SPECIFICATIONS

Scope of Work:

· The contractor shall maintain a records storage and retrieval system for the Department of Corrections Office of the Chief Counsel.
· All records must be kept in a secure, flood-proof facility that is equipped with smoke detectors and automatic sprinkling system.
· Records are confidential and must be treated as such.
· All records shall be maintained in original hard copy format.
· The contractor shall have a method for indexing and tracking files that allows the Department of Corrections to ascertain the location of the files.
· The contractor must be capable of providing same day delivery of records. 
· Cartons or files requested as retrievals are to be shrink-wrapped or sealed.
· Contractor will be required to file and maintain material on an ongoing basis.
· Contractor will be required to provide their own manpower and equipment to move the file boxes.
· Contractor shall provide an online records management system to allow the Department of Corrections to index their own files.
Initial move/transfer of records:

In the event that the low bid award is not the current contractor, Access Information Management Corporation (“ACCESS”), the new contractor must coordinate with ACCESS to move all of the files.  The new contractor must also incorporate any charges for the move into their bid.

The awarded contractor shall pick up, transport and store all records currently being stored at ACCESS, 109 Lakeside Avenue, Delano, PA 18220, to consist of approximately 5500 boxes to the new vendor’s storage facility.

Contract Term:

The contract will run through 12/31/2024 with the option of two (2) one-year renewals.  Renewal options require the approval of PA Commonwealth and are subject to price negotiations.

Payment Terms:

The contractor shall invoice monthly for services actually provided.

