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 REQUEST FOR INFORMATION 14-73

1. INTRODUCTION

This is a Request for Information (RFI) issued by the Indiana Department of Administration (IDOA) on behalf of the Indiana Commission on Public Records (ICPR) for Electronic Media Destruction and Shredding Services.  It is the intent of IDOA to solicit responses to this Request for Information in accordance with the specifications contained in this document and associated attachments. Neither this RFI nor any response (proposal) submitted hereto is to be construed as a legal offer.

2. BACKGROUND AND OBJECTIVE OF THE RFI

This response will provide an overview of how a respondent will provide destruction/shredding services of all forms of electronic media and records.  That media includes, but is not limited to: CD/DVD, Diskettes, Magnetic Tape Items, Server Drives, Desktop Hard Drives, and Laptop Hard Drives.  ICPR intends to coordinate with other state agencies to collect their electronic media.  

The vendor will bill ICPR, who in turn will ID bill the agencies involved at the time of destruction.  
Currently, electronic media designated for destruction is stored at one of three locations, the Records Center at 6440 East 30th Street, Indianapolis, IN or State Surplus 601 W. McCarty Street, Indianapolis, IN, or the Government Center North loading dock at 323 West Ohio Street, Indianapolis, IN.  The State’s plan at this time is for Electronic media designated for destruction to be stored until pickup by the selected vendor at two (2) locations: the Government Center North loading dock at 323 West Ohio Street, Indianapolis, IN (primarily hard drives) and the Records Center at 6440 East 30th Street (primarily non-hard drive electronic media).  During the life of the contract, the State reserves the right to request additional toters or pickups at any of the locations listed, if deemed necessary by ICPR or upon suggestion by the selected vendor.           

Electronic media will be held at these locations until ICPR deems the security toters are at maximum capacity.  With current estimated quantities, we estimate pickups on a quarterly basis.  They will notify the vendor to schedule a pickup of the electronic media bins/containers.

The approved vendor will provide ICPR with the services listed below:  

1. All work performed must include a certificate of destruction, itemized to include each type of electronic media destroyed.  Serial numbers are to be included for hard drives on the certificate of destruction.
1. Hard drives must have data destroyed on-site either by shredding, disintegrating, pulverizing, or incinerating by burning the device in a licensed incinerator.  Proposals must indicate the method and process used.
1. All hard drives must be destroyed in accordance with National Security Agency (NSA) guidance and NIST SP 800-88, Guidelines for Media Sanitization:
2. Current Federal Information Processing Standards (FIPS) 200 
2. Guidelines for Media Sanitation (NIST) SP 800-88.
2. National Security Agency (NSA) guidance: http://www.nsa.gov/ia/mitigation_guidance/media_destruction_guidance/index.shtml

1. Physical destruction of other electronic media can be done on-site or at the contractor’s business location.  Physical destruction may include shredding, disintegration, pulverizing, or incinerating as described in the most current NIST special publication 800-88 Guidelines for Media Sanitation. Our preferred method is on-site shredding. 
1. Must comply with all state and federal codes pertaining to electronic media and material disposal.
1. Security toters need to be provided for the media described above, at no additional cost.

Initial and Estimated Recurring Quantities
Since these numbers are based on past data and may fluctuate up or down, the State is not in a position to guarantee that future quantities will be at these levels. Nevertheless, these quantities are provided as an aid to suppliers in responding to this RFI.

	ITEM
	Initial Quantity
	Estimated Monthly Recurring Quantity

	CD/DVD
	10,400
	1,035

	Diskettes
	10,150
	1,018

	Magnetic Tape Items
	130
	8

	Server Drives
	1,000
	85

	Desktop/Server Hard Drive
	502
	166

	Laptop Hard Drive
	301
	100



ICPR is requesting information to formalize the scope of work of a potential Request for Proposal (RFP) by allowing the vendor community to apprise ICPR on information that should be considered as part of the scope of work. 

There will not be a contract resulting directly from the RFI; however, the State may elect to limit participation to vendors that respond to this RFI, if and when the State releases an RFP. 

3. RESPONSE TO RFI

Respondents should submit responses to the RFI describing how they will meet the specific requirements of this RFI and the deliverables included within.  All narrative responses must be provided to the State in Microsoft Word format, unless otherwise specified.  Respondents must structure their response according to the sections outlined below to facilitate the State’s review of the responses. 

· APPROACH AND DELIVERABLES: summarize your proposed approach to analyze information and identify proposed solutions that address the State’s needs and objectives, and the detailed scope and deliverables, as established in the RFI.  Describe how your organizational capabilities, experience, resources, and approach can be leveraged to ensure project success.
· PROJECT PLAN:  a high level project plan including the schedule or timeline for project.
· BACKGROUND AND EXPERIENCE: qualifications related to implementation of similar systems especially in other states.
· COMPANY STRUCTURE: legal form of the respondent’s business organization, types of business ventures in which the organization is involved, and a chart of the organization
· TEAM OVERVIEW: It is assumed that your organization will assign project personnel that possess the necessary professional skills to make significant contributions to the completion of the project.  Include the resumes of each team member.
· BACKGROUND CHECKS: Describe criteria used to recruit and select qualified interviewers including background check process and criteria.
· REFERENCES: comparable project references of similar scope and size including a list of at least (3) three clients for whom the respondent has provided services that are the same or similar to the services requested in this RFI.  Information provided should include the name, address, and telephone number of the client facility and the name, title, and phone/fax numbers of a person who may be contacted for further information.
· COSTS: estimated costs to create environment as described in this RFI and shall include full compensation for furnishing all labor, materials, tools, equipment, plans, travel, and incidentals for doing the work involved to provide such service.  Cost of destruction should be based on quantity of security toters.  Please use the Cost Proposal document, Attachment B, to list pricing options.

4. RFI TIMELINE
The following timeline is only an illustration of this RFI process.  The dates associated with each step are not to be considered binding.

Key RFI Dates:
	Activity
	Date

	Issuance of RFI
	January 31, 2014

	Deadline to Submit Written Questions
	February 14, 2014

	Response to Written Questions/RFI Amendments
	February 21, 2014

	Due Date for Submissions
	March 7, 2014



5. QUESTION AND INQUIRY PROCESS

All questions/inquiries regarding this RFI must be submitted in writing by the deadline of  February 14, 2014 at 3:00 PM Eastern Time.  Questions/Inquiries may be submitted in Attachment A, Q&A Template, via email to rfp@idoa.IN.gov and must be received by the time and date indicated above.  
Following the question/inquiry due date, IDOA will compile a list of the questions/inquiries submitted by all respondents.  The responses will be posted to the IDOA website.  Only answers posted on the IDOA website will be considered official and valid by the State.  No Respondent shall rely upon, take any action, or make any decision based upon any verbal communication with any State employees.

Please note that John E. Helmer IV is the state’s single point of contact for this RFI.  Inquiries are not to be directed to any other staff member of the ICPR.  Such action may disqualify respondent from further consideration in this RFI process.

If it becomes necessary to revise any part of this RFI, or if additional information is necessary for a clearer interpretation of provisions of this RFI prior to the due date for submissions, an Addendum will be posted on the IDOA website.

6. REFERENCE SITE VISITS

The State may request a site visit to a Respondent’s working support center to aid in the evaluation of the Respondent’s proposal.  Site visits, if required will be discussed in the technical proposal.

7. RESPONSE SUBMISSION INSTRUCTIONS

Firms interested in providing information to IDOA should submit responses via email to rfp@idoa.in.gov.

All responses must be received no later than March 7, 2013 at 3:00 PM Eastern Time.  The subject line of the email submission must clearly state the following:

“RESPONSE TO REQUEST FOR INFORMATION 14-73”

Any information received after the due date and time may not be considered.

Responses will be considered public information once a contract(s) is awarded. If a contract is not awarded, the responses to this RFI are considered public once that decision is made.

No more than one proposal per respondent may be submitted.

The State accepts no obligations for costs incurred by respondents in anticipation of being awarded a contract.

8. CLARIFICATIONS AND DISCUSSIONS

IDOA expects responses to this RFI to be the initial step to determine potential vendors that can meet the needs of the State.  During the evaluation of RFI responses, the State reserves the right to request clarifications on information submitted to the State.  The State also reserves the right to conduct discussions, either oral or written, with respondents.  These discussions could include requests for additional information, requests for cost or technical proposal revisions, etc.  Additionally, in conducting discussions, the State may use information derived from proposals submitted by competing respondents only if the identity of the respondent providing the information is not disclosed to others.  The State will provide equivalent information to all respondents which have been chosen for discussions.  Discussions, along with negotiations with responsible respondents may be conducted for any appropriate purpose. 

The Procurement Division will schedule all discussions.  Any information gathered through oral discussions must be confirmed in writing.
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