
 
 

 

Request for Quotations (RFQ) 

 

RFQ Number:  RFQ-BPA-900-IT-17-01  

Issuance Date:  3/20/2017 

Deadline for Offers: 4/7/2017 23:59 EST 

Description:  Document Scanning Services 

For:    Counterpart International 

I. Instructions to Offerors 

1. Introduction 

The purpose of this RFQ is to solicit quotations from eligible Offerors for as-needed, ad hoc purchases of 

Document Scanning Services. Because of this RFQ, Counterpart International (Counterpart) anticipates 

issuing one or more blanket purchase agreements (BPA) to establish specific pricing levels and parameters 

for ordering these services.  This will allow Counterpart to issue specific ordering documents, on an as-

needed basis, for the procurement of these items over the next 36 months.  The Offeror shall furnish the 

supplies/services described in any ordering documents issued by Counterpart under this BPA.  Counterpart 

is only obligated to pay for supplies/services ordered through ordering documents issued under this BPA 

and delivered by the Offeror in accordance with the terms/conditions of this BPA. 

Offerors are responsible for ensuring that their offers are received by Counterpart in accordance with the 

instructions, terms, and conditions described in this RFQ.   Failure to adhere with instructions described in 

this RFQ may lead to disqualification of an offer from consideration. 

2. Offer Deadline and Protocol 

Offers must be received no later than the time and date indicated above, by email to 

contact.it@counterpart.org. 

Please reference the RFQ number in any response to this RFQ.  Offers received after this time and date will 

be considered late and will be considered only at the discretion of Counterpart. 



 
 

3. Questions 

Questions regarding the technical or administrative requirements of this RFQ may be submitted no later 

than 23:59 EST on 4/3/2017 by email to contact.it@counterpart.org.  Questions and requests for 

clarification—and the responses thereto—that Counterpart believes may be of interest to other offerors 

will be circulated to all RFQ recipients who have indicated an interest in bidding.   

Only the written answers issued by Counterpart will be considered official and carry weight in the RFQ 

process and subsequent evaluation.  Any verbal information received from employees of Counterpart or 

any other entity should not be considered as an official response to any questions regarding this RFQ. 

4. Specifications 

“Specifications and Technical Requirements” contains the technical specifications of the items that may be 

ordered under the BPA.  All commodities offered in response to this RFQ must be new and unused.   

Now, specific quantities to be purchased under any BPA resulting from this RFQ are unknown.  Specific 

quantities will depend on the needs of Counterpart.  Individual ordering documents will be issued under 

the BPA agreement, as the need arises for additional commodities/services.   

5. Quotations 

The per-unit pricing in quotations in response to this RFQ must be priced on a fixed-price, all-inclusive 

basis, including delivery and all other costs.  Pricing must be presented in USD. Offers must remain valid 

for not less than thirty (30) calendar days after the offer deadline.   

In addition, offerors responding to this RFQ are requested to submit the following: 

• Organizations responding to this RFQ are requested to submit a copy of their official registration or 

business license. 

• Individuals responding to this RFQ are requested to submit a copy of their identification card. 

1. Delivery 

The delivery location for the items described in this RFQ is 2345 Crystal Drive, Suite 301, Arlington, VA.  As 

part of its response to this RFQ, each offeror is expected to provide an estimate (in calendar days) of the 

delivery timeframe (after receipt of order).  The delivery estimate presented in an offer in response to this 

RFQ must be upheld in the performance of any resulting contract. 



 
 

2. Source/Nationality/Manufacture 

All goods and services offered in response to this RFQ or supplied under any resulting award must meet 

USAID Geographic Code 000 in accordance with the United States Code of Federal Regulations (CFR), 22 

CFR §228. 

Offerors may not offer or supply any commodities or services that are manufactured or assembled in, 

shipped from, transported through, or otherwise involving any of the following countries: Burma 

(Myanmar), Cuba, Iran, North Korea, (North) Sudan, Syria. 

3. Warranty 

Warranty service and repair is required for all commodities and services under this RFQ. The warranty 

coverage must be valid on all commodities for a minimum of twelve (12) months after delivery and 

acceptance of the commodities, and sixty (60) days for services, unless otherwise specified in the technical 

specifications. 

4. Taxes and VAT 

Counterpart is a tax-exempted organization. Exemption documentation will be provided to the winning 

bidder on request. 

5. Eligibility 

By submitting an offer in response to this RFQ, the offeror certifies that it and its principal officers are not 

debarred, suspended, or otherwise considered ineligible for an award by the U.S. Government.  

Counterpart will not award a contract to any firm that is debarred, suspended, or considered to be 

ineligible by the U.S. Government. 

6. Evaluation and Award 

The award will be made to a responsible offeror whose offer follows the RFQ instructions, meets the 

eligibility requirements, and is determined via a trade-off analysis to be the best value based on 

application of the following evaluation criteria. Proposals will be evaluated by a review committee. The 

Committee will evaluate all proposals received in accordance with the Evaluation Criteria. The Evaluation 

Criteria are as follows:  

• Demonstrated quality of outputs through sample work (45%) 

• Proposed approach in completing the work (20%) 

• Reasonableness of cost (20%) 

• Suitability based on the requirements of this RFP (10%) 

• Quality, clarity, and responsiveness of proposal (5%) 



 
 

We suggest Offerors to demonstrate quality of outputs through sample work, and for that we will make 

available standard boxes with documents so they can be scanned. We believe that a sample of two boxes 

will be enough to show the ability to process the documents, particularly the precise grouping of pages in 

scanned files. As mentioned before, keeping the integrity of the current records (with “record” meaning a 

group of related pages) is very important to this task. 

Counterpart is not obligated to accept the lowest proposal, but will make an award in the best interests of 

the organization after all factors have been evaluated. Counterpart will not be responsible for any other 

cost or obligation that may be incurred by the respondent. All proposals submitted to the Counterpart 

shall become the property of Counterpart. 

Award is contingent upon the successful negotiation of final contract terms. The successful Offeror will be 

required to execute an agreement and comply with all requirements of said Agreement. It is anticipated 

that the successful Offeror will request minimal changes to the contract. Any requests for changes to the 

contract should be detailed in the proposal.  

In the event contract negotiations cannot be concluded successfully or the originally selected Offeror 

defaults or fails to execute an agreement with Counterpart in a timely manner, Counterpart in its sole 

discretion may enter an agreement with another Offeror or withdraw the RFQ. 

Please note that if there are significant deficiencies regarding responsiveness to the requirements of this 

RFQ, an offer may be deemed “non-responsive” and thereby disqualified from consideration.  Counterpart 

reserves the right to waive immaterial deficiencies at its discretion. 

Best-offer quotations are requested.  It is anticipated that award will be made solely on the basis of these 

original quotations.  However, Counterpart reserves the right to conduct any of the following: 

• Counterpart may conduct negotiations with and/or request clarifications from any offeror prior to 

award. 

• While preference will be given to offerors who can address the full technical requirements of this RFQ, 

Counterpart may issue a partial award or split the award among various Offerors, if in the best interest 

of Counterpart.  

• Counterpart may cancel this RFQ at any time.  

• Counterpart may reject all offers, if such action is in the best interest of Counterpart. 

7. Terms and Conditions 

This is a Request for Quotations only.  Issuance of this RFQ does not in any way obligate Counterpart to 

make an award or pay for costs incurred by potential offerors in the preparation and submission of an 

offer.   



 
 

This solicitation is subject to Counterpart’ standard terms and conditions.  Any resultant award will be 

governed by these terms and conditions; a copy of the full terms and conditions is available upon request.  

Please note the following terms and conditions will apply: 

(a) Counterpart’ standard payment terms are net 30 days after receipt and acceptance of any 

commodities or deliverables.  Payment for ordering documents issued under any BPA resulting from 

this RFQ will only be issued to the entity submitting the offer in response to this RFQ and identified in 

the corresponding BPA award; payment will not be issued to a third party. 

(b) Any award resulting from this RFQ will be in the form of a Blanket Purchase Agreement (BPA).  

Counterpart anticipates issuing a BPA (or multiple BPAs) under which specific ordering documents can 

be issued—on an as-needed basis—at the pricing levels established in the BPA.  When the need arises 

for the commodities/services described in the BPA, Counterpart will issue a ordering document to the 

BPA-holder.  If there are multiple BPA-holders because of this RFQ, the ordering document will be 

issued to the BPA-holder that presents the best value for that specific order, based on price and 

delivery time. Any BPA issued because of this RFQ will have a minimum duration of at least 36 months. 

The Offeror shall furnish the supplies/services described in any ordering documents issued by 

Counterpart under the BPA. Counterpart is only obligated to pay for supplies/services to the extent 

ordering documents are issued under any BPA resulting from this RFQ. 

(c) No commodities or services may be supplied that are manufactured or assembled in, shipped from, 

transported through, or otherwise involving any of the following countries: Burma (Myanmar), Cuba, 

Iran, North Korea, (North) Sudan, Syria. 

(d) Any international air or ocean transportation or shipping carried out under any award resulting from 

this RFQ must take place on U.S.-flag carriers/vessels. 

(e) United States law prohibits transactions with, and the provision of resources and support to, 

individuals and organizations associated with terrorism. The Offeror under any award resulting from 

this RFQ must ensure compliance with these laws. 

(f) The title to any goods supplied under any award resulting from this RFQ shall pass to Counterpart 

following delivery and acceptance of the goods by Counterpart.  Risk of loss, injury, or destruction of 

the goods shall be borne by the offeror until title passes to Counterpart. 

II. Offer Checklist 

To assist offerors in preparation of proposals, the following checklist summarizes the documentation to 

include an offer in response to this RFQ. 

□ Cover letter, signed by an authorized representative of the offeror (see Section 4 for template) 

□ Official quotation, including specifications of offered services (see Section 3 for example format) 



 
 

□ Copy of offeror’s registration or business license (see Section 1.5 for more details) 

III. Specifications and Technical Requirements 

As Counterpart moves more of its information to digital storage, there is a growing need to process its 

current backlog of paper records. These records represent the output from different business processes 

and have been arranged loosely by year, department, and program. 

Each program is in a different country, and while all the paper records have been centralized in Arlington, 

VA, this means that some may be in a language different from English. All the box identification 

information (year, department, program, business process/area) is in English.  

Counterpart has been using a SharePoint based system to store digitized paper records in PDF format, 

which allows for the addition of metadata information. The system also performs the OCR process in all 

the records added to it. 

We anticipate a varying number of boxes to be processed each month by the selected Offeror. This 

number will change as the needs of the business change, and will also depend on the number of records 

generated in each period. Counterpart does not stipulate a minimum number of records to be processed 

in each period. 

Counterpart anticipates a partnership spanning multiple years with the selected Offeror. Counterpart’s 

records will be picked up in Arlington, Virginia and returned as needed and as agreed upon between 

Counterpart and the Offeror. 

6. Technical Requirements 

1. Imaging (Scanning) Specifications 

Counterpart requires digital scanning service to pick up the paper records, scan and return the paper 

records and the digital information to Counterpart. Originals are not to be altered in any way. All images 

are to be representative of the original records. Blank pages (with no text or image) are to be eliminated. 

All records to be scanned at a minimum of 300 DPI, black & white (and/or grayscale or color if determined 

by Counterpart) in PDF/A1-b format. Images are to be de-skewed to the best possible alignment and auto-

rotated (in readable format). Includes single and/or double-sided records. 

2. Professional services 

Two or more Certified Document Imaging Architects (CDIA+) on staff. 



 
 

3. Document preparation for scanning (and reassembly) 

The Offeror shall remove staples, clips, fastener, or other binding material and, if directed by Counterpart, 

reassemble records after scanning. Sticky notes are not to be scanned. Offerors may assume that most 

records are in good condition. 

Files are to maintain their integrity as submitted. Offeror shall not purge or strip any files of any records. 

4. Optical Character Recognition (OCR) 

Optional 

5. Quality checking images scanned 

Counterpart desires the option to destroy some or all original documents scanned, thus the quality of 

scanned documents and diligence of quality control must be superior. Consultant will provide ongoing 

quality assurance/quality control (QC/QA) review of records scanned. 

6. Data and image accuracy should meet or exceed 99.95% 

Offeror should indicate what are the processes and procedures incorporated to achieve the QA standard 

of 99.95%. 

7. Data entry of index fields 

All records to be named and indexed per naming conventions, as determined by Counterpart. Fields may 

change, depending on the type of document scanned. Counterpart will provide detailed instructions for 

each project. 

8. Damage to records 

Any damage to Counterpart records, or other issues, irregularities, difficulties, or challenges shall be 

immediately reported, via email, to the project point-of-contact within Counterpart. 

9. Location of Services 

The processing of records should be performed no further than 25 miles from Counterpart’s offices and 

support unplanned visits by Counterpart’s project staff. 

10. Security of Records 

Offeror should ensure: 

• Chain of custody tracking of customer records, from receipt through disposition (both physical and 

digital) 

• HIPPA Risk Management Plan in place 



 
 

• Secure Servers (HIPPA compliant configured) 

• Regular customer data security briefings, training, and testing 

• No use of personal devices with recording capabilities in production areas (cell phones, tablets) 

• Limited access with biometrics, smart card, key fob, keypad, or physical key 

• Fire suppression system and alarm system 

11. Pickup and Delivery Specifications 

Pickup and delivery of records to be scanned to Offeror’s facility. Offeror shall coordinate with 

Counterpart to pick up records in Arlington, VA. Records are to remain in original storage container and 

include corresponding inventory sheets, as prepared by Counterpart. Counterpart will provide index 

instructions and an itemized list of contents. 

12. Provide images and index data on a secure location for download by Counterpart. 

Records are to be returned in the same order and in the same file folders or loose-leaf binders in which 

they were received. Offeror is not responsible for rebinding material. Spiral or plastic comb-bound records 

are to have the binding removed and replaced with a binder clip (to secure the record). 

Original records are returned to Counterpart in the same order and condition as received and in the same 

storage container as they were sent in, including the corresponding inventory sheet. 

Scanned records can be provided to Counterpart on a DVD, or placed in a mutually-agreed online storage 

(this is the preferred method). 

13. Turnaround 

Will depend on the size of each work order in the project, but a guaranteed maximum turnaround of 30 

calendar days from pick up of the records from Counterpart. 

14. Final Inspection and Acceptance 

Based on the above specifications, Counterpart will, within 90 days of receipt of the images, make a final 

inspection of the scanned images, once imported into its system. Acceptance will be achieved when 

Offeror has made any corrections and Counterpart accepts the work as completed. 

15. Contract Assignment 

The Consultant shall not assign, transfer, convey or otherwise dispose of the contract, or its right, title or 

interest, or its power to execute such a contract to any individual or business entity of any kind without 

the previous written consent of Counterpart. 



 
 

16. Delivery time (after receipt of order) 

30 calendar days. 

7. Proposal Content Requirements  

Offerors are encouraged to keep their proposals brief and relevant to the specific information requested 

herein. Proposals would be straightforward, concise, and provide “layman” explanations of technical 

terms that are used.  

The proposal package shall contain the following and shall be limited to 15 pages: 

1. Qualifications 

• A description of the company's capabilities, experience, background, and why the Offeror is 

qualified to provide the services described in this RFQ.  

• Identification of the Project Manager and other key personnel to be assigned to the work; their 

capabilities and proposed responsibilities, and brief resumes that highlight special qualifications 

relevant to the required tasks.  

• Brief description regarding the length of time Offeror has been providing services described in this 

RFQ. 

• Services and data to be provided by the Counterpart. 

• Subcontracting any portion(s) of the Scope of Services are not desired. 

• Non-disclosure: Detail the measures and steps taken to avoid the disclosure of Counterpart’s 

proprietary information while in the custody of the Offeror. 

2. Project Approach  

Provide a description of the approach and methodology to be used to provide the required imaging 

(scanning) services including:  

• Electronic Document Imaging (Scanning) Services 

• Shipping method(s) and in-transit security for original records  

• Turnaround time for document return and digital file delivery  

• Process for tracking files and documents from pick up to return and method of accountability  

• Process for tracking the digital content and method of accountability  

• Discuss naming conventions  

• Discuss quality assurance/quality control (QC/QA) procedures  

• Identify any supplemental tasks deemed necessary or alternatives which may enhance the project, 

reduce costs, or speed delivery 

• Provide a description of Offeror’s warranty/guarantee of work product.  



 
 

3. Cost Requirements  

The proposal shall contain the following:  

• Cost per standard box of records (estimated at 2,500 page images per box)  

• A breakdown of other preparation services related to the scanning of each box 

• Any additional charges that may be associated with the scope of work must also be identified.  

The Offeror shall include a list of any complementary services offered, along with corresponding 

prices.  

• The Offeror shall present the rates by year, for duration of the agreement, in three tables. Or 

indicated the percentage increase for each year with relation to the year prior. 

Year (n) Rates 

Description and 

Specifications of 

Item 

Unit 

Items and 

Specifications 

Offered 

Unit 

Price 

USD 

(1 

unit) 

Unit 

Price 

USD 

More 

than 

__ 

Units 

Unit 

Price 

USD 

More 

than 

__ 

Units 

Scanning of paper 

records as 

specified in this 

RFQ 

1 box (1.2 

cu.ft.) 
    

Preparation 

services (detail) 

1 box (1.2 

cu.ft.) 
    

IV. Offer Cover Letter 

The following cover letter must be placed on letterhead and completed/signed/stamped by a 

representative authorized to sign on behalf of the offeror: 

To:   Counterpart International 

  2345 Crystal Drive, Suite 301, Arlington, VA 

Reference:  RFQ no. RFQ-BPA-900-IT-17-01  



 
 

To Whom It May Concern: 

We, the undersigned, hereby provide the attached offer to perform all work required to complete the 

activities and requirements as described in the above-referenced RFQ.  Please find our offer attached. 

We hereby acknowledge and agree to all terms, conditions, special provisions, and instructions included in 

the above-referenced RFQ.  We further certify that the below-named firm—as well as the firm’s principal 

officers and all commodities and services offered in response to this RFQ—are eligible to participate in this 

procurement under the terms of this solicitation. 

Furthermore, we hereby certify that, to the best of our knowledge and belief: 

• We have no close, familial, or financial relationships with any Counterpart project staff members; 

• We have no close, familial, or financial relationships with any other offerors submitting proposals 

in response to the above-referenced RFQ; and 

• The prices in our offer have been arrived at independently, without any consultation, 

communication, or agreement with any other offeror or competitor for the purpose of restricting 

competition. 

We hereby certify that the enclosed representations, certifications, and other statements are accurate, 

current, and complete. 

Authorized Signature 

Name and Title of Signatory 

Date 

Company Name, Address, Telephone  

Company Registration or Taxpayer ID Number 


