Hometown People. Hometown Power.

December 14, 2015

REQUEST FOR PROPOSAL

NOTICE TO BIDDERS

Sealed proposals will be received by the Board of Water and Light (BWL) up to 2:00 P.M., Local Time, Friday, January
15, 2016, for furnishing:

Back Scanning Project RFP

Proposals must be in full accordance with the enclosed Specification.

Proposals may be submitted via hard copy or electronic format. If submitting hard copy proposals, please submit two (2)
signed BWL Proposal Form(s) with attachments and supplemental information to the Board of Water and Light, Attn:
Tony De Luca, Purchasing and Warehousing Department, 1232 Haco Drive, Lansing, Michigan 48912. Do not
include copies of the other BWL RFP documents in your proposal package. The proposal package shall be marked on
the outside of the cover with:

(@) The Bidder's name;

(b) The title of the Specification;

(c) Attention: Tony De Luca, Board of Water and Light;
Additional documents to submit with Proposal Package:

(a) Certificate of Insurance.

Electronic copies shall be in a non-protected, Adobe pdf format and e-mailed to sealedbids@Ibwl.com. For ease of
identification, enter “Back Scanning Project RFP” in the subject line of your e-mail proposal. You will receive an automatic
reply to your submittal which confirms the BWL has received your emailed message.

The BWL reserves the right to reject any or all proposals, waive irregularities or technicalities in any proposal, and accept
any proposal in whole or in part, which in the opinion of the BWL, is in its best interest. The BWL does not limit the
methods or factors to be used for evaluation.

Questions regarding this RFP will be accepted through Monday, January 4, 2016.. Responses to these questions will be
issued to all bidders via addenda to this RFP (reference Article 6 in the enclosed Instruction to Bidders). Direct all
guestions concerning this Request for Proposal via email to Tony De Luca at txd@lbwl.com.

Sincerely,
BOARD OF WATER AND LIGHT

Tony De Luca, Buyer

Purchasing & Warehousing Department
(517) 702-6194 Phone

(517) 702-6042 Fax

txd@lbwl.com

J

1232 Haco Drive | PO Box 13007 | Lansing, MI | 48901-3007 | 517-702-6000 | www.lbwl.com


mailto:sealedbids@lbwl.com

INSTRUCTIONS TO BIDDERS

Back Scanning Project RFP

1. THE REQUEST FOR PROPOSAL CONSISTS OF THE FOLLOWING:
(&) Notice to Bidders;
(b) Instructions to Bidders;
(c) Addenda, if issued,;
(d) Terms and Conditions for Services;
(e) Proposal Form;
() Sworn and Notarized Affidavit of Compliance - Iran Economic Sanctions Act; and

(g) Scope of Work / Specifications.

2. PROPOSAL SECURITY
Not Applicable.

3. BWL TERMS AND CONDITIONS

BIDDER shall submit their proposal based upon the attached Terms and Conditions. BIDDER may request
clarifications or tender exceptions to the Terms and Conditions. Exceptions to the Terms and Conditions shall be
noted on the Proposal Form in the space provided.

4. BIDDER'S RESPONSIBILITY

It shall be the BIDDER'’S responsibility to be familiar with the Proposal Documents and with the BWL, scope of
work, and conditions that are likely to be encountered. BIDDER shall visit the site and specific areas on the site
wherein the Work will be performed.

Any failure by the successful BIDDER to familiarize itself with conditions likely to be encountered, to acquaint
itself with the available information, or to attend any meeting of BIDDERS shall not relieve the BIDDER from
responsibility for providing the specified equipment, materials, and service. A failure to comply with this
requirement does not constitute grounds for extra compensation over the pricing stated in the BIDDER’S
proposal.

BIDDER shall be prepared to make a presentation at the BWL's request on its proposal and to answer questions.

5. AVAILABILITY OF LABOR AND MATERIALS

The BWL will not furnish any labor, facilities, services, utilities, materials, equipment or supplies unless specifically
stated in the Proposal Documents.

BIDDER shall assess and determine the availability of necessary labor and the prevailing wages applicable to that
workforce. In addition, BIDDER shall assess and determine the availability of materials and equipment necessary
to fulfill the contract in a complete and timely manner. The BWL will not honor any claim for additional cost
premised on the unavailability of materials or equipment, shortage of labor, or unexpected wage rates.

6. ADDENDA

The BWL will clarify any questions or correct the Request for Proposal by the issuance of an Addendum to all
BIDDERS.

Each BIDDER shall acknowledge receipt of each Addendum by filling in the blank space provided on the Proposal
Form.

7. DRAWINGS
Not Applicable.
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8. PREPARATION OF PROPOSAL FORM

The Proposal Form is included in the Proposal Documents. BIDDER shall prepare proposals and submit them as
stated in the Notice to Bidders.

Proposals must be prepared in full accordance with the Proposal Documents. The proposal price(s) stated on the
Proposal Form must include all cost provisions of the complete Scope of Work. If the BIDDER chooses to submit
an alternate or take an exception to any provision contained in the Proposal Documents, the alternate or
exception must be specifically stated in BIDDER’S proposal, must reference the objectionable article of the
Proposal Documents, and must propose alternate language or alternate Work. Any exception to the Proposal
Documents, including any exception to the Terms and Conditions must be raised in BIDDER'’S proposal, or it will
not be considered. Once a purchase order has been issued, and the Acknowledgement returned, a binding
contract exists between the parties and further negotiation of terms is not permitted.

Proposals received after the time and date for receipt of proposals will not be accepted. The BIDDER is
responsible for timely delivery of the Proposal at the designated location and time for receipt of Proposals.

The Proposal must be sighed with the full name and address of the BIDDER. Proposals received without
signature will not be accepted. If the BIDDER is a co-partnership, the firm name and signature of all parties are
required. If the BIDDER is a corporation, full corporate name, signature of authorized official is required.

BIDDER shall certify that the person who signs the proposal is empowered to do so by the corporation. Such
certificate shall be up-to-date and current at time of the Proposal Form submittal.

A proposal may not be modified, withdrawn or canceled unilaterally by the BIDDER for a period of sixty (60) days
following the time and date designated for the receipt of Proposals, and BIDDER so agrees in submitting the
Proposal. A proposal submission is a confirmation by the BIDDER that it is prepared to commence and complete
the various stages of the Work as described in the Proposal Documents.

Expenses for developing and presenting proposals shall be the responsibility of the BIDDER. It is the BIDDER’S
responsibility to ensure that no conflict of interest or other ethical concern precludes the BWL from considering
BIDDER'’S proposal.

9. SUBSTITUTION

Under certain circumstances, the Proposal Documents may permit substitution of products. Those areas where
substitution is permitted will be designated with the qualifying phrase or equal as may be approved by the BWL
REPRESENTATIVE. If BIDDER would like to substitute a product, BIDDER must make a proposal including the
products specified in the Proposal Documents AND an alternate proposal including the proposed substitution,
specifically referencing any price change based on the substitution.

BIDDER'S proposal shall contain data to substantiate that the substitution is, in fact, equal to the products
specified. Substantiating data may consist of drawings or other documents necessary or helpful to indicate any
modifications resulting from use of proposed substitutions. BIDDER bears the burden of proving that the
proposed substitutions meet the quality standards established in the Proposal Documents.

If BIDDER is eventually awarded a Purchase Order, the Purchase Order will indicate whether the substitution was
acceptable or whether the original product must be used.

The acceptance of a substitution does not alleviate BIDDER of any contractual responsibility.
10. BONDS
Not Applicable.

11. INSURANCE

The certificates of insurance required by the Contract Documents must also accompany the Acknowledgment of
Award. All these documents should be directed to the attention of the BWL Buyer listed on the Notice to Bidders
with a copy to the person designated as “BWL REPRESENTATIVE.”. The purchase order number must be
indicated on the Acknowledgement, bonds, and certificates of insurance.

12. EVALUATION OF PROPOSALS

All proposals will be sealed until the time designated on the Notice to Bidders. At the opening, the names of all
BIDDERS will be made public.
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To evaluate the proposals, the BWL will consider such factors as responsiveness of proposal, price, time of
completion, exceptions to the Proposal Documents, financial stability, recent and past experience and similar
factors in determining which proposal it deems to be in its best interest. The BWL does not herein limit the
methods or factors to be used for evaluation. The intent of the evaluation process is to choose the best-evaluated
proposal.

The BWL reserves the right to enter into private negotiations with the selected BIDDER(S), for further scrutiny,
even though these negotiations may result in changes to the BWL specifications or to the BIDDER(S) services,
price quotations, etc.

The BWL may reject any Proposal, waive irregularities or technicalities in any Proposal, and accept any Proposal
in whole or in part. The BWL may cancel, in whole or in part, the entire Request for Proposal at any time prior to
full execution of a contract between both parties.

13. QUESTIONS, MEETING OF BIDDERS, AND ADDENDA

In the beginning of the bid preparation period, the BWL REPRESENTATIVE may notify each BIDDER of a
Meeting of BIDDERS to be held at a later date, usually during the second week of the proposal preparation time.
If a meeting is held, BIDDERS are required to attend the meeting to present their questions about the Proposal
Documents, to receive answers to questions, to receive copies of Addenda, to participate in open discussion of
the Project, and to participate in the only conducted tour of the Site. The Notice of Meeting will give complete
details about the meeting and instructions regarding preparation for the meeting

Changes, revisions, and corrections that may result from the discussions that occur during the Meeting of
BIDDERS will be confirmed by the issuance of an Addendum. Suggestions of topics for the Meeting agenda
should be directed to the person designated on the Notice to Bidders.

14. CONTRACT PRICE

The contract price shall be equal to the proposal price adjusted to any price changes as agreed upon in writing by
the BIDDER and the BWL.

The contract price may be modified via a change order upon mutual agreement of both parties.

15. EXECUTION OF ACKNOWLEDGMENT OF AWARD

The successful BIDDER shall, within twenty-four hours after issuance of the Purchase Order, return the properly
executed Acknowledgment of Award to the person designated on the Notice to Bidders. BIDDER shall certify that
the person who signs the Acknowledgment is empowered to do so. Upon execution, an agreement will be
deemed consummated and the documents, as specified in the list of RFP documents set forth in Section 1 herein,
along with any mutually agreed written changes, shall constitute the full and binding agreement between the
parties. If the properly executed Acknowledgement, along with any required bonds and insurance certificates, are
not returned within five (5) calendar days, the BWL may deem the Purchase Order rejected and offer the
Purchase Order to another BIDDER without penalty.

16. CONFIDENTIALITY

All complete, in-process or conceptual work are the sole property of the BWL and may not be used without the
consent of the BWL. Any product used, such as, drawings and specifications, photos, campaigns, drafts, etc. are
the sole property of the BWL. All BWL information will be kept confidential at all times. The BIDDER shall not
disclose to others, without the written consent of the BWL, any information concerning the service provided, the
organization, its personnel, or its activities, which the BIDDER may obtain as a result of, or in connection with the
performance of the services.

17. FREEDOM OF INFORMATION ACT (FOIA)

The BWL is subject to the Freedom of Information Act (MCL §15.231 et seq.). The BWL may be required to make
available certain information submitted with your bid or proposal available to the public if requested. This
information may include comparative pricing and other data which the BIDDER may normally consider to be
proprietary or confidential.

18. LOCAL PREFERENCE
Applies to bids of $100,000 or greater only.
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Businesses with an office in the BWL service area shall be given the following advantage when the BWL receives
a sealed proposal:

(a) After the proposals are evaluated and the best-evaluated proposal is selected, the BWL shall determine
whether the best-evaluated BIDDER is a Local business.

(b) If a Local business was not selected as the best-evaluated BIDDER due entirely to its proposal price
being higher than the price of the best-evaluated proposal, the BWL shall determine whether the best-
evaluated Local business’s proposal was within 5% of the proposal price of the best evaluated proposal.
If so, this Local business shall then have the opportunity to reduce its price to match the price of the
original best-evaluated BIDDER, and upon such agreement, shall be deemed the best-evaluated
proposal.

(c) If more than one Local business is within 5% of the price of the best-evaluated proposal and is
otherwise equal to the best-evaluated proposal, and the Local business identified in (b) refuses to lower
its proposal price, the same opportunity shall be afforded to the other qualifying Lansing-based
businesses, in order of ascending price.

If no Lansing-based business agrees to the conditions described above, the contract shall be awarded to the
person or business originally deemed the best-evaluated BIDDER.

19. SAFETY

Unless excepted in the Proposal, and accepted by the BWL, all BIDDERS will be required to comply with the
BWL's Safety Manual. All BIDDERS should read and understand the BWL Safety Manual before submitting a
Proposal. The BWL Safety Manual can be found on the BWL'’s website at
http://www.lbwl.com/uploadedFiles/MainSite/Content/Doing_Business/BWL _Safety Manual.pdf.

END OF INSTRUCTIONS TO BIDDERS
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SCOPE OF WORK

Back Scanning Project RFP

1. GENERAL

The Lansing Board of Water & Light (BWL) is seeking the services of a qualified company to digitize paper and
microfilm rolls. Core duties include project management along with the conversion process to scan, index and QC
documents. The goal of digitizing is to make these documents available in the company’s corporate document
management systems.

All work under this RFP will be overseen by members of the Enterprise Content Management (ECM) department
and will adhere to all the requirements below. This SOW covers several scanning projects which will be identified
by the BWL.

2. BOARD OF WATER AND LIGHT BACKGROUND

The Board of Water and Light was founded in 1885 and is the largest municipally owned electric utility in Michigan
and among the 30 largest in the United States. An eight-member Board of Commissioners appointed by the
mayor and confirmed by the Lansing City Council governs the BWL.

The Board employs approximately 725 bargaining and non-bargaining employees. The bargaining unit
employees are represented by the International Brotherhood of Electrical workers (IBEW) local 352.

The Board owns and operates:

(a) an electric system, which generates, purchases and distributes electric power and energy, and provides
electric service to approximately 96,000 residential, commercial, and industrial customers in the greater
Lansing, Michigan area;

(b) water wells, a raw water transmission system, water conditioning facilities, and an extensive water
distribution system serving potable water to approximately 55,000 residential, commercial, and industrial
customers in the greater Lansing area;

(c) steam generation boilers, a steam transmission and distribution system serving approximately 164
customers, and a chilled water facility and distribution piping system serving 19 customers in the city of
Lansing.

The Board’s total operating revenue for fiscal 2015 was $53,485,509.

Additional BWL background and information may be viewed at www.lbwl.com.

3. BWL DOCUMENT MANAGEMENT ENVIRONMENT

The Board of Water and Light has a corporate document management system (DMS), Hyland’s OnBase and also
an engineering document management system, Synergis’ Adept.

(A) ONBASE CORPORATE DMS INFORMATION

0] SOFTWARE
Hyland OnBase ECM Software: Build Version: 15.0.0.26

(In IMPORTS

BWL currently utilizes DIP (Document Import Process) files (*.dip) to batch import
data/files into OnBase. Index data must be received in a format that data can be
imported into OnBase without purchasing additional equipment or software. Excel
spreadsheets can be utilized. Below is a sample from a DIP file with index values along
with the filename/location:

"Index1","Index2","Index3","\\folder\scanfilename.TIF"
"Index1","Index2","Index3","\\folder\scanfilename.TIF"
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(B) ADEPT & ENGINEERING DMS INFORMATION

0] SOFTWARE
Synergis Adept 2015: Version 10.0.1.54

) IMPORTS

Files are manually imported into this system by end-users. These documents will require
an Excel spreadsheet that contains a column for the scanned filename and other
columns with field data. The Excel spreadsheet along with the scanned files can then be

used for importing into Adept.

4. DEPARTMENTS

BWL has a warehouse of documents for potential scanning projects. The table below is an estimated
representation of these documents or projects and their estimated volumes. The vendor should plan to perform a
full document assessment, or document inventory, where the vendor is on site working to identify documents,
volumes, index fields, preparation, disposal, etc., and any other details needed to provide pricing for each project.
This process should determine the documents to be scanned as well as determine the most cost effective way to
process their different documents or records. Lastly, the assessment should provide a total project cost.

Note: Table 4.1 represents an estimate provided by a BWL ECM department representative.

Table 4.1

Department Type of Container Quantity
Human Resources Standard/Banker Box 55
Benefits Standard/Banker Box 7
Finance & Planning Standard/Banker Box 6
General Accounting Standard/Banker Box 8
Payroll Standard/Banker Box 6
Organizational Development & Training Standard/Banker Box 12
Risk Management Standard/Banker Box 39
Customer Accounts/Meter Reading Standard/Banker Box 210
Project Engineering Flat File Drawers 275
Project Engineering File Cabinet Drawers 210
Project Engineering Index Card File Drawers 23
Project Engineering Standard/Banker Boxes 230
Project Engineering Flat File Boxes 11
Project Engineering/ ESI /Customer Project/ Records Management Large Moving Boxes 1
Project Engineering/ ESI /Customer Project/ Records Management Archive Books - Large 21
Project Engineering/ ESI /Customer Project/ Records Management Loose Map Piles 5
Systems Integrity (ESI) /Customer Project/ Records Management Filing Cabinet Drawers 19
Systems Integrity (ESI) /Customer Project/ Records Management Standard/Banker Boxes 58
Environmental Standard/Banker Boxes 322
Remittance Legal Size Boxes 67
Remittance Small Boxes 8
Remittance Standard/Banker Boxes 11
Remittance Envelope Boxes - Small 277
General Accounting Standard/Banker Box 41

Scope of Work 2015 Page 2 of 4



5. PROJECT RESPONSIBILITIES

Upon vendor selection, below are the responsibilities or roles that should be expected. There may be several
projects for this SOW and each will adhere to expectations. BWL will determine and prioritize the project(s) that
need to be scanned.

BWL will have an ECM representative oversee (BWL Oversight Manager) each project that includes, but is not
limited to:

e Review/Approve Document Assessment including components to be digitized.
e Review/Approve project plan.

e Work with vendor to establish a communication plan.

o Review weekly status reports during a project.

e Coordinate/perform QC on scanned images returned that includes importing into our document
management system.

e Review invoices for releasing payment based on QC testing results.

Vendor is expected to manage each project with minimal BWL resources. Vendor responsibilities should include,
but are not limited to:

e Perform a Document Assessment, or Document Inventory, to determine documents to be scanned as
well as provide department estimates and a total project cost.

e Create a project plan based on the Document Assessment.
e Manage the project to ensure project is meeting dates/deadlines, etc.

e Communicate with BWL Oversight Manager project milestones, status, etc. This includes developing a
communication plan and sending weekly status reports, etc.

e Coordinate with each BWL Oversight Manager the delivery/pickup of documents.

e Perform conversion of documents to digital format including indexing.

e Ensure Quality Control Measures are met by providing some form of Quality Control Check Sheet.
e Supply itemized invoices detailing services, or unit pricing, per batch of documents completed.

e Vendor is expected to keep all BWL physical copies of documents at their local facility.

e Vendor is not to outsource and subsequently move documents to another facility off site.

e Microfilm, aperture cards and document destruction are an exception to this.

6. PROJECT DELIVERABLES

In addition to the scanned images to be delivered to BWL for each project, BWL foresees the following additional
project deliverables for each project:

e Document Assessments that includes total project costs.
e Project Plan that includes dates.

e Communication Plan.

e Weekly Status Reports.

e Payment Schedule.

e Itemized Invoices that follows the Unit Pricing breakdown in the Proposal form. This could include job
tracking #'s, # hours for prep time, # hours for QC time, # keystrokes for indexing, # pages scanned, #
documents scanned (by size), etc.

e Quality Control Check Sheets.

e Document Destruction.
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7.

DELIVERY OF DOCUMENTS FOR PROCESSING AND RETURN REQUESTS

Each project will require that a portion of the records involved be transferred to the facility in which indexing and
scanning will occur; however, only a portion of these records can be transferred and held at the facility at a time,
due to the fact that these records are needed at times by BWL staff. At times, there will be an instance in which a
record is needed that has already been transferred to the facility, but has not yet undergone the indexing and
scanning process. In these instances, a request will be issued requiring that the appropriate documents be
located, imaged, and delivered electronically to BWL. Requests must be met within one business day.

8.

CONSTRAINTS

The chosen vendor will be required to operate under the following constraints:

9.

Unit pricing in the awarded contract can not exceed the unit pricing provided in the Proposal Form.
All staff involved will be required to sign a “Confidentiality Form”.
At the end of the project, all work done shall be the exclusive property of BWL.

BWL will not pay a different labor rate based on time of day, BWL is a 24X7 company and requires vendors
that can support this as part of normal business practices

Documents returned to BWL will need to be imported into our DMS and pass QA before approved for
payment. Time frame for this process will need to be determined as part of this contract.

BWL will work with vendor to finalize each project schedule to include time frame as well as who is
responsible for document delivery as part of this contract.

BWL reserves the right to have any member of vendor’s project team removed at any time for any reason.
Vendor will be expected to replace the resource at no additional cost to BWL.

BWL reserves the right to determine and prioritize all projects as part of this scanning effort. Further, BWL
will not guarantee any number of projects. Although BWL will work with the vendor to determine an agreed
upon timeframe for requesting a new project be started.

BWL reserves the right to terminate work on this project at any time by notifying the vendor in writing. Vendor
will then submit an invoice for work done to date.

PAYMENT SCHEDULE

Payment for this project will be based on the percentage of documents delivered that have passed Quality Control
Measures and been imported successfully into our DMS system. Schedule will be finalized with selected vendor.
Also, invoices received will require itemization with all services performed.

END SCOPE OF WORK
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PROPOSAL FORM

Back Scanning Project RFP

Note: This form may be completed using MS Word®

Provide the following business and contact information:

Legal Name: Federal ID or Social Security Number:
Address: State of Incorporation
City: State & Zip: Primary E-Mail:
Type of Organization: __ Corporation __ LLC __LLP __Sole Proprietor __Partnership ___ S-Corporation
__ Other (Explain)
Office Phone: Alternate Office Phone: Office Fax:
Primary Contact: Contact Phone: Contact Fax:
Contact Mobile: Contact E-Mail: Website URL:

Provide responses to the following questions:

How many years has your firm been in business under the present ownership?

Have you done business with the Board of Water and Light? If so, furnish specifics.

Have you done business with the City of Lansing? If so, furnish specifics

Have you ever defaulted on a contract or been involved in litigation or pending litigation or claims with the
Board of Water and Light or the City of Lansing? If so, furnish specifics.

Have you ever defaulted on a contract or been involved in litigation with any other client in the past five years?
If so, furnish specifics.

List any relationships between your firm’s staff and any current BWL employee.

Specify your background, training, experience, credentials and other factors which qualify you to perform the
work described in the Scope of Work included in this Request for Proposal.
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PROPOSAL FORM

Back Scanning Project RFP

List at least three (3) references for similar projects you have performed for other clients. Include Client name,
contact name, title and phone number.

For above references, please note if customer used a document management solution and list the solution.

List subcontractors that you plan to use on this project.

Indicate any exceptions to the enclosed Terms and Conditions.
If Yes, make edits of the BWL Terms and Conditions.

Indicate any exceptions to the scope of work expectations. Clearly state and reference section number that the
exception applies to.

List any no-cost values that you can offer. Additional cost items/services must be itemized.

Include and specify any other information that BWL may have omitted and that may be relevant to the
execution of this type of project.

Identify Location of Actual Scanning — Identify where scanning will take place for this project. Explain
advantages/disadvantages to on-site vs. off-site scanning and provide separate pricing if necessary.

File Format — Identify the file format that is supported and will be used for this project.

DPI — Identify the DPI that will be used for this project.

Media — Identify the specifications of the media that will be used for storage purposes.

Security — Identify the security measures employed to ensure that all files/documents removed (and in transit)
from the BWL premises will be secured. Explain facility/building security.
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PROPOSAL FORM

Back Scanning Project RFP

Document Preparation — Identify what document preparations are included and not included or would be an
additional charge.

Quality Control Methods/Measures — Identify what Quality Control/Quality Assurance measures you will have in
place to ensure the quality of the scanned image and the integrity of the data is maintained.

Document Disposal — Identify document disposal options and if any additional charge.

Document Delivery — Identify document pickup and/or delivery options and if any additional charge.

Confidentiality of Information — Identify how your company assures that all information will be treated in a
confidential manner.

Integration Techniques — Identify types of batching and indexing proposed for integration into the corporate
document management solution, OnBase.

List any work done with providing DIP files, or index files. If none, how to you plan to deliver index information?

Does your company have a backup/restore procedure for electronic data?

Does your company have a procedure in place in the event a disaster happens? Explain what you would be
able to restore in this event.

Include any additional information you may deem helpful in evaluating your proposal.

Provide pricing:

Activity Unit Unit Pricing

Document Preparation

Scanning
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PROPOSAL FORM

Back Scanning Project RFP

Activity

Unit

Unit Pricing

Color Scanning

Indexing

OCR

Document Preparation

Transportation

File Request with 1-day return

Media Delivery

Document Shredding

Document Reassembly

Microfilm scanning

Drawings — C size

Drawings — D size

Drawings — E size

Other (Explain)

Other (Explain)

Other (Explain)

Example:
Document Preparation

Per Hour

$0.00

Scanning

Per Image

$0.00

Example:
Document Preparation

Per Hour

$0.00
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PROPOSAL FORM

Back Scanning Project RFP
The undersigned bidder hereby acknowledges receipt of the following addenda:

| | | | | | Enter addenda numbers if applicable |

The undersigned bidder states that this proposal is made in conformity with the Proposal Documents and agrees
that, in the event of any discrepancies or differences between any conditions of their proposal and the Proposal
Documents, the provisions of the latter shall prevail. No verbal or written agreements or understandings
considered or entered into prior to signing of a contract in the form of a purchase order, shall be binding after the
signing of the contract unless incorporated in the contract.

The undersigned bidder certifies that this proposal is made in good faith, without collusion or connection with any
other person or persons submitting proposals for the work.

Company Name:

Signature:

Name:

Title:

Date:

END OF PROPOSAL FORM
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LANSING BOARD OF WATER & LIGHT
TERMS AND CONDITIONS: SERVICES

DEFINITIONS:

The following definitions are ascribed to the terminology used in the following Terms and Conditions set forth
herein:

Acknowledgement of Purchase Order — means the form signed and returned to the BWL by the successful
Bidder/Offeror, acknowledging the award of the purchase order and deeming the Contract legally binding between
the BWL and the CONTRACTOR.

Buyer — means the purchasing agent acting on behalf of BWL and designated on the Notice to Offerors/Bidders.
BWL — means the City of Lansing, by its Board of Water and Light.

Change Order - means the written order issued by the BWL, directing a change to the Work and/or any
corresponding change to time of completion or CONTRACTOR'’s compensation.

Contract Documents — means the BWL'’s solicitation, including the invitation to bid (ITB) or request for proposal
(RFP) or quotation, instructions to bidders/offerors, CONTRACTOR’s response to the solicitation, the
specifications, any addenda or supplements including Change Orders, the purchase order, these Terms and
Conditions, and Supplemental Requirements. The final versions of the Contract Documents, taken as a whole,
constitute the sole and final agreement between the parties (Contract), which can only be modified by a written
document properly executed by both parties.

CONTRACTOR — means the individual, partnership, corporation or other entity awarded a purchase order by the
BWL, and its subcontractors, performing the Work outlined in the Contract Documents.

Litigation Expense - means any court filing fee, court cost, arbitration fee or cost, witness fee, and all other fees
and costs of investigating and defending or asserting any claim for indemnification under this Agreement,
Including without limitation, in each case, attorneys’ fees, other professionals fees and disbursements

Loss - means any liability, loss, claim, settlement payment, cost and expense, interest, award, judgment,
damages (including punitive damages), diminution in value, fines, fees and penalties or other charge, other than
litigation expense.

Day— means any calendar day.

Work — means the service or the various separately identifiable parts required to be furnished, completed in its
entirety as outlined in the Contract Documents. Work includes and is the result of performing services, furnishing
labor and documents, and furnishing and incorporating materials and equipment into the construction, all as
required by the Contract Documents.

1. ACKNOWLEDGEMENT OF PURCHASE ORDER

CONTRACTOR shall complete and return the BWL Acknowledgement Form in accordance with its terms and
conditions set forth. The signed and returned BWL Acknowledgement of Purchase Order constitutes an
acceptance of a Contract between the CONTRACTOR and the BWL.

2. INDEPENDENT CONTRACTOR

Nothing herein shall be construed to make CONTRACTOR an agent or employee of the BWL for any purpose.
CONTRACTOR shall in all respects be an independent contractor of the BWL in its performance of the Services.
CONTRACTOR and its employees and subcontractors shall in no way represent themselves to third parties as
agents or employees of the BWL in performance of the Services.
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CONTRACTOR will have full responsibility in determining labor relation policies, wage rates, and fringe benefits
with respect to its employees. CONTRACTOR will have full responsibility for compliance with all laws regulating
pension plans, welfare plans, fringe benefits, wages or other compensation and any other matters relating to its
employees. CONTRACTOR shall bear sole responsibility for any health or disability insurance, retirement
benefits or other welfare or pension benefits (if any) that CONTRACTOR provides or is legislatively mandated to
provide its employees, as its employees (including responsibility for compliance or mandates, including fines,
taxes and penalties, required by the Patient Protection and Affordable Care Act with respect to its employees. In
order to avoid any possible claim, lien or assignment against BWL regarding CONTRACTOR s obligations under
this Section, BWL may require the CONTRACTOR to provide proof of such compliance in a form or manner as
BWL may request.

CONTRACTOR, at its own cost and expense, will at all times maintain insurance coverages in the minimum
amounts specified herein, to protect the BWL and CONTRACTOR from claims for injury or death to persons or
damage to property that may in any way arise from or be occasioned by the performance of Services.
CONTRACTOR is responsible for consulting with its own insurance advisors to ensure that it has adequate
insurance coverage to meet the obligations of this Agreement and its business operation. BWL reserves the right
to require different or additional coverage as it determines necessary from time to time. CONTRACTOR will
furnish certificates, policies, and related documentation for all such insurance to the BWL before commencing the
Services and as reasonably requested by BWL from time to time, within ten (10) days of BWL's written request for
the certificates, policies and/or related documentation.

3. COMPLIANCE WITH LAWS

In performing these services, CONTRACTOR shall comply with all applicable laws, rules, and regulations,
including but not limited to, the Michigan Workers’ Compensation Act, federal and state tax laws, and the City of
Lansing’s Ethics Ordinance. CONTRACTOR IS NOT ENTITLED TO UNEMPLOYMENT INSURANCE OR
WORKERS' COMPENSATION BENEFITS. CONTRACTOR IS SOLELY LIABLE FOR ANY FEDERAL AND
STATE INCOME AND WITHHOLDING TAXES, UNEMPLOYMENT TAXES, FICA TAXES AND WORKERS’
COMPENSATION PAYMENTS AND PREMIUMS APPLICABLE TO THIS AGREEMENT OR ANY SERVICES
PROVIDED. CONTRACTOR SHALL INDEMNIFY THE BWL FOR ANY LIABILITY RESULTING FROM
NONPAYMENT OF SUCH TAXES AND SUMS.

CONTRACTOR certifies that it has complied, and will continue to comply during the term of this agreement with
the Immigration Reform and Control Act of 1986. The BWL is exempt from state sales tax and federal excise tax,
unless otherwise indicated in the bid or proposal documents. Federal ID# 38-6005774.

4. INSURANCE

(a) At its own expense, CONTRACTOR shall acquire and maintain in effect for the term of the Contract
and/or any Contract extension, insurance providing the following coverage:

(i) Commercial General Liability Insurance on an occurrence basis. This coverage shall include
Personal Injury, Contractual Liability, and Products/Completed Operations insurance. The limit of
liability shall be at least $1,000,000 combined single limit for bodily injury and property damage.
There shall be no exclusion for work within any distance of railroad property. There shall be
coverage for explosion, collapse, and underground hazards (x, ¢, & u coverage).

(i) Automobile liability insurance that complies with the requirements of the Michigan No-fault law,
MCL 500.3101,with residual liability limit of at least $1,000,000 combined single limit for bodily
injury and property damage. There shall be coverage for owned, hired, and non-owned vehicles.

(i) Worker's compensation insurance as required by Michigan law, MCL 500.2301

(iv) Professional Liability Insurance in an amount not less than $1,000,000;

(v) Electronic Data Loss Insurance for not less than $1,000,000; and

(e) Employment Practices Liability Insurance, with 3rd party extension coverage, for not less than $
1,000,000 per claim (Claims made policy form).

(b) CONTRACTOR shall purchase insurance from companies meeting acceptable standards of the BWL.
Generally, a company rated A- or better by A.M. Best and domiciled in the United States will be
acceptable to the BWL. The A.M. Best website can be found at: http://www.ambest.com.
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(c) CONTRACTOR shall ensure that coverage will not be canceled nor any changes made, at any given
time during the term of the Contract, which alters, restricts or reduces the insurance provided or changes
the name of the insured, without first giving thirty (30) days notice in writing to the Corporate Secretary,
BWL, 1201 S. Washington Ave., P.O. Box 13007, Lansing, Michigan 48910-1650.

(d) CONTRACTOR shall name the “City of Lansing, by its Board of Water and Light, its employees, Board
Members, and officers” as additional insureds on all liability coverages other than workers compensation
and professional liability.

(e) (c) The coverage granted to the BWL as an additional insured shall apply on a primary basis. The BWL'’s
coverage shall be excess.

() (d) Deductibles and retentions shall be clearly stated on any certificate of insurance and shall be the
responsibility of CONTRACTOR and not the BWL.

(g9) (e) If liability policies do not contain the ISO separation of insureds provision, the policies shall be
endorsed to provide cross-liability coverage.

(h) (f) Neither the issuance of any insurance policy required by this provision, nor the minimum limits
specified with respect to any insurance coverage, shall be deemed to limit or restrict in any way the
liability of CONTRACTOR or its subcontractors arising under or out of this Contract.

() (BEEORE PERFORMING ANY WORK, CONTRACTOR shall provide copies of the
applicable insurance certificates to the person designated in the Notice to
Offerors/Bidders with a copy to ENGINEER. CONTRACTOR SHALL ENSURE THAT
THE COVERAGE will not be canceled nor any changes made, which alters, restricts or
reduces the insurance provided or changes the name of the insured, without first giving
thirty (30) days notice in writing to the Corporate Secretary, BWL, 11201 S. Washington
Ave., P.O. Box 13007, Lansing, Michigan 48910-1650, as evidenced by the BWL'’s
receipt of a letter to that effect. ANY WORK PERFORMED PROIR TO
PRESENTMENT OF AN ACCEPTABLE INSURANCE CERTIFICATE MAY NOT BE
COMPENSABLE. CONTRACTOR PERFORMS WORK PRIOR TO THE
PRESENTMENT OF ACCEPTABLE INSURANCE CERTIFICATE AT THEIR OWN
RISK.

() (h) CONTRACTOR waives all rights against the City of Lansing, by its Board of Water and Light, its
employees, Board Members, and officers for recovery of damages and expenses to the extent that these
damages and expenses are covered by any of CONTRACTOR'S insurance coverages.

5. NONDISCRIMINATION

CONTRACTOR agrees not to discriminate against an employee or applicant for employment with respect to hire,
tenure, terms, conditions, or privileges of employment, or a matter directly or indirectly related to employment,
because of race, color, religion, national origin, age, sex, height, weight, or marital status. A breach of this
covenant may be considered a material breach of contract.

6. GOVERNING LAW

This agreement is construed in accordance with Michigan law, without regard to conflict of laws provisions, and
venue is in Ingham County, Michigan.

7. INDEMNITY
CONTRACTOR shall, to the fullest extent permitted by law, indemnify and hold harmless the BWL and the City of
Lansing, and their officers, agents, and employees harmless from and against all losses and litigation expenses
arising out of or resulting from the performance of work hereunder and caused, in whole or part, by any act or
omission of CONTRACTOR. The BWL shall further be entitled to all cost (which include both internal and
external) incurred in the process of enforcing this or any other provision under this Agreement.
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8. CONFIDENTIALITY OF INFORMATION AND COMPUTER SECURITY

CONTRACTOR will retain in strictest confidence all information furnished by the BWL and the results of any
investigation, reports or studies conducted as a result of this agreement, along with all supporting work papers
and any other substantiating documents. CONTRACTOR will not disclose such information to others without the
prior written consent of the BWL, or as may be required by law. The BWL may in a contemporaneous writing
agree to retain information supplied by the CONTRACTOR in confidence, to the extent it doesn’t conflict or
prevent the BWL from adhering to its disclosure obligations under the Freedom of Information Act (FOIA). In the
interest of a conflict between the language in this provision and such contemporaneous writing, this provision
shall prevail.

CONTRACTOR acknowledges that he, she or an employee of CONTRACTOR may use the BWL’s computer or
telecommunication resources to fulfill the terms of this Agreement. CONTRACTOR agrees that he, she or any of
CONTRACTOR’s employees who are required to use such resources will abide by the BWL’s policies and
guidelines governing the use of these resources.

9. SITE SECURITY AND SAFETY COMPLIANCE

While on BWL property, CONTRACTOR, its agents, employees or subcontractors shall conform in all respects
with all BWL physical, fire, or other security policies or regulations. In addition, in performing all services pursuant
to this agreement, CONTRACTOR agrees to comply with all federal, state, local, and BWL safety rules and
regulations (www.lbwl.com/SafMan/default.htm), including MIOSHA “Right to Know” obligations, MCL 408.1001 et
seq.

Additionally, CONTRACTOR acknowledges that BWL property is an industrial environment with certain inherent
hazards. As such, CONTRACTOR and its respective SUBCONTRACTORS enters upon BWL property at its own
risk and waives any and all liability associated with injuries sustained on BWL property. CONTRACTOR further
understands that CONTRACTOR, in addition, to its respective SUBCONTRACTORS WILL BE REQUIRED TO
REVIEW AND EXECUTE SUCH A WAIVER PRIOR TO ENTERING UPON BWL PROPERTY.

10. SUBCONTRACTORS AND VENDORS

The CONTRACTOR is responsible for the actions and activities of its respective SUBCONTRACTORS. The BWL
has the right to review and reject any SUBCONTRACTOR or VENDOR which does not meet the BWL's
requirements. As such, within fourteen (14) days of Acknowledgement of Purchase Order, but not later than the
start of Work, CONTRACTOR must present the BWL with a final list of all vendors and subcontractors they
intend to utilize. Included in that list should be what materials and/or services will be provided by the respective
SUBCONTRACTOR and/or Vendor. The CONSTRACTOR must also provide additional information as needed
which is sufficient to support that the vendor or subcontractor has the necessary facilities, experience, and
financial resources to perform the Work within the terms of the Contract Documents. After receiving the
information, the BWL will notify CONTRACTOR within seven (7) days if any vendor or subcontractor is
unacceptable to the BWL and the reasons therefore. If a subcontractor is deemed unacceptable by the BWL,
CONTRACTOR may submit another subcontractor for approval or advise the BWL that it intends to do the Work
itself. The following conditions apply to subcontractors:

(@) CONTRACTOR shall not employ any subcontractor without the BWL's consent. CONTRACTOR
acknowledges that the BWL may deny a CONTRACTOR's request to subcontract certain portions of the
Work.

(b) If CONTRACTOR submitted a preliminary list of subcontractors and vendors in its bid or proposal and
the final list of subcontractors and vendors increases or decreases Contract price shall be increased or
diminished by the difference in cost occasioned by such change. There shall be no increase in Contract
price if the BWL rejects a proposed subcontractor submitted after the purchase order is issued.

(c) The BWL'’s approval of any subcontractor shall not relieve CONTRACTOR of any responsibilities or
liabilities. The CONTRACTOR agrees that it is as fully responsible to the BWL for the acts and
omissions of its subcontractors and of all persons either directly or indirectly employed by the
subcontractor, as it is for the acts and omissions of persons directly employed by CONTRACTOR.
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(d) Nothing contained in the Contract Documents shall create any contractual relationship between any
subcontractor and the BWL.

(e) Inits contract with any subcontractor, CONTRACTOR shall require, at a minimum: 1.) subcontractor to
carry insurance coverage similar to that listed in Article 4; 2.) a warranty substantially similar to Article
20 for materials and services provided by the subcontractor in favor of the BWL; 3.) the requirement
that the subcontractor meet all federal, state, and BWL safety rules and regulations in accordance with
Article 9; and 4.) a clause prohibiting discrimination in accordance with Article 5.

11. QUALITY OF SERVICES
CONTRACTOR shall perform all services pursuant to this contract:

(& Ina manner meeting or exceeding the professional standard in the industry or other standard set forth in
the Contract, whichever is more stringent;

(b) Using adequate numbers of qualified individuals with suitable training, experience, education, and skKill;

(c) Inthe most cost effective manner possible consistent with the required level of quality and performance;
and

(d) Without infringing the proprietary rights of any third party.

12. PROGRESS AND TIME OF COMPLETION

The CONTRACTOR must complete all services in accordance with the time stated in the contract. The
CONTRACTOR must perform services at such times and in such a manner to ensure timely completion. If
requested by the BWL, immediately after award and acceptance, CONTRACTOR shall prepare a schedule
depicting the timing of service completion. The BWL'’s representative must approve this schedule before any
services are performed. If requested by the BWL, on the first day of each month during the delivery of services,
the CONTRACTOR must submit to the BWL'’s representative a progress report depicting actual progress in
relation to estimated progress.

13. OWNERSHIP OF WORK PRODUCT

All work product of CONTRACTOR that results from this agreement is the exclusive property of the BWL.
CONTRACTOR and the BWL intend that such work product be deemed “work for hire” of which the BWL shall be
deemed the author. If for any reason the work product is not deemed “work for hire,” CONTRACTOR irrevocably
assigns to the BWL all its right, title, and interest in and to any and all of the work product, whether arising from
copyright, patent, trademark, or any other state or federal intellectual property law or doctrine. Upon request,
CONTRACTOR shall execute such further documents and instruments required to fully vest such rights in the
BWL.

14. TERMINATION

The BWL retains the exclusive right to terminate all or any portion of the services by giving fourteen (14) days
written notice to CONTRACTOR. If the project is terminated, the BWL will pay CONTRACTOR equitably for all
services properly performed pursuant to this agreement.

15. ASSIGNMENT

Neither this agreement, nor any claim arising under this agreement, shall be transferred or assigned by the
CONTRACTOR without the BWL'’s express written consent.

16. FORCE MAJEURE

Neither the BWL nor CONTRACTOR shall be held responsible for any delay or default caused by fire, act of God,
riot, terrorist act, war, or flood where such cause was beyond the delaying or defaulting party’'s reasonable
control. However, CONTRACTOR shall make all reasonable efforts to remove or eliminate such a cause of delay
or default and shall, upon the cessation of the cause, diligently pursue performance or its obligation under this
agreement.
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17. RIGHT TO AUDIT RECORDS AND INSPECT PLANTS

The BWL may, at reasonable times, inspect the part of the plant, place of business or worksite of a
CONTRACTOR or subcontractor, which is pertinent to the performance of any contract awarded or to be awarded
by the BWL. The BWL shall be entitled to audit the books and records of a CONTRACTOR or subcontractor
under any BWL contract or subcontract to the extent that such books, documents, papers and records are
pertinent to the performance of such contract or subcontract. The CONTRACTOR shall maintain such books and
records for a period of three years from the date of final payment under the prime contract and by the
subcontractor for a period of three years from the date of final payment under the subcontract.

18. CHANGES IN SERVICES AND CLAIMS FOR EXTRAS

The BWL shall have the right to order additions, deletions or changes in the services at any time, so long as such
changes are within the general scope of work covered by this contract. All requests for material changes in the
services must be made in writing (Change Order). If the BWL approves and directs CONTRACTOR to proceed
with a material change, CONTRACTOR shall be paid for the change as agreed to by the parties. Claims for
extras or services not specifically described in the RFP, CONTRACTOR’S proposal or addendums, and not
approved in writing by the BWL's representative before they were performed, will not be honored. If
CONTRACTOR expects additional compensation for a change or extra, the additional compensation must have
been approved in writing before it was incurred.

19. RISK OF LOSS

CONTRACTOR is responsible for all risk of loss to materials furnished by, and Work provided by, CONTRACTOR
or its Sub-contractors until final completion of the Work or earlier if agreed mutually in writing with the BWL's
designated representative. CONTRACTOR is also responsible for all risk of loss to materials and Work provided
by the BWL or any other contractor which are to be included in CONTRACTOR’s Work or materials and which
have been made available to CONTRACTOR.

20. WARRANTY
For a period of one (1) year after completion of the Work, CONTRACTOR guarantees:

(@) All materials and Work against:
() Defects due to poor selection of material,
(i) Defects due to poor material; and
(i) Defects due to poor workmanship.

(b) Performance shall be in accordance with the specifications or as otherwise specified in the Contract
Documents.

In the event the Work fails to comply with or meet the warranty, the CONTRACTOR shall proceed at its own
expense to rectify faulty material, workmanship or faulty performance and, if CONTRACTOR fails to do so, the
BWL may rectify the error at CONTRACTOR’s expense. CONTRACTOR is responsible for all
shipping/transportation costs and “in and out” costs incurred to meet this warranty.

21. MATERIALS FURNISHED BY CONTRACTOR

(& All materials furnished for the Work shall be new and from a reputable manufacturer currently engaged
in the production of like materials. Any coatings will be lead-free.

(b) The CONTRACTOR shall arrange and pay all charges for the proper delivery, receipt, rigging,
unloading, and storage of all material needed. CONTRACTOR must supply a sufficient humber of
individuals to promptly unload and store materials. BWL must approve, in advance, any on-site storage
of materials. CONTRACTOR continues to bear all responsibility for care, custody, control and
protection of the material after unloading.

(c) The CONTRACTOR is responsible for notifying the BWL when any material is ready for shipment.
Before arranging for any shipment, CONTRACTOR must ensure that the delivery will not cause undue
blocking at the delivery site. BWL must receive notice of shipments at least 48 hours before arrival at
the site.
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(d) If requested by BWL, CONTRACTOR shall furnish copies of bills of lading, shipping manifests, and
other papers showing shipment of materials and/or reports of their receipt.

22. PAYMENT

BWL shall pay all undisputed invoices within net sixty (60) days of receipt of invoice.

23. DEFAULT

If either party fails or refuses to substantially perform according to the terms of this Contract, that party shall be
declared to be in default by the other party by a written notice and shall be given an opportunity to perform in
accordance with the notice. If the default has not been corrected or meaningfully begun to be corrected within the
time specified in the notice, or the defaulting party has ceased to pursue the correction with due diligence, the
party declaring default may elect to (a) terminate the agreement and seek damages, or (b) treat the agreement as
continuing and require specific performance, or (c) avalil itself of any other remedy at law or equity.

24. INTELLECTUAL PROPERTY RIGHTS

NO RIGHTS IN COPYRIGHT, PATENTS, TRADEMARKS, TRADE SECRETS, OR OTHER INTELLECTUAL
PROPERTY ARE GRANTED TO CONTRACTOR AND/OR SUBCONTRACTOR EXCEPT AS EXPRESSLY
PROVIDED UNDER THESE TERMS. CONTRACTOR AND/OR SUBCONTRACTOR WILL NOT REGISTER OR USE
ANY MARK AND/OR INTERNET DOMAIN NAME THAT CONTAINS ANY BWL INTELLECUTAL PROPERTY.

END OF TERMS AND CONDITIONS
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SWORN AND NOTARIZED AFFIDAVIT OF COMPLIANCE
IRAN ECONOMIC SANCTIONS ACT
Michigan Public Act No. 517 of 2012

All bidders must submit the following certification statement in compliance with Public Act No. 517 of
2012 (the “Iran Economic Sanctions Act”) and attach this form to the bid. The Lansing Board of Water
& Light shall not accept any bid that does not include this sworn and notarized certification of
statement.

The undersigned, the owner or authorized officer of (the Bidder),
pursuant to the compliance certification requirement provided in the Lansing Board of Water & Light
Request for Proposal, hereby certifies, represents and warrants that the Bidder (including its officers,
directors and employees) is not an “Iran linked business” within the meaning of the Iran Economic
Sanctions Act, and that in the event the Bidder is awarded a contract as a result of the aforementioned
Request for Proposal, the Bidder will not become an “Iran linked business” at any time during the course
of performing the work or any services under the contract.

The Bidder further acknowledges that any person who is found to have submitted a false certification is
responsible for a civil penalty of not more than $250,000.00 or two (2) times the amount of the contract or
proposed contract for which the false certification is made, whichever is greater, the cost of the Lansing
Board of Water & Light’s investigation, and reasonable attorney fees, in addition to the fine. Moreover,
any person who submitted a false certification shall be ineligible to bid on a Request for Proposal for
three (3) years from the date it is determined that the person has submitted the false certification.

BIDDER
By:
Its:
Date:
STATE OF )
COUNTY OF )
This instrument was acknowledged before me onthe  day of , 20 , by

, Notary Public
County,

My Comission Expires:

Acting in the County of:
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