ADVERTISEMENT
FOR THE USE AND BENEFIT OF
NESHOBA COUNTY, MISSISSIPPI

The NESHOBA COUNTY BOARD OF SUPERVISORS will receive competitive,
sealed bids in the Office of the Chancery Clerk of the Board of Supervisors of Neshoba
County, Mississippi at the Neshoba County Courthouse, 401 Beacon Street, Suite 107, in
Philadelphia, Mississippi until 11:00 AM on Monday, the 7" day of May 2018 in response
to a Request for Proposals (RFP) for the following equipment and services:

Upgrade of Chancery Clerk Records Management System and Conversion of Records

Detailed specifications for the above described software and services and bid
forms may be obtained from the Board of Supervisors’ Office at the Neshoba County
Courthouse, 401 Beacon Street, Suite 201, Philadelphia, Mississippi 39350 or by calling
601-656-6281 or on our web site at www.neshobacounty.net. Neshoba County will
determine if compliance with the specifications exist before accepting any bid.

INSTRUCTIONS TO BIDDERS

All bids shall be placed on the Neshoba County Bid Form with proposals included
therewith and be placed in a sealed envelope marked “Proposal for Chancery Clerk
Records System”, and filed with the Neshoba County Board of Supervisors C/O
Chancery Clerk Guy Nowell, 401 Beacon Street, Suite 107, Philadelphia, Mississippi
39350.

It shall be incumbent upon each bidder to understand the specifications as listed
herein and to obtain clarification when necessary, including visiting said office and staff
to inspect and determine necessary information. It is not the intent of the
specifications to limit the bidding to any make or manufacturer of equipment or
provider of services, but rather to select such equipment or services to fill specific needs
and specific tasks. Any reference to name-brand materials or equipment is intended to
establish standards only and bids submitted on materials and equipment thereto shall
be considered. Proposals and Bid Submitted may not be withdrawn for a period of 90
days.

Published by Order of the Board of Supervisors of Neshoba County, Mississippi
on the 2" day of April, 2018.

GUY NOWELL, CLERK
BOARD OF SUPERVISORS
NESHOBA COUNTY, MISSISSIPPI


http://www.neshobacounty.net/

Request for Proposals (RFP)

Upgrade of Chancery Clerk Records Management System
and Conversion of Records

Neshoba County Board of Supervisors
Neshoba County, Mississippi

April 2, 2018

Proposals Due
May 7, 2018 — 11:00 AM
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BACKGROUND INFORMATION

The Neshoba County Board of Supervisors on behalf of the Neshoba County Chancery
Clerk is accepting proposals for an upgrade to the Neshoba County Chancery Clerk’s
Records System and related services, including but not limited to, conversion of existing
system records, to provide for a complete software management system for the
Neshoba County Chancery Clerk’s Office.

The Neshoba County Chancery Clerk is currently using the ImagePro Land Records
software system as its software management system which is based on a Windows XP
workstation environment and is need of a significant upgrade to the hardware and
software environments to a modern, functional system that will include additional
enhancements.

RFP OVERVIEW

Neshoba County is requesting proposals for a complete upgrade of the Records
Management System for the Neshoba County Chancery Clerk’s Office and those related
components to provide for a complete conversion of all records maintained on the
existing records system.

Vendors are invited to prepare and submit detailed proposals for software, hardware,
installation and training for a complete upgrade to the Records Management System for
the Neshoba County Chancery Clerk’s Office. The minimum functional requirements are
enumerated in this RFP.

Neshoba County will evaluate responses received for the best Proposal that meets the
functional needs of Neshoba County, the requirements of the system being solicited and
offers the best value and price.

The new system will provide for both local and remote access via Neshoba County’s
network infrastructure with no special hardware requirements to access said system.
The system to be installed will utilize Neshoba County’s existing IP topology. The
server to be acquired and provided by the County will be located in the designated
server room at the Neshoba County Courthouse. The system will require three
recording workstations, one workstation for the Chancery Clerk and four public access
terminals with the hardware provided by the County and the software, setup and
configuration provided by the awarded vendor. The vendor is not responsible for
network connectivity but is responsible for ensuring remote access capability
functionality. The system must be able to provide client access via Windows 7 OS at a
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minimum in either a 32-bit or 64 bit environment. Workstations and public terminals
provided by the County will be running Windows 10 Pro OS.

The vendor may propose the following in response to this RFP:

A proposal for software, installation, configuration, conversion of records, remote
public access and training for the Records Management System. This response
will not include the server or workstation hardware which will be provided by the
County. The vendor will specify the exact server configuration necessary in the
latest design and with the latest server OS. Any additional COTS components
not included by vendor but required for the system must also be specified.

Records Management System

The following are requirements for the Records Management System:

1.

Instructions for Proposal

Vendors must submit proposals that are complete, thorough and accurate
and in accordance with Specifications and Requirements outlined herein.

All Proposals must be valid for 90 days from the proposal response date.

Proposals will not be accepted later than 11:00 AM on Monday, May 7, 2018.
One (1) original marked “"ORIGINAL" and three (3) copies should be received
by this date and time in a sealed envelope marked with the RFP Title as
provided in the advertisement. Electronic submissions will not be accepted as
the total cost for this response is estimated to be below the $50,000
threshold.

Telephone inquiries will not be accepted in response to this solicitation. Any
inquiries regarding this specification shall be in writing and submitted no later
than 72 hours prior to the bid date and time. Those considering bidding are
urged to submit the notification of their intention to bid to County
Administrator Jeff Mayo at jmayo@neshobacounty.net to ensure that any
revisions, clarifications or updates concerning this RFP are provided upon
issuance. No revisions, clarifications, or updates will be made to the RFP
within 72 hours of the bid date and time.
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2. Disclaimers

The County reserves the right to withdraw this RFP at any time and for any
reason and to issue such clarifications, modifications, and/or amendments as
it may deem appropriate.

Receipt of Proposal materials by County or submission of a proposal to
County offers no rights upon the proposing vendor nor obligates County in
any manner.

The County reserves the right to waive minor irregularities in proposals,
provided that such action is in the best interest of the County. Any such
waiver shall not modify any remaining RFP requirements or excuse the
proposing vendor from full compliance with the RFP specifications and other
contract requirements if the proposing vendor is awarded the contract.

The County will not be liable in any way for any costs incurred by the
proposing vendor in the preparation of their proposals in response to this RFP
nor for the presentation of their proposals and/or participation in any
discussions or negotiations.

The County reserves the right to reject in part or in whole any or all
proposals submitted. Failure to furnish all information may disqualify a
respondent. If the respondent takes exceptions to the request which are not
acceptable to the County, the proposal may be rejected.

Request for clarifications or corrections by the County shall be in writing.

Said request for clarifications or corrections shall not alter the Vendors price

contained in the cost proposal.

3. Response to RFP Format

a. Letter of Transmittal:
The Letter of Transmittal should be a formal letter from the proposing
vendor prepared in standard business format. It should be brief, signed
by a person who is authorized to commit the vendor’s organization to
perform the work included in the proposal, and should identify all
materials and enclosures being forwarded in response to the RFP.

b. Executive Summary:
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The Executive Summary of the proposal shall be limited to three (3)
single-spaced typewritten pages. The purpose of the Executive Summary
is to provide an overview description of the offering vendor’s ability to
meet the requirements of the RFP.

c. Signed Official Bid Form

The vendor shall complete the enclosed official bid form for this
solicitation which shall denote the type of response, the cost of the
proposed solution and other information. The Official Bid Form must be
signed.

d. Proposal

1.

Outline of Proposal: The offering vendor must submit a narrative
response to the “Specifications and Requirements” — Responses
shall be prefaced with the summary title and corresponding section
number.

Vendors must submit a Narrative response or acknowledged
agreement of the “General Terms and Conditions” of this RFP.
Responses shall be prefaced with the summary title and
corresponding section number.

Scope of Work — This section should include a complete description
of work to be performed by the vendor. Note that Neshoba County
expects this solution to be a complete, operational solution that is
installed, tested, functioning, and reliable prior to project
completion. This section should also include a detailed description
of Neshoba County responsibilities within this project.

Conversion of Records — This section should include a description of
the work to be performed by the vendor to convert the existing
records to the new records system.

Training — This section should include a detailed description of the
training that will be provided to Neshoba County as part of the
solution.
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e. Appendices - the content is left to the Vendor’s discretion, but information
submitted should be limited to materials that will be helpful in describing
the services provided.

f. Qualifications of Offering Vendor - shall contain pertinent information
relative to the firm’s background, location, expertise and qualifications to
accomplish all tasks set forth in this RFP.

g. Detail of Equipment and Staff - Provide detailed lists of all equipment,
personnel, and equipment necessary for the operation, installation and
training of the records management system. Detail the qualifications of
operations staff to be provided under this contract.

h. Annual Maintenance Fees and Coverage- Provide all costs or fees
associated with maintaining customer service, technical assistance,
remote public access, maintenance updates, etc.

i. Compliance with RFP - This section should demonstrate the offering
vendors understanding of the Chancery Clerk’s needs and how closely the
proposed plan for services complies with the requirements of the RFP.

j. References - This section should discuss the proposing vendors
experience. A minimum of three (3) client references including firm, name
of contact person, position, address and telephone number should be
included. Mississippi references are preferable.

k. Bond — A bid bond is not required for this solicitation but the vendor will,
upon award, provide a 100% performance bond if requested.

[.  Proof of Insurance — This section should include proof of liability
insurance. A minimum of $1,000,000 liability policy will be required.

m. Payment Terms — This should include a description of the vendor’s
standard payment terms for a project of this type. Neshoba County
reserves the right to negotiate payment terms upon contract award but
generally will not issue payment for the project before the system is
received and functioning properly.

n. Exceptions to Specifications - It is intended that this RFP describe the
requirements and response format in sufficient detail to secure

comparable proposals, recognizing that various proponent approaches
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may vary widely. Proposals which differ from the described format may
be rejected. All information requested must be submitted, or
alternatively, a statement giving the rationale of the proposing vendor for
not submitting requested information or taking exception to a particular
specification must be provided. A bid taking a total exception to these
specifications will be considered non-responsive and will be rejected. The
County may, if it deems it to be in the best interest, take such statements
into consideration in determining the responsiveness of the proposal.

It should be noted that Neshoba County is subject to Mississippi Open
Records Law. As a result Neshoba County can give no assurance to any
bidder that information marked as proprietary can be protected as such. As a
matter of law, submitted proposals will become a part of public record.

4. Evaluation of Proposals and Award

Award shall be made to the responsible proposing vendor whose proposal is
determined to be the most advantageous to County. A valid and enforceable
contract exists when an agreement is fully executed between the parties and has
been accepted by the Neshoba County Board of Supervisors.

Proposals will first be examined to eliminate those which are clearly non-
responsive to this solicitation. Proposing vendors should exercise particular care
in reviewing the Proposal Format Portion of this RFP.

The detailed evaluation of proposals submitted may result in one or more finalist.
At this point, presentations and/or demonstrations by finalist proposing vendors
may be necessary to determine the best solution being offered. Said
presentations or demonstrations will be provided to the County at no additional
cost to help determine the best solution available and for consideration of award.
Finalist shall be accorded fair and equal treatment with respect to any
opportunity for discussion or presentation. In conducting
discussions/presentations, there shall be no disclosure of any information derived
from proposals submitted by competing vendors.

a. Proposal Evaluation Factors

The following is the criteria which will be utilized to weigh the lowest
responsive and highest responsible bidder(s):
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1. Vendor Qualifications — to include responses from references — and

specifically knowledge and experience with operations similar in

size, scope and complexity.

Quality and Completeness of Proposal Submitted

Compliance with Implementation and Training Requirements

Warranty and Maintenance Requirements

Compliance with System Requirements — specifically techhnology-

i.) Is the records management software/hardware up to date to
meet recording and other requirements for Neshoba County?

ii.) Is the software based on current Windows architecture?

6. Pricing of Components

A

Neshoba County reserves the right to disqualify any non-compliant
vendors and solutions (in County’s determination alone) and reserves the
right to reject any and all proposals submitted.

b. Project Award

It is the intent of Neshoba County to award this project to a single
qualified vendor who can provide all of the required capabilities. Neshoba
County reserves the right to waive informalities and irregularities, reject
any and all bids and make no award in response to this RFP in the best
interest of the County.

If an award is made as a result of this RFP, it shall be awarded to the
respondent whose proposal is most advantageous to Neshoba County with
price and other factors considered.

In the event that an award results from this RFP, then the winning bidder
agrees that Neshoba County will be held harmless for any lawsuits
resulting from work performed by the winning bidder or acts of the
winning bidder’s employees. This shall include any resulting issues with
patent infringements.

The vendor awarded will also provide Neshoba County with a 100%
Performance Bond upon request.

C. Contract Development

By submission of proposals in response to this RFP, respondents
acknowledge that they are amenable to the inclusion in a contract of any
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information provided either in response to this RFP or subsequently during
the selection process.

A proposal in response to an RFP is an offer to contract with County based
upon the terms, conditions, scope of work and specifications contained in
this RFP.

If the selected proposing vendor fails to sign and return the Contract
within 10 working days following the receipt thereof, county may annul
the award. Upon annulment of the award as aforesaid, County may then
award the contract to the next highest ranked proposing vendor. County
retains the right not to make any subsequent award.

The successful proposal shall be incorporated into the resulting contract
and shall be a matter of public record to the provisions of State Law.

County shall have the right to use all system ideas, or adaptations of
those ideas, contained in any proposal in response to this RFP. Selection
or rejection of the proposal shall not affect this right.

5. Specifications and Requirements

Scope of Work

The scope of work for the project, at a minimum, includes: Planning,
Environment Preparation, Required Interfaces, Data Conversion, Acceptance
Testing, Implementation, and Maintenance for the System.

a. Planning

1. County Responsibilities:

a) Provide all available relevant documentation on current automated
and manual systems

b) Provide Vendor with a general description of required system
features and implementation consideration

c) Clarify, at the Vendor’s Request, County policy, regulations and
procedures.

d) Coordinate communication and meetings with the Vendor.

2. Vendor Responsibilities
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a) Become familiar with the existing County system and requirements
of the contract, including visiting the Chancery Clerk’s office and
staff, if necessary.

b) Conduct a detailed analysis of system requirements.

c) Develop a final specification report detailing the conversion of all
automated systems

d) Finalize a work plan, which includes: a detailed schedule of effort
for each task showing Vendor and County personnel assignments
and efforts separately; schedule of expected on-site support
provided by vendor staff for each phase of the project; and identify
the critical path.

e) Finalize project organization and staffing including project team
organization charts, estimation of staff hours to be provided by
each person, and identification of key individuals and their roles for
both implementation team members and end-users.

f) Report progress to the County using weekly status reports in a
format approved by the County, and attend any scheduled
meetings that may be required.

g) Outline anticipated problem areas and plans for resolution.

3. Deliverables

a) Progress reports on a weekly basis

b) Final specifications report

c) Detailed work plan

d) Outline of required hardware if not provided (server)
e) Installation and configuration plan

f) Training plan

g) Education and training material

b. Environment Preparation - will involve the validation of all required
hardware, system software and the installation and configuration of the
application software. This includes appropriate testing of each application,
training of the County personnel and documentation of all system
components. This task will be performed on the schedule developed
during Planning.

1. The County Responsibilities
a) Provide sufficient and appropriate test data and file layouts of
existing data files.
b) Review system test results and recommend either acceptance or

modifications and retest as necessary.
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c) Provide staff time for orientation of the County personnel.

2. Vendor Responsibilities

a) Validate the installation of system hardware and software

b) Prepare system design for enhancements

c) Perform all required system enhancements and modifications

d) Perform system tests to ensure that all required features have been
incorporated

e) Prepare system and user documentation

f) Provide training to County personnel on the use of the system

3. Milestones

a) Approval of system test results

b) Validation of computer hardware and system software
c) Installation of all software systems

d) Delivery of systems and user documentation

e) Assembly of implementation team and end-user trainers

4. Deliverables
a) Progress report on a weekly basis
b) Computer hardware and system software specifications in
accordance with The County IT standards
c) Software applications including documentation
d) System and user documentation
C. Required Interfaces
1. The County Responsibilities
a) Provide Vendor with the modules being considered for remote/on-
line public access
b) Provide use cases and/or examples of where the interfaces will be

used when appropriate.

2. Vendor Responsibilities
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a) Develop/design the mechanism by which each interface(s) will be
implemented and provide a good faith estimate of interface costs.

3. Milestones
a) Approval of interface implementation methods.
b) Demonstration of transfer of sample data via each external
interface.

4. Deliverables

a) Provide explanation/narrative detailing the mechanism by which
each interface will be implemented.

D. Data Conversion
1. The County Responsibilities
a) Provide Vendor with resources required, including but not limited
to, logins, data definitions, etc.
b) Contact current vendors to authorize transfer of data to new
Vendor

2. Vendor Responsibilities

a) Development of a plan by which data can be extracted from the
County's legacy system and imported into the new system.

3. Deliverables
a) Import of the County's legacy data into the new system.

E. Acceptance Testing - includes potential part parallel testing and any other
systems tests that the County deems necessary to accept the software
applications and hardware configuration.

1. The County Responsibilities
a) Perform acceptance testing on new system / interfaces
b) Validate results

c) Inform Vendor of any problems
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d) Document results
e) Approve results of acceptance testing

2. Vendor Responsibilities

a) Install all software including, but not limited to; operating system,
records management applications, and utilities

b) Perform configuration of associated COTS hardware for system use

c) Complete interfaces to all required County systems

d) Correct and resolve any problems found during acceptance testing

e) Finalize systems and user documentation

3. Milestones
a) Functional acceptance by the County of each application module
4. Deliverables

a) Written progress report on a weekly basis

b) Operational versions of all application systems per specifications
c) Working interface to all required the County systems

d) Final version of all system and user documentation

e) Functional acceptance per contract specifications

F. Implementation- during Implementation, the Vendor shall convert data
and cut-over to the new system.

1. The County Responsibilities

a) Coordinate and monitor cut-over activities

b) Coordinate and monitor conversion activities

c) Review the Vendor's transfer of all required files from the old
system to the new system

d) Determine disposition, if appropriate, of old software

e) Validate and correct, as necessary, convert data

2. Vendor Responsibilities
a) Ensure that all data, programs and files are successfully
installed and operational on the new system

b) Convert data from old system to new system
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c) Manage the cutover process to ensure that there is no break in
service operating on the old system and the new system
d) Correct any problems identified during the conversion effort
3. Milestones
a) Conversion of data for all application modules
b) Final acceptance per contract specifications
c) Preparation for Go-Live
4. Deliverables

a) Convert data per specifications

G. Maintenance - Maintenance provides for the ongoing support and
maintenance of the system.

1. The County Responsibilities
a) Provide feedback to vendor regarding on-going system needs
2. Vendor Responsibilities
a) Keep systems current with State and County processing,
recordkeeping and/or reporting requirements
b) Keep systems compatible with current operating systems
c) Distribute system updates to the County

3. Milestones

a) Preventive and remedial maintenance
b) Annual renewal

4. Deliverables

a) Appropriate application software updates and related
documentation
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General Requirements

A.

The Contractor will provide a Records Management System for management
of land records and other associated records maintained by the Neshoba
County Chancery Clerk. The new System will have been developed with a
current Windows based architecture that will remain compatible with future
Windows updates. The System will be expandable and scalable to
accommodate future needs of the County.

The System will automate commonly used tasks by use of commonly used
user interface architecture.

The system to be provided will be capable of utilizing existing hardware for
the recording stations include Fujitsu fi-7160 document scanners and Epson
TM-295 endorsement printers.

. The system to be provided will be specifically tailored toward the use and

functions commonly performed by a Mississippi Chancery Clerk’s Office.

The contractor will be available 8 hours/day, 5 days/week for service calls to
maintain system.

The Vendor should provide information that the System is based on the most
current technology available to ensure it will not become obsolete or
unsupported either by the Vendor or Microsoft.

The Contractor will agree that both maintenance and performance updates
will be made when available to the Chancery Clerk’s Office when updates are
available.

. No 3™ party Customer Service providers are acceptable. Vendor must create,

own, and provide service to the proposed software system.

Training Requirements

Neshoba County requires the following types of training included as part of this
proposal. A more detailed description of the training services offered in
responding to this proposal is required.

Administrator Familiarization — It is critical that technical personnel
working for Neshoba County be trained in the day-to-day operation of the
installed systems.

Neshoba County Chancery Clerk’s Record Management System RFP [16]



. Ongoing Training and Support — Due to the anticipated complexities of
these systems, it is critical that a compliant proposal describe how the
vendor is going to provide ongoing support and training once the system
is accepted by Neshoba County.

. End-user Training — It is expected that each employee of the Neshoba
County Chancery Clerk’s Office will be trained on the use of this System.
This will include training for all staff members.

Overall Solution Requirements

In responding to this RFP the solution provider shall include all software, installation
and configuration services and expenses, record conversion, ongoing managed services,
any additional support options, and costs broken out separately. A responsive bidder
shall also include proof of insurance coverage required in the amount of $1 million
general liability insurance.

It is the responsibility of the vendor to visit the Neshoba County Chancery Clerk’s Office,
if necessary, to determine and analyze the existing infrastructure of the County, the
capability to use existing infrastructure in the solution proposed and the infrastructure
needed to facilitate this project. Neshoba County has attempted to provide information
that may be of benefit in formulating the proposed solution, but it is the responsibility
of the vendor to ensure their proposal is accurate, complete and capable of providing a
complete and functional Records Management System.

Questions or requests for information (RFI) in regard to this RFP should be directed to
County Administrator Jeff Mayo at 601-656-6281 or jmayo@neshobacounty.net - All
formal RFI inquiries should be written (electronically or mechanically) and responses will
be provided in same manner.
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NESHOBA COUNTY BOARD OF SUPERVISORS
UPGRADE OF CHANCERY CLERKS RECORDS MANAGEMENT SYSTEM
OFFICIAL BID FORM

For: Neshoba County Board of Supervisors Date: May 7, 2018
401 Beacon Street, Suite 201
Philadelphia, Mississippi 39350 Time: 11:00 AM

We are pleased to submit the following bid for:

with all items and equipment to provide an Upgrade to the Records Management System for the Neshoba
County Chancery Clerk’s Office and conversion of existing records to the new system.

For the Complete Price of $

BID IS: as per specifications, taking no exceptions.

taking only those specifications exceptions listed by letter attached and
referenced to page numbers specified (no alternate bids accepted).

The following questionnaire shall be completed by the bidder with the understanding that false or
misleading information shall be grounds for rejection of your bid.

Delivery, Installation and Functional Operation of said system shall be made in calendar days,
upon acceptance of the bid and receipt of Purchase Order.

Terms of Payment:

Have you provided a detailed proposal in compliance with the specifications? Yes No
Is a detailed materials list with quantity, description and cost information attached? Yes No
Is a detailed server configuration provided? Yes No
Have you provided the responsibilities for Neshoba County for this project? Yes No
Will you provide a 100% Performance and Payment bond if requested? Yes No

Selling Company Name:

Manufacturer of Solution:

Address:

Signature: Title:
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