
INVESTING IN ALABAMA COUNTIES 

INVITATION TO BID 2022-04 

DIGITIZATION OF RECORDS 
 

Section I – Invitation to Bid  

 

NOTICE OF BID OPENING 

NOTICE IS HEREBY GIVEN that the Association of County Commissions of Alabama (ACCA) 
Investing in Alabama Counties (IAC) program, which administers the IAC Joint Bid Program on behalf 
of participating Counties’ governing bodies, shall receive and open bids for services relating to 
services for the digitization of records as solicited by this Invitation to Bid (ITB).  
 
By no later than 10:00 a.m. CDT on Monday, August 15, 2022, all bids must be mailed or hand-delivered 
to: 

 

Attn: IAC Joint Bid Program 
2 North Jackson Street, Suite 301, Montgomery, Alabama 36104 (Physical Address) 

 
Only bids received in the ACCA office by 10:00 a.m. on Monday, August 15, 2022, will be 
opened and considered. Bidders and any other interested individuals are invited to attend the bid 
opening. 

 

THE INVITATION PACKAGE 

The bid invitation package for digitization of records includes this ITB and all attachments and addenda 
thereto. Bidders m verify that they have received all pages of the invitation package. If there are any 
omissions, the bidder must contact Katherine Jessip at iac@alabamacounties.org to request missing 
pages. It is the responsibility of the bidder to make this request in sufficient time to prepare and submit 
the bid in time for the bid opening. 

 
Bidders should carefully read and comply with all parts of the invitation package, including all 
attachments and/or any addenda. 
 

CONTACT REGARDING BIDS AND INVITATION 

Contact initiated by a potential bidder with any County official, County employee, or member of the 
ACCA staff shall only be as specifically set out in this ITB. Any questions related to the bid or the IAC 
Joint Bid Program shall be directed to IAC staff in writing under the procedures set out in this ITB. 
 

Additionally, a bidder may contact IAC in writing to request an appointment to review bid specifications 
following the bid opening. However, there shall be no communication with any County official or 
County employee regarding this bid between the date of this invitation and the date of bid award. 
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Any other contact with a County official or employee or with the ACCA initiated by a potential bidder 
regarding this bid between the date of this invitation and the date of bid award shall be deemed as an 
attempt to unduly influence the bid award and shall be grounds for rejection of the bid submitted by the 
bidder initiating such other contact. 

 
Any questions or problems related to downloading or obtaining copies of this ITB or the specifications 
should be directed to Katherine Jessip at iac@alabamacounties.org or 334-263-7594. Any other 
questions or requests for additional information regarding this invitation or the specifications shall be 
submitted in writing no later than 12:00 p.m. Central Time on August 8, 2022, to 
iac@alabamacountie.org, and labeled as “ITB 2022-04: Digitization of Records.” 

BID 

SPECIFICATIONS 

The specifications for services related to digitization of records are included in Section II below. Any use of 
specific names and/or model numbers in the attached specifications is not intended to restrict the bidder 
or any seller or manufacturer, but is included solely for the purpose of indicating the type, size, and 
quality of materials, product services, or equipment considered best adapted to the use of the IAC 
Counties participating in the joint invitation to bid.  
 

BIDDER 

QUALIFICATIONS 

All bidders should be prepared to submit evidence or documentation as proof that they are properly 
registered to do business in the state of Alabama and are properly licensed and permitted under any 
applicable laws, rules, or ordinances upon request. Such evidence or documentation may be submitted 
with the bid. 
 

BID EVALUATION 

The Elmore County Commission will serve as the awarding authority for all bids and will award all 
contracts at a regular meeting of the Elmore County Commission.  
 
Any and all bids submitted in compliance with this ITB shall be considered, and award will be made to 
the lowest responsible bidder meeting bid specifications as determined by the awarding authority in 
compliance with Alabama law and the County’s American Rescue Plan Act (ARPA) award, as 
applicable.  
 
All bids will be reviewed and evaluated by a committee created for that purpose, which will thereafter 
make comments and recommendations to the awarding authority regarding the award. All factors 
contained in each invitation package will be evaluated in determining the successful bidder, and any 
omissions of the stated requirements may be cause for rejection of the bid submitted. 
 

The awarding authority reserves the right to reject any and all bids, to waive any informality in bids, and 
to accept in whole or in part such bid or bids solely at its discretion. 

 

BID AWARD 

Following approval from the awarding authority, a purchase order (P.O.) will be issued for the services by 
the individual Counties participating in the program. The initial P.O. will begin upon the date of issuance 
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by the County and will continue until September 30, 2023. Thereafter, with approval of both the County 
and the selected vendor, the agreement may be renewed for up to two additional 12-month periods.  

 

IAC and individual County agencies reserve the right to purchase any or all services bid in various 
quantities as needed.  

 
It is anticipated that purchases made pursuant to the bid award may be funded, in whole or in part, with 
American Rescue Plan Act (ARPA) state and local fiscal recovery funds (ARPA funds). However, 
purchases made pursuant to the bid award are not limited to those made with ARPA funds. To the extent 
that such purchases are funded in whole or part with ARPA funds, all costs associated with the resulting 
agreement must be obligated by December 31, 2024, and expended by December 31, 2026.  
 

PREPARING AND SUBMITTING BIDS 

All bids must be typed or handwritten in ink on the attached Bid Submittal Form (Attachment 1). Bids 
submitted in pencil and bids not submitted on the Bid Submittal Form will not be considered. Only 
information contained on the Bid Submittal Form or herein requested or required will be considered in 
evaluating bids. 

 
The Bid Submittal Form and all required documentation shall be forwarded to the IAC’s office in a sealed 
envelope with “IAC ITB 2022-04: Bid for Digitization of Records” clearly marked on the outside of the 
envelope. Facsimiles, e-mails, and oral bids will not be accepted. Bids submitted by express/overnight 
services must be in a separate inner envelope or package sealed and identified as stated above. Bids 
that are prematurely opened due to failure of bidder to appropriately mark the package will not be 
considered. All bids must be received in the IAC office prior to the bid opening. Bids received after the 
deadline will be returned unopened. 

 

The IAC Joint Bid Program reserves the right to require a performance bond from successful bidders as 
permitted under Alabama law. However, no bid bond is required for this bid offering. 

 

CONTENT OF BIDS 

The completed Bid Submittal Form (Attachment 1) shall be placed in front of and separated 
from all other documents included in the bid packet, such that it will be the first document 
viewed upon opening the bid packet.  
 
The Bid Form (Attachment 2) must be used to provide the bidder’s firm, fixed cost for services. 
The cost shall remain firm for the duration of the bid term, including any agreed-upon renewals or 
extensions. Bid prices for these services will be awarded for each of the 41 participating IAC Counties 
within Alabama.  
 
Consistent with Alabama law, the following forms are also required as part of the bid package:  

• Section 41-16-82 of the Code of Alabama requires a disclosure statement to be completed and 
filed with all proposals, bids, contracts, or grant proposals submitted to the state of Alabama in 
excess of $5,000.00. The form is available online at https://www.alabamaag.gov/forms. 

• Bidder must provide a copy of the CERTIFICATE OF COMPLIANCE WITH ACT 2016-312.  

• Bidder must provide a copy of its Beason-Hammon Certificate and a copy of E-Verify MOU 
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entered into with the Department of Homeland Security. The Beason-Hammon Certificate of 
Compliance is available online at https://www.alabamaag.gov/forms. 

• Bidder must provide a copy of its W-9. A Form W-9 is available online at 
https://www.irs.gov/pub/irs-pdf/fw9.pdf. 

For your convenience, copies of these forms are also included as Attachment 3. 
 
The bid must also include documentation as provided in the bid specifications in Section II 
below.  

 

MINIMUM LEGAL REQUIREMENTS 

Bidders shall be compliant with all relevant federal, state, and local laws, regulations, and ordinances in 
the performance of this contract. With respect to conflicts of law principles, Alabama law shall apply to the 
services provided pursuant to this ITB. At a minimum, bidders must be compliant with the following: 
 
Section 31-13-1, et seq., of the Code of Alabama 1975 imposes conditions on the award of county 
contracts. Firms must agree to fully comply with the Immigration Reform and Control Act of 1986, as 
amended by the Immigration Act of 1990, and the Beason-Hammon Alabama Taxpayer and Citizen 
Protection Act. By submitting a bid, the contracting parties affirm, for the duration of the agreement, that 
they will not violate federal immigration law or knowingly employ, hire for employment or continue to 
employ an unauthorized alien within the state of Alabama. Furthermore, a contracting party found to be in 
violation of this provision shall be deemed in breach of the agreement and shall be responsible for all 
damages resulting therefrom. 
 
Section 41-16-5 of the Code of Alabama 1975 imposes conditions on the award of County contracts. The 
bidder must certify that it is not currently engaged in, and will not engage in, the boycott of a person or an 
entity based in or doing business with a jurisdiction with which this state can enjoy open trade. 
 
Bidder agrees to comply with the requirements of section 603 of the American Rescue Plan Act, Pub. L. 
No. 117-2 (March 11, 2021) (the “Act”), regulations adopted by the U.S. Department of Treasury 
(Treasury) pursuant to section 603(f) of the Act, codified as 31 C.F.R. Part 35, and guidance issued by 
Treasury regarding the foregoing. Bidder shall provide for such compliance by other parties in any 
agreements it enters into with other parties relating to this ITB. 
  
Below is a list of federal regulations identified by Treasury as applicable to the County’s ARPA award and 
may be applicable to this ITB. Nothing herein should be construed to impose additional obligations on the 
bidder not otherwise required by the following regulations: 

 
1. Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 

Awards, 2 C.F.R. Part 200, other than such provisions as Treasury may determine are inapplicable 
to this award and subject to such exceptions as may be otherwise provided by Treasury; 
 

2. OMB Guidelines to Agencies on Governmentwide Debarment and Suspension Non-Procurement), 
2 C.F.R. Part 180, including the requirement to include a term or condition in all lower tier covered 
transactions (contracts and subcontracts described in 2 C.F.R. Part 180, subpart B) that the award 
is subject to 2 C.F.R. Part 80 and Treasury’s implementing regulation at 31 C.F.R. Part 19; 
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3. Governmentwide Requirements for Drug-Free Workplace, 31 C.F.R. Part 20; 
 

4. New Restrictions on Lobbying, 31 C.F.R. Part 21; and 
 

5. Generally applicable federal environmental laws and regulations. 
 
Statutes and regulations prohibiting discrimination applicable to the County’s ARPA award and which may 
be relevant to the bidder include, without limitation, the following: 
 

1. Title VI of the Civil Rights Act of 1964 (42 U.S.C. §§ 2000d, et seq.) and Treasury’s implementing 
regulations at 31 C.F.R. Part 22, which prohibit discrimination on the basis of race, color, or 
national origin under programs or activities receiving federal financial assistance; 

 
2. The Fair Housing Act, Title VIII of the Civil Rights Act of 1968 (42 U.S.C. §§ 3601, et seq.), which 

prohibits discrimination in housing on the basis of race, color, religion, national origin, sex, familial 
status, or disability; 

 
3. Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. § 794), which prohibits 

discrimination on the basis of disability under any program or activity receiving federal financial 
assistance; 

 
4. The Age Discrimination Act of 1975, as amended (42 U.S.C. §§ 6101, et seq.), and Treasury’s 

implementing regulations at 31 C.F.R. Part 23, which prohibit discrimination on the basis of age in 
programs or activities receiving federal financial assistance; and 

 
5. Title II of the Americans with Disabilities Act of 1990, as amended (42 U.S.C. §§ 12101, et seq.), 

which prohibits discrimination on the basis of disability under programs, activities, and services 
provided or made available by state and local governments or instrumentalities or agencies 
thereto. 

 
Bidder agrees to comply, as applicable, with requirements of the Hatch Act (5 U.S.C. §§ 1501-1508 and 
7324-7328), which limit certain political activities of state or local government employees whose principal 
employment is in connection with an activity financed in whole or in part by this federal assistance. 
 
Bidder understands that making false statements or claims in connection with the use of ARPA funds is a 
violation of federal law and may result in criminal, civil, or administrative sanctions, including fines, 
imprisonment, civil damages and penalties, debarment from participating in federal awards or contracts, 
and/or any other remedy available by law. 
 
In accordance with 41 U.S.C. § 4712, bidder may not discharge, demote, or otherwise discriminate against 
an employee in reprisal for disclosing, to any of the list of persons or entities provided below, information 
that the employee reasonably believes is evidence of gross mismanagement of a federal contract or grant, 
a gross waste of federal funds, an abuse of authority relating to a federal contract or grant, a substantial 
and specific danger to public health or safety, or a violation of law, rule, or regulation related to a federal 
contract (including the competition for or negotiation of a contract) or grant.  
 
The list of persons and entities referenced in the paragraph above includes the following:  



 
1. A member of Congress or a representative of a committee of Congress;  
2. An Inspector General;  
3. The Government Accountability Office;  
4. A Treasury employee responsible for contract or grant oversight or management;  
5. An authorized official of the Department of Justice or other law enforcement agency;  
6. A court or grand jury; or  
7. A management official or other employee of the County, contractor, or subcontractor who has the 

responsibility to investigate, discover, or address misconduct. 
 
Bidder shall inform their employees in writing of the rights and remedies provided for whistleblowers in the 
predominant native language of the workforce. 
 
Pursuant to Executive Order 13043, 62 F.R. 19217 (April 18, 1997), bidders are encouraged to adopt and 
enforce on-the-job seat belt policies and programs for their employees when operating company-owned, 
rented, or personally owned vehicles. 
 
Pursuant to Executive Order 13513, 74 F.R. 51225 (Oct. 6, 2009), bidders are encouraged to adopt and 
enforce policies that ban text messaging while driving, and recipient should establish workplace safety 
policies to decrease accidents caused by distracted drivers. 

  



Section II – Bid Specifications 
 
All services for digitization of records shall meet or exceed specifications as outlined in this ITB as set out 
below. Exceptions to the bid specifications provided in this Section must be included as a separate 
document attached to this form with a specific reference to the excepted criteria. No other exceptions to 
other terms and conditions will be accepted. The awarding authority, in its sole discretion, may accept or 
reject these exceptions in whole or in part. The use of specific names or numbers in the specifications is 
not intended to restrict the bidder or any seller or supplier but is intended solely for the purpose of 
indicating the type and quality of material considered best adapted to the uses of Alabama Counties.  
 
This ITB is for scanning, imaging, and indexing services for certain documents as designated by the 
County. As part of its packet, bidder must include a brochure for the equipment to be used that 
meets the requirements listed below. 
 
The requirements below have been developed to allow the awarding authority to uniformly evaluate prices 
submitted for the work/services. Estimated quantities listed in the Bid Form reflect an average estimate 
count of documents by the Counties to initiate the digitization of hard copy backlog. No warranty or 
guarantee of quantities needed is given or implied. It is understood that the bidder will furnish the County’s 
needs as they arise.  
 
Price(s) shall reflect the delivery of service(s) including, but not limited to, all hardware, software, tools, 
equipment, labor, services, and resources needed to provide the following services:  
 

1. Scanned images should normally be done in black and white; however, some documents may 
require grayscale, bi-tonal, or color depending on information contained within the documents. If 
grayscale/color conveys information, and producing black and white documents would cause the 
loss of information conveyed, adjustments must be made accordingly. Only blank pages and 
separator pages will be dropped from the final product and will not be charged to the County. File 
folders will not be scanned. 

2. All imaging must be scanned at a minimum of 300 dpi, unless quality requirements require 
otherwise, in a standard open, standard image format. These formats include TIFF, PDF, PDF/A, 
or others. Bidder must indicate what types of images are supported. 

3. Drawings and plans must be correctly oriented when opened with no rotation. Images must be 
properly aligned within the image environment. Images must not be skewed or distorted more than 
+/-3 degrees. Image line widths and text thickness must match the original image as closely as 
possible, without the loss of legibility of any portion of the image.  

4. Document preparation for scanned documents includes the removal of all staples, fasteners, and 
paperclips; repair of all torn or deteriorated edges with non-reflective tape or other method 
acceptable to the County; proper orientation of all documents; examination of back sides for 
additional information to be scanned; straightening of all folded plans; and mounting of any 
irregularly sized document on standard 8 1/2” x 11” paper. 

5. Bidder must also recognize the need for special imaging services, including special image 
enhancement (for poor quality documents) or threshold settings for unusual or discolored plans. 
Costs for special imaging services may be charged as provided in the bid with advance approval 
from the County.  

6. The scanned image must be uploaded and integrated into the County’s individual data 



management system (DMS). The DMS will vary by County. Examples include PROMIS, Syscon 
Lands Record Management System, and Laserfiche. Direct charges from the County’s DMS for 
uploading documents must not be accounted for in the Bidder’s price. The County will be 
responsible for reimbursement of actual costs to Bidder, provided that such cost is properly 
documented. The County may also require a copy to be provided via portable media.  

7. All documents must be organized and indexed by book and page number. A document may 
consist of one or many pages. Multi-page documents should be scanned as one document, with 
the exception of large format documents, which may be scanned as separate single-page files. 
Documents will be organized in the same order as received and prepped.       

8. All work with the County’s physical documents must be done on-premises. Post-processing may 
be performed at an off-site location provided documents are not necessary to complete this 
process. The County will make space available to accommodate the services. As part of its 
packet, bidder must specify the space needed, including space needed for equipment, to 
fulfill these services.    

9. Bidder will provide quality control. At a minimum, bidder will sight verify a random sampling of the 
resulting output for clarity and faithful reproduction; however, bidder is responsible for successful 
scanning of all documents on-premises. All documents and data that fail this quality assurance 
process, including missing pages provided to the bidder for processing, will be rescanned at no 
cost to the County. In the event that the original document is not clear and legible, or a clear and 
legible reproduction can not be made, bidder must inform and provide a report to the County’s 
respective department along with the document source in question. 

10. Documents must be returned in the order provided and, for those documents provided in a bound 
format, rebound as originally provided. 

11. It is vital that the bidder understands the required care of these documents. Bidder will be 
responsible for damages caused due to negligence or equipment malfunctions. These documents 
may also contain sensitive security information, such as building plans, hospital plans, or jail plans. 
Copies must not be provided to third parties without express permission of the County.   

12. Bidder may also be asked to convert media (e.g., microfilm) to a searchable, indexable format. 
Bidder must describe what methods are used to reduce the size of the file image of 
microfilm images. 

13. All data shall remain the property of the County and may not be sold or otherwise transferred to 
any other party.   
 
 

 



Attachment 1 

BID SUBMITTAL FORM 

BID ITEM: DIGITIZATION OF RECORDS 

 
Company Name:    

 

Address: ______________________________________________________________________________________ 
 

 

 

Bid Submitted by:    

(Name of company representative) 

Title:    Email address:    

Phone:    

By submitting this bid, we agree:                                                                                                            Initials  

That the services bid meet the bid specifications for the bid item. ______ 

That the bid price will be honored for all counties 
participating in the IAC Joint Bid Program for the  
period through September 30, 2022, and upon mutual 
agreement of any renewal term thereafter.         ______ 

That services will be rendered from awarded 
bidder as described in this bid at the bid  
price to each County participating in the IAC Joint Bid Program.       ______ 

 

That the company representative listed above 
will be the source of contact for the county 
wishing to purchase this bid item under 
the IAC Joint Bid Program.  ______ 
 
That the bid includes the forms required under Alabama law                                                      
as defined in this ITB.       ______ 
 
That the bidder agrees to be compliant with the minimal legal 
terms as defined in this ITB.           ______  

That bidder will provide a performance bond upon request.        ______ 
 

That the bidder is not suspended or debarred from contracting 
Pursuant to 2 C.F.R. §200.214.        _______ 

Signature of company representative submitting bid:       
 

Title:    



 

 

 

Attachment 2 

BID FORM 

DIGITIZATION OF RECORDS 

 

Bidder Name: __________________________________________________________________________ 

Bidder must quote firm, fixed costs for all services outlined in the Bid Specifications. These firm fixed costs for the 
project include any costs for travel and miscellaneous expenses. No other costs will be accepted. 

 

Item Description Estimated 
Quantity 

Cost Per 
Page/Unit 

Total Price 

Bound Pages 184,800   

Post Bound Pages 210,400   

Spiral Bound Pages 42,100   

No Binding or Other 84,200   

Additional Cost Per Page for Oversized Pages 
(over 12X18) 

42,100   

Cost Per Conversion of Microfilm  (Not 
available) 

  

 

By signing below, bidder agrees to supply the services at the prices bid below in accordance with the terms, 
conditions, and specifications of this ITB. 

 

Submitted by : 

 
_______________________________________  ____________________________________ 
Name (printed)      Signature 
 
_______________________________________  ____________________________________ 
Date        Title 

 

  



 

Attachment 3 

REQUIRED FORMS 
  



 

 

  



 

 
  



 

 



 

 
  



 

 


