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The Department of Agriculture (AGR) wishes to locate organizations that provide document imaging/management expertise and services.  AGR is trying to assess the feasibility of an enterprise document imaging/management solution within the agency.  We are also attempting to learn about firms or individuals whose business includes all of the following relating to document imaging/management:
· Needs assessment

· Requirements gathering

· Cost determination

· Return on investment

· Project planning

· Project execution

· Hardware and software implementation

· Training

· Imaging services

· On-going support

 With this Request for Information (RFI), we are seeking resources available to help appropriately scope an enterprise-wide document imaging/management solution for the agency that includes an initial cost range determination.  AGR is considering initiating a document imaging/management project in the upcoming months for which we may obtain assistance and services.
Responses to this RFI will help us:

· Determine the scope of work,

· Establish an initial cost range, and
· Decide whether to issue a solicitation
Please respond to this RFI if:

· Yours is an organization that offers these services (Reference:  Appendix A).

· Your organization is willing to develop an initial cost estimation for an imaging/document imaging/management system. (see Question 11)

· You have suggestions that could help AGR with this project.
Background

AGR serves the people of Washington State by supporting the agricultural community and promoting consumer and environmental protection.  Recently, the agency is making strides toward providing on-line resources and services to our stakeholders and constituents.  Within the agency there exist numerous cabinets of paper files that staff must access on a regular basis.  The agency is interested in streamlining the work-flow of staff that access hard-copy information, reduce the file cabinet footprint in key offices, and fulfill our records retention requirements. 
Although the agency is most interested in an enterprise-wide solution, the focus of this RFI is on the needs of one division within the Agency (see question 11).  It is envisioned that the costs determined will give the agency enough information to roughly estimate the financial impact of an agency-wide solution.
Draft Project Timeline (all dates are estimates)

	Event
	Dates

	Advertise Request for Information (RFI)
	July 30, 2008

	Issue Request for Information
	July 30, 2008

	Due date for RFI responses
	August 15, 2008

	Review Responses
	August 15, 2008


IMPORTANT INFORMATION—PLEASE READ BEFORE RESPONDING TO THIS RFI

Cost of RFI Response Preparation

AGR will not reimburse any Vendor or respondent for any costs associated with preparing a response to this RFI.

Proprietary or Confidential Information

Any information contained in the Response that is proprietary or confidential must be clearly designated.  The page and the particular exception(s) from disclosure must be identified.  Each page claimed to be exempt from disclosure must be clearly identified by the word “confidential” printed on the lower right hand corner or the page.  Marking the entire response as confidential will be neither accepted nor honored and may result in disclosure of the entire response.  The Vendor must be reasonable in designating information as confidential.  To the extent consistent with Chapter 42.17 RCW, the Public Disclosure Act, AGR will maintain the confidentiality of Vendor's information marked "Confidential" or "Proprietary".

Amendments/Addenda

AGR reserves the right to change the RFI timeline or other portions of this RFI at any time.
Right to Cancel

AGR reserves the right to cancel or reissue this Request for Information at any time without obligation or liability.

No Obligation to Buy or Issue Solicitation

AGR will not contract with any vendor as a result of this RFI.  While AGR may use responses to this RFI to draft a competitive solicitation for the subject of these services, issuing this RFI does not compel AGR to do so.

Information provided in response to this RFI will not be considered when evaluating bidders responding to any future solicitation.

Instructions

1. Please save the Questionnaire page as a separate WORD file.  If you are not able to do that, you may retype the Questionnaire.

2. Insert your answers under each question, responding to each question to the best of your ability and with as much detail as possible.  We appreciate any information you can provide.

3. E-mail the completed Questionnaire as an attachment to an e-mail to Mr. Larry Oline, LOline@agr.wa.gov.  Attachments to e-mail shall be in Microsoft Word or compatible software.

4. If you are unable to e-mail your response, you may mail your response to:

Department of Agriculture
1111 Washington St. SE
PO Box 42560

Olympia, WA  98504-2560
5. All responses must arrive by 5:00 p.m. local time on August 15, 2008.

If you have any questions about the RFI or problems opening or sending the file, please contact Carl Harris at 360-902-2004 or charris@agr.wa.gov
QUESTIONNAIRE

Respondent Company Background 
Company Information

1. Organization’s name:  










2. Person completing Survey: 



Title





3. Telephone #:  (
)
-
 Fax #: (
) 
-
e-mail:  



4. Address:  












5. Year Organization Founded:  









6. Year Organization began delivering document imaging/management Services:  















7. Do you have personnel, facilities, or both in The State of Washington?
















Services Information

8. What professional credentials would the employees you use to provide document imaging/management implementation services have?



















9. How many employees do you have available to provide document imaging/management implementation services and in which states are they located?

















10. Has your organization provided document imaging/management implementation services to other Washington State Agencies?

Who?



















11. One Division at AGR has 37 5-drawer file cabinets that measure 18X42 inches each.  All of these cabinets are full of paper documents and accessed by staff on a daily basis.  This Division also processes and files an additional 138,000 paper documents annually.  Can you use this information to determine an initial (non-binding) cost range for a document imaging/management solution for this Division? 


















______
12. How do you charge for services?





















13. Other comments?























14. Briefly describe up to three similar projects you have done in the past, including final cost.  Provide contacts for each with names and phone numbers.  The Vendor agrees that submission of a response constitutes permission to AGR to contact a firm(s). 















15. Explain risks you see as being significant to the success of this project.  How would you propose to most effectively monitor and manage these risks, including quality assurance measures and performance reporting?





















If AGR does a vendor solicitation for this project, AGR will post it on the Department of General Administration's online bid notification and posting system (WEBS).  More information about this service is available on the following link http://www.ga.wa.gov/webs/.  Please register your firm if you are interested in bidding on this project.

APPENDIX A

Desirable Vendor Qualifications

To be desirable to AGR as a candidate for this project an organization should have the following skill sets. 

Project Management

Prefer 5 years experience successfully managing the total implementation of document management projects and/or programs, including experience in imaging, document storage and workflow management. It is also desirable that the Project Manager have experience working with a government agency that is the purchaser of his/her services.
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