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1 Introduction 
The Florida Department of Environmental Protection (the Department or DEP) hereby issues this 
Invitation to Bid (ITB) to contract for Digital Scanning and Indexing Services.  The Solicitation will be 
administered through the Vendor Bid System (VBS). Respondents interested in submitting a Response 
must comply with all of the terms and conditions described in this ITB. 

1.1 Solicitation Objective 
The Department intends to enter into a contract using the Attachment 1, Draft Contract, for Digital 
Scanning and Indexing Services, hereby incorporated by reference.  The Department intends to make a 
single award, however the Department reserves the right to award to one Respondent or multiple 
Respondents, or to make no award, as determined to be in the best interest of the State.   

1.2 Background and Program Information 
Digital Scanning and Indexing Services are requested to convert agency records currently stored on 
microfiche and microfilm media into a digital format. These physical records are stored at the Bob 
Martinez Center, Room 506 located at 2600 Blair Stone Road, Tallahassee, Florida 32399.  Photographs 
and descriptions of the physical records stored by the Department are provided in Attachment 2 – 
Photographs of Physical Records. 

For the management of coastal construction permit programs, the Department of Environmental 
Protection, Office of Resilience and Coastal Protection, maintains an archive of permanent records of 
letter and plan sized documents generated from the processing and evaluation of permit applications 
for coastal construction, documentation of the agency action through permits, variances, exemptions, 
consultations, or agreements, and then reporting of compliance.   

The paper permit records were originally imaged on 16mm and 35mm microfilm rolls and then 
processed for recording in a database and stored in sleeves of microfilm strips and microfiche cards.  
The film rolls are stored in 12 Banker’s Box type cardboard boxes. The microfiche cards are stored in 
metal cabinets and the sleeves of microfilm strips are stored in file boxes 6-inch wide by 5-inch high by 
12-inch length, with 41 boxes total. There is a total of 1,140,916 document images contained on 
approximately 28,301, 16mm microfiche cards and microfilm strip sleeves, and 151,459 plan images 
contained on approximately 30,688, 35 mm microfiche cards and microfilm strip sleeves. These images 
are catalogued in the Department’s Oracle database by permit number, inactive file number, roll 16mm, 
batch 16mm, beginning 16mm image number, ending 16mm image number, number 16mm images, 16 
mm fiche number, roll 35mm, batch 35mm, beginning 35mm image number, ending 35mm image 
number, number 35mm images, 35mm fiche number and comments. 

1.3 Anticipated Contract Term & Renewals 
The initial term of the Contract will be from the date of execution until June 15, 2022 with no renewal 
year(s). At the discretion of the Department, the Contract may be renewed subject to the terms and 
conditions specified in the Contract.   
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1.4 Definitions 
The “General Contract Conditions” Form PUR 1000 (PUR 1000) and “General Instructions to 
Respondents” Form PUR 1001 (PUR 1001), found in Rule 60A-1.002, Florida Administrative Code (F.A.C.), 
are hereby incorporated by reference and can be accessed at: 
https://www.dms.myflorida.com/business_operations/state_purchasing/documents_forms_references
_resources/state_purchasing_pur_forms.  The following definitions apply to this ITB:  

Business Days - Monday through Friday, inclusive, except for State government holidays.   
Confidential Information - Any documents, data, or records that are confidential and not subject 
to disclosure pursuant to Chapter 119, Florida Statute (F.S.), the Florida Constitution, or any 
other authority.  
Contract - The agreement that results from this competitive procurement, if any, between the 
Department and the Contractor.  
Contractor(s) - The Respondent(s) that will be awarded a Contract pursuant to this Solicitation. 
Respondent – an entity that submits a Response to this ITB.  
State - The State of Florida. 

1.5 Draft Contract Terms 
Awarded Respondent(s) must provide the contractual services sought by this ITB in accordance with the 
terms, conditions, and Scope of Work detailed in the Contract. All Respondents should carefully review 
Attachment 1, prior to submission of a Response. Any questions related to the Contract should be 
submitted as a formal question in accordance with the instructions contained in this ITB. 

1.6 Procurement Officer 
The Procurement Officer is the Department’s sole point of contact for information regarding this ITB 
from the date of release until an Agency Decision is posted on the VBS. Violation of this provision may 
be grounds for rejecting a Response.    

Refer ALL inquiries in writing to the Procurement Officer by email.  Responses to timely questions posed 
to the Procurement Officer will be posted on the VBS, at 
http://myflorida.com/apps/vbs/vbs_www.main_menu in accordance with Section 2.3.1.2 below. 

The Department will not talk to any Respondents or their agents regarding a pending solicitation.  
Questions will NOT be answered via telephone. 

1.7 Special Accommodations 
Any person requiring a special accommodation due to a disability should contact the Department’s 
Procurement Officer.  Requests for accommodation for meetings must be made at least five (5) Business 
Days prior to the meeting.   

1.8 Timeline of Events 
The following schedule will be strictly adhered to in all actions relative to this Solicitation. The 
Department reserves the right to modify this schedule and will notify participants in the Solicitation by 
posting an addendum to this Solicitation on VBS.  It is the responsibility of the Respondent to check VBS 
on a regular basis for such updates.    
 
 

https://www.dms.myflorida.com/business_operations/state_purchasing/documents_forms_references_resources/state_purchasing_pur_forms
https://www.dms.myflorida.com/business_operations/state_purchasing/documents_forms_references_resources/state_purchasing_pur_forms
http://myflorida.com/apps/vbs/vbs_www.main_menu
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Event Date  Time* Location/Method 

ITB Advertised 3/8/22 N/A Vendor Bid System 

Questions Due 3/15/22 5:00 PM Email to Procurement Officer 

Answers Posted 
(Anticipated) 

On or about: 
3/18/22 Vendor Bid System 

Responses Due 3/29/22 3:00 PM 

Department of Environmental Protection 
DEP Procurement Section, Room 215 
3800 Commonwealth Blvd, MS93 
Tallahassee, Florida 32399-3000 

Public Opening 3/30/22 10:00 AM 

Teleconference by calling 888.585.9008 
 
Conference Room Number 617.871.258 
The number will be active 5 minutes 
before the meeting  

Award Date (Anticipated) On or about: 
4/11/22 Vendor Bid System 

*All times are Eastern Time Zone. 

1.9 List of Attachments and Forms 
The Attachments and Forms below are incorporated by reference. Copies of these documents are 
available in the VBS advertisement that accompanies the ITB posting. If a Form requires electronic 
completion or filling in, such as a Microsoft Excel spreadsheet, an electronic copy can be obtained by 
contacting the Procurement Officer. 

Attachment Title 
1 Draft Contract 
2 Photographs of Physical Records 

 

Form Title 
A Business Response Form 
B Foreign State Preference Opinion Form 
C -RESERVED- 
D Price Sheet 
E Award Preference Form 
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2 ITB Process 
 

2.1 Vendor Responsibilities 
Vendors should carefully read the entire ITB, all attachments, and any addenda before submitting a 
Response. Vendors interested in submitting a Response must comply with all instructions, terms, and 
conditions of this ITB to be considered for Award. 

Vendors are responsible for understanding all terms and conditions of this ITB, its attachments, 
addenda, and proposed resulting Contract. If a Vendor does not understand these requirements, Vendor 
should submit formal questions to the Department in accordance with Section 2.3.1.2. 

2.2 Who May Respond 
Vendors who possess the financial capability, experience, and personnel resources described in this ITB 
are invited to submit Responses.  Vendors on the Convicted, Suspended, Discriminatory Vendor List(s), 
the Antitrust Violator Vendor List(s), and/or the Scrutinized List(s) of Prohibited Companies may not 
submit a Response.     

2.3 Overview of the ITB 
The ITB is a method of competitively soliciting a commodity or contractual service under Chapter 287, 
F.S. The ITB process involves three phases: Solicitation, Minimum Mandatory Requirement Review and 
Evaluation. 

2.3.1 Solicitation Phase 
2.3.1.1 Pre-Response Conference and Site Visit (If Applicable) 
The Department may hold an optional or mandatory pre-response conference or site visit as part of the 
process as indicated in Section 3.2.   

Anyone attending a pre-response conference or site visit is required to register their attendance in a 
means provided by the Department at the time and location of the meeting. Respondents who fail to 
attend or who are not represented at a mandatory conference or site visit will be determined Non-
Responsive. 

Note: Any answers to questions given at any conferences or site visits are not binding and do not alter 
the ITB. Only questions submitted in accordance with the instructions below and answered on the VBS 
are considered binding. 

2.3.1.2 Question and Answer Period 
Respondents may submit questions regarding the terms, conditions, and requirements of the ITB to the 
Procurement Officer via email by the deadline listed in the Timeline, Section 1.8 of the ITB.   

Questions will not constitute a formal protest of the specifications or of the Solicitation.   Answers to 
questions will be posted on the VBS. 

All emails shall have the Solicitation number in the subject line.  The Department recommends that 
questions be submitted in the following format: 
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ITB Section ITB Page # Question 

   

 

2.3.1.3 Submission of Responses 
Once the Department posts the answers to the questions, Respondents may begin submitting 
Responses as indicated in Section 3.4; however, Respondents are encouraged to submit their Responses 
no earlier than five (5) days prior to the submission deadline.  Responses must be submitted by the 
deadline listed in the Timeline above.   

2.3.1.4 Public Opening 
The Department will open the Responses in a public meeting at the date, time, and location noted in the 
Timeline, Section 1.8.  The Procurement Officer will review the entire Response to ensure that all 
required volumes were timely submitted, however prices will not be read aloud at the public opening.   

2.3.2 Minimum Mandatory Requirement Review Phase 
2.3.2.1 Administrative Review  
All responses will be reviewed by the Procurement Officer to ensure that Responses contain all 
mandatory Forms and are complete.  Complete Responses may be sent to the Program Area for their 
qualifications review, if any.  

2.3.2.2 Responsibility Review 
The Department will review the Responsibility section of the Respondent’s Business Response Form, 
Form A, for affirmative responses and attached documentation, if any. Answers in the affirmative are 
not, in themselves, grounds for declaring a vendor as Non-Responsible; the Department may seek 
additional clarification and decide whether the circumstances of the case warrant declaring a 
Respondent Non-Responsible. Respondents deemed Non-Responsible are not eligible for Contract 
Award. 

2.3.2.3 Qualifications Review (if any) 
If the Department requires the Respondents to submit documentation as evidence of qualifications, the 
Department will review said documentation to ensure it supports the minimum qualifications outlined 
in Section 1.2. 
 

2.3.3 Evaluation Phase 
Price Sheet Evaluation 
The Procurement Officer will review and compare the Price Sheets of the Respondents who are 
determined to be responsible and develop the recommendation of award based on the lowest total 
price (LTP) as described on the Price Sheet, Form D.  
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2.4 Conformance to Requirements 
In order to be considered for Award, Responses submitted to the Department must conform in all 
material aspects to the requirements included in this ITB. Responses failing to conform in all material 
aspects to the requirements included in this ITB are Non-Responsive and are not eligible for Award, at 
the sole discretion of the Department. 

2.5 Limitation on Vendor Contact with Agency During Solicitation Period 
Respondents to this Solicitation or persons acting on their behalf may not contact, between the release 
of the Solicitation and the end of the 72-hour period following the agency posting the notice of intended 
award, excluding Saturdays, Sundays, and state holidays, any employee or officer of the executive or 
legislative branch concerning any aspect of this Solicitation, except in writing to the Procurement Officer 
or as provided in the Solicitation documents. Violation of this provision may be grounds for rejecting a 
Response. 

2.6 Addenda/Amendments to the ITB 
The Department reserves the right to modify this ITB by issuing addenda and/or amendments.  All 
changes to the ITB will be made through addenda or amendments posted on the VBS.  It is the 
responsibility of the Respondent to check for any changes on the VBS.  Issuance of written Addenda 
and/or amendments is the only method by which a solicitation may be modified.  

2.7 Contract Formation 
The Department will issue a notice of award, if any, to successful Respondent(s).  No contract shall be 
formed between the Department and the awarded Respondent until both parties sign the Contract. The 
Department will not be liable for any costs incurred by a Respondent in preparing or producing its 
Response or for any work performed before the Contract is effective. 
 
The Contract will consist of the Draft Contract as attached, which will incorporate the Scope of 
Work/Technical Specifications, below in Section 4, relevant portions of the Response submitted by the 
awarded Respondent (if any), and the Price Sheet submitted by the awarded Respondent.  If there is any 
discrepancy between the Scope of Work/Technical Specifications and the incorporated relevant portions 
of the Response, the terms most favorable to the Department shall prevail.   
 
The Department objects to and shall not consider any additional terms or conditions submitted by a 
Respondent, including any appearing in documents attached as part of a Response, except those 
identified in the Contract.  The Respondent shall bring any perceived inconsistencies among any of the 
provisions of the ITB and its attachments to the attention of the Department prior to the submission of 
its Response. At any time during the Solicitation, the Department may specifically identify and 
incorporate by reference any additional documents which are to be incorporated into the Contract.  The 
Contract that results from this Solicitation will be posted on the Florida Accountability Contract Tracking 
System (FACTS) website in accordance with section 215.985, F.S., “Transparency Florida Act.”  

2.8 Disclosure of Response Contents 
All documentation produced as part of the ITB will become the exclusive property of the Department 
and will not be returned to the Respondent unless it is withdrawn prior to the Response opening in 
accordance with Section 2.9.  Once the Procurement Officer opens the Response, the Response may be 
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disclosed pursuant to a public records request, subject to any confidentiality claims and the timeframes 
identified in section 119.071(1)(b), F.S. 

2.9  Withdrawal of Responses 
The Respondent may withdraw or modify a Response at any time prior to the due date by submitting a 
request to the Procurement Officer. 

2.10 Administrative Cure Process 
In the interest of maximizing competition, the Response qualification and cure process seeks to 
minimize, if not eliminate, Respondent disqualifications resulting from nonmaterial, curable deficiencies 
in the Response that are identified in the Minimum Mandatory Review Phase.  Therefore, the 
Department may, in its sole discretion, notify Respondents whose qualifying information or 
documentation does not meet the requirements of the ITB and allow for the correction of errors and 
omissions prior to making a final determination of responsiveness. Timely cures made pursuant to this 
section will be accepted by the Department. 

2.11 Clarification Process 
The Department may request clarification from the Respondent for the purpose of resolving ambiguities 
or questioning information presented in the Response.  Clarifications may be requested throughout the 
Solicitation process.  The Respondent’s answers to requested clarifications must be in writing and must 
address only the information requested.  Respondent’s answers to requested clarifications must be 
submitted to the Department within the time specified by the Department in the requested clarification.  

2.12 Information from Other Sources 
The Department reserves the right to seek information from outside sources regarding the Respondent, 
the Respondent’s offerings, capabilities, references, and the Respondent’s performance, if the 
Department determines that such information is pertinent to the ITB.  The Department may consider 
such information throughout the Solicitation process including, but not limited to, determining whether 
the award is ultimately in the best interest of the State.  This may include, but is not limited to, the 
Department engaging consultants, subject matter experts, and others to ensure that the Department 
has a complete understanding of the information provided pursuant to the Solicitation. 

2.13 Firm Response 
The Department may make an award within one hundred and eighty (180) days after the date of the 
opening, during which period responses shall remain firm and shall not be withdrawn. If award is not 
made within one hundred and eighty (180) days, the Response shall remain firm until either the 
Department awards the Contract, or the Department receives from the Respondent written notice that 
the Response is withdrawn. Any response that expresses a shorter duration may, in the Department's 
sole discretion, be accepted or rejected.   

2.14 Right to Reject 
The Department may reject any Response not submitted in the manner specified by the Solicitation 
documents. Respondents whose past performance, current status, or Response does not reflect the 
capability, integrity, or reliability to fully, and in good faith, perform the requirements of Contract may 
be rejected as Non-Responsible and are not eligible for Award. 
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2.15 Cancellation, Non-Award, and Withdrawal 
When the Department determines that is it in the best interest of the State, it reserves the right to:  

• Cancel this Solicitation.  
• Make no Award and reject all responses. 
• Withdraw the Solicitation at any time, including after an award is made. 
• Withdraw or amend its Notice of Award at any time prior to execution of a contract, including, 

but not limited to situations in which the Contractor(s) fails to execute the contract. 
• Re-procure services. 

2.16 Misrepresentations 
All information submitted, and all representations made, by the Respondent in a response may be relied 
upon by the Department in determining Responsibility of a Respondent for Award.  Any misstatement or 
omission, whether intentional or not, may be treated by the Department as a fraudulent concealment of 
the true facts relating to the Response. Such misrepresentation will be a basis for the Department to 
disqualify the Respondent as Non-Responsible, and bar the Respondent from participation in any re-
solicitation pertaining to this subject matter (regardless of whether the re-solicitation resulted from 
Respondent’s misrepresentation) and may be punishable under law, including, but not limited to, 
Chapter 817, F.S. 

2.17 Licensure & Registration 
Prior to the execution of a Contract, the selected Respondent must be properly licensed to do business 
within the State, and all entities must be appropriately registered with the Florida Department of State, 
if required by federal or state law. 

2.18 Replacement and Alternate Responses 
The Department will only consider one (1) Response per Respondent, unless otherwise indicated in 
Section 3.  Respondents may submit revised Responses at any time prior to the Response Due Date as 
specified in the Timeline of Events. Revised Responses must include a statement, signed and dated by an 
Authorized Signatory, withdrawing all prior Responses from the Respondent. Alternate commodities 
and/or contractual services may be proposed only if permitted in accordance with the instructions 
contained in this Solicitation. The Department is under no obligation to consider alternate commodities 
and/or contractual services to those requested in this Solicitation if not specifically requested as part of 
a Response and may reject a Response making such offers as Non-Responsive. 

2.19 Exclusivity 
This Solicitation will not result in an exclusive license to provide the commodities and/or contractual 
services described in this Solicitation or the resulting Contract. The Department may, in compliance with 
applicable laws, contract with other vendors to provide the same or similar commodities and/or 
contractual services if the Department determines that doing so will serve the State’s best interests. 
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2.20 Diversity  
The State is dedicated to fostering the continued development and economic growth of minority-
owned, veteran-owned, and woman-owned businesses. Participation of a diverse group of Respondents 
doing business with the Department is central to the State’s effort. 

The Office of Supplier Diversity (OSD) has been established within the Florida Department of 
Management Services (DMS) to certify qualifying minority-owned, veteran-owned, and woman-owned 
business enterprises (CBEs).  CBEs are encouraged to participate in the State’s procurement process as 
both prime Respondents and subcontractors. Non-CBE Respondents are encouraged to partner with 
CBEs for Contract performance. 

2.21 Bid Protests 
Failure to file a protest within the time prescribed in section 120.57(3), F. S., or failure to post the bond 
or other security required by law within the time allowed for filing a bond shall constitute a waiver of 
proceedings under Chapter 120, F.S. 

Documents received after normal working hours (Monday-Friday, 8:00 a.m. - 5:00 p.m., Eastern Time) will 
be filed the following business day. 
 
All filings must be made with the Agency Clerk ONLY and are only considered "filed" when stamped, 
physically or digitally, by the Agency Clerk. It is the responsibility of the filing party to meet all filing 
deadlines. 
 
The Agency Clerk's address is:   
 
Agency Clerk, Office of General Counsel    
Department of Environmental Protection     
3900 Commonwealth Boulevard,     
Douglas Building, MS#35     
Tallahassee, Florida 32399-3000 
Email: Agency_clerk@floridadep.gov 

  

mailto:Agency_clerk@floridadep.gov
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3 Response Instructions  
This section contains the General Instructions and Special Instructions to Respondents.  The “General 
Instructions to Respondents” Form PUR 1001 is incorporated by reference and can be accessed at 
http://dms.myflorida.com/business_operations/state_purchasing/documents_forms_references_resour
ces/purchasing_forms.   
  
The terms of the PUR1001 are controlling for this ITB, except for the following sections, which are 
inapplicable: 
 

Section 3.  Electronic Submission of Responses 
Responses shall be submitted in accordance with Section 3.4 of this Solicitation. 
 
Section 5.  Questions 
Questions shall be submitted in accordance with Section 2.3.1.2 of this Solicitation. 
 
Section 14. Firm Response.  
This paragraph is superseded by Section 2.13 of this Solicitation. 
 
Section 15. Clarifications/Revisions. 
This paragraph is superseded by Section 2.11 of this Solicitation. 
 
Section 16. Minor Irregularities/Right to Reject. 
This paragraph is superseded by sections 2.10 and 6.1 of this Solicitation.  
 
Section 17. Contract Formation. 
This paragraph is superseded by Section 2.7 of this Solicitation. 
 
Section 20. Protests. 
This paragraph is superseded by Section 2.21 of this Solicitation. 

 

3.1 MyFloridaMarketPlace (MFMP) Vendor Registration 
Prior to execution of the Contract by the Department, the Contractor must be registered with MFMP. 
Information about the registration process is available on, and registration may be completed at 
https://vendor.myfloridamarketplace.com/.   

Prospective vendors who do not have internet access may request assistance from MFMP Customer 
Service within DMS. 

The following United Nations Standard Products and Services Code(s) (UNSPSC) are provided to assist 
potential Respondents in their registration efforts: 

Code Title 
81112005 Document scanning service 
81112006 Data storage service 
81112007 Content or data standardization services 

http://dms.myflorida.com/business_operations/state_purchasing/documents_forms_references_resources/purchasing_forms
http://dms.myflorida.com/business_operations/state_purchasing/documents_forms_references_resources/purchasing_forms
https://vendor.myfloridamarketplace.com/
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81112010 Data conversion service 

3.2 Pre-Response Conferences and/or Site Visits 
The Department will not hold a Pre-Response Conference or a Site Visit.  

3.3 Submission of Responses 
Respondents shall deliver Responses to the Department’s office designated in the Timeline of Events 
before the date and time specified. Any Response that is received after the exact time specified in the 
Timeline of Events is late. Late Responses, as well as Responses submitted through email or by facsimile, 
are Non-Responsive and will not be evaluated. All Response materials must be packaged so that each 
box shipped to the Department does not exceed 25 pounds. 

Response packages must be marked to show the Respondent's name and address, the Solicitation 
number, and the date and time Responses are due. If multiple packages are shipped, package sequences 
(i.e. 1 of 3, 2 of 4, etc.) must also be indicated on the outside of the package. 

3.4 Response Content Requirements 
Respondent’s Responses must be submitted in hard and electronic copies divided into volumes 
containing the information specified below: 

Volume Name Copies 
Volume I Business Response One (1) Original 
Volume II Price Sheet One (1) Original 
CD/DVD/USB Electronic Copy of Response One (1) copy of each Volume 
CD/DVD/USB Redacted Electronic Copy of Response (if 

applicable) 
One (1) Redacted copy of each 
Volume 

3.4.1 Volume I, Business Response 
Respondents must prepare a Business Response volume in the order outlined below.  

Volume I Business Response Page Limit 
Tab A Executive Summary Two (2)  
Tab B Required Forms  None 

3.4.1.1 Tab A: Executive Summary 
Respondents must prepare and include an Executive Summary that summarizes the key points from the 
Respondent’s Business. The Executive Summary must begin with company/division’s street address; and 
size of business, CBEs status, and a summary of the key points from the Respondent’s Response. If the 
Respondent is a current or former Contractor to the Department, the Respondent will notify the 
Department of the contract number and the Department’s contract manager in its Executive Summary. 

3.4.1.2 Tab B: Required Forms 
Respondents must complete and submit Form A, Business Response Form and Form B, Foreign State 
Preference Opinion Form. 
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3.4.2 Volume II, Price Sheet 
The Respondent must complete and submit the Form D, Price Sheet, using the instructions provided. 
The Price Sheet is to be organized as directed on the Form and must contain complete responses to all 
items. If a portion of any section is omitted, the Price Sheet may be deemed non-Responsive at the sole 
discretion of the Department. 

3.5 Economy of Presentation 
Responses must be prepared simply and economically, providing a straightforward, concise delineation 
of the Respondent’s capabilities to satisfy the requirements of this Solicitation without the use of 
marketing materials, white papers, fancy or flashy graphics, case studies, or other promotional 
materials. The emphasis of each Response should be on completeness and clarity of content. 

3.6 Confidential Response Materials and Redacted Submissions 
In addition to the public records requirements of the PUR 1001, section 19, if the Respondent considers 
any portion of its Response to be Confidential Information or exempt under Chapter 119, F.S., or other 
authority (Public Records Law), then the Respondent must simultaneously provide the Department with 
an unredacted version of the materials and a separate redacted copy of the materials the Respondent 
claims as Confidential Information or exempt and in an index, as described in Section 3.6.1. 

The Respondent shall mark the unredacted version of the document as “Unredacted version – contains 
Confidential Information” and place such information in an encrypted electronic form or a sealed 
separate envelope.   

3.6.1 Redacted Submissions 
If submitting a redacted version of its Response, the Respondent shall mark the cover of the redacted 
copy with the Respondent’s name, Department’s solicitation name, and number, and the words 
“Redacted Copy.”  The Redacted Copy should only redact those portions of material that the 
Respondent claims are Confidential Information or exempt from Public Records Law.  An entire 
Response should not be redacted.  An entire page or paragraph which contains Confidential Information 
or exempt material should not be redacted unless the entire page or paragraph is wholly Confidential 
Information or exempt from Public Records Law.  In the Redacted Copy, the Respondent shall redact and 
maintain in confidence any materials the Department provides or seeks regarding security of a proposed 
technology system or information subject to sections 119.011(14), 119.071(1)(f), and 119.071(3), F.S.   

In addition, the Respondent should submit a separate index listing the Confidential Information or 
exempt portions of its Response.  The index should briefly describe in writing the grounds for claiming 
exemption from the Public Records Law, including the specific statutory citation for such exemption.   

The Redacted Copy will be used to fulfill public records and other disclosure requests and will be posted 
on the FACTS website.  In addition, the Department will follow the procedures described in Attachment 
4, Public Records Requirements, of the Draft Contract. 

By submitting a Response, the Respondent agrees to protect, defend, and indemnify the Department for 
any and all claims arising from or relating to the Respondent’s determination that the redacted portions 
of its Response are Confidential Information or otherwise not subject to disclosure.  If the Respondent 
fails to submit a Redacted Copy of its Response, the Department is authorized to produce the entire 
unredacted Response submitted to the Department in response to a public records request.  



 ITB 2022014 

Digital Scanning and Indexing Services 

 

 16 of 20 
Rev. 10/14/2021 

4 Scope of Work 

4.1 Scope of Work 
The Contractor shall provide all shipping, delivery, digital scanning, indexing, and digital storage media 
for converting film images to digital files of permanent permit records. These physical records are stored 
at the Bob Martinez Center, Room 506 located at 2600 Blair Stone Road, Tallahassee, Florida 32399.   
Physical records to be converted to digital media consist of:  1) 1,140,916 document images contained 
on approximately 28,301, 16mm microfiche cards and microfilm strip sleeves, and; 2) 151,459 plan 
images contained on approximately 30,688, 35mm microfiche cards and microfilm strip sleeves.  The 
resulting digital records shall be in the Adobe (.pdf) format, indexed in a Microsoft Excel (.xlsx) by Permit 
or File Number, Inactive File Number, Fiche Number, File Type (document or plan), and Image Number, 
and delivered to the Department on a digital storage media device. (Service).  

4.2 Definitions  
In this Contract, the following terms shall be defined as set forth below: 

Digital Scanning - Converting fiche cards or film strips to digital images with an optical reader. 

Digital Storage Media - Hard or USB drive meeting Department security, capacity, speed and accuracy 
standards. 

Document Images - Film images stored on 16mm or 35mm rolls, strips or fiche cards; 16mm size images 
are typically letter or legal-size documents; 35mm images are typically plan sheets originally of 24-inch 
by 36-inch size.  

Indexing - Cataloging images into an Excel Spreadsheet noting the original file information and the 
profile for storage in the Department’s electronic document management system, Oculus. 

Microfiche - Plastic card, 4-inch x 6-inch, containing approximately 60 document images from 16mm 
film or 6 plan images from 35mm film.  Each card is annotated with file index information. 

Microfilm Strip - Plastic sleeve, 4-inch x 6-inch, holding 6 strips of 16mm film images or 2 strips of 35mm 
film images in the same arrangement as the duplicate microfiche card. Each sleeve is annotated with file 
index information. 

Portable Document Format (PDF) / Searchable PDF - A searchable file format standard that provides a 
way of distributing, viewing, and printing documents with consistent appearance across several 
computer platforms and allows for Adobe Acrobat search functionality within the file. Files created from 
printed documents closely match the paper version including graphics, photographs, and fonts and are 
compressed for easy downloading and distribution. This file format can be used to present documents in 
a manner independent of application software, hardware, and operating systems and allow for Optical 
Character Recognition (OCR).  

Permit records - Sets of permit applications, approval and compliance documents and plans identified 
by a unique permit or other number and an inactive file number. Each permit record can be contained 
on multiple 16 mm or 35 mm fiche cards or film sleeves. 
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Transport - Secure shipping and delivery of physical and digital materials. 

4.3 Contractor Responsibilities 
a. Deliverables.  The Contractor shall provide the following deliverables: 

• Digital scanning of physical records into PDF files. The physical records are stored at the Bob 
Martinez Center, Room 506 located at 2600 Blair Stone Road, Tallahassee, Florida 32399. 
Contractor shall scan either microfiche cards or microfilm strips based on cost and quality as 
approved by the Department.  The Department’s intent is for the PDF image files to be of 
sufficient quality, depending on the legibility and condition of the original image, to allow for 
Optical Character Recognition (OCR). 

• Indexing by fiche cards, permit records and document images and confirming counts of scanned 
documents against Department database counts. 

• Images are to be indexed by Permit or File number, Inactive file number, Fiche number, File 
type/size (letter size document – 16mm, or oversize plan sheet – 35mm) and image number. 

• Loading PDF files and indexes onto labelled digital data storage media. 
• Secure transportation and delivery of all records as cataloged in the index included with the 

records and storage media, both from the Department to the Contractor and returned to the 
Department. 

• The Contractor shall charge only for what is imaged. 
 
b. Performance Measures. 

• At project commencement, Contractor and Department will establish mutually agreed upon 
standards on acceptable image quality that Contractor shall apply to its quality control process 
and deliverables.  

• The Contractor shall verify document counts manually during the preparation process, enter 
counts into log sheets, and then verify the counts at scan time.  When counts do not match, the 
batch will be pulled, and the discrepancy resolved to ensure that all pages are scanned and 
indexed.  Originals that are illegible or incapable of being scanned will be identified, set aside 
and documented.    

 
c. Completion Criteria and Date. Original and digital records are to be delivered to the Department no 

later than June 15, 2022. 
 

d. Auditing. Contractor shall keep a log of the number of documents prepped, scanned, and indexed.  
Logs will be available for the Department’s review, upon request.  Daily totals for each scan lot shall 
be compared to ensure that all documents received are imaged and indexed or otherwise taken into 
account. Records shall be maintained to enable the generation of weekly project reports and 
biweekly status meetings/conference calls upon request.  

 
e. Invoicing. Upon completion of services, the Contractor shall submit to the Department’s Contract 

Manager a signed invoice on company letterhead, along with documentation of services received.  
Contractor shall submit invoices to the Department within fifteen (15) business days after the date 
of the Department’s written receipt of deliverables. Payments shall be made only for services 
received.   
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4.4 Department’s Responsibilities 
The Department will be responsible for: 
• Boxing and preparing fiche or film document images for pickup by the Contractor with labels of

record management information for the permit records.
• Providing Department document management system standards, including for card catalog,

index, and database information in digital format, including an Excel Spreadsheet of permit
records.

• The Contract Manager shall approve and inspect deliverables within thirty (30) calendar days of
the receipt of original and digital records. Approval notice will be sent via email to the
Contractor.

• Processing payments per Florida Statutes.
• Uploading .pdf records into Oculus.
• Destroying obsolete, redundant, or duplicate records.

4.5 Enforcement
a. The Department has thirty (30) calendar days from completion of the project to notify Contractor of

any image that does not meet the agreed upon quality standards.  Contractor shall rescan and
submit such identified images at no charge within thirty (30) calendar days from receipt of written
request from the Department. Upon receipt of the rescans, the Department will review and provide
written acceptance or rejection (with note as to correction needed) to the Contractor within fifteen
(15) calendar days.

b. The Department’s Contract Manager will be responsible for reviewing deliverables to determine if
they conform to the Scope of Work and accepting or rejecting deliverables for payment of invoices,
as appropriate.   Upon written approval of services, the Department shall pay the Contractor for the
deliverables submitted on the invoice.  The invoice shall be based on the per unit rate listed on the
Price Sheet, for the actual images scanned.
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5 Award 

5.1 Basis of Award 
A Contract may be awarded to the responsible and responsive Respondent(s) who submits the lowest 
responsive bid, considering the Adjusted LTP (see section 5.2 below), if applicable. 

The Department reserves the right to accept or reject any or all offers, or separable portions, and to waive 
any minor irregularity, technicality, or omission if the Department determines that doing so will serve the 
best interest of the State.  

Responses that do not meet all requirements, specifications, terms, and conditions of the Solicitation or 
fail to provide all required information, documents, or materials may be rejected as non-responsive.   The 
Department may request additional information pertaining to the Respondent’s ability and qualifications 
to accomplish all services described or provide commodities as in this ITB as deemed necessary during the 
ITB or after contract award.   

5.2 Florida-Based Business Preference 
As required by section 287.084, F.S., if this is a Contract for personal property (i.e., commodities) and 
the lowest bid price, as determined in accordance section 2.3.3 above, is from “a vendor whose principal 
place of business is in a state or political subdivision thereof which grants a preference” (hereafter, 
“Foreign  State Preference”) “for the purchase of such personal property to a person whose principal 
place of business is in such state,” then the Department shall award the Foreign State Preference to the 
lowest responsible and responsive vendor having a principal place of business within Florida.  

If there is no Foreign State Preference, then the Department shall award a preference of 5%.   This shall 
be calculated by the following formula to each Foreign State Vendor whose LTP is lower than the lowest 
Florida-based vendor: 

LTPForeign State Vendor x 1.05 = Adjusted LTP 

5.3 Award Preferences for Equal Scores (Ties) 
In the event that the Department’s evaluation results in a Tie, the Department will request Form E, Award 
Preference Form, from the Respondents with Responses that resulted in the Tie.  Based on Form E, the 
Department will give the award to a Respondent if it is a minority-owned or veteran-owned business. If 
more than one Respondent is entitled to this preference, the preference will be given to the Respondent 
with the qualifying business with the smallest net worth, consistent with section 295.187(4)(b), F.S.  In the 
event all preferences are equal or that none of the Respondents are entitled to a preference, the Tie will 
be broken using a coin toss. 

5.4 Recommendation of Award 
The Department will forward the Recommendation of Award to the Secretary or their designee.  The 
Secretary or their designee will make the final decision as to which Respondent(s) should be awarded the 
Contract(s) based on the Recommendation of Award. 
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5.5 Posting of Decision 
The Department will post a Notice of Intent to Award, stating its intent to enter into one (1) or more 
Contracts with the Respondent(s) identified therein, on the VBS.  If the Department decides to reject all 
Responses, it will post its notice on the VBS website. 

5.6 Execution of Contract [Delete if PO] 
The awarded Respondent(s) shall sign the Contract within ten (10) calendar days of receipt of the 
Contract for execution, unless there is an automatic stay triggered by the filing of a formal protest.  If a 
formal protest is timely filed, the time to sign the Contract shall be tolled.  The Department reserves the 
right to withdraw its Notice of Intent to Award if the Contract is not timely signed, if it determines in its 
sole discretion that it is in the best interest of the State to do so.  The Department also reserves the right 
to award to the Respondent ranked second if the Department does not receive a timely signed Contract 
from the awarded Respondent.  

5.7 Failure to Perform the Contract 
If the Contractor is unable or unwilling to meet the requirements of the Contract within 60 days of 
execution, the Department may terminate its Contract with Contractor and award to the next higher-
ranked Respondent(s). 
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State of Florida  
Department of Environmental Protection  

Photographs of Physical Records 
 

Attachment 2 
 

The Department of Environmental Protection, Office of Resilience and Coastal Protection, currently 
maintains an archive of permanent permit records as physical records on microfiche cards stored in metal 
office cabinets, in microfilm rolls stored in 12 Banker’s Box type file storage boxes, and microfilm strips in 
sleeves contained in 41 storage boxes 6-inch wide by 5-inch high by 12-inch length. These physical records 
are stored at the Bob Martinez Center, Room 506 located at 2600 Blair Stone Road, Tallahassee, Florida 
32399. 

 

Figure 1. Photograph of physical records of sample permit file BO000165, inactive number 322-4718, 
Llofer, Inc.: left - Microfiche cards of 16mm and 35mm with paper sleeve; top center - boxes of 16 mm 
and 35 mm Microfilm rolls; center – two sleeves, one with strips of 16 mm images of letter size 
documents and the other with strips of 35 mm images of plans on oversize sheets. The first two letters 
of the file number represent the Department’s system for identifying coastal counties with permit files. 
Each file number contains 8 characters.  The name on the card “Llofer” is the applicant or permittee. 
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Figure 2. Rolls of 16 mm and 35 mm film and labelled boxes that contain the original photographic 
images of the documents and plans contained in the Microfiche card and Microfilm strip sleeves of the 
sample permit file BO000165. Also depicted is the Bankers Box in which the rolls are stored. 
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State of Florida  
Department of Environmental Protection  

Business Response Form 
 

Form A 
 
Respondents shall complete and submit the following information with their Response. Joint venture 
Respondents must submit one Business Response Form per venturer.  
 

Vendor Information 
Vendor Legal Name:  
Principal Place of Business1:  
FEIN:  
Phone Number:  
Mailing Address:  
Type of Business Entity:  

For joint ventures only: ☐ Check this box if you are the principal venturer in a joint venture agreement. 
 

Primary Contact 
Name:  
Title:  
Address:  
Phone Number:  
Email Address:  

 
Authorized Signatory2 

Name:  
Title:  
Address:  
Phone Number:  
Email Address:  

 
I,  am the  of 
 (Authorized Representative’s Name)  (Title)  

 , (the “Respondent”) and am authorized to represent the  
(Respondent Legal Name)  

Respondent.  I do hereby certify, to the best of my knowledge and belief, the information submitted to 
the Department on this form and with my Response is true and correct. 
 
 
   
Signature of Authorized Representative  Date 

                                                      
1 “Principle place of business” means the address at which the Respondent’s high-level officers direct, control, and 
coordinate the Respondent’s activities 
2 Person shall have authority to contractually bind the Respondent, should a Contract be awarded. 
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Minimum Mandatory Criteria 
To be eligible for award, Respondents must respond “Yes” to each statement below. 
 
1. Respondent is not on the Department of Management Services’ (DMS) 

Discriminatory Vendor list as defined in Section 7 of the PUR 1001.  ☐ Yes ☐ No 

2. Respondent is not on the DMS’ Convicted Vendor list as defined in Section 8 of 
the PUR 1001. ☐ Yes ☐ No 

3. Respondent certifies that it is not 1) on the Scrutinized Companies with Activities 
in Sudan List, 2) on the Scrutinized Companies with Activities in the Iran 
Petroleum Energy Sector List, 3) participating in a boycott of Israel and does not 
have business operations in Cuba or Syria? (If over $1M) 

☐ Yes ☐ No 

4. Respondent certifies that it is not participating in a boycott of Israel.  ☐ Yes ☐ No 
5. Respondent has not been removed from the DMS’ Vendor List, pursuant to Rule 

60A-1.006, F.A.C. ☐ Yes ☐ No 

6. Respondent has an active W-9 on file with the Department of Financial Services 
or provide one prior to execution of the Contract. ☐ Yes ☐ No 

7. Respondent has not colluded with any entity to reduce competition.  This 
includes the disclosure or discussion of technical or price portions of the 
Response, or any other attempt to fix pricings.  

☐ Yes ☐ No 

8. Respondent does not have an unfair competitive advantage from either: a) 
having access to information that is not available to the public that would assist 
the Respondent in obtaining Contract Award, and/or b) obtaining source 
selection information that is relative to the contract but is not available to all the 
competitors and that would assist the Respondent in obtaining Contract Award.  

☐ Yes ☐ No 

9. Respondent has not participated in the drafting of any portion of this solicitation 
or developed this program for future implementation, as prohibited by section 
287.057(17), F.S. 

☐ Yes ☐ No 

10. Respondent has read and agrees to all Solicitation Terms and Conditions and 
agrees to perform under the Contract, if awarded.  ☐ Yes ☐ No 

 
Responsibility 
Respondents shall complete and submit answers to the questions below.  For each “yes” Respondents shall 
provide a detailed explanation (1 page) relevant to the issue and attach copies of documents relevant to the 
written explanation(s) provided (unlimited pages).  For Bankruptcy documentation, please provide the court, 
case number, status, date filed, and date closed, if applicable. The Department reserves the right to request 
additional information, as needed, to determine a Respondent’s Responsibility pursuant to section 287.012(25), 
F.S. 
 
1. Within the past 5 years, has the Respondent been subject to criminal judgments 

or administrative actions? ☐ Yes ☐ No 

2. Within the past 5 years, has the Respondent been suspended or barred from 
participation in any competitive process or contract award? ☐ Yes ☐ No 

3. Within the past 5 years, has the Respondent had any licenses or certifications 
required for this Scope suspended, revoked, or canceled? ☐ Yes ☐ No 

4. Within the past 5 years, has the Respondent had any contracts or agreements 
terminated for cause? ☐ Yes ☐ No 

5. Within the past 5 years, has the Respondent been the subject of bankruptcy 
proceedings?   ☐ Yes ☐ No 
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Conflict of Interest Disclosure  
PUR 1001, section 6, Conflict of Interest, states: 
 
This solicitation is subject to chapter 112 of the Florida Statutes.  Respondents shall disclose with their 
response the name of any officer, director, employee, or other agent who is also an employee of the 
State.  Respondents shall also disclose the name of any State employee who owns, directly or 
indirectly, an interest of five percent (5%) or more in the Respondent or its affiliates. 
 
Select the appropriate box and fill out the appropriate table(s), if applicable. 
 
☐ Pursuant to PUR 1001, section 6, Conflict of Interest, I have the following names to disclose: 
 
 

Respondent’s Officers, Directors, Employees or Other Agents 
Who Are Also Employees of The State 

Full Legal Name Position Title and Agency 
  
  
  
  

 
State Employees  

Who Own an Interest of 5% or More in The Respondent or Its Affiliates 
Full Legal Name % of Direct or Indirect Ownership 

  
  
  
  

 
OR 
 
☐ Pursuant to PUR 1001, section 6, Conflict of Interest, I have nothing to disclose. 
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State of Florida  
Department of Environmental Protection  

Foreign State Preference Opinion 
 

Form B 
 
Consistent with section 287.084(2), F.S., if the Respondent’s indicated that its principle place of 
business is outside of the State of Florida (Foreign State), Respondent must have an attorney who is 
license to practice law in the state of their principle place of business complete the section below. Joint 
venture Respondents shall complete this Form for their principal venturer only.  
 
Legal Opinion about Foreign State Preferences in Contracting (Please select one) 
☐ The Respondent’s principle place of business is in the state of _______________ and it is my 

legal opinion that neither the laws of the Foreign State nor the political subdivision in which the 
principle place of business is located grant a preference in the letting of any or all public 
contracts to business entities whose principle place of business are in the Foreign State and/or 
political subdivision.  

☐ The Respondent’s principle place of business is in the state of _______________, and it is my 
legal opinion that the laws of the:  

 (Please select all that apply) 
 ☐ state 
 ☐ political subdivision  
 Grant the following preference(s) in the letting of any or all public contracts to business entities 

whose principle place of business are in that state and/or political subdivision.  
[Describe applicable preference(s) and identify applicable state law(s) in the space provided] 
 
 
 
 
 
Respondent’s Attorney 

Signature:   

Name:  
State of License:  
Bar Number:  
Date of Admission:  
Address:  
Phone Number:   

 
 
 



State of Florida 
Department of Environmental Protection 

Price Sheet  
Form D 

 
 
 
The prices listed below shall be all inclusive in order to provide the Services as described within the Scope of Work.  The 
quantity listed below is an estimate and may vary.  The selected Contractor will be paid for services rendered at the unit 
price listed below.  

 
Description Unit Rate Multiply Estimated 

Quantity 
Total Price 

 
Document images to digital media 
(16mm microfiche cards and 
microfilm strip sleeves) 

 

 
$___________ x  

1,140,916 
 
$_______________ 

 
Plan images to digital media (35mm 
microfiche cards and microfilm strip 
sleeves) 

 
 

 
$__________ x  

151,459 
 
$_______________ 

 
TOTAL COMBINED AMOUNT  

 
$_______________*** 

*** Used to develop the recommendation of award in accordance with Section 2.3.3 of the ITB 
 
 
 
 
         _____________________________ 
Name of Respondent/Company 
 
         _____________________________ 
Printed/Typed Name of Authorized Signatory and Title 
 
         _____________________________ 
Signature            Date 
 
 
 
Footnotes, notations, and exceptions made to this form will not be considered. 
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State of Florida 
Department of Environmental Protection 

Award Preferences Form 
 

Form E 

This form must be completed by the Respondent in the event of a tie if requested by the 
Department. If the Department discovers that any information on this form is false after the 
award to the Respondent is made, the Department reserves the right to terminate the Contract 
and hold the Respondent liable for costs associated with re-procuring the services. 
 
Respondents shall certify one or more of the following by checking the box(es): 

☐ A. The Response is from a certified minority-owned firm or company and the net worth 
of the company is ___________________;  

☐ B. The Response is from a veteran-owned business certified according to section 
295.187, F.S., and the net worth of the company is ___________________; 

☐ C. The Response is from a Florida-based business having at least one of the following 
characteristics:  

1) Fifty-one (51) percent of the company is owned by Floridians; or 

2) Employs a workforce for this project or contract that is at least 51% Floridians; 
or 

3) More than 51% of business assets of the company, excluding bank accounts, 
are located in Florida. 

☐ D. The Response is from a Respondent whose place of business in Florida;  

☐ E. The commodities proposed for this contract are manufactured, grown, or produced 
within this State;   

☐ F. The Response is from a foreign manufacturer with a factory in the State employing 
over 200 employees working in the State; 

☐ G. The Response is from a business that certifies that it has implemented a drug-free 
workplace program in accordance with section 287.087, F.S.; 

☐ H. The Response is from a company that is not eligible for any of the above preferences. 

 
I do hereby certify, to the best of my knowledge and belief, the information submitted to the 
Department on this form is true and correct.  
 
 

   
Signature of Authorized Representative  Date 
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