REQUEST FOR PROPOSALS
Coeur d’Alene Tribe, Natural Resource Department
Environmental Programs Office (EPO)
August 15, 2016

Project Title:  Environmental Programs Office Archive Project
Project Manager:  Tiffany Allgood, EAP Coordinator, 850 A St. Box 408 Plummer, ID 83851.  Phone 208-686-8802. Email: tallgood@cdatribe-nsn.gov
Proposal Due Date:  Friday, September 2, 2016
Project Overview
The Coeur d’Alene Tribe’s Environmental Programs Office (EPO) is seeking a qualified entity to provide on-site electronic document imaging services in Plummer, Idaho using a Tribal DocuWare license for a minimum of 30 file boxes and up to 40 file boxes. Most of the files are 8.5 x 11 inches but some pages are larger such as legal sized. Some of the files are double-sided and some are single-sided. The files in the boxes will need to be prepared for scanning in terms of removing staples, binder clips, etc. This project is expected to occur during the month of September.

General Contractor Requirements
· Contractor must have CompTIA Certified Document Imaging Architect (CDIA+) certification or something equivalent.
· Contractor must comply with all federal record retention and electronic image quality requirements. 
· Contractor must be licensed and bonded and be able to maintain confidentiality.
· Contractor must scan all documents on-site and into Tribal DocuWare file system.
· Contractor must prepare documents for scanning (removing paper clips, staples, taking out of files, etc.)
Submittal of Proposals and the Selection Process
All proposals to be considered must be received by Friday, September 2, 2016 by 4:30 p.m. PST. Each proposal must include:
· The scanning service provider’s experience and ability to satisfy the project’s objectives and tasks  
· Detailed budget showing all categories of costs, hourly cost for each person working on the project, etc.
· Proposed work schedule
· Resumes or equivalent qualifications statements for all personnel who will participate on this project  
All proposals are to be submitted to the Project Manager, Tiffany Allgood, EAP Coordinator, 850 A Street, Box 408, Plummer, ID 83851, tallgood@cdatribe-nsn.gov.  Proposals may be submitted electronically. 

Notes on Consultant Selection
All proposals will be reviewed according to the following criteria:
· The Tribe reserves the right to re-advertise the request for proposals if needed.
· The Tribe requires compliance with the Tribal Employment Rights and the Business Licenses Codes
· Tribal preference applies
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