R E Q U E S T   F O R   P R O P O S A L S

SEALED PROPOSALS are being accepted by the Board of County Commissioners of Washington County, Pennsylvania for the provision of “Back Scanning and Indexing of Documents for Washington County”.  Proposals will be accepted until 11:00 a.m., August 31, 2016, at the Washington County Controllers Office, 100 West Beau Street, Suite 403, Washington, PA 15301.  Names only will be read in the Purchasing Office, 100 West Beau Street, Suite 402, Washington PA 15301, Late Proposals will not be accepted.
All proposals must be submitted as 1 Original + 3 Copies according to the specifications and upon a uniform proposal blank.  One copy to be unbound.  Specifications and proposal blanks may be picked up at the Washington County Purchasing Office, 100 West Beau Street, Suite 402, Washington, PA 15301 or by submitting a written request to this address. Bidders may fax their written request to the Washington County Purchasing Office at 724-250-6555.

You may obtain the above-mentioned bid proposal from the Washington County Web Site at www.co.washington.pa.us  Vendors receiving bids from the web site are responsible for checking for contract changes at the web site.  

Proposal envelope must be marked:


SCANNING & INDEXING 

083116-1SCAN-RFP
Proposal must be accompanied by cash, certified check, cashier’s check, bank good faith check, other irrevocable letter of credit or bid bond in the amount of 10% of the total amount of bid and made payable to the order of the Washington County Commissioners.  Only the Bid Securities listed will be accepted.
The Washington County Commissioners reserve the right to reject any or all offers.

ATTEST:



WASHINGTON COUNTY BOARD OF COMMISSIONERS:

     



LARRY MAGGI, CHAIRMAN

CHIEF CLERK



DIANA IREY VAUGHAN, VICE CHAIRMAN
HARLAN G SHOBER, JR
To be advertised:  August 12th, and August 19th, 2016
PROPOSAL FORM

CONTRACT:

BACK SCANNING & INDEXING
FOR 

DATE:                


     
WASHINGTON COUNTY 

TO:


WASHINGTON COUNTY COMMISSIONERS

COURTHOUSE SQUARE

WASHINGTON, PA  15301

In accordance with the advertisement of the Washington County Commissioners, Courthouse Square, inviting proposals for the provision of Back Scanning & Indexing of records for Washington County, Washington, Pennsylvania, having examined the attached specifications and understanding the same, the undersigned proposes to furnish and comply with all of said specifications for the proposed total cost of:

SECTION I – Register of Wills …………………………..$________________________
SECTION II – Prothonotary ……………………………..$________________________
SECTION II – Children & Youth Services ………………$_______________________
TOTAL – SECTIONS I, II, III …………………………$_____________________________                         

Proposal must be accompanied by cash, certified check, cashier’s check, bank good faith check, other irrevocable letter of credit or bid bond in the amount of 10% of the total amount of bid and made payable to the order of the Washington County Commissioners.  Only the Bid Securities listed will be accepted.
Pricing will be on a per page basis, which will include scanning, indexing, delivery of images on CD-ROM/DVD, and imported into current County indexing system.  Vendor must be able to work with OnBase to import images to the current County indexing system.  Price shall include this service.  Cost per Image shall be all-inclusive.  Washington County will not pay any additional charges.

_____________________________


Name of Bidder

_____________________________

Address

_____________________________

_____________________________

Signature of Bidder

____________________________

_________________________________

TYPED NAME OF BIDDER                  
Phone No.                 


FAX NO._____________________              E-MAIL______________________________

LOCATION OF SCANNING AND INDEXING FACILITY: 

______________________________________________________________________________

THIS FORM MUST BE COMPLETED & RETURNED WITH BID

VENDOR MUST SUBMIT UNIT COST PRICES AS REQUESTED IN BID . FAILURE TO SUBMIT UNIT COSTS EXACTLY AS REQUESTED WILL CAUSE YOUR PROPOSAL NOT TO BE CONSIDERED.  ALSO DUPLICATE BIDS  ARE UNACCEPTABLE.

ALL AWARDS WILL BE ON THE UNIT COST.  UNIT COSTS SUBMITTED BY VENDOR MUST CALCULATE OUT EVENLY TO THE TOTAL COST.  THE COUNTY WILL NOT BE RESPONSIBLE FOR ANY INCORRECT UNIT COSTS SUBMITTED BY THE VENDOR.

BID DOCUMENTS WHICH ARE NOT SIGNED BY INDIVIDUALS MAKING THEM SHALL HAVE ATTACHED THERETO A POWER OF ATTORNEY WITH AUTHORITY TO SIGN THE DOCUMENT IN THE NAME OF THE PERSON FOR WHOM IT IS ASSIGNED.

BID DOCUMENTS SIGNED FOR A CORPORATION SHALL HAVE THE CORRECT CORPORATE NAME THEREON, AND THE SIGNATURE OF THE PRESIDENT OR THE PRESIDENT OR OTHER AUTHORIZED OFFICER OF THE CORPORATION MANUALLY WRITTEN BELOW THE CORPORATE NAME FOLLOWING THE WORD “BY______________________.”  ANY DOCUMENT MANUALLY SIGNED BY AN OFFICIAL OTHER THAN THE PRESIDENT OF THE CORPORATION SHALL HAVE ATTACHED TO IT A CERTIFIED COPY OF A RESOLUTION OF THE BOARD OF DIRECTORS DIRECTING AUTHORITY OF SUCH OFFICIAL TO SIGN THE BID DOCUMENT.  THE BID DOCUMENT SHALL ALSO BEAR THE ATTESTING SIGNATURE OF THE SECRETARY OF THE CORPORATION, AND THE IMPRESSION OF THE CORPORATE SEAL. 

___________________________

Name  of Bidder

_______________________________    ___________________________

Signature of Bidder 


      Address

______________________________     ___________________________

Typed Name of Bidder

_____________________________

Title of Bidder (Must be an Officer)

Fax No.______________________       Phone No.__________________
(COUNTY'S COPY)

THIS FORM MUST BE COMPLETED AND ATTACHED WITH ORIGINAL BID PROPOSAL.

Request for Proposals for back scanning and indexing of documents for Washington County 

Effective: Date of Award to December 31, 2017 with option to extend for one additional year based on mutual agreement.
Washington County is interested in a professional service contract for back scanning and indexing of documents from approximately 1700s up to and including documents from 1980s.

The purpose of this project is to create images of documents that are currently in paper form in the Accounts OC Inventories, OC Cont Bonk BK Proceedings Acct Index, Birth Death OC, Marriage License Index, Appearance Dockets,  Judgement Books and Sheriff Deed Books, CYS – open and closed files  to name a few.  Washington County may request additional pages to be scanned and indexed based on per unit costs submitted in awarded response.   

Washington County may request additional scanning and indexing for departments not listed based on similar types of documents based on per unit costs.
Each document shall be scanned and proposed so that every line and character on the document appears on the image; this is to include any marginal notations.  Images shall be free of scratches, finger marks, or any other defect that might adversely affect quality.  (Note:  Pages are duplexes, various sizes – see document specs - , not all documents start on the front page).  
Scanning and indexing will be permitted to be performed offsite.  Vendor must provide location in bid response.  Scheduling of documents will be determined by awarded vendor and the individual department.  The number of books and amount of time will be determined and negotiated between awarded vendor and individual department.
Vendor must have the capability to return any book upon request within 24 - 48 hour notice at no additional cost.   Vendor is required to note how long it will take to access documents in Onbase once documents have been scanned and indexed from point of retrieval of documents.
Any indexing errors found by vendor which interfere with scanning will be corrected by the department’s staff and vendor will then scan document for completion.

Professional services cannot interfere with the daily operations of the office.  The office hours are Monday through Friday, 9:00 a.m to 4:30 p.m.  

The digital image must be indexed in a manner to allow for easy loading and linking to the County’s current indexing system (Onbase).  

The vendor will provide all hardware, software, and services needed to scan and temporarily store images if necessary at no additional cost.

Images that upon inspection do not meet the requirements of these guidelines will be defined as defective, and must be re-scanned at the contractor’s expense.  The contractor will provide Washington County a test of the records being scanned.  This is to be reviewed and approved by the individual departments prior to the start of scanning.

Unless otherwise specified, the documents shall be maintained in the existing file order before, during, and after scanning.  File material shall be returned to the original storage books in the same manner that existed before scanning.  Vendors are cautioned to carefully check file integrity before scanning retakes to ensure proper document order.

The County would like to start this process as soon as possible after award of contract. 




All work listed is to be completed by March 31, 2017.  Due to the size and scope of said project, a hard time frame will be negotiated with successful bidder.  Additional scanning may be requested based on per unit costs through-out term of agreement. 

Invoices are to be submitted monthly to the individual department for approval.  Once approved, the department will submit for payment.   Payment will be made monthly based on the work completed. 

Submit with your proposal a full explanation of your process; highlighting editing procedures you have in place to assure the County of receiving a complete file of high quality images.

Images will be scanned at a resolution of 200 DPI.  Multiple blank pages are not to be scanned.
Pricing will be on a per page basis, which will include scanning, indexing, delivery of images on CD-ROM/DVD, and imported into current County indexing system.  “Indexing” refers to any and all other index formatting needed to accomplish said project.   Vendor must be able to work with OnBase to import images to the current County indexing system.  Price shall include this service.

The images created on CD-ROM/DVD remain the property of Washington County and under no circumstances will copies of either be sold or in any way distributed to any other party without the expressed written consent of Washington County.

All responders must be merchants dealing in the goods and services on which they bid and must be qualified to advise as to their application and use.  Bidders warrant, and must be able, upon request, to demonstrate, that they possess the knowledge, experience, skill, capital, stock, charters, licenses, permits, patents and personnel necessary to satisfactorily perform the contract for which they submit bids.

Must provide at least three (3) references from other companies or agencies for which work of the same type has been performed.

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Washington County will not accept any subcontractors to perform work as described in these documents.

INTERPRETATION:


 No interpretation of the meaning of the specifications or other pre-bid documents will be made to any bidder orally. Every request for such interpretation should be in writing addressed to Randy Vankirk, Director of Purchasing, Washington County Purchasing Office, 100 W. Beau Street, Suite 402, Washington, PA 15301 or faxed to 724-250-6555 no later than 10 days prior to RFP due date.. Questions may also be sent by email to Toni L Snyder, Contract Manager/Senior Buyer snyderto@co.washington.pa.us.   To be given consideration written request must be received no later than this date.  Any and all such interpretations, and any supplemental specifications will be in the form of written addenda to the specifications which, if issued, will be on our website.  Failure of any bidder to receive any such addendum or interpretation shall not relieve such bidder from any obligation under this bid as submitted. It is the vendor’s responsibility to retrieve all addenda from the website.  All addenda so issued shall become part of the bid documents.

Interested Vendors are encouraged to schedule appointments to view documents.  Appointments can be scheduled by e-mailing snyderto@co.washington.pa.us.  

THE FOLLOWING PRICE SHEETS MUST BE SUBMITTED WITH RESPONSE.  IF NOT SUBMITTED, YOUR RESPONSE WILL NOT BE CONSIDERED.

	SECTION I-A – Register of Wills

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Marriage Index

YRS: 1885 - 2002
	24
	11-1/2x18 Pages 
	8000 Two-Sided
	$________

	Instructions:  To be indexed by Book Type, Alpha Range, Date Range.  Match Book Index to Book Page.  Various books need to be cut, scanned and returned in shrink wrap.  Remaining Books to be taken apart and scanned.  Condition of books are good.   Scanned in Gray Scale



	SECTION I-B – Register of Wills

	TYPE
	APPROX NO. OF MICROFILM
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Death/Birth Records

YRS: 1893-1906
	1 death 
2 birth
	18 x 28

(All Double Pages)
	1130 two sided
	$________

	Instructions:  To be indexed by Book Type, Book No., Alpha Last Initial, Match Book Index to Book Page.  To be indexed in color



	SECTION I-C – Register of Wills

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Orphans Court Indexes

YRS: 1939-1988
	37
	14 x18 Pages 
	17,723 Two-Sided
	$________

	Instructions:  To be indexed by Book Type, Alpha, and Date.  Books to be taken apart by pins, scanned and reassembled in same order.  Condition of books are good.  Scanned – gray scale



	SECTION I-D – Register of Wills

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Preceeding Index

YRS: 1950-1987
	12
	14 x18 Pages 
	4800 Two-Sided
	$________

	Instructions:  To be indexed by Book Type, Book No..  Books to be taken apart by pins, scanned and reassembled in same order.  Condition of books are good.  Scanned – color




	SECTION I-E – Register of Wills

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Index & Preceeding

YRS: 1939-1952
	10
	14 x18 Pages 
	4000 Two-Sided
	$________

	Instructions:  Must create two separate documents from same book.  Indexes and Preceedings in same book.  To be indexed by Book Type, Book No..  Books to be taken apart by pins, scanned and reassembled in same order.  Condition of books are good.  Scanned – gray scale




	SECTION I-F – Register of Wills

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Orphans Court Index

YRS: 1953 - 1987
	21
	11-1/2 x18 Pages 
	8400   Two-Sided
	$________

	Instructions:  To be indexed Russell Index Chart to Book Page  Books to be taken apart by pins, scanned and reassembled in same order.  Condition of books are good.  Scanned – color




	SECTION I-G – Register of Wills

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Index to Accounts

YRS: 1781-1922
	3
	12 x18 Pages 
	1200 Two-Sided
	$________

	Instructions:  To be indexed Book Type, Date Range, Alpha Range (Last Initial becomes key word)  Books to be taken apart by pins, scanned and reassembled in same order.  Condition of books are good.  Scanned – gray scale




	SECTION I-H – Register of Wills

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Index to Audit
YRS: 1850-1938
	1
	12 x18 Pages 
	700 Two-Sided
	$________

	Instructions:  To be indexed Book Type, Alpha Range Books to be taken apart by pins, scanned and reassembled in same order.  Condition of books are good.  Scanned – gray scale




	SECTION I-I – Register of Wills

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	General Index Books
YRS: 1874-1938
	5
	24 x18 Pages 
	1500 Two-Sided
	$________

	Instructions:  To be indexed Book Type, Alpha Range (Last Initial becomes key word)  Books to be taken apart by pins, scanned and reassembled in same order.  Condition of books are good.  Scanned – gray scale




	SECTION I-J – Register of Wills

	TYPE
	APPROX NO. OF MICROFILM
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Marriage Rolls

YRS: 1885-2002
	230
	8-1/2 x 11
	460,000 two sided
	$________

	Instructions:  To be indexed by book type, name, date.  To be indexed in color



	SECTION I-K – Register of Wills

	TYPE
	APPROX NO. OF MICROFILM
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Inventory Roll

YRS: 1893-1906
	41
	8-1/2 x 11
	41,000 two sided
	$________

	Instructions:  To be indexed by Book Type, Book No., Alpha Last Initial, Match Book Index to Book Page.  To be indexed in color




	SECTION I – REGISTER OF WILLS

	SECTION
	QUANTITY
	UNIT COST
	TOTAL

	I-A
	8000
	
	

	I-B
	1130
	
	

	I-C
	17,723
	
	

	I-D
	4800
	
	

	I-E
	4000
	
	

	I-F
	8400
	
	

	I-G
	1200
	
	

	I-H
	700
	
	

	I-I
	1500
	
	

	I-J
	460,000
	
	

	I-K
	41,000
	
	

	TOTAL – Amount to be provided on Page 2 (Proposal Form)
	


Per unit cost to include pick up, prep, scan, index, and return of documents.  No additional cost will be paid for any requests for documents while in awarded vendors procession.
Quantities provided are estimated.  Estimated Quantities listed are per two-sided page.  Monthly invoice will reflect actual work performed.
Washington County reserves the right to scan and index all sections, some sections or none at all under each section.

Washington County reserves the right to request additional scans based on per unit costs as submitted under each section.
Washington County reserves the right to alter indexing format for each section.   

Vendor is required to note how long it will take to access documents in Onbase once documents have been scanned and indexed from point of retrieval of documents in days or week for any sections.

________________________________________________________________

	SECTION II-A – PROTHONOTARY

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Appearance Dockets
YRS: 1700-1987
	160
	7-1/2 X 16
	112,000 two sided
	$________

	Instructions:  Some books will need to be cut and others to be taken apart.  To be indexed by Book Type, Year, Month, Scanned in Color or Gray Scale depending on quality of image



	SECTION II-B – PROTHONOTARY

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Sheriff Deed Books
YRS: 
	18
	18 x 13
	9000 two sided
	$________

	Instructions:  Books to be cut, scanned and returned in shrink wrap. To be indexed by Book Type, Alpha, Condition of Books -  _Good Condition  Scanned in Color 



	SECTION II-C – PROTHONOTARY

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Judgement Books
YRS: 1962-1983
	165
	35 - 9 x 14

130 – 14 x 18
	115,500 two sided
(app 700 pages per book)
	$_______ 9 x 14

$______ 14 x 18

	Instructions:  Books to be taken apart by pins, scanned, and returned in same order. To be indexed (Russell Index) by Book Type, Year, Alpha Last Initial, First Initial Range, Condition of Books in Fair Condition, – 35 books will need extensive preparation prior to scanning.  130 (14 x 18) good condition , Scanned in Color or Gray Scale



	SECTION II-D – PROTHONOTARY

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Equity Dockets
YRS: 1842 - 1985
	47
	11-1/2 x 18
	23,500
	$_______ 



	Instructions:  Books to be taken apart by pins, scanned, and returned in same order. To be indexed by Book Type, Year, Alpha, Condition of Books –good condition, Scanned in Color or Gray Scale depending on quality of image.  Older books in delicate condition.



	SECTION II-E – PROTHONOTARY

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	DSB
YRS: From 1800s
	162
	13 x 18
	113,400
	$_______ 



	Instructions:  Books to be cut, scanned and returned in shrink wrap. Russell Index, To be indexed by Book Type, Date, Book number, case number range,  Condition of Books –good condition, Scanned in Color



	SECTION II-F – PROTHONOTARY

	TYPE
	APPROX NO. OF BOOKS
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Execution
YRS: From 1700s
	67
	11- ½ x 18
	46,900
	$_______ 



	Instructions:  Books to be cut, scanned and returned in shrink wrap. To be indexed by Book Type, Year, Month Range, Condition of Books –good condition, Scanned in Color



	SECTION II – PROTHONOTARY

	SECTION
	QUANTITY
	UNIT COST
	TOTAL

	II-A
	112,000
	
	

	II-B
	9,000
	
	

	II-C
	115,500
	
	

	II-D
	23,500
	
	

	II-E
	113,400
	
	

	II-F
	46,900
	
	

	TOTAL – Amount to be provided on Page 2 (Proposal Form)
	


Per unit cost to include pick up, prep, scan, index, and return of documents.  No additional cost will be paid for any requests for documents while in awarded vendor’s pocession.

Quantities provided are estimated.  Monthly invoice will reflect actual work performed.
Washington County reserves the right to scan and index all sections, some sections or none at all under each section.

Washington County reserves the right to request additional scans based on per unit costs as submitted under each section.

Washington County reserves the right to alter indexing format for each section.   

	SECTION III-A – CHILDREN & YOUTH SERVICES

	TYPE
	APPROX NO. OF FILES
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Adoption Files
	1000
	8-1/2 X 11

8-1/2 X 14
	600,000
	$_______ 



	Instructions:  Documents to be scanned into OnBase.  To be indexed by Case Type, Case Number, Name.  Additional fields may be requested.  Majority of pages are 8-1/2 x 11, but some are 8-1/2 x 14.  Number of each cannot be determined.  Condition of pages vary.



	SECTION III-B – CHILDREN & YOUTH SERVICES

	TYPE
	APPROX NO. OF FILES
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Closed Case Files
	1000
	8-1/2 X 11

8-1/2 X 14
	650,000
	$_______ 



	Instructions:  Documents to be scanned into OnBase.  To be indexed by Case Type, Case Number, Name.  Additional fields may be requested.  Majority of pages are 8-1/2 x 11, but some are 8-1/2 x 14.  Number of each cannot be determined.  Condition of pages vary.



	SECTION III-C – CHILDREN & YOUTH SERVICES

	TYPE
	APPROX NO. OF FILES
	SIZE OF PAGES
	APPROX TOTAL NO. OF PAGES
	COST PER PAGE

	Open Case Files
	1000
	8-1/2 X 11

8-1/2 X 14
	650,000
	$_______ 



	Instructions:  Documents to be scanned into OnBase.  To be indexed by Case Type, Case Number, Name.  Additional fields may be requested. Majority of pages are 8-1/2 x 11, but some are 8-1/2 x 14.  Number of each cannot be determined.  Condition of pages vary.



	COLOR PHOTOS
	$______________ PER IMAGE

4 X 6
	$______________ PER IMAGE

8-1/2 X 11

	Washington County is not able to provide an estimated quantity on number of photos.   


Per unit cost to include pick up, prep, scan, index, and return of documents.  No additional cost will be paid for any requests for documents while in awarded vendor’s procession.

Quantities provided are estimated.  Monthly invoice will reflect actual work performed.
Washington County reserves the right to scan and index all sections, some sections or none at all under each section.

Washington County reserves the right to request additional scans based on per unit costs as submitted under each section.
Washington County reserves the right to alter indexing format for each section.   

	SECTION III – CHILDREN & YOUTH SERVICES

	SECTION
	QUANTITY
	UNIT COST
	TOTAL

	II-A
	600,000
	
	

	II-B
	650,000
	
	

	II-C
	650,000
	
	

	TOTAL – Amount to be provided on Page 2 (Proposal Form)
	


REQUIREMENTS FOR VENDORS DOING BUSINESS WITH WASHINGTON COUNTY

The awarded vendor must furnish and keep in full force, during the term of this contract, the following insurances:

Unless waived by the County in writing, Contractor shall obtain insurance of the types and in the amounts described below:

(1)  Commercial General and Umbrella Liability Insurance. 



(a)   Contractor shall maintain Commercial General Liability (CGL) and, if necessary, Commercial Umbrella Insurance with a limit of not less than $1,000,000 each occurrence unless specified on addendum XXX.  If such CGL insurance obtains a general aggregate limit, it shall apply separately to this location or project.   CGL insurance shall be written on ISO occurrence form (or substitute form providing equivalent coverage). County of Washington shall be included as an insured under the CGL, using ISO additional insured endorsement CG2026 or a substitute providing equivalent coverage, and under the Commercial Umbrella, if any.  This insurance shall apply as primary insurance with respect to any other insurance or self-insurance programs afforded to County of Washington.  There shall be no endorsement or modification of the CGL policy which limits coverage for liability arising from claims based on sexual abuse or molestation.  If such an endorsement has been added to the Contractor’s CGL insurance, Contractor shall be required to obtain separate insurance coverage for claims based on sexual abuse or molestation.

(2)  Business Automobile and Umbrella Liability Insurance. 

 
(a)  Contractor shall maintain Business Automobile Liability, and if necessary, Commercial Umbrella Liability insurance with a limit of not less than $1,000,000 each accident.  Such insurance shall cover liability arising out of any automobile, including owned, hired and non-owned automobiles.  Business automobile coverage shall be written on ISO form CA0001 or a substitute form providing equivalent liability coverage.  If necessary, the policy shall be endorsed to provide Contractual Liability coverage equivalent to that provided in the 1990 and later editions of CA0001.  

(3) Personal Injury, Professional Liability, and Umbrella Liability

Contractor further agrees as follows:

(a) Personal Injury, professional liability and umbrella liability covering the risks of false arrest, false imprisonment, malicious prosecution, defamation of character, libel or slander, and all physical injury caused by negligent acts of contractors and agents while acting within the scope of their duties for a limit of not less than $1,000,000 each occurrence and shall include liability assumed in a contract.


(4)  Workers Compensation Insurance. 

Contractor shall maintain Workers Compensation and Employers Liability Insurance.  


(a)  The Employers Liability and/or Umbrella Liability limits shall not be less than $100,000 each accident for bodily injury by accident, $100,000 each employee for bodily injury by disease, $500,000 policy limit for bodily injury by disease.

(5)  Insurance Requirements for all Policies.

(a) Contractor waives all rights against County of Washington and its agents, officers, directors, and employees for recovery of damages to the extent these damages are covered by the Commercial General Liability, Automobile Liability, or Umbrella Liability Insurance maintained pursuant to previous paragraph of this agreement.  

(b)   By requiring insurance herein, County of Washington does not represent that coverage and limits will necessarily be adequate to protect contractor, and such coverage and limits shall not be deemed as a limitation on Contractor's Liability under the        indemnities granted to County of Washington in this contract.

(c)  If Contractor's Liability does not contain the standard ISO separation of insured’s provision, or a substantially similar clause, they shall be endorsed to provide Cross-Liability coverage.  


(d)  Prior to the commencement of terms of this contract, contractor shall furnish County of Washington with a certificate of insurance, executed by a duly authorized representative of each insurer, showing compliance with the insurance requirements set forth above. 


(e)  All certificates of insurance shall provide for 30 days' written notice to County of Washington prior to the cancellation or material change of any insurance referred to therein.  


(f)  Failure of County of Washington to demand such certificate or other evidence of full compliance with these insurance requirements or failure of County of Washington to identify a deficiency from evidence that is provided shall not be construed as a waiver of contractor's obligation to maintain such insurance.  

(g)  Failure to maintain the required insurance may result in termination of this contract or other punitive measures, such as withholding payments or denying access to the premises at County of Washington's option.


(h) The contractor must agree to hold harmless and indemnify Washington County and its officials from and against any and all liability arising out of any action, claimed demand, suit, or cause of action which may be made or asserted against the County of Washington and its officials by reason of any acts of the agency, or its performance of the services contemplated by this contract.  The contractor insurance policy including: Commercial General Liability, Automobile Liability, or Umbrella Liability Insurance must be endorsed to include the County of Washington as additional insured.

(i)Certificates of Insurance must be delivered to Washington County within five (5)days after the award evidencing these coverages.

(j)  Insurance as required in the foregoing paragraphs shall be placed with an insurer acceptable to the County with a Best Rating of A- or better.

Contractor:

By:_____________________________

Printed Name: ___________________

Title:___________________________

NONDISCRIMINATION CLAUSEtc "NONDISCRIMINATION CLAUSE"
During the term of this contract, Contractor agrees as follows:

1.
Contractor shall not discriminate against any employee, applicant for employment, independent contractor, or any other person because of race, color, religious creed, handicap, ancestry, national origin, age, or sex.  Contractor shall take affirmative action to ensure that applicants are employed, and that employees or agents are treated during employment, without regard to their race, color, religious creed, handicap, ancestry, national origin, age, or sex.  Such affirmative action shall include, but is not limited to: employment, upgrading, demotion or transfer, recruitment or recruitment advertising, layoff or termination, rates of pay or other forms of compensation, and selection for training.  Contractor shall post in conspicuous places, available to employees, agents, applicants for employment, and other persons, a notice to be provided by the contracting agency setting forth the provisions of this nondiscrimination clause.

2.     Contractor shall, in advertisements or requests for employment, placed by it or on its behalf, state that all qualified applicants will receive consideration for employment without regard to race, color, religious creed, handicap, ancestry, national origin, age, or sex.

3.     Contractor shall send each labor union or workers’ representative with which it has a collective bargaining agreement or other contract or understanding, a notice advising said labor union or workers’ representative of its commitment to this nondiscrimination clause.  Similar notice shall be sent to every other source or recruitment regularly utilized by Contractor.

4.     It shall be no defense to a finding of noncompliance with this nondiscrimination clause that Contractor had delegated some of its employment practices to any union, training program, or other source of recruitment which prevents it from meeting its obligations.  However, if the evidence indicates that the Contractor was not on notice of the third-party discrimination or made a good faith effort to correct it, such factor shall be considered in mitigation in determining appropriate sanctions.

5. Where the practices of a union or any training program or other source of recruitment will result in the exclusion of minority group persons, so that Contractor will be unable to meet its obligations under this nondiscrimination clause, Contractor shall then employ and fill vacancies through other nondiscriminatory employment procedures.

6. Contractor shall comply with all state and federal laws prohibiting discrimination in hiring or employment opportunities.  In the event of Contractor’s noncompliance with the nondiscrimination clause of this contract or with any such laws, this contract may be terminated or suspended, in whole or in part, and Contractor may be declared temporarily ineligible for further Commonwealth contracts, and other sanctions may be imposed and remedies invoked.

7.     Contractor shall furnish all necessary employment documents and records  to, and permit access to its books, records, and accounts by the contracting agency for purposes of investigation to ascertain compliance with the provisions of this clause.  If Contractor does not possess documents or records reflecting the necessary information requested, it shall furnish such information on reporting forms supplied by the contracting agency.

8.    
Contractor shall actively recruit minority and women subcontractors or  subcontractors with substantial minority representation among their  employees.

9.     Contractor shall include the provisions of this nondiscrimination clause in every subcontract, so that such provisions will be binding upon each Subcontractor.

10.   Contractor obligations under this clause are limited to the Contractor’s  facilities within Pennsylvania or, where the contract is for purchase of goods manufactured outside of Pennsylvania, the facilities at which such goods are actually produced.


              ANTI-COLLUSION AFFIDAVIT

WASHINGTON COUNTY, PA

The undersigned deponent, deposes and says that he is the ____________________________  of the bidder; that he is authorized to make this statement on behalf of the bidder, and he hereby certifies on behalf of the bidder that:

(1) The price(s) and amount of this bid have been arrived at independently and without consultation, communication or agreement for the purpose of restricting Competition with any other contractor, bidder or potential bidder.

(2) Neither the price(s) nor the amount of this bid, and neither the approximate price(s) nor approximate amount of this bid, have been disclosed to any other firm or person who is a bidder or potential bidder, and they will not be disclosed before bid opening.

(3)
No attempt has been made or will be made to solicit, cause or induce any firm or person to refrain from bidding on this project, or submit a bid higher than this bid, or to submit any intentionally high or noncompetitive bid or other form of complementary bid.

(4) The bid submitted by the bidder is made in good faith and not pursuant to any 

Agreement or discussion with, or inducement from, any firm or person to submit a 
complementary or other noncompetitive bid.

(5)
The bidder has not offered or entered into a subcontract or agreement regarding the purchase of materials or services from any firm or person, or offered, promised or paid cash or anything of value to any firm or person, whether in connection with this or any other project, in consideration for an agreement or promise by any firm or person to refrain from bidding or to submit a complementary bid on this project.

(6)
The bidder has not accepted or been promised any subcontract or agreement regarding the sale of materials or services to any firm or person, and has not been promised or paid cash or anything of value by any firm or person, whether in connection with this or any other project, in consideration for my firm’s submitting a complementary bid, or agreeing to do so, on this project.

 (7)
I have made a diligent inquiry of all members, officers, employees, and agents of the bidder with responsibilities relating to the preparation, approval or submission of my firm’s bid on this project and have been advised by each of them that he or she has not participated in any communication, consultation, discussion, agreement, collusion, act or other inconsistent with any of the statements and representations made in this Statement.

(8)
No attempt has been made to take any action in restraint of free competitive bidding in connection with the bid.

(9)
It is understood that if any incidents resulting in conviction or being found liable are, set forth in (10) below, the Pennsylvania Anti Bid Act, 73 P.S. 1611 et seq. provides that it does not prohibit a governmental agency from accepting a bid from or awarding a contract to that person, but may be a ground for administrative suspension or debarment at the discretion of a government agency under rules and regulations of that agency (language omitted).


(10)
_____________________________ its affiliates,



(NAME OF BIDDER)


                            


Subsidiaries, officers, directors and employees are not aware that they are currently under

investigation by any governmental agency and have not in the last three years been convicted or found liable for any act prohibited by State or Federal law in any jurisdiction, involving conspiracy or collusion with respect to bidding on any public contract, except as follows:

I hereby state that ___________________________________________






(BIDDER) 

understands and acknowledges that the above representations are material and important, and will be relied on by Washington County, Pennsylvania in awarding the contract(s) for which this bid is submitted.  I understand that any misstatement in this affidavit is and shall be treated as fraudulent concealment from the Washington County, Pennsylvania of the true facts relating to the submission of  bids for this contract.

____________________________________









  (BIDDER)








   By:____________________________________

Sworn to and subscribed before me the undersigned notary public this


______________ day of __________, 20_____.

_______________________________________



(NOTARY PUBLIC)




 



My Commission Expires:

AGREEMENT
 
THIS AGREEMENT is made as of the           day of         , 2016, by and between the COUNTY OF WASHINGTON, a fourth class county duly incorporated under the laws of the Commonwealth of Pennsylvania (hereinafter "COUNTY"), for its Department of                     , 


A


     N


         D

                                   , having an address of ,                                                                           .  (hereinafter "CONTRACTOR").

WHEREAS, County needs  Back Scanning and Indexing of Documents for the Washington County ____________ ; and

WHEREAS, Contractor has agreed to provide

Back Scanning and Indexing of Documents for the                             ; and

WHEREAS, the parties have reached an agreement and wish to reduce their agreement to writing.

NOW, THEREFORE, in consideration of the mutual covenants set forth herein, and intending to be legally bound hereby, the parties agree as follows:

I.  SCOPE OF WORK:
Contractor agrees to provide the following: Back Scanning and Indexing of records for the _____________ office.

II.  TERM OF AGREEMENT:
The term of this Agreement will be from ______________ until December 31, 2016 unless otherwise terminated pursuant to the terms of this Agreement. 

III.  COMPENSATION:
As consideration for the services to be rendered under this Agreement, County agrees to pay Contractor a cost of __________ per page to be paid as follows:

Invoices are to be submitted monthly to the _____________ for approval.  Once approved the _____________ will submit for payment.  Payment will be made monthly based on the work completed.


IV.  INDEMNITY:
It is understood that Contractor is an independent Contractor in respect to its performance under this Agreement, and shall assume all risks and responsibilities for losses of every description in connection with the service which can be attributed either directly or indirectly to Contractor.  Contractor agrees to indemnify, defend and hold harmless the County, its agents and employees, for or on account of any damages or loss, including the cost of litigation or legal counsel resulting from the actions or lack of actions of Contractor in fulfilling the terms of this Agreement.  

V.  NON-DISCRIMINATION; COMPLIANCE WITH APPLICABLE LAWS:
In the performance of its obligations under this Agreement, Contractor shall comply with the provisions of all applicable federal, state and local laws prohibiting discrimination on the grounds of age, race, color, sex, national origin, religion, citizenship, disability, sexual orientation, or veteran status. Further, Contractor agrees to comply with all applicable statutes, governmental regulations, judicial determinations and grant provisions.

VI.  INSURANCE:  

Unless waived by the County in writing, Contractor shall obtain insurance of the types and in the amounts described below:

(1)  Commercial General and Umbrella Liability Insurance.  Contractor shall maintain Commercial General Liability (CGL) and, if necessary, Commercial Umbrella Insurance with a limit of not less than $1,000,000 each occurrence unless specified on addendum XXX.  If such CGL insurance obtains a general aggregate limit, it shall apply separately to this location or project.   CGL insurance shall be written on ISO occurrence form CG00011093 (or substitute form providing equivalent coverage or a newer version) and shall cover liability arising from premises, operations, independent contractors, products-completed operations, personal injury and advertising injury and liability assumed under an insured contract including the tort liability of another assumed in a business contract.  County of Washington shall be included as an insured under the CGL, using ISO additional insured endorsement CG2026 or a substitute providing equivalent coverage, and under the Commercial Umbrella, if any.  This insurance shall apply as primary insurance with respect to any other insurance or self-insurance programs afforded to County of Washington.  There shall be no endorsement or modification of the CGL limiting the scope of coverage for liability arising from pollution, employment-related practices, sexual abuse or molestation or others as specified by County of Washington.

(2)  Business Automobile and Umbrella Liability Insurance.  Contractor shall maintain Business Automobile Liability, and if necessary, Commercial Umbrella Liability insurance with a limit of not less than $1,000,000 each accident.  Such insurance shall cover liability arising out of any automobile, including owned, hired and non-owned automobiles.  Business automobile coverage shall be written on ISO form CA0001 or a substitute form providing equivalent liability coverage.  If necessary, the policy shall be endorsed to provide Contractual Liability coverage equivalent to that provided in the 1990 and later editions of CA0001.  

(3)  Workers Compensation Insurance.   Contractor shall maintain Workers Compensation and Employers Liability Insurance.  

Contractor further agrees as follows:

(a)  The Employers Liability and/or Umbrella Liability limits shall not be less than $1,000,000 each accident for bodily injury by accident or $1,000,000 each employee for bodily injury by disease.  

(b)  Contractor waives all rights against County of Washington and its agents, officers, directors, and employees for recovery of damages to the extent these damages are covered by the Commercial General Liability, Automobile Liability or Umbrella Liability Insurance maintained pursuant to previous paragraph of this agreement.  

(c)  By requiring insurance herein, County of Washington does not represent that coverage and limits will necessarily be adequate to protect contractor, and such coverage and limits shall not be deemed as a limitation on Contractor's Liability under the indemnities granted to County of Washington in this contract.

(d)  If Contractor's Liability does not contain the standard ISO separation of insureds provision, or a substantially similar clause, they shall be endorsed to provide Cross-Liability coverage.  

(e)  Prior to the commencement of terms of this contract, contractor shall furnish County of Washington with a certificate of insurance, executed by a duly authorized representative of each insurer, showing compliance with the insurance requirements set forth above. 

(f)  All certificates of insurance shall provide for 30 days' written notice to County of Washington prior to the cancellation or material change of any insurance referred to therein.  

(g)  The words "endeavor to" and "but failure to mail such notice shall impose no obligation or liability of any kind upon the company, its agents or representative" shall be deleted from the certificate form's cancellation provision.  

(h)  Failure of County of Washington to demand such certificate or other evidence of full compliance with these insurance requirements or failure of County of Washington to identify a deficiency from evidence that is provided shall not be construed as a waiver of contractor's obligation to maintain such insurance.  

(i)  Failure to maintain the required insurance may result in termination of this contract or other punitive measures, such as withholding payments or denying access to the premises at County of Washington's option.

(j)  Contractor shall provide certified copies of all insurance policies required above within 10 days of County of Washington's written request for said copies.  

 VII.  FUNDING:
If this Agreement is funded in whole or in part by federal, state or any other funding, it is understood that the County's obligations hereunder are expressly conditioned upon the availability of such funds.  

VIII.  TERMINATION:
This Agreement shall continue in force until the end of its term, and shall automatically terminate at the end of its term, unless County terminates this Agreement earlier by providing thirty (30) days' notice to Contractor of its intent to terminate.  

County may terminate this Agreement at any time for any reason with or without cause; however, in the event County elects to terminate this Agreement, Contractor shall be entitled to compensation for services provided up to the point of termination.  Without limiting any of the provisions of this section, County may terminate this Agreement immediately if (a) Contractor defaults in its obligations hereunder; (b) Contractor shall make an assignment for the benefit of creditors or file a voluntary petition in bankruptcy or shall be adjudicated bankrupt or insolvent, or shall file any petition or answer seeking any reorganization, arrangement, composition, readjustment, liquidation, dissolution, or similar relief for itself under any present or future federal, state, or other law or regulation for the relief of debtors, or shall seek or consent to acquiesce in the appointment of any trustee, receiver, or liquidator of all or any substantial part of its properties, or shall admit in writing its inability to pay its debts generally as they become due; or (c) a petition shall be filed against Contractor in bankruptcy or under any other law seeking any reorganization, arrangement, composition, readjustment, liquidation, dissolution or similar relief under any present or future federal, state or other law or regulation, and shall remain undismissed or unstayed for an aggregate of ninety (90) days (whether or not consecutive), or any debtor in possession, trustee, receiver or liquidator of Contractor or all or any substantial part of the properties of Contractor shall be appointed without consent or acquiescence and such appointment shall remain unvacated or unstayed for the aggregate of sixty (60) days (whether or not consecutive).  

IX
REPRESENTATIONS AND WARRANTIES OF CONTRACTOR:
Contractor makes the additional representations and warranties set forth in this section, which are material representations and warranties upon which County has relied as inducements to enter into this Agreement:

(a)  This Agreement constitutes a valid and binding agreement by Contractor, enforceable in accordance with its terms, and neither the execution and delivery of this Agreement nor compliance with any of the provisions hereof will violate or conflict with or constitute a default under (or give rise to any right of termination, cancellation or acceleration under) the terms or conditions or provisions of any note, instrument, bond, lease, mortgage, obligation, agreement, understanding, arrangement, or restriction of any kind whatsoever to which Contractor is a party or by which it or its assets are bound or subject.  

(b)  If Contractor is a corporation, it is duly organized and validly existing under the laws of the Commonwealth of Pennsylvania and has all requisite corporate power and authority to perform its obligations under this Agreement.  

X.  NOTICES AND ADDRESSES:
Unless specifically provided herein, all notices required to be given under this Agreement shall be given to Contractor at the following street address:  _______________________.   All notices to County shall be given in writing to the Board of Commissioners at the following address:  702 Courthouse Square, 100 West Beau Street, Washington, Pennsylvania 15301.  

XI.   SEVERABILITY:
In case any one or more of the provisions contained in this Agreement shall for any reason be held to be invalid, illegal or unenforceable in any respect, such invalidity, illegality, or unenforceability shall not affect any other provision hereof and this Agreement shall be construed as if such invalid, illegal or unenforceable provision had never been contained herein.  

XII.  AMENDMENT:
No amendment, modification or alteration of the terms hereof shall be binding unless the same be in writing dated subsequent to the date hereof, and duly executed by the parties hereto.  

XIII.  RIGHTS AND REMEDIES CUMULATIVE:
The rights and remedies provided by this Agreement are cumulative and the use of any one right or remedy by the County shall not preclude or waive its right to use any or all other remedies.  Said rights or remedies are given in addition to any other rights County may have by law, statute, ordinance, resolution  or otherwise.  

XIV.  WAIVER OF DEFAULT:
No waiver by the County of any default or breach of any term, condition or covenant of this Agreement shall be deemed to be a waiver of any other breach of the same or any other term, condition or covenant contained herein.

XV.  NO PARTNERSHIP, AGENCY, OR JOINT VENTURE:
Nothing contained in this Agreement shall constitute or be construed to be or create a partnership or joint venture between County, its successors or assigns, on the one part, and Contractor, its successors or permitted assigns, on the other part.  It is expressly understood and agreed by the parties hereto that Contractor shall at all times during the performance of services pursuant to this Agreement be acting as an independent contractor and that no act, commission or omission of Contractor shall be construed to make or render County, its principals, agents, or associates liable.   

It is further understood and agreed by the parties hereto, that Contractor waives Governmental Immunity as a defense and shall not use the defense of Governmental Immunity in the adjustment of claims or in the defense of any suit, unless requested by the County. 

XVI.  PARTIES BOUND; ASSIGNMENT:
At all times, this Agreement shall inure to the benefit of County and Contractor and their respective successors and assigns, and constitutes a binding obligation upon County and Contractor and their respective successors and assigns.  Notwithstanding the foregoing, Contractor shall make no assignment of this Agreement or of any right accruing hereunder, without the prior written consent of County.  A sale, transfer or other disposition of 50% or more of the voting stock or securities of Contractor shall, in the case of a corporation or partnership, constitute an assignment of this Agreement.  

XVII.  ENTIRE AGREEMENT:
This Agreement constitutes the entire Agreement between County and Contractor with respect to the subject matters of this Agreement, and supersedes all prior agreements, understandings and letters related hereto, unless made by supplemental written agreement, executed and approved by County and Contractor.

XVIII.  HEADINGS:
The headings used before the various paragraphs of this Agreement are for ease of reference only and do not constitute parts of this Agreement.

XIX.  GOVERNING LAW:
This Agreement shall be governed by and interpreted under the laws of the Commonwealth of Pennsylvania.  

IN WITNESS WHEREOF, the parties hereto, by their duly authorized representatives, have executed this Agreement as of the date first above written.  

COUNTY OF WASHINGTON
(
By:​​​​​​​​​​​​​​​​​​​​______________________        
(
   Larry Maggi, Chairman

ATTEST:



(

(

                 ___________     

(
By:______________________         
,

 


(
   Diana Irey Vaughan, Vice Chairman
Chief Clerk



(


(

(
By:_____________________       
Per Minute #             


(
   Harlan G Shober, Jr
dated                         .



   

Approved as to form

and legality:
CONTRACTOR:
By:___________________  

   Solicitor/Assistant

By:____________________             






Printed Name:___________

Title:__________________   
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