments of the business community have access to providing services needed by County programs. The
County affirmatively works to encourage utilization of disadvantaged and minority business enterprises in our
procurement activities. The County provides equal opportunity for all businesses and does not discriminate
against any persons or businesses regardless of race, color, religion, age, sex, national origin or handicap. The

County expects its contractors to make maximum feasible use of minority businesses and qualified minority
ernployees.
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1.1

1.2

1.3

SECTION I
INTRODUCTION AND INFORMATION

PURPOSE: The purpose of this document is to provide general and specific inf-ormation for use in
submitting a proposal to supply Chatharl Cour.rty with services as described lierein. All proposals are
governed by the Purchasing Ordinance of Cliatham Count)¡, and the laws of the State of Geolgia.

INFORMATION OR CLARIFICATION: For informatiorr concerning procedures for responding to
tlris solicitation, contact.Iohnnie Coker, procurement specialist, at (912)790-1624. Such contact shall be

for clarification purposes only. Matelial change, if any to the scope of services or bidding procedures will
be only transmitted by written addendum. It is tlie proposer's responsibility to check the website to
determine if any addenda have been issued.

All questions must be submitted in writing to the Purchasing & Contracting Division, I I 17 Eisenhower
Drive, Citizen Service Center, Suite C, Savannah, GA. Attn: .lohnnie Coker. To facilitate prompt receipt
of questions, they may be sent via FAX to (912) 790-1627 or email to jlcoker@chathamcounty.org

Questions of a material nature must be received prior to the cut-off date specified in the Solicitation
Schedule. If no cut- off date is listed, the deadline for questions shall be 5:00 p.m. one week prior to the
deadline for receipt of proposals. If a bid or proposal is faxed, it is the responsibility of the proposer to
insure that the proposal is received in its entirety prior to the deadline for bid submittal.

ELIGIBILITY: To be eligible for a resulting contract (s) in responding to this Solicitation, the
proposing firm must demonstrate that they, or the principals assigned to the project, have successfully
completed services, similar to those specified in the Scope of Services section similar in size and
complexity to the County's project.

t.4 HOW TO PREPARE REOUEST FOR PROPOSAL: All proposals shall be:

Prepared on the forms enclosed herewith, unless otherwise prescribed, and all documents must
be submitted.

Typewritten or completed with pen black or blue ink, signed by the business owner or authorized
representative, with all con"ections initialed and dated by the official signing the proposal. ALL
SIGNATURE SPACES MUST BE SIGNED.

Bidders are encouraged to review carefully all provisions and attachments of this document prior
to submission. Each bid constitutes an olfèr ancl may not be withdrawn except as provided herein

1.5 HOW TO SUBMIT PROPOSAI¿ All proposals shall be

A Proposers shall submit an origin¿rl and four copies in a sealed opaque enveloped, plainly marked
with the proposal nurnber and title. date and time o1'bid proposal opening. and comparìy nanle.

Mailed or delivered as lbllows in a sullìcient tinle to ensure receipt by the Purchasing I)ireclor on

or bef-ore time and date specifìecJ above.

A

R

B
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Purchasing Director
1 1 17 Eisenhower Drive, Suite C
Savannah, Georgia, 31 406.

Proposer shall state the cotnpany nanle, bid nurnber and bid name on the outside of their
submittal.

PROPOSALS NOT RECBIVED BY THE AND DATE SPECIFIED WILL NOT BE

1.6

OPENBD OR CONSIDERBD.

FORMAT FOR RBSPONSES: To be considered , contractors must submit a complete response to
the Request for Proposal. To assure a uniform review process and obtain maximum degree of
comparability, each proposal shall include the following content and shall be presented in the
following order:

Section I.
Section II.
Section III.
Section IV.
Section V.
Section VI.

Signature Page.
Proposal Contents as listed in Scope of Work.
Required Attachments.
Misc. Attachments.
Fee Proposal.
Misc.

Each proposal must be submitted in one (l) original and four copies bound to

Johnnie L Coker
Procurement Specialist

Chatham County Purchasing Department
I 1 l7 Eisenhower Drive, Suite C

Savannah, GA 31406
(912) 7e0-1624
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SECTION II
GENERAL CONDITIONS

2.1 LOCAL VENDORS: The Board of Comnrissioners has strongly expressed tl'reir clesire to have as ntuch
"Local" participation as possible used as Sub-Contractors for the work done in Chathani County

2.2 MINORITY- WOMEN BUSINESS ENTERPRISE PARTICIPATION: It is the desire of the County
Board of Commissioners to increase the participation of local, minority (MBE) and women-owred
(WBE) business in its contracting and procurement programs. Bidder/proposers are requested to include
in their proposals a narrative describing their past accomplishment and interided actions in this area. If
bidder/proposers are considering minority or women owned enterprise participation in their proposal,
those firms, and their specific duties must be identified in their proposal along with the percentage(s) and

dollal amount awarded to the M/WBE fìnn.

If the awarded contractor/vendor is claiming minority status, the contractor/vendor shall apply for
certification by Chatham County, Georgia to the Office of Minority Business Coordinator. The Minority
Business Coordinator will provicle documentation of application status once approved or disapproved by

Chatham County. Certification by any other government entity is acceptable if current copy of the

certification is provided with this solicitation. Þ-or additional information concerning Chatham County's
M/WBE Coordinator, please contact Connell Heyward aT. (912) 652-7860.
chelrward@chathamcountv. or g

2.3 LOBBYING ACTIVITIES: ALL BIDDERS/PROPOSERS PLEASE NOTE: A bidder/proposer
submitted a response to this solicitation must comply, if applicable, with the County Purchasing
ordinance and Procedures Manual. No discussions are allowed with Board tnembers, other elected

officials, county management staff and employees. The only discussions rnust be through tlie Purchasing
& Contracting Office.

2.4 PUBLIC ENTITY CRIMES: A person or affiliate who has been placed on the convicted vendor list
following a conviction for a public entity crime may not submit a bid on a contract to provide any goods

or services to a public entity.

BID/PROPOSAL COSTS: The Connty shall not be liable for any costs incurred by bidder/proposer in
responding to this Solicitation

CONFIDENTIAL INFO RMATION: lnformation and material received by County in connection with
all biclders/proposer's shall be deemecl to be public records subject to public inspection upon award or
recommendation for award. However, certain exemptions to public records law are statutorily provided
for in Title 50-18-70., O.C.G.A. Therefore, if the Bidder/Proposer believes any of the information contain
in his or her response is exernpt h'om the Open Records Act, the Bidder/proposer must in his or her

response specifically iclentily the material rvhich is deemed to be exempt and cite the legal ar-rthority for
the exemption, otherwise the Cìounty r,vill treat all materials received as public records.

2.7 CONTRACT COS A D.ltiSTM lìNTS: Prices cluotecl shall be firm for the initial colltract ternts

2.8 NO EXCLUSIVE CONTIì.ACT/ADDITIONALSEIIVICES: Contractor

2.5

2.6
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the contract shall not be construed as an exclusive arrangement and further agrees that the Cottnty nlay, at

any time, seclìre similar or ic'lentical services at its sole option.

2.9 DELETION OII MODIFICATI ON OF SERVICES: The County reserves the right to delete any

portion of this Colitracl at any time without cause. If work has already been accolnplished on the portiol.ì

of the Contract to be deleted, the Contractor shall be paid f.or tl-re deleted portion oli the basis of the

estimated percentage of completion of sucl.r portion.

If the Contractor and the County agree on modifìcations or revisions to the task elements, after the

County has approved work to begin on a particular task or project, and a budget has been established for
that task or project, the Contractor will subrnit a revised quote to the County for approval prior
proceeding with the work. Written change orders or amendments to the contract must be forwarcled

through the Purchasing Director who will obtain required approvals.

2.10 INDEPBNDENT CONTRACTOR: The Contractor is an independent contractor under this Agreement
Personal services provided by the Contractor shall be employees of the Contractor and subject to
supervision by the Contractor, and not as officers, employee, or agents of the County.

2.11 AND IMMIGRATION CO On July 1, 2008, the Georgia Security and

Immigration Compliance Act (SB 529, Section 2) became effective. All contractors and subcontractors
entering into a contract or performing work must sign an affidavit that he/she has used the E-Verify
System. E- Verifl¡ is g no-cost federal employment verification system to insure employmçnl elieibilitv
Affidavits are enclosed in this solicitation. You may downloadM-274 Handbook for Employers at

http://www.dol.state.ga.us/spotlieht/employment/rules. You may go to http://www.uscis.gov. , to find the

E-Verify information.

2.12 ASSIGNMENT: The successlul bidd erlproposer shall not assign, transfer, convey, sublet or otherwtse
dispose of the contract, or of any rights, title, interest therein, or his or its powerto execute such contract

to any person, company or corporation without prior written consent of the County.

2.13 CANCELLATION: Tlie County may cancel this contract lbr convenience with a sixty (60) day

written notice to the other party. The County may terminate this contract immediately for cause based on

non-performance.

2.14 SPECIFICATIONS: Any obvious error or omission in specifications shall not inure to the benefit of
the bidder but shall put the Proposer on notice to inquire of or identify the san'ìe to the County.

2.15 MULTIPLE PROPOSALS: No Proposer will be allowed to submit more than one oflfer. Any
alternate proposals must be brought to the Purchasing Director's attention during the Pre-proposal

Conference or subntitted in writing at least frve (5) days preceding the clate for submission of proposals

2.16 OFFERS TO BE FIIìM TIie Proposer warrants that temrs and conditions quotecl in his offer will be

fìrnt f-or acceptance l'or a period of'ninety (90) days fionl bid date subrnitted" r-lnless otherwise slated in

the proposal. When recluested to provide a lee proposal. fèes quoled rnust also be lìrm fbr a ttinelr, clay

period.
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2.18 LIABILITY PRO Where Proposers are required to enter or go into Chathaltr Cor,urty

property to take measLlremerìts or gather other information in order to prepare the proposal as recluested

by the Connty, the Proposer shall be Iiable f-or any iniury, darnage or loss occasioned by negligence of the

Proposer, his agent, or any person the Proposer has designated to prepare the Olfer and shall indemnily
and hold harmless Chatham County fì"om any liability arising therefrom. The contract document
specifies tlie liability provisions required of the successful Proposer in order to be awarded a contract
with Chatham County.

2.19 AWARD OF CONTRACT: The contract, if awarded, will be awarded to that responsible Proposer

whose proposal will be most advantageous to Chatham County, price and other factors considered. The

Board of Commissioners will make the determination as to which proposal best serves the interest of
Chatham County.

2.20 PROCUREMENTPROTESTS Objections and protests to any portion of the procurement process or
actions of the County staff may be filed with the Purchasing Director for review and resolution. The

Chatham County Purchasing Ordinaacç shall govern the review and resolution of all protests.

2.21 OUALIFICATION OF BUSINBSS (RESPONSIBLB PROPOSER): A responsible Proposer ts

defined as one who meets, or by the date of the acceptance can meet, all requirements for licensing,
insurance, and service contained within this Request for Proposals. Chatham County has the right to
require any or all Proposers to submit documentation of the ability to perform the service requested.

Chatham County has the right to disqualify the proposal of any Proposer as being non-responsive or non-
responsible whenever such Ploposer cannot document the ability to deliver the requested service.

2.22 COUNTY BUSINESS LI SR, REOUIREMENT: A current Chatham County or rnunicipal
business tax certificate (within the State of Georgia) is required unless otherwise specified. A firm need

not have a Chatham County Business Tax Certificate prior to subrnitting a proposal. However, a license

ntust be obtainecl by the successl'ul vendor prior to award of contract. Please contact the Chatlian-l

Courrty Departrnent of Building Salety and Regr-rlatory Services at (912) 201-4300 for additional
inf-ormation. No contract shall be awardecl unless all real and personal property taxes have been paid by

the successfil contractor and/or subcontractors as adopted by the Board of Comrnissioners on April 8.

1994.

2.23 INSURANCE PROVISIONS: The selected CONTRACTOR shall be requirecl to procure and maintain
for the dulation of the contract insurance against clairns and injuries to persons or darnage to property
wliich may arise from or in connection with the performance of work hereunderby the Contractor, his
agents, representatives, employees. or subcontractors. The cost of such insurance shall be incltlded in the

Contractor's fee proposal.

Chatharn Cournty evaluates eaclr claim on a case-by-case basis and invokes all irnrnunities alld cìefènses

perr-nittecl tulder law. Chathant County is ttot to be included as a named insured on Contractor's policies

A certificate of insurance regarcling this Iìec¡uest fbr Proposal shall include the l'ollowing:

A. Ll/tn'kcr's ('otn¡ten.sutior?. Statlrtory. rvith a rninir.nurn Employer's Liability limit of $500.000.
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B. (lontntercictl Generul Liubility;$1,000.000 bodily iniury and property damage pel'occttrrence ancl

an¡nal aggregate.

C. Bu,çine.ss At,ttomobile.' $1,000,000 Combined Single limit written on an "Any Attto" basis.

D. Fitlelity ßontl/Professional Liability:$3,000,000 Covers lost due to crime or dishonesty by
ernployee oflor tlie CONTRACTOR.

2.24 INDEMNIFICATION: The CONTRACTOR agrees to protect, defend, indemnify, and hold harmless

Chatham County, Georgia, its commissioners, officers, agents, and employees from and against any and

all liability, damages, claims, suits, liens, ancl judgrnents, of whatever nature, including claims for
contribution and/or indemnification, for injuries to or death of any person or persons, or damage to the
property ol other rights of any person or persons caused by the CONTRACTOR or its subcontractors.
The CONTRACTOR's obligation to protect, defend, indernnify, and hold harmless, as set forth herein
above shall include, but not be limited to, any matter arising out of any actual or alleged infringement of
any patent, trademark, copyright, or service mark, or any actual or alleged unfair competition,
disparagement of product or service, or other business tort of any type whatsoever, or any actual or
alleged violation of trade regulations. CONTRACTOR further agrees to investigate, handle, responcl to,
provide defense for, and to protect, defend, indemnify, and hold harmless Chatham County, Georgia, at

his sole expense, and agrees to bear all other costs and expenses related thereto, even if such claims, suits,

etc., are groundless, false, or fraudulent, including any and all claims or liability for compensation under
the Worker's Compensation Act arising out of injuries sustained by any employee of the CONTRACTOR
or his subcontractors or anyone directly or indirectly employed by any of them. The CONTRACTOR'S
obligation to indemnify Chatham County under this Section shall not be limited in any way by the

agreed-upon contract price, or to the scope and amount of coverage provided by any insurance

maintained by the CONTRACTOR.

The contractor shall provide the County with an insurance certificate outlining the coverage's provided
and 30 day written notifìcation to the County when the coverage's are terminated or expired.

2.25 COMPLIANCE WITH SPECIFICATION - TERMS AND CONDITIONS: The Request for
Proposals, Legal Advertisernent, General Conditions and Instructions to Proposers, Specifications,
Special Conditions, Proposers Offer, Addendum, and/or any other pertinent documents 1'orm a part of the

OfÏeror's proposal and by reference are made a part of a resulting contract.

2.26 SIGNED RESPONSE CONSIDIIRED AN OFFER: The s igned Response shall be considered an

offer on the part of the Proposer, whicl-r ofTer shall be deerned accepted upon approvaÌ by the Chatham

County Board of Cornrnissioners, Purrchasing Director or his designee. In case of a default on the part of
the Proponent afier such acceptance. Cliatharn County n-ray take such action as it deems appropriate.
including legal action f-or darnages or lack of required performance.

2.27 NOTICE TO PROCEED: The sLrccessful proposer shall not conlrrence work under tliis Reqtrest fbr
Proposal r-lntil a written colttract is arvardecl ancl a Notice to Proceed or Purchase Order is issued b),the
Purcltasing Director or his designee. 11'the successful Proposer cloes conlmence any work or deliver
items prior io receiving official notilìcation. he does so at his own risk.
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2.28 WITHDRAWAL OF PIìOPOSAL: P roposals may be withdrawn by subrnitting a written request to the

County prior to the statecl deadline for the receipt of proposals. Withdrawal of a proposal by any firm will
not prejudice the right of the proponenl to submit a new proposal, providing the latter is received tirlely
as providecl herein.

2.29 CONFLICT OF INTEREST: Through a statemeut of disclosure, your fìrrn/organization/ ioint venture
shall provide suffìcient detail of any relationship, especially financial, between members of your firm and

any county employees or their family members. This will allow the Courity to evaluate possible coriflicts
of interest. However, it will remain at the county's cliscretion whether the extent of any conflict of interest
remains substantial to disqualify any proposal.

2.30 REJECTING PROPOS AI,S : The County reserves the right to reject any or all proposals and is not
bound to accept any proposal if that proposal is contrary to the best interest of Chatham County. Sirnilarly,
the County is not bound to accept the lowest dollar proposal if the offer is not considered in the County's
best interest.

2.31 EOUAL EMPLOYMENT OPPORTUNITY: Dunng the perfonnance of this contract, the
CONTRACTOR agrees as follows:
The Contractor will not discriminate against any employee or applicant for employment because of race,

creed, color, sex, age, national origin, place of birth, physical handicap, or marital status.

2.32 PENDING LITIGATION: Proposals will not be accepted from any company, firm, person, or pafty,
parent subsidiary, against which Chatham County has an outstanding claim, or a fìnancial dispute relating
to prior contract performance.

SECTION III
EVALUATION PROCESS

3.1 DESCRIPTION AND OBJECTIVES: Chatham County is soliciting proposals for the provisioti o1'a

scaruring and irnaging process with the resulting irnages being sent to the court for impott into a document
repository.

3.2 PROPOSAL CONTENTS:

To be considered for award, all proposals must include, as a minimum the f-ollowing information:

A. The proposal must inclucle a statement of the proposer's proposed approach and schedule to
accomplish the tasks set forth in the Scope of Work including response time for delivery.
Bidder/Proposer must delronstrate that they lully understand the scope olsen,ices.

B. Describe experience ol'the lìrm providing similar projects.

C. Bidder must subnrit a cost proposal in Section V and it nrust include ever)¡thing in the detailec.l

specifìcatiorrs.

D. Proposer shall Provicles a ntir.tir.r.r-u.n of three (3) refèrences. 1òr similar pro.iects rvithin the last lrve

t0



(5) years, who can attest to the cornpany's knowledge, quality of work, timeliness, diligence,
working relationships, ancl fìexibility.

3.3 SELECTION MET Proposals will be evaluated according to the f-ollowing criteria at

lTìil-ìll'llLlll

Evaluating Factor:

Bxperience and Oualifications: Relationshi p of experience to this project as it relates to size, quality,
relevance, and Cl-ratharn County goals. Information should be cornplete and in a clear, and concise

manner. (20 points)

Proiect Understandins: Discuss method and timing of implementing and finishing the project
(30 points)

MBE/WBB: Provide detail on f-orm provided of minority and woman owned business participation on
this contract.(l 5 points)

References: Provides a minimum of three (3) references, for similar projects within the last five (5)
years, who can attest to the company's knowledge, quality of work, timeliness, diligence, working
relationships, and flexibility. Provide the organizations narrìe, contact persons, and phone numbers. (5
points)

Cost Pronosal: as outlined on cost proposal page. (30 points)

Interviews/l)emos lif reo uired) OTAL POSSIB Llt POINTS: 301

Any or all proposers may be requested to provide a demo or interview. If conclr¡cted, interviews will be

scored.

3.4 PAYMENT TO CONTRACTORS: Instructions for invoic ing the County for service delivered to the
County are specil'ied in the contract document.

A Questions regarding payment may be directed to Finance Department at (912) 652-7905 or the
County's Pro.iect Managel as specified in the contract documents.

Chatham County is a tax exempt entity. Every contractor, vendor, business or person under
contract with Chatham County is required by Georgia law to pay State sales or use taxes for
products purchased in Georgia or transported into Georgia and sold to Chathani County by
contract. Please consult the State of Georgia, Department of Revenue. Sales and Use Tax Unit in
Allanta (404) 656-4065 for additional inf'ormation.

3.5 IIONDS: (Checkrvherc appliurble) Not Applicable

SLrch bidder shall post a bid bold- certilìed check or rroney orcler rracle paynble to the Chatlur CÌrunty Fin¿urce

Dc'prutrnent in the ¿uroturt ol'50lo ofthe bicl prìce.

ll
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B. Propose(s) slnll ¡rost a 1ærfòrn.nance boncl, cerlilied check or morrcy orcler made payable to the Chalham Cor"urty

Fin¿urce Depar"tr.nent in the amoru.lt of 1 00% oftlrc bid prìce if awadecl the puclmse. Such bond(s) are due

prìor to corlract execution as a g@"ntee that goods n'reet spedfications and w-ill be clelivertd lær contmct.

Such boncls will also guarzurtee qr"rality perfònnarce ofservices arcl timely payrent of irvoices to ary
subconhactors.

C. Whenever a bond is provided, it shall be executed by a sucty authorized to do business h the State of
and approved by Chatharn Cor"urty.

Georgia

D. Liçridated dalages andpenalties willbe associatedwiththe Bidder's ageed upon delivery date.

3.6 AUDITS AND INSPECTIONS:

At any time dtuing nonnal bwiness houn and as often as the County may deem necessary, the Proposer ard his

subconûactors shail make availableto the Cotufy and/orrepresentatives ofthe Chatham Courty Departnent oflntemal Audit
for examinaion all ofits rrcords with respect to all matters covercd by ttris Conûact. It shall also permit the Courty and/or

rcpesentativesofthe Departrnent oflntemalAuditto audit inspect, examine andmake copies, excelpts orûanscripts from
zuch records ofpersonnel, conditions of employnent and other data relating to all malten mvered by this Conûact. All
documents to be audited shall be available for inspection at all reasonable times in the main offices ofthe Coturty or at the

offices ofthe Conûactor as requested by the County.

The undersigned proposer certifies that he/she has carefully read the preceding list of instructions and all
other data applicable hereto and made a paft of this invitation; and, further certifies that the prices shown
in his/her proposal are in accordance with all documents contained in this Request for Proposals package,
and that any exception taken thereto may disqualify his/her proposal.

This is to certify that I, the undersigned Proposer, have read the instructions to Proposer and agree to be
bound by the provisions of the same.

This day of 20

BY
SIGNATURE

TITLE

COMPANY

ADDRESS

PHONI] NO. /FAX NO
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SECTION IV
SCOPE OF WORK

4.0 PURPOSE:

4.1

Chatham County is soliciting proposals for the provision of a scanning and imaging process with the resulting

images being sent to the court for import into a document repository.

GENBRAL INFORMATION:

All images shall include the associated indexing metadata for import and retrieval purposes. The file

format and structure of scanned documents will be established in such a manner as to support the file

system requirements of the Odyssey case management system.

b. Provide pre-production preparation and packing of documents for transfer to their work site including

packing and indexing of files to be packed.

c Contractor will pick up the loaded, labeled and indexed boxes from various court locatíons.

e

d. Contractor will prepare the documents for scanning by removing staples and other binding, inspecting

and repairing pages as needed. ltems that are smaller than letter size will still be scanned.

Each case (record) will be saved as one or more PDF document(s). The PDF will be named according to

the file naming protocol as requested by the client.

f. Contractor will return the scanned files back to the designated place

g. Contractor will deliver completed image files periodically, to be defined by the court, to the court via a

medium compatible with the Court's system and acceptable to the ICS Department of Chatham County

h. Contractor will store all of the documents at its production facility in a secured area. Work will be

performed in a secure area away from the general public.

Contractor will insure the Court documents shall remain in safe custody from the time they are picked

untill the time they are returned.

j. Allwork must be completed within the U.S. with no overseas outsourcing

k. Any data collected from this project cannot be resold by vendor in any way

All data must be stored on servers residing within the U.S. while in vendor's custody

t:l



m. lndex metadata will be included with each file and capable of import into Court's document repository

The Court will provide a template for data entry.t.

Contractor will provide work to the highest standards and be checl<ed for quality throughout the

operation by a Quality Control Manager.

o. Handling of unique size documents ex. Large Binders containing marriage certificates that cannot be fed

directly into the scanner will be accomplished at no additional cost.

p. Confidential and sealed documents will be handed over back to the Court for further action by the Court

4.2 DESCRTPTION OF DOCUMENTS TO RIì SCANNET)
A. Letter Size documents

B. Legal Size documents

C. Judges notes on varying sizes of paper

D. Tabbed Paper exhibits

E. Spiral bound or otherwise bound transcripts, briefs, etc.

F. File folders with stamped or written information on the outside and inside covers.

G. Marriage certificates and Estate lndexes in big binders

(scanning size not to exceed - 18 "x 24.4")

IMAGE SPECIFICATIONS:
A. Documents will be scanned in black and white from front and back as presented in the file folder

B Each batch scanned will have a batch identifier as provided by the court.

Contractor will provide images in PDF, the latest standard format and convert the documents to OCR

text searchable where possible to the best of the ability.

D Scan resolution will be at 300 DPlwith the file size not exceeding 500 MB

Duplex scan to capture both front and back of document when needed

lmages will be oriented correctly for viewing

G Text will be readable up to the edge of the document

n

4.3

C

E

F
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H.

or
All images will be checked for quality, Any adjustments that are needed to remove or minimize skews

speckles on image, without affecting image readability, will be made prior to delivery to the Court.

Contractor will ensure that documents are in correct order and of the highest professional quality. lf
documents are to be rescanned, it will be done at no additional cost to the Court.

t5



SECTION V

FEE PROPOSAL

Document Types

1 Marr¡age Records

2 Marr¡age Records

3 Marriage Records

4 Marr¡age Appl¡cations

5 Marriage Appl¡cat¡ons

6 Probate Records

7 Probate Records

I Probate Records

9 Probate Records

10 Probate Records

Letters of Guardianship /
lncompetency cases /

11 lncapacitated Adults

12 Letters of Dismission

13 Letters of Admin¡stration

14 Letters Testamentary

Proceedings to dispense with
15 Adm¡n¡strat¡on

16 Letters Testamentary

17 Record of Pony Homestead

18 Record of Pony Homestead

Proceedings to dispense with

19 Adm¡n¡strat¡on

Number of Books / Drawers /
Number of boxes (24")

48 (18x 12) Bound Books

89 Loose Leaf Books

9 Loose Leaf Books

1 Bound ( 15x 7)

18 Bound ( 16 x 13)

110 F¡le Drawers

6" "Long" files drawers

6" "Long" files drawers

84 File Drawers

33 File boxes

18 Loose leaf Books (8.5 x 1a)

5 Loose leaf Books (8.5 x 14)

10 Loose leaf Books (8.5 x 1a)

32 Loose leaf Books (8.5 x la)

12 Loose leaf Books (18x 12)

5 Loose leaf Books (18x 12)

1 Loose leaf Book (18x 12)

1 Bound Book ( 18 x 12)

Page Count

28,800

44,500

5,400

1,500

275,000

20,400
20,400

210,000

82,500

11,700 s
3,250 5
6,500 s

19,200 s

6,000 s
2,500 s

2s0 s
2s0 s

Scan Price Scan totalss
s

Estimated

Documents lndex Price

115,200 s
178,000 s
21,600 S

6,000 s
86,400 s

Total S

Locat¡on ¡n

Building

Vault

Vault
Vault
Vault
Vault

Vault
Vault
Back Hall

Back Hall

Back Hall

Back Hall

Vault
Vault

Vault

Vault
Vault
Vault
Vault

lndex Total

s

Total Scan +

lndex

101,800 Total S

s

s

5

s

s

s

s

s

s

s

s

s

s

s

s

s

5

s

5

s

s

s

s

5

s
s

s
s
5

s
5

s

s

s

s

s

s
s

s

s

s

5

s

s

s
s

s

s

5

s

s

5

s

(
s
(
s

s

31s,800 Total 5

275,OOO $

20,400 s
20,400 s

210,000 s
82,500 s

11,700 s
3,250 s
6,500 s

19,200 s

6,000 s
2,500 s

2sc s
2sc s

3oc s

Total s

s

1 Loose leaf Book (18x 12) Vault
342,45O

760,050

Garden City 4,057,500 S

3oos s

s

s

Total at Probate Court sth Floor é¿:

4,0s7,s00 s s 5

Probate Records at Garden

20 City Fac¡lity 1623 File Boxes

s
Grend Totel
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ATTACHMENT A

DRUG FIIEE WORKI'LACE CERTIFICATION

Tlre undersigned certifies that the provisions of Code Sections 50-24-l through 50-24-6 of the Official
Code to Georgia Annotated, related to the Drug Free Workplace have been complied with in full.

A drug-free workplace will be provided for the ernployees during the performance of the contract;
and;

Each sub-contractor under the direction of the Contractor shall secure the following written
certification:

(Contractor) certifies to Chatham

County that a drug-fiee workplace will be provided for the employees during the performance of this
contract known as

SCANNING AND IMAGING PROCESS FOR CHATHAM COLINTY PROBATE COT]RT

pursuant to paragraph (7), of subsection (B) of Code Secti on 50-24-3. Also, the undersigned further

certifres that he/she will not engage in the unlawful manufacture, sale, distribution, dispensation,

possession or use of a controlled substance or marijuana during the perforrnance of the contract.

CONTRACTOR: DATE

NOTARY DATE

tó



ATTACHMENT B

PROMISE OF NON-DISCIìIMINATION STATEMENT

Know All Men By These Presents, that I (We),
N Title Name of BidderaÍne

(herein afìer "Company") in consideration of the privilege to bid/or propose on the following Chatham

County proj ect procurement SCANNING AND IMAGING PROCESS FOR CHATHAM COI]NTYPRORATE
COURT hereby consent, covenant and agree as follows

No person sliall be excluded fiom participation in, denied the benefit of or otherwise discriminated
against on the basis of race, color, national origin or gender in connection with the bid submitted
to Chatharn County or the performance of the contract resulting therefrom;

That it is and shall be the policy of this Company to provide equal opportunity to all business
persons seeking to contract or otherwise interested with the Company, including those companies
owned and controlled by racial minorities, and women;

In connection herewith, I (We) acknowledge and warrant that this Company has been made aware
of, understands and agrees to take affirmative action to provide minority and women ownecl
companies with the maximum practicable opportunities to do business with this Company on this
contract;

That the promises of non-cliscrimination as made and set forth herein shall be continuing
throughout the duration of this contract with Chatham County;

That the promises of non-discrimination as rnade and set f-orth herein shall be and are hereby
deemed to be made a part of an incorporatecl by refèrence in the contract which this Company may
be awarded;

Thatthe fàilure of this Company to satisfactorily discliarge any of the promises of non-
discrimination as made and set forlh above may constitute a rnaterial breach of contract entitling
the County to declare the contract in default and to exercise appropriate remedies including but
not lin-rited to termination of the contract.

Sign atLlre

Date

1

2

a
J

4

5

6

l7



ATTACHMENT C

DISCLOSURE OF RESPONSIBILITY STATEMENT

Failure to complete and return this infon¡ation will result in your bid/offer/proposal being disqualifìed
fi'om ñlrther conipetitioÍì as non-responsive.

1. List any convictions of any person, subsidiary, or affiliate of the company, arising out of
obtaining, or attempting to obtain a public or private contractor subcontract, or in the
performance of such contract or subcontract.

List any indictments or convictions of any person, subsidiary, or affiliate of this company for
offenses such as embezzlement, theft, fraudulent schemes, etc. or any other offenses indicating a

lack of business integrity or business honesty which affects the responsibility of the contractor

3. List any convictions or civil judgments under states or federal antitrust statutes.

4 List any violations of contract provisions such as knowingly (without good cause) to perform,
or unsatisfactory performance, in accordance with the specifications of a contract.

5. List any prior suspensions or debarmerits by any governmental agency

6. List any contracts not completed on time

7 . List any penalties imposed for time delays and/or quality of materials and workmanship.

8 List any documentecl violations of federal or any state labor laws, regulations, or standards,
occupational safety and health rules.

2
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of

AS

Name of individual Title & Authority

declare under oath that
Company Name

the above statements, including any supplemental responses attached hereto, are truìe.

Signature

State of

County of

Subscribed and swom to before me on this _ day of _2013

by representing him/herself to be

of the company named herein

Notary Public

My Commission expires:

Resident State

l9



ATTACFIMENT I)

Contractor Affidavit under O.C.G.A. $ 13-10-91(bxl)

By executingthis aflìdavit, the r,rndersigned contractor verifies its compliance with O.C.G.A. $ 13-10-91,

stating affìrmatively that the individual, fim or corporation which is engaged in the physical performance of
services on behalf of CHATI-IAM COTINTY has registered with, is authorized to use and uses the federal

work authorization program commonly known as E-Verify, or any subsequent replacement program, in
accordance with the applicable provisions and deadlines established in O.C.G.A. $ 13-10-91. Furthermore,
the undersigned contractor will continue to use the federal work authorization program throughout the

contract period and the undersigned contractor will contract for the physical performance of services in
satisfaction of such contract only with subcontractors who present an affidavit to the contractor with the

information required by O.C.G.A. $ 13-10-91(b). Contractor hereby attests that its federal work
authorization Llser identifìcation number and date of authorization are as follows:

Federal Work Authorization User Identification Number

l)ate of Authorization

Name of Contractor

Name of Project

Name of Public Employer

I hereby declare underpenalty of perjury that the foregoing is true and correct

Executed on , ,201 _ in _(city). _(state).

Signature of Authorized OfÏìcer or Agent

Printecl Name and Title of Authorized OfÏcer or Agent

SUBSCRIBED AND SV/ORN BEþ-ORE ME
ON TI-IIS THE DAY OF 201

NOI'ARY PUBLIC

M1, Conrnissiorr Expires
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ATTACHMENT E

Affidavit Verifying Status for Chath¿rm County Benefit Application

By executing this affìdavit uncler oath. as an applicant for a Chatham County, Georgia Business License or'

Occupation Tax Certifìcate. Alcohol License, Taxi Permit, Contract or other public berrefit as reference in
O.C.G.A. Section 50-36-1, I am stating the following with respect to my bid for a Chatham County contract for

[Name of natural person applying on behalf of individual, business,
corporation, partnership, or other private entity]

1.) I am a citizen of the United States.

OR

2.) I am a legal perrnanent resident l8 years of age or older

OR

3.) I am an otherwise qualifred alien (8 $ USC 1641) or non-immigrant under the Federal

Immigration and Nationality Act (8 USC 1101 et seq.) 18 years of age or older and lawfully present in

the United States.*

In making the above representation under oath, I understand that any person who knowingly and willfully
makes a false, fìctitious, or fraudulent statement or representation in an affìdavit shall be guilty of a violation of
Code Section 16-10-20 of the Official Code of Georgia.

Signature of Applicant: Date

Printed Name

SUBSCRIBED AND SV/ORN
BEFORE ME ON THIS THE

DAY OF 20

Notary Public
My Commission Expires

Alien Registration number for non-citizens.

*

2t



ATTACHMENT F

CHATHAM COUNTY, G EORG IA

BIDDER'S CERTIFICATION RIiGARDING DEBARMENT, SUSPENSION,
INELIGIBILITY AND VOLUNTARY EXCLUSION

The ulldersignecl certifìes, by subrnission of this proposal or acceptance of this colltract, that neither Colltractor
nor its principals is preserrtly debarred, suspended, proposed for debannent, declared ineligible, or voluntary
excluded from participation in this transaction by any Federal depafttnent or agency, State of Georgia, City of
Savannah, Board of EdLrcation of local municipality. Bidder agrees that by subniitting this proposal that Bidder
will include this clause without modificatiolr in all lower tier transactions, solicitations, proposals, contracts, and

subcontracts. Where the Bidder or any lorver tier parlicipant is unable to cerlify to this statement, that
participant shall attach an explanation to this clocument.

Certification - the above information is true and complete to the best of my knowledge and belief.

(Printed or typed Name of Signatory)

(Signature)

(Date)

NOTE: The perralty f-or rnaking false stater¡ents in offers is prescribed in l8 U.S.C. l00l

22



ATTACHMENT G

Chatham County
Minority and Women Business Enterprise Program
M/WBE Participation Report

Name of Bidder:

Name of Project: Bid No

M/WBE Firm Type of Work Contact
Person/
Phone #

City, State % MBE
or
WBE

MBE Total % WBE Total % M/WBE Combined %

Tlre undersigned should enter into a fornral agreenrent with M/WBE Contractor identified herein for work listed in this
schedule conditioned upon execution of contract with the Chatham Courrty Board of Commissioners.

Sign ature Print

Phone ( ) Fax( )

/)



ATTACHMENT H

AFFIDAVIT REGARDING LOBBYING

Each Bidder/Proposer alid all proposed team members and subcontractors rnust sign this affidavit and the
Bidder /Proposer shall submit the affidavits witl'r their proposal confirming that there has been no cor.ìtact with
public officials or rìlanagement staff for the purpose of influencing award of the contract. Fufihennore, eaclt

individual certifies that there will be no contact with any public official prior to contract award for the purpose

of influencing contract award.

The undersigned furlher certifies tliat no team member or individual has been hired or placed on the team in
order to influence award of the contract. All team members are performing a commercially useful function on
the project.

Failure to provide signed affidavits from all team members with your response may be cause to consider your
bid/proposal non-responsive.

BY: Authorized Officer or Agent Date

Title of Authorized Officer or Agent

Printed Name of Authorized Officer or Agent

SUBSCRIBED AND SWORN
BEFORE ME ON THIS TI-IE

DAY OF 2013

Notary Public
My Commission Expires

My Commission expires

Resident State
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LEGAL NOTICE
cc No. 167398

Chatham County. Georgia seeking proposal fi'om resporrsive atrd qualified frrms that will the provide services

associated with "SCANNING AND IMAGING PROCESS FOR CHATHAM COLINTY PROIIATE COURT"

A PreProposal Confèrence lms been schedulecl for 10:00 AM., March 7. 2019, and will be conducted at the

Cititzens Center Chatham County Purchasing Department, 1117 Eisenhower Drive Suite C.,
Savannah, Georgia 3l406rtodiscrssthespecificationsandresolvezuryquestionsand/ormisurderstandingthatmay
¿u'ise. Finrx arc encotuaged to attend.

Proposals are due by 5:00 P.M., March 21, 2019 and must be mailed or hand delivered to the Chatham
CoúrrtyPurclrasing"offie,SuiteC,Savannah,Georgia,31406'
Specificatiolts can be downloaded frorn the County's website at http://purchasing.chathamcor"rnty.org
o'ìdu,"availableinCliatharnCountyPurchasingÓffìce,atthea
infonnation concerning specifications, please co--ntact Johnnie Coker, at(912)790-1624.Bidders are not
to contact a depaftmenl directly. All fìrins requesting to do business with Chatham County must also
register on line at http://purchasing.chathamcounty.org.

CHATFIAM COUNTY RESERVES THE RIGHT TO REJECT ANY/AND ALL BIDS AND TO
V/AIVE ALL FORMALITIES. "CHATHAM COLINTY IS AN EQUAL OPPORTT]NITY
EMPLOYER, M/F/FI, ALL BIDDERS ARE TO BE EQUAL OPPORTUNITY EMPLOYERS".

¿/
R

CHA UNTY. G G

avalllta ews-
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