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RIO RANCHO PUBLIC SCHOOLS
PURCHASING DEPARTMENT
599 LASER RD. NE
RIO RANCHO, NEW MEXICO 87124

Request For Proposals Number: RFP#2016-012-IS
TITLE: Document Management Software Services
Submittal Due Date: June 27, 2016 Time: 2:00 PM

Rio Rancho Public Schools (“RRPS”) wishes to establish price agreements for the purchase of a
Document Management Software solution and invites all service providers to submit a proposal for
the purchase of a turnkey Document Management Software services solution to be utilized at
various schools and administrative sites throughout the school district as described and identified
within this Request For Proposals (RFP). Please carefully read all instructions, specifications,
terms and conditions. Failure to comply with the instructions, specifications, terms and conditions
of this RFP may result in your offer submittal being classified as unresponsive and disqualified.
New Mexico criminal law prohibits bribes, gratuities and kickbacks §13-1-191 NMSA 1978.
Rio Rancho Public Schools invites proposals from established providers of Document Management
Software services. The intent of this RFP is for Document Management, exclusively. This RFP
excludes any and all network systems, equipment, cabling and components, beyond the SP’s
demarcation point and/or circuit hand-off.
This RFP is issued under, and all proposals submitted in response to this solicitation shall be
subject to, the State of New Mexico Procurement Code, Section 13-1-21 through 13-1-199, NMSA
1978. It is anticipated that the initial term of any resultant agreement for stated services shall be
period of one (1) year, with the option to renew for seven (7) additional one (1) year terms, for a
maximum term of eight (8) years (ref: 13-1-150, NMSA 1978).
PROPOSAL SUBMITTALS
Proposal submittals must be submitted to the submittal address identified below no later than the
stated Submittal Due Date and Time shown above. All information must be entered in ink or typed
and corrections must be initialed. Proposal submittals must be in a sealed envelope and must be
clearly marked with the RFP Number and Opening Date (see Submittal Due Date above) in the
RFP#2016-012-IS (5/20/16)

2

lower left hand corner. Failure to mark the sealed envelope may result in the offer submittal being
opened early or being declared non-responsive.
SUBMITTAL LOCATION:
Rio Rancho Public Schools
Purchasing Department, Room 206
500 Laser Road NE
Rio Rancho, New Mexico 87124
CONTACT INFORMATION: Any inquiries or requests regarding this procurement should be
submitted to the Chief Procurement Officer in writing. Please be advised that other RRPS
employees do not have the authority to respond on behalf of RRPS.
Tom Weeks, Chief Procurement Officer
Rio Rancho Public Schools
500 Laser Road, Rio Rancho, New Mexico 87124
Telephone: 505-962-1143
E-mail: tom.weeks@rrps.net
OTHER INFORMATION
Number of submittals required: One (1) original and four (4) copies
Terms: F.O.B. Destination
Net 30
TERMS AND CONDITIONS
The purchase of any material(s) and/or service(s) awarded under this RFP are subject to the scope
of work, specifications, requirements, terms and conditions contained within this Request For
Proposals. Offerors may submit alternate terms and conditions; however, RRPS reserves the right
to reject any proposed alternate language if the proposed language is determined by RRPS not be in
its’ best interest.
DEALINE FOR QUESTION SUBMITTALS
Any questions or requests for clarification concerning this RFP solicitation should be submitted in
writing, utilizing the format prescribed within Appendix A, by Friday, June 17, 2016, to the Chief
Procurement Officer. RRPS’s response to the questions that have been timely submitted will be
provided in written format and posted as an amendment to this RFP on the website at
http://tinyurl.com/rrps-web-rfp.
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I. INTRODUCTION
1. Background
Rio Rancho Public Schools was founded in 1985 and is the third largest school district in New
Mexico with 2,340 staff members. Enrollment, as of December of 2015, includes 17,227
students across 19 schools. District enrollment growth is currently flat; the district anticipates
opening one additional elementary school in the next five years. The proposed services must
be scaled to support the entire system.
2. Introduction
Rio Rancho Public schools is made up of 1 preschool, 10 elementary, 4 middle, 2 high and 4
alternative schools & programs. We have a document management (DM) system as well as an
imaging plan. Our current system does not allow growth and is limited in its scope. In
addition, the District wants to expand our current imaging plan to incorporate computer-output
microfilm. We currently have approximately 200 GB of data stored electronically.
Having files on CD’s and microfilm will enable RRPS to obtain approval from the NM State
Center for Records and Archives to properly dispose of paper copies currently stored in the
schools and district records storage facility, freeing storage. The SASI database server, which
is becoming obsolete, houses older student transcripts that will be lost if not transferred soon
to a more permanent format.
RRPS needs a system that provides the ability to easily search, locate and retrieve files for a
myriad of reasons, including accessing archived student records, IPRA requests, legal
subpoenas, conducting research and automatically maintaining establishing state schedules of
destruction. Housing all records under one system will allow for seamless integration and
eliminate the potential conflicts when different systems interact with each other. A system that
has the ability to grow into storing active files in the future would be an added benefit. RRPS
will consider both hosted and non-hosted solutions.
3. Scope of work
Rio Rancho Public Schools is seeking to acquire a document management system (DMS) that
allows employees to:
• Securely and efficiently search, retrieve, scan, store, e-mail, and manage multiple types of
content, including but not limited to electronic and imaged documents, audio and video files;
• Archive records and apply formal retention schedules for effective information governance;
• Efficiently capture information and automate classification, eliminating the need for
manual sorting and processing;
• Transfer documents to microfilm; and
• Utilize cloud storage.
There will be approximately 55 users across the following departments:
•
•
•
•
•
•
•
•

Human Resources
Finance
Special Services
Information Services
Information Technology
Chief Operating Officer
Associate Superintendent
Superintendent
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•
•
•
•
•
•
•
•

Student Services
Athletics
Facilities
Federal, Bilingual & Native American Programs
Research, Assessment, Data & Accountability
Safety & Security
Fine Arts
Transportation

4. Requirements
Each user within each department will have specific access depending on job title and duties.
a. The DMS must be robust and scalable, so that it can provide a unified tool for managing
content across the organization. There are currently 2465 employees in the organization. For
the purposes of this RFP, there will be 55 initial users of the system.
b. RRPS prefers to purchase commercial off-the-shelf software, but will consider software
that may require some minimal level of customization to ensure that the software links easily
to other applications and systems currently in use. Extensive customization is not desired. Will
consider both hosted and non-hosted solutions.
c. Databases and equipment requirements should be non-proprietary. Storage of electronic
documents in an archival, non-proprietary format is necessary. The system must easily create
images of electronic documents and import them into the system. Storage of electronic
documents in their original file format is necessary.
d. The DMS must include integrated capture that can accommodate both hard copy and
electronic documents. The DMS must accept documents from the Microsoft Office suite of
products, as well as other types of files such as maps, photographs, scanned images, sound and
movie formats. The system must be able to automatically extract metadata from captured
content.
e. The DMS must be able to transfer Transcripts currently housed on district servers onto
microfilm that has been approved by the NM State Records archival center.
5. Technical Environment
Any solution adopted as a result of this RFP will have to work within Rio Rancho Public
School’s technical environment and will need to integrate with existing systems. Current data
is housed on local servers. Longer term records are being housed in the SASI database. The
successful company will have to interface with Rio Rancho Public School’s current software
to effectively and efficiently extract data from current programs and servers.
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II. CONDITIONS GOVERNING THE PROCUREMENT
A. EXPLANATION OF EVENTS
1. Submission of Proposal: All offeror Proposals must be received for review and evaluation by
the Chief Procurement Officer or his/her designee no later than the established due date and time.
RRPS will record the date and time each submittal was received. Proposals must be addressed and
mailed or delivered to the Chief Procurement Officer. Proposals must be sealed and labeled on the
outside of the package to clearly indicate that they are in response to the Request for Proposal.
Proposals received after this deadline, or submitted by facsimile, will not be accepted.
2. Any questions or requests for clarification concerning this RFP solicitation should be
submitted in writing, utilizing the format prescribed within Appendix A, by Friday, June 17, 2016,
to the Chief Procurement Officer. RRPS’s response to the questions that have been timely
submitted will be provided in written format and posted as an amendment to this RFP on the
website at http://tinyurl.com/rrps-web-rfp.
3. Proposal Evaluation: An Evaluation Committee, appointed by the Chief Procurement Officer,
will perform the evaluation of Proposals. During this time, the Chief Procurement Officer may at
his/her option initiate discussions with offerors who submit responsive or potentially responsive
Proposals for the purpose of clarifying aspects of the Proposal, but Proposals may be accepted and
evaluated without such discussion.
4. Contract Award: After review and recommendation of the Evaluation Committee Report the
RRPS Board will formally authorize the award of the contract. The contract shall be awarded to the
offeror whose Proposal is most advantageous to RRPS, taking into consideration the evaluation
factors set forth in the RFP.
5. Protest Deadline: Any protest by an offeror must be timely and in conformance with Section
13-1-172 NMSA 1978 and applicable RRPS Procurement regulations. The fifteen (15) calendarday protest period regarding the solicitation documents shall begin on the day following the posting
of legal notice. The fifteen (15) calendar-day protest period regarding contract award shall begin
on the date the notice of award has been posted to the RRPS Procurement website and end at the
close of business on the 15th day following the posting. Protests must be written and must include
the name and address of the protestor and the Request for Proposal number. It must also contain a
statement of grounds for protest including appropriate supporting exhibits and it must specify the
ruling requested from the Chief Procurement Officer. Protests received after the above stated
deadlines will not be accepted.
B. INSTRUCTIONS TO OFFERORS
1. ACKNOWLEDGEMENT OF ADDENDA. Offerors shall acknowledge receipt of any
addenda to this Request For Proposals by identifying the addenda number and date in the
space provided on the RFP Offer Signatory Form (Exhibit B).
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2. AWARD INFORMATION. Award information will be posted on the Purchasing Department
Home Page.
3. CANCELLATION. The District reserves the right to cancel without penalty, this request for
proposals, any resultant purchase order or any portion thereof for unsatisfactory performance
or unavailability of funds.
4. CLARIFICATIONS. Any requests for clarification of instructions, terms and conditions,
insurance, bonds, or offer preparation shall be made only by the Purchasing representative
shown on the cover sheet of this Invitation. Note, RRPS’s will publish and distribute all
clarifications in the form of written addenda. Offerors are advised that only published written
addenda are to be considered and relied upon as part of this Invitation.
5. LATE SUBMISSIONS. Late submissions of request for proposals will not be considered
unless it is determined by the District that the late receipt was due solely to mishandling by the
District or the RFP is the only RFP received. All other late submissions will be returned
unopened.
6. MODIFICATIONS. Only modifications received prior to the date and time specified for the
RFP closing will be accepted. No modifications will be accepted following the opening.
Technical clarifications of the RFP submittal may be requested by the Buyer following the
opening.
7. NUMBER FOR RFP CLARIFICATION. The Offeror should include a local or toll-free
number for RFP clarifications. Failure to do so may result in the offer being classified as nonresponsive.
8. NUMBER OF COPIES. Please submit the number of copies of your offer and all supporting
documents stated on the cover sheet. Failure to submit the required number of copies may
result in your offer being considered non-responsive.
9. PERIOD FOR OFFER ACCEPTANCE. The Offeror agrees, if his RFP is accepted within
90 calendar days of the closing date, to furnish any and all item(s) and/or services at the
prices set forth in his/her RFP, delivered to the designated point(s) within the specified time
in the delivery schedule. An additional time period may be requested elsewhere in this
Request For Proposals.
10. REJECTION OF REQUEST FOR PROPOSALS. The District reserves the right to award
this request for proposals based on price and any other evaluation criteria contained herein, to
reject any and all proposal submittals or any part thereof, and to accept the offer that is in the
best interest of the District.
11. SUBMISSIONS OF DRAWINGS/LITERATURE. All submissions shall be made at no
expense to the District. Returns shall only be made at the Offerors request and expense.
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12. TELEGRAPHIC SUBMITTAL. Telegraphic submittals will not be considered unless
specifically authorized by the Buyer listed on the cover sheet. However, offers that have
been submitted may be modified by telegraphic notice, provided that the notice is received by
the DUE DATE AND TIME specified for the closing.
13. WITHDRAWAL OF REQUEST FOR PROPOSALS. Proposal submittals may be
withdrawn by written notice, telegram or in person by a offeror or an authorized
representative any time prior to the award. Request for proposals requiring RFP security will
result in forfeiture of the security if the offer is withdrawn following the opening.
14. RIGHT TO WAIVE MINOR IRREGULARITIES. RRPS reserves the right to waive minor
irregularities. RRPS also reserves the right to waive mandatory requirements provided that all
of the otherwise responsive request for proposals failed to meet the same mandatory
requirements and the failure to do so does not otherwise materially affect the procurement.
This right shall be exercised at the sole discretion of RRPS Chief Procurement Officer.
15. RESIDENT BUSINESS AND RESIDENT CONTRACTOR PREFERENCE
CERTIFICATION. To receive a resident business preference pursuant to Section 13-1-21
NMSA 1978 or a resident contractor preference pursuant to 13-4-2 NMSA 1978, a business
or contractor is required to submit with its RFP or proposal a copy of a valid resident
contractor certificate issued by the taxation and revenue department.
16. RESIDENT VETERAN PREFERENCE. In addition, the attached “Resident Veteran
Preference Certification” form (Exhibit D) must filled out, signed and accompany any
RFP submittal from any business wishing to receive consideration for resident veteran’s
preference.
17. OFFEROR DEFINED. Reference to the terms offeror, seller, service provider, offeror,
contractor are to be defined, viewed and interpreted to be interchangeable and to have the
same meaning as one another, as referenced in this solicitation.
C. REQUEST FOR PROPOSAL (RFP) TERMS AND CONDITIONS
The General Terms and Conditions on the reverse side of RRPS’s purchase order are an equal
and integral part of this Request For Proposals (RFP) and are identified within Section II(D)
The terms, conditions and specifications contained in this RFP shall be incorporated into all
purchase orders issued as a result of this RFP, including any addenda. RRPS reserves the right to
negotiate with a successful Offeror (Contractor) provisions in addition to those stipulated in this
RFP. The contents of the successful Offeror’s RFP submittal may be incorporated into an award
agreement.
Should an Offeror object to any of the RRPS Terms and Conditions contained within this
solicitation, that Offeror must propose specific alternative language for RRPS’s review and
consideration. General references to the Offeror’s terms and conditions or attempts at complete
substitutions are not acceptable to RRPS and may result in disqualification of the Offeror’s RFP
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submittal. Offerors must provide a brief statement of the purpose and impact, if any, of each
proposed change followed by the specific proposed alternate wording. Any proposed changes to
the terms and conditions incorporated and/or attached to this RFP, must be stated in Offeror’s
RFP submittal in a Section marked “PROPOSED ALTERNATIVE TERMS AND
CONDITIONS.” Offerors are cautioned that any changes to the terms and conditions that are
NOT stated in the RFP response will not be entertained by RRPS at a later date. Any provisions
in any RFP submittal, quotation, acknowledgment or other forms or contract documents
applicable to the services that are inconsistent, or in conflict, with any provisions of this RFP or
the resultant contract, will be ineffective and inapplicable.
RRPS reserves the right to reject a RFP submittal on the basis that the proposed compromising
language cannot be accepted by RRPS. Any additional terms and conditions which may be the
subject of negotiation will be discussed only between RRPS and the successful Offeror and shall
not be deemed an opportunity to amend the Offeror’s RFP submittal.
NOTE: An Awardee of a Price Agreement established with RRPS has the opportunity to
market a resultant Price Agreement to other New Mexico local public bodies and state
agencies under the State of New Mexico Public Purchases and Property Act, NMSA 1978,
Article 1, Procurement, Section 13-1-129, “Procurement under existing contracts.”
1.. ADDRESSES FOR NOTICES. Any notice required to be given or which may be given
under this RFP or a resultant contract shall be in writing and delivered in person or via first class
mail.
Address if notice delivered by first class mail:
Rio Rancho Public Schools
Purchasing Department
500 Laser Road NE
Rio Rancho, New Mexico 87124
2. CANCELLATION. The District reserves the right to cancel, without penalty, this RFP, any
resultant contract or any portion thereof for unsatisfactory performance, convenience,
cancellation of the project or unavailability of funds.
3. CONFLICT OF INTEREST. Seller shall disclose to the District Purchasing Department the
name(s) of any District employee or member of the RRPS Governing Board who has a direct or
indirect financial interest in the Seller or in the proposed transaction. A District employee (or
Board member) has a direct or indirect financial interest in the Seller or in the proposed
transaction if presently or in the preceding twelve (12) months the employee/Regent or a close
relative has an ownership interest in the Seller (other than as owner of less than 1% of the stock
of a publicly traded corporation); works for the Seller, is a partner, officer, director, trustee or
consultant to the Seller, has received grant, travel, honoraria or other similar support from the
Seller, or has a right to receive royalties from the Seller. Seller shall file a Conflict of interest
Disclosure form with the District Purchasing Department.
4. DEBARMENT AND SUSPENSION CERTIFICATION FORM. Offeror is required to sign
the attached SUPPLIER DEBARMENT AND SUSPENSION CERTIFICATION FORM.
Failure to provide the District with a completed Conflict of Interest Form may result in the RFP
submittal being considered non-responsive.
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5. COST ANALYSIS/BREAKDOWN. A cost analysis or breakdown of your offer may be
required. If required, the cost analysis information may be marked as confidential information if
it includes information considered to be proprietary to your operation. The total RFP cost will
not be considered confidential.
6. DAMAGE AND SECURITY OF RRPS PROPERTY: The Offeror shall be responsible for
all damage to persons or property that occurs as a result of offeror’s fault or negligence, or that of
any of his employees, agents and/or subcontractors. The offeror shall save and keep harmless
RRPS against any and all loss, cost, damage, claims, expense or liability in connection with the
performance of any contract awarded in response to this solicitation. Any equipment or facilities
damaged by the offeror’s operations shall be repaired and/or restored to their original condition at
the offeror’s expense, including but not limited to cleaning and painting.
7. DISRUPTION OF NORMAL ACTIVITY. All work shall be performed so as not to interfere
with normal District activities. When it is necessary to disrupt normal activities, the schedule of
work, and the areas to be affected must be approved by RRPS’s authorized representative prior to
commencement of the work.
8. DISCLOSURE OF RFP SUBMITTAL CONTENTS: The RFP submittals will be kept
confidential until after a contract award has been made. At that time, all RFP submittals and
documents pertaining to the proposal submittals will be open to the public, except for the
material that is proprietary or confidential. The District will not disclose or make public any
pages of a proposal submittal on which the Seller has stamped or imprinted “proprietary” or
“confidential” subject to the following requirements. Proprietary or confidential data shall be
readily separable from the RFP submittal in order to facilitate eventual public inspection of the
non-confidential portion of the RFP submittal. Confidential data is normally restricted to
confidential financial information concerning the Seller’s organization and data that qualifies as a
trade secret in accordance with the Uniform Trade Secrets Act, 57-3A-1 to 57-3A-7 NMSA
1978. The price of products RFP or the cost of services proposed shall not be designated as
proprietary or confidential information. If a request is received for disclosure of data for which a
Seller has made a written request for confidentiality, the District shall examine the Seller’s
request and make a written determination that specifies which portions of the RFP submittal
should be disclosed. Unless the Seller takes legal action to prevent the disclosure, the RFP
submittal will be disclosed. The RFP submittal shall be open to public inspection subject to any
continuing prohibition on the disclosure of confidential data.
9. ELIGIBILITY FOR PARTICIPATION IN GOVERNMENT PROGRAMS. Each party
represents that neither it nor any of its management or any other employees or independent
contractors who will have any involvement in the services or products supplied under this
solicitation or any resultant agreement, have been excluded or debarred from participation in any
government program. Further, each party represents that it is not aware of any such pending
action(s) (including criminal actions) against each party or its employees or independent
contractors. Each party shall notify the other immediately upon becoming aware of any pending
or final action in any of these areas.
10. EMPLOYEE CERTIFICATION: The Seller and all Seller’s employees utilized on the work
to be performed under this RFP must have the proper certification(s) and license(s) to comply
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with State and Local requirements in regard to the work to be performed under this RFP. The
Seller shall use only fully qualified and approved service technicians to perform inspections,
service and/or repairs covered under this RFP.
11. FOREIGN PAYMENTS. Payment for services performed by a foreign individual or a
foreign corporation while in the US may be subject to 30% tax withholding per IRS Publication
515.
12. FINANCIAL STATEMENT. All Offerors may be required to submit with their RFP
submittal an audited Financial Statement from the end of their most recent fiscal year.
13. INDEPENDENT BUSINESS. Neither Seller nor any of its agents shall be treated as an
employee of the District for any purpose whatsoever. Seller declares that Seller is engaged in an
independent business and has complied with all federal, state and local laws regarding business
permits and licenses of any kind that may be required to carry out the said business and the tasks
to be performed under this Purchase Order. Seller further declares that it is engaged in the same
or similar activities for other clients and that the District is not Seller's sole or only client or
customer.
14. INSURANCE REQUIREMENTS. The Seller is required to carry insurance that meets the
requirements in the Exhibit labeled “INSURANCE REQUIREMENTS” or as noted in the
specifications. Seller must submit the Certificate of Insurance to the appropriate Buyer prior to
commencing work under an Agreement. Insurance shall remain in effect for the entire term of
the Agreement and must be extended to coincide with any future contract extensions. This RFP
Number must appear on the Certificate of Insurance.
15. OSHA REGULATIONS. The Seller shall abide by Federal Occupational Safety and Health
Administration (OSHA) regulations, the State of New Mexico Environmental Improvement
Board’s Occupational Health and Safety Regulations that apply to the work performed under this
RFP. The Seller shall defend, indemnify, and hold RRPS free and harmless against any and all
claims, loss, liability and expense resulting from any alleged violation(s) of said regulation(s)
including but not limited to, fines or penalties, judgments, court costs and attorney’s fees.
16. OPTION TO RENEW. The District reserves the option to renew any resultant Purchase
Order/Price Agreement if such renewal is mutually agreed to and found to be in the best interest
of the District. These renewal options will be exercised in increments as indicated in the RFP
submittal specifications, or if not stated, in one-year terms. Renewals shall be in accordance with
Section 13-1-150 NMSA.
17. OTHER APPLICABLE LAWS. Any provision required to be included in this solicitation or
resultant Purchase Order/Agreement by any applicable and valid executive order, federal, state or
local law, ordinance, rule or regulation shall be deemed to be incorporated herein.
18. OWNERSHIP. Ownership of Documents - All documents which are prepared by the Seller
or any member of the consulting team that form a part of its services under a resultant Purchase
Order//Agreement are the sole property of Rio Rancho Public Schools and such works may not
be reproduced nor distributed without the express written consent of Rio Rancho Public Schools
and shall be delivered to RRPS upon termination and or completion of this Purchase
RFP#2016-012-IS (5/20/16)

12

Order/Agreement if RRPS so requests. The Seller shall be responsible for the protection and/or
replacement of any original documents in its possession. RRPS shall receive all original
drawings and the Seller shall retain a reproducible copy.
Work Made for Hire - For the consideration payable under a resultant Purchase
Order/Agreement, the work product required by the Purchase Order/Agreement shall be
considered a work made for hire within the meaning of that term under the copyright laws of the
United States, applicable common law and corresponding laws of other countries. RRPS shall
have the sole right and authority to seek statutory copyright protection and to enjoy the benefits
of ownership of the work. The party performing the work hereby assigns all rights, title and
interest in and to the work to RRPS and shall require all members of the consulting team to agree
in writing that they assign all right, title and interest in work product required by the Purchase
Order/Agreement to RRPS.
Inventions. For the consideration payable under a resultant Purchase Order/Agreement, the
Seller agrees to report any invention arising out of the Work required by the Purchase
Order/Agreement to RRPS. RRPS shall have sole right and authority to seek statutory patent
protection under United States and foreign patent laws and to enjoy the benefits of ownership of
the invention, whether or not the invention was required of the Seller or member of the
consulting team as part of the performance of Work. The Seller hereby assigns all right, title and
interest in and to inventions made in the course of the Work to RRPS and agrees to execute and
deliver all documents and do any and all things necessary and proper to effect such assignment.
Seller shall require all members of the Consulting Team to agree in writing that they will execute
and deliver all documents and do any and all things necessary and proper to effect assignment of
inventions arising out of the Work required by the Purchase Order/Agreement to RRPS.
Survival of Provision. This provision shall survive expiration and termination of the Purchase
Order/Agreement.
19. PROTECTION OF CONFIDENTIAL DATA. Service Provider agrees to abide by the
limitations on re-disclosure of personally identifiable information from education records set
forth in The Family Educational Rights and Privacy Act (34 CFR § 99.33 (a)(2) and with the
terms set forth below. 34 CFR 99.33 (a)(2) states that the officers, employees and agents of a
party that receives education record information from the Institution may use the information, but
only for the purposes for which the disclosure was made.
Definition: Covered data and information (CDI) includes paper and electronic student education
record information supplied by Institution, as well as any data provided by Institution’s students
to the Service Provider.
Acknowledgment of Access to CDI: Service Provider acknowledges that the Purchase
Order/Agreement allows the Service Provider access to CDI.
Prohibition on Unauthorized Use or Disclosure of CDI: Service Provider agrees to hold CDI in
strict confidence. Service Provider shall not use or disclose CDI received from or on behalf of
Institution (or its students) except as permitted or required by the Purchase Order/Agreement, as
required by law, or as otherwise authorized in writing by Institution. Service Provider agrees not
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to use CDI for any purpose other than the purpose for which the disclosure was made. If the
Family Policy Compliance Office of the U.S. Department of Education determines that the
Service Provider improperly disclosed personally identifiable information obtained from
Institution’s education records, Institution may not allow the Service Provider access to
education records for at least five years.
Return or Destruction of CDI: upon termination, cancellation, expiration or other conclusion of
the Purchase Order/Agreement. Service Provider shall return all CDI to Institution or, if return is
not feasible, destroy any and all CDI. If the Service Provider destroys the information, the
Service Provider shall provide Institution with a certificate confirming the date of destruction of
the data.
Maintenance of the Security of Electronic Information: Service Provider shall develop,
implement, maintain and use appropriate administrative, technical and physical security measures
to preserve the confidentiality, integrity and availability of all electronically maintained or
transmitted CDI received from, or on behalf of Institution or its students. These measures will be
extended by contract to all sub-contractors used by Service Provider.
Reporting of Unauthorized Disclosures or Misuse of Covered Data and Information: Service
Provider shall, within one day of discovery, report to Institution any use or disclosure of CDI no
authorized by this Purchase Order/Agreement or in writing by Institution. Service Provider’s
report shall identify: (i) the nature of the unauthorized use or disclosure, (ii) the CDI used or
disclosed, (iii) who made the unauthorized use or received the unauthorized disclosure, (iv) what
Service Provider has done or shall do to mitigate any deleterious effect of the unauthorized use or
disclosure, and (v) what corrective action Service Provider has taken or shall take to prevent
future similar unauthorized use or disclosure. Service Provider shall provide such other
information, including a written report, as reasonably requested by Institution.
Indemnity:
Service Provider shall defend and hold Institution harmless from all claims,
liabilities, damages, or judgments involving a third party, including Institution’s costs and
attorney fees, which arise as a result of Service Provider’s failure to meet any of its obligations
under this Purchase Order/Agreement.
Note: Inclusion of data by students into the terms of the contract will depend upon the contract
and may not be needed."
20. REFERENCES. The Offeror may be required to furnish a listing of references of
organizations and/or businesses that Offeror has provided with similar goods and/or services.
The organization’s name, a contact, a telephone number and a brief description of the goods
and/or services provided are required for each reference (See Appendix B). Failure to submit the
information may result in the Offeror’s RFP submittal being considered as non-responsive.
RRPS may make such investigations as necessary to determine the ability of the Offeror to
adhere to the requirements specified within this RFP. The RRPS Purchasing Department will
reject the RFP submittal of any Offeror who is not a responsible Offeror or fails to submit a
responsive RFP submittal as defined in Section 13-1-83, and Section 13-1-85 NMSA 1978.
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21. RELEASE RRPS GOVERNING BOARD. The Contractor shall, upon final payment of the
amount due under a resultant Purchase order/Agreement, release the Governing Board of Rio
Rancho Public Schools, their officers and employees, and the State of New Mexico from
liabilities, claims and obligations whatsoever arising from the Purchase Order/Agreement. The
Contractor agrees not to purport to bind Rio Rancho Public Schools or the State of New Mexico
to any obligation not assumed in the Purchase Order/Agreement by the Regents of Rio Rancho
Public Schools or the State of New Mexico unless the Contractor has express, written authority
to do so, and then, only within the strict limits of that authority.
22. RETENTION OF RECORDS. Contractor will maintain detailed records indicating the
date, time and nature of goods and/or services provided under the Agreement for a period of at
least five years after termination of the Agreement, and will allow access for inspection by Rio
Rancho Public Schools, the Secretary for Health and Human Services, the Comptroller General
and the Inspector General to such records for the purpose of verifying costs associated with
provisions of services under the Agreement.
23. REIMBURSABLE TRAVEL AND LIVING EXPENSES. Any pre-negotiated travel and
living expenses that Offeror may incur in providing RRPS goods and/or services pursuant to an
Agreement, are limited to reimbursement for the actual cost of commercial “coach” airline travel;
per diem meal reimbursement limited to the rate established by the Internal Revenue Services
(per diem reimbursement includes the cost of food, beverages, and gratuities); lodging at a hotel,
and car rental as established with selected rental agencies as per RRPS’s web site:
http://www.RRPS.edu/~purch/priceagree.html . RRPS will not reimburse for any other travel
and/or living expenses.
24. RIGHT TO PROTEST. This solicitation or the award of an RFP may be protested as per
RRPS Purchasing Department Protest Procedures.
25. SCHEDULE DELAYS. If after the award, the Seller becomes aware of possible problems
that could result in delay in completion of the work on the agreed-to schedule, the Seller must
immediately notify the Buyer or the designated representative. The initial notification of the
delay may be verbal with a written confirmation, giving the probable cause and effect, with
recommendations for alternate action. Nothing in this paragraph will be interpreted as relieving
the Seller of its contractual obligations; however, failure to notify the District promptly will be a
basis for determining the Seller responsibility in an otherwise excusable delay.
26. SELLER’S EMPLOYEES AND AGENTS. Seller shall have complete charge and
responsibility for persons employed by Seller and engaged in the performance of the specified
work. The Seller, its agents and employees state that they are independent contractors and not
employees of the District. Seller, its agents and employees shall not accrue leave, retirement,
insurance, bonding or any other benefit afforded to employees of the District as a result of this
Purchase Order.
27. SITE INSPECTION. The site(s) referenced in this RFP are available for inspection.
Arrangements may be made by contacting the individual listed on the cover sheer.
RFP#2016-012-IS (5/20/16)

15

28. SITE FAMILIARITY. The Seller shall be responsible for thoroughly inspecting the site and
work to be done prior to submission of an offer. The Seller warrants by this submission that the
site has been thoroughly inspected and the work to be done and that the offer includes all costs
required to complete the work. The failure of the Seller to be fully informed regarding the
requirements of this solicitation will not constitute grounds or any claim, demand for adjustment
or the withdrawal of an offer after the opening.

29. STATE AND LOCAL ORDINANCES: The Seller shall perform work under the resultant
contract in strict accordance with the latest adopted version of all State and local codes,
ordinances, and regulations governing the work involved. All materials and labor necessary to
comply with the rules, regulations and ordinances shall be provided by the Seller. Where the
drawings and/or specifications indicate materials or construction in excess of the code
requirements, the drawings and/or specifications shall govern. The Seller shall be responsible for
the final execution of the work to meet these requirements. In the event of a conflict between
various codes and standards, the more stringent shall apply.
30. WAIVER. Any resultant Purchase Order/Agreement shall herein contain a provision that
states that no waiver of any breach of the Contract or any terms or conditions thereof shall be
held to be a waiver of any other or subsequent breach; nor shall any waiver be valid, alleged or
binding unless the same shall be in writing and signed by the party to have granted the waiver.
31. WORKERS COMPENSATION. No worker’s compensation insurance has been or will be
obtained by RRPS on account of Seller or its employees or agents. Seller shall comply with the
worker’s compensation laws with respect to Seller and Seller's employees and agents.
D. RIO RANCHO PUBLIC SCHOOLS (RRPS) STANDARD TERMS AND CONDITIONS
1. ACCEPTANCE AND REJECTION.
If prior to final acceptance, any goods or services are found to be detective or not as specified, or
if RRPS is entitled to revoke acceptance of them RRPS may reject or revoke acceptance, require
Seller to correct without charge within a reasonable time, or require delivery at an equitable
reduction in price, at RRPS's option. Seller shall reimburse RRPS for all incidental and
consequential costs related to unaccepted goods or services. Notwithstanding final acceptance and
payment, Seller shall be liable for latent defects, fraud, or such gross mistakes as amount to fraud.
Acceptance of goods or services shall not waive the right to claim damages for breach of contract.
2. AGREEMENT
This Purchase Order is the sole and entire Agreement between the parties; any documents
incorporated into this Agreement are listed explicitly on the front side of this Purchase Order, or
are incorporated by implication by the terms of this Purchase Order. Any terms inconsistent with
or in addition to this Purchase Order proposed by Seller are deemed rejected unless agreed to in
writing by an appropriate RRPS official.
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a. ASSIGNMENT
This Purchase Order is assignable by RRPS. Except as to any payment due hereunder, this
Purchase Order is not assignable by Seller without written approval from RRPS.
b. CHANGES
RRPS may make changes within the general scope of this Purchase Order by giving notice to
Seller and subsequently confirming such changes in writing. If such changes affect the cost of, or
the time required for performance of this Purchase Order, an appropriate equitable adjustment
shall be made. No change by Seller shall be recognized without written approval of RRPS. Any
claim of Seller for an adjustment under this Paragraph must be made in writing within thirty (30)
days from the date of receipt by Seller of notification of such change. Nothing in this Paragraph
shall excuse Seller from proceeding with the performance of the Purchase Order as changed
hereunder.
3 . CONFLICT OF INTEREST
Seller shall disclose to RRPS Finance Department the name(s) of any RRPS employee or member
of the Governing Board who has a direct or indirect financial interest in the Seller or in the
proposed transaction. An RRPS employee or member of the Governing Board that has a direct or
indirect financial interest in the Seller or in the proposed transaction if presently or in the
preceding twelve (12) months the employee/member of the Governing Board or a close relative
has an ownership interest in the Seller (other than as owner of less than 1% of the stock of a
publicly traded corporation); works for the Seller, is a partner, officer, director, trustee or
consultant to the Seller, has received grant, travel, honoraria or other similar support from the
Seller, or has a right to receive royalties from the Seller. Seller shall file a Conflict of interest
Disclosure form with RRPS Finance Department.
a. DISCOUNTS
If prompt payment discounts apply to this Purchase Order any discount time will not begin until
the materials, supplies, or services have been received and accepted and a correct invoice
received by RRPS’s Accounts Payable Department. In the event testing is required prior to
acceptance, the discount time shall begin upon completion of the tests and acceptance.
b. EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION
In performing the services required under this Purchase Order, each party shall be an equal
opportunity employer and shall conform to all affirmative action and other applicable
requirements; accordingly, each party shall neither discriminate nor permit discrimination in its
operations or employment practices against any person or group of persons on the basis of race,
age, religion, color, national origin, ancestry, sex, physical or mental handicap or medical
condition, sexual preference, prior military involvement or any other manner prohibited by law.
c. F.O.B
Unless stated otherwise, the price for goods is F.O.B. the place of destination, and the place of
destination is RRPS's designated campus address.
d. INDEMNIFICATION AND INSURANCE
Seller assumes the entire responsibility and liability for losses, expenses, damages, demands and
claims in connection with or arising out of any actual or alleged personal injury (including death)
and/or damage or destruction to property sustained or alleged to have been sustained in
connection with or arising out of the goods delivered by Seller or the performance of the work by
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Seller its agents, employees, subcontractors or consultants, except to the extent of liability arising
out of the negligent performance of the work by or willful misconduct of RRPS. Seller shall
indemnify, defend and hold harmless RRPS, its officers, agents, and employees from any and all
liability for such losses, expenses, damages, demands, and claims and shall defend any suit or
action brought against any or all of them based on any actual or alleged personal injury or
damages and shall pay any damage costs and expenses including attorneys' fees, in connection
with or resulting from such suit or action. Seller will also indemnify, defend and hold harmless
RRPS against any joint and several liabilities imposed against RRPS with respect to strict
products liability claims attributable to the fault of the Seller.
Seller agrees that it and its subcontractors will maintain general liability, product liability and
property damage insurance in reasonable amounts (at least equal to the New Mexico Tort Claims
Act limits) covering the above obligation and will maintain workers' compensation coverage
covering all employees performing under this Purchase Order on premises occupied by or under
the control of RRPS. The liability of RRPS will be subject is all cases to the immunities and
limitations of the New Mexico Tort Claims Act, Sections 41-4-1 et seq. NMSA 1978, as
amended.
4. INDEPENDENT BUSINESS
Neither Seller nor any of its agents shall be treated as an employee of RRPS for any purpose
whatsoever. Seller declares that Seller is engaged in an independent business and has complied
with all federal, state and local laws regarding business permits and licenses of any kind that may
be required to carry out the said business and the tasks to be performed under this Purchase
Order. Seller further declares that it is engaged in the same or similar activities for other clients
and that RRPS is not Seller's sole or only client or customer.
5. INSPECTION
RRPS may inspect, at any reasonable time, any part of Seller's plant or place of business, which is
related to performance of this Purchase Order. Final Inspection will be made at the destination
upon completion of delivery of goods and services. Acceptance of delivery shall not be
considered acceptance of the goods and/or services furnished. Final inspection shall include any
testing or Inspection procedures required by the Specifications.
6. INSTRUMENTALITIES
Seller shall supply all equipment, tools, materials and supplies to accomplish the designated tasks
except as set forth in this purchase order or its attachments.
7. OTHER APPLICABLE LAWS
Any provision required to be included in a purchase order of this type by any applicable and valid
executive order, federal, state or local law, ordinance, rule or regulation shall be deemed to be
incorporated herein.
8. OWNERSHIP
Ownership of Documents - All documents which are prepared by the Vendor/Contractor or any
member of the consulting team that form a part of its services under this Agreement are the sole
property of RRPS of and such works may not be reproduced nor distributed without the express
written consent of RRPS and shall be delivered to RRPS upon termination and or completion of
this Agreement if RRPS so requests. The Vendor/Contractor shall be responsible for the
protection and/or replacement of any original documents in its possession. RRPS shall receive all
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original drawings and the Vendor/Contractor shall retain a reproducible copy.
9. PATENT AND COPYRIGHT INDEMNITY
Seller shall indemnify, defend and hold harmless RRPS against all losses, liabilities, lawsuits,
claims, expenses (including attorneys' fees), costs, and judgments incurred through third party
claims of infringement of any copyright, patent, trademark or other intellectual property rights.
10. PAYMENT TERMS
Upon written request from Seller for payment, RRPS shall, within 30 days, issue a written
certification of complete or partial acceptance or rejection, with payment to follow within 30 days
after certificate of acceptance. Late payment charges shall be ½ of 1% per month.
11. PAYROLL OR EMPLOYMENT TAXES
No federal, state, or local income, payroll or employment taxes of any kind shall be withheld or
paid by RRPS with respect to payments to Seller or on behalf of Seller its agents or employees.
Seller shall withhold and pay any such taxes on behalf of its employees as required by law. The
payroll or employment taxes that are the subject to this paragraph include but are not limited to
FICA, FUTA, federal personal income tax, state personal income tax, state disability insurance
tax, and state unemployment insurance tax.
12. PENALTIES
The Procurement Code Section 13-1-28 at seq. NMSA 1978, as amended imposes civil and
criminal penalties for its violation. In addition, the New Mexico criminal statutes impose criminal
penalties for bribes, gratuities and kickbacks.
13. SELLER’S EMPLOYEES AND AGENTS
Seller shall have complete charge and responsibility for persons employed by Seller and engaged
in the performance of the specified work. The Seller, its agents and employees state that they are
independent contractors and not employees of RRPS. Seller, its agents and employees shall not
accrue leave, retirement, insurance, bonding or any other benefit afforded to employees of RRPS
as a result of this Purchase Order.
14. TERMINATION AND DELAYS
RRPS may by written notice stating the extent and effective date, terminate this Purchase Order
for convenience in whole or in part, at any time. RRPS shall pay Seller as full compensation for
performance until such termination: the unit or pro rata order price for the delivered and accepted
portion: and (2) incidental damages, not otherwise recoverable from other sources by Seller, as
approved by RRPS, with respect to the undelivered or unaccepted portion of this Purchase Order
provided compensation hereunder shall in no event exceed the total Purchase Order price. Such
amount will be limited to Seller's actual cost, and may not include anticipated profits. RRPS shall
not be liable for consequential damages.
RRPS may by written notice terminate this Purchase Order in whole or in part for Seller's default
if Seller refuses or fails to comply with the provisions of this Purchase Order or fails to make
progress so as to endanger performance and does not cure such failure within a reasonable period
of time. In such event, RRPS may otherwise secure the materials, supplies or services ordered,
and Seller shall be liable for damages suffered by RRPS thereby, including incidental and
consequential damages. If after notice of termination, RRPS determines Seller was not in default,
or if Seller's default is due to failure of RRPS, termination shall be deemed for the convenience
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of RRPS. The rights and remedies of RRPS provided in this paragraph shall not be exclusive and
are in addition to any other rights and remedies provided by law or under this Purchase Order as
used in this paragraph, the word “Seller” includes Seller and Seller’s sub-suppliers at any tier.
15. TITLE AND DELIVERY
Title to the materials and supplies passed hereunder shall pass to RRPS upon acceptance at the
FOB point specified, subject to the right of RRPS to reject. For any exception to the delivery date
specified, Seller shall give prior notification and obtain approval thereto from RRPS's Finance
Department. Time is of the essence and the purchase order is subject to termination for failure to
deliver on time.
16. WARRANTIES
Seller warrants the goods and/or services furnished to be exactly as specified in this Purchase
Order, free from defects in Seller's design, labor, materials and manufacture, and to be in
compliance with any drawings or specifications incorporated herein and with any samples
furnished by Seller. All applicable UCC warranties express and implied are incorporated herein.
17. WORKERS COMPENSATION
No workers compensation insurance has been or will be obtained by RRPS on account of Seller
or its employees or agents. Seller shall comply with the workers compensation laws with respect
to Seller and Seller's employees and agents.
24. CAMPAIGN DISCLOSURE
a) The Seller will disclose all campaign contributions given by the Seller or a family member
or representative of the Seller to any RRPS Governing Board member two years prior to the
issuance of this purchase order, if the aggregate total of contributions given by the Seller or a
family member or representative of the Seller to the RRPS Governing Board Member exceeds
$250 over the two-year period. The disclosure will indicate the date, amount, nature and purpose
of the contribution. The disclosure statement will be on a form developed and made available
electronically by RRPS’s Purchasing Department (See Exhibit E).
b) A Seller submitting a disclosure statement pursuant to this section who has not contributed
to an applicable public official, whose family members have not contributed to an applicable
public official or whose representatives have not contributed to an applicable public official will
make a statement that no contribution was made.
c) A Seller or a family member or representative of the Seller will not give a campaign
contribution or other thing of value to an applicable public official during the pendency of the
procurement process or during the pendency of negotiations for a sole source or small purchase
contract.
III. RESPONSE FORMAT AND ORGANIZATION
a. NUMBER OF RESPONSES:
Offerors shall submit one (1) original Proposal and four (4) additional copies to the location
specified on the cover page, on or before the closing date and time for receipt of Proposals.
b.

PROPOSAL FORMAT:
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All Proposals must be typewritten on standard 8½ x 11 paper (larger paper is permissible for
spreadsheets) and placed within a binder with tabs delineating each section. Proposal
submittals shall not exceed 30 single sided pages of a font no smaller than 12pt.
1. Proposal Organization: Offerors are to address the evaluation criteria items in the order in
which they are presented and appear in this RFP. All forms provided in the RFP must be
thoroughly completed and included in the appropriate section of the Proposal. Offerors may
attach other materials, which they feel may improve the quality of their responses. However,
these materials should be included as items in a separate appendix.
Note, any proposal that does not adhere to these general requirements, format and organization
may be deemed non-responsive and rejected on that basis.
Evaluation Criteria 1 through 13 (See section B below)
Exhibit A: RRPS Supplier Conflict of Interest and Debarrment/Suspension Cert.
Form
Exhibit B: Offer Signatory Form
Exhibit D: Resident Veteran Preference Certification (Note, qualified offerors will be
entitled to in-state Vendor/Veteran preference as provided for pursuant to
Section 13-1-21, NMSA 178.)
Exhibit E: Campaign Contribution Disclosure Form
Appendix B: Business Reference Submittal Form
IV. EVALUATION PROCESS & CRITERIA
A. EVALUATION PROCESS
1. All offeror Proposals will be reviewed for compliance with the mandatory requirements
stated within the RFP. Proposals deemed non-responsive will be eliminated from further
consideration.
2. Responsive Proposals will be evaluated based upon the stated evaluation factors identified
within this Section, which have been assigned a point value. The responsible offerors with
the highest scores may be selected as finalist offerors based upon their Proposal submittal.
Finalist offerors who are asked to submit revised Proposals for the purpose of obtaining best
and final offers will have their points recalculated accordingly. The responsible offeror
whose Proposal is most advantageous to RRPS, taking into consideration the evaluation
factors, will be recommended for contract award.
3. Any questions concerning the evaluation process for this RFP should be submitted in
writing to the RRPS Chief Procurement Officer. All responses will be in writing and
posted as amendments on the website at http://tinyurl.com/rrps-web-rfp. For any questions
concerning the project process or scheduling during the selection process, or for project
management information, please contact the Chief Procurement Officer.
B. EVALUATION CRITERIA: The following is a summary of evaluation criteria with point
values assigned to each. These weighted criteria will be used in the evaluation of individual
proposal offers.
Evaluation Criteria
1) Technical Requirements
2) Indexing
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3)
4)
5)
6)
7)
8)
9)
10)
11)
12)
13)

Search and Retrieval
Distribution
Document Management
Records Management
Integration
Administration
Storage
Security
Services Required for the Project
Cost Proposal
References

Total

1.) Technical Requirements:

28 Max points
15 Max points
50 Max points
56 Max points
06 Max points
18 Max points
11 Max points
46 Max points
36 Max points
14 Max points
05 Max points
350 Max points

33 Maximum Possible Pts.

a.

Does the product work with a wide variety of scanners?

b.

Can you use hybrid and specialized capture devices such as copier-scanners and microfilm
scanners?

c.

Can you import photos from digital cameras or mobile phones, and straighten warped or
curved images to generate clean, usable OCR text?

d.

Are you able to capture images already stored on your computer or network folders and
process them as you would scanned images—including basic image enhancement, OCR and
metadata?

e.

Does the system auto-name documents while scanning according to user, date or field values?

f.

Can you scan additional pages into existing documents?

g.

Can you perform image adjustments to remove noise, remove lines, crop, rotate and perform
other image clean-up?

h.

Does the system automatically remove blank pages?

i.

Can you archive electronic documents including images, text, spreadsheets, PDFs, movies,
AutoCAD and sound files in their native file formats?

j.

Can you save directly from Microsoft® Office such as Word, Excel and PowerPoint?

k.

Can you store directly from Gmail and automatically map the email's metadata to your fields?

l.

Can you automatically create TIFF images from PDF documents?

m.

Does the system support mandatory metadata acquisition?
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n.

Can you import electronic documents and directories by dragging and dropping?

o.

Can you import electronic documents from current systems?

p.

Can you export and import documents, folders, annotations and their metadata by using
briefcases?

q.

Can you convert electronic documents to archival images without printing and scanning
them?

r.

Can you extract text from electronic documents?

s.

Can you create new folders directly from the Import dialog?

t.

Is there Unicode support to handle documents in non-English languages?

u.

Is there form alignment and dropout for precise zone OCR?

v.

Can you extract template and identification data from images?

w.

Can you extract data by OCR, zone OCR, bar code recognition or Optical Mark Recognition
(OMR)?

x.

Can you query an external database based on a unique value to minimize data entry?

y.

Can you use extracted data for document or folder naming, indexing or as input to other
processes?

z.

Does the system identify documents by recognizing forms or by matching extracted data?

aa.

Does the system use identification for document separation or individualized processing?

bb.

Can you schedule document uploading to the repository?

cc.

Can you start a scanning session automatically?

dd.

Can you set security on your scanning sessions to prevent any changes?

ee.

Can you automatically redact specific patterns on the document, such as social security
numbers, regardless of location?

ff.

Can you highlight, stamp or place a sticky note on the document upon scan?

gg.

Is the Software Web-based, or program based?
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2. Indexing:

32 Maximum Possible Pts.

a.

Does the system support field values on any document or folder?

b.

Can you create different templates for distinct document types?

c.

Are there constraints forcing users to enter field information in specified formats?

d.

Is there color-coding to distinguish document types?

e.

Can you reassign or update templates or fields at any time?

f.

Are selection lists available to standardize template entries?

g.

Can you auto-populate template information to documents from parent folders?

h.

Does the program support simultaneous OCR from multiple workstations?

i.

How many languages are supported by the OCR?

j.

Does the system correct misspelling by OCR?

k.

Can you pull a field list from a database?

l.

Can you use tokens to auto-populate information on the field?

m.

Can the system automatically populate field values from a database based on a key field
value?

n.

Can you mark fields as required?

o.

Can you create comment fields and automatically insert the username, date and time after a
comment is inserted?

p.

Can a field be marked as a multi-value field?

3.) Search and Retrieval:

28 Maximum Possible Pts.

a.

Are template-field searches supported?

b.

Do full-text searches cover the entire repository?

c.

Are fuzzy searches supported?

d.

Can you automatically perform the most commonly used searches (text, field, annotation and
name), as well as custom searches, from a Google-style toolbar?
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e.

Can you search by tags, volume, creation or modification date, note text, versions, comments
or other criteria?

f.

Can you save search criteria for repeated execution?

g.

Are proximity searches supported?

h.

Can you perform name searches by document or folder?

i.

Can you combine search criteria to narrow results (Boolean searching)?

j.

Can you limit search results by folder?

k.

Are search terms highlighted to show their precise location within returned documents?

l.

Can you save search results in folders for quick reference and easy access?

m.

Is there a line of context display to show how the word or phrase is used without retrieving
the entire document?

n.

Can you share a search via a URL? Does that URL have an expiration date?

4.) Distribution:

15 Maximum Possible Pts.

a.

Does the software offer a flexible print configuration?

b.

Is there accurate scaling of print output to match the original document?

c.

Can you e-mail images as TIFF or PDF?

d.

Is cross-platform retrieval with standard Web browsers supported?

e.

Are mobile users supported with apps for smartphones and tablets?

f.

Can you distribute and archive records on non-erasable media?

g.

Can you distribute documents on royalty-free DVDs, flash drives or portable hard drives?

h.

Can you distribute content on a portable, offline stand-alone client with searching
capabilities?

i.

Does the system provide a full-featured browser-based client (thin client)?

j.

Can you create published repositories based on search results?

k.

Can you drag and drop documents into e-mail?
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l.

Can you share documents using shortcuts or URLs? Does that URL have an expiration date?

m.

Can you export electronic documents in their native format?

n.

Can you compress large files in an e-mail?

o.

Can you encrypt PDFs before e-mailing?

5.) Document Management:

50 Maximum Possible Pts.

a.

Does your system have the availability to expand to active student files (not just archived)?

b.

Is there an intuitive folder view to make organization easy and flexible?

c.

Can you display document names, template fields and volume information in the folder
browser?

d.

Can you display a preview pane and display the document, metadata and text without opening
the document?

e.

Can you rename and reorganize document files?

f.

Can you track document versions?

g.

Can you compare different versions?

h.

Can you revert to previous versions?

i.

Are there check-in/check-out capabilities?

j.

Is there support for dock able windows, or flexible viewing of images, text, thumbnails and
template fields?

k.

Can you establish document linking relationships? (For example, email attachments are
linked to the e-mail.)

l.

Can users place sticky notes on documents with searchable text and hyperlinks?

m.

Can you stamp images with customized or predefined graphics?

n.

Are annotations image overlays that do not modify the original document?

o.

Are there informational tags to alert users to special properties?

p.

Can you display black and white, color or grayscale images?

q.

Can you edit text files created by OCR?

r.

Does the software support full panning, rotation and contrast?
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s.

Can you preview the document within the folder browser?

t.

Can you change the colors on folders?

u.

Can you export the list contents to run reports with a csv file?

v.

Can you rearrange pages in a document or create a new document from a page using drag and
drop?

w.

Can you display documents side by side?

x.

Can you customize toolbar icons with specific action icons or external applications?

y.

Can you change the browser's font and size?

6.) Records Management:

56 Maximum Possible Pts.

a.

Does your system comply with New Mexico Commission of Public Records 1.14.2.10
STANDARD FOR MICROFILM?

b.

Does your system comply with New Mexico Commission of Public Records 1.14.2.12
STANDARD FOR COMPUTER OUTPUT MICROFILM (COM)?

c.

Can you manage physical records alongside scanned images and electronic documents?

d.

Can you manage digital video, audio and other electronic files?

e.

Can you define records series from an intuitive interface?

f.

Can you describe locations of transfers for records series?

g.

Can you track current locations of transferred records?

h.

Can you screen records for eligibility for transfer, accession or destruction?

i.

Can you confirm destruction of eligible records?

j.

Can you find records according to status or location?

k.

Can you specify multiple events that are necessary before records can be cut off?

l.

Can you specify trigger events determining which retention schedules apply to records?

m.

Can you configure retention schedules so that superseded records are sent into final
disposition?

n.

Can you auto-classify and auto-file incoming records?
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o.

Can records managers configure the look and feel of the records environment to suit business
unit requirements while preserving original records in the formalized records management
environment?

p.

Does the system provide event-based cut-off instructions?

q.

Does the system provide time-based cut-off instructions?

r.

Does the system allow you to specify years and months for the retention period?

s.

Does the system support back-file compatibility? Can you change the file date?

t.

Does the system support a non-recoverable destruction of a record?

u.

Does the system allow you to keep the metadata when a record is destroyed?

v.

Does the system allow you to track physical records?

w.

Can you search for records due for cut-off, destructions, accession and frozen records?

x.

Can you place a freeze or hold on a record?

y.

Can you set a review date for vital records?

z.

Can you change the properties for individual records?

aa.

Does the system automatically notify records managers of records approaching their cutoff
and/or disposition dates?

bb.

Does the system allow for conversion of digital images to microfilm? (We are looking at
approximately 100,000 documents to start, which may be spread out and not done at the
same time).

7.)

Integration:

06 Maximum Possible Pts.

a.

Are out-of-the-box integrations included with the Microsoft Office suite, including Word,
Excel, PowerPoint, Excel and gmail?

b.

Are built-in activities available to automate the process of retrieving and updating
information from third-party databases?

c.

To simplify integration, can you access any document stored in the repository with a unique
URL or entry ID?

d.

Can you access documents stored in the repository through Web Folders and other WebDAV
extensions?

e.

Does the company support a marketplace of current integrations or enhancement
applications?
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f.

Is a Code Library available to jump-start custom integrations from working examples with
complete code samples?

8.) Administration:

18 Maximum Possible Pts.

a.

Does the licensing model include unlimited servers and repositories to support active clusters,
offsite mirrors, test and development servers, data segregation, and multiple servers for
remote offices or secure data?

b.

Does the licensing include unlimited users? If not what is the price per user?

c.

Does the licensing model offer volume discounts?

d.

What type of benefits are available to the district?

e.

Are unattended installs supported?

f.

Is the system administered through a Web-based Administration Console that can be accessed
from anywhere?

g.

Can you integrate with Active Directory and automatically synchronize AD groups and
users?

h.

Can you create and configure templates/fields with minimal to no technical knowledge?

i.

Can you distribute system options to select users or everyone? For example, saved searches,
column profiles, and import options.

j.

Can you set a password policy on system users?

k.

Can you automatically log users off after a period of inactivity?

l.

Can you prevent users from seeing a repository on the network?

m.

How often are updates released?

n.

Do you offer an installation wizard for any updates and hotfixes?

o.

Can updates and hotfixes be downloaded by the organization from the support site?

p.

Does the system incur an annual maintenance fee?

q.

What is included in the setup?

r.

How much access does the district main contact have on making changes? Do changes have
to be done through support personnel?
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9.)

Storage:

11 Maximum Possible Pts.

a.

Is the location of document data fully configurable and storable on any network location by
UNC path?

b.

Is there a separate document folder hierarchy from physical storage volumes?

c.

Can you configure volume size and set rollover limits?

d.

Is there full support for rewritable, read-only, removable or fixed volumes?

e.

Can you migrate documents to different physical volumes?

f.

Can you transfer document storage volumes with metadata and folder organization intact?

g.

Can you attach large numbers of documents via portable volumes for additional
synchronization?

h.

Does the system store documents in non-proprietary TIFF and ASCII formats?

i.

Does the system support SQL and Oracle databases?

j.

Does the system offer cloud-based storage?

k.

Does the cloud storage have a limit by price?

10.) Security:

46 Maximum Possible Pts.

a.

Are there storage and security measures supporting regulatory compliance?

b.

Is the system HIPPA/FERPA compliant?

c.

Are there privilege rights controlling administrative functions?

d.

Are there feature rights controlling functions like scanning, printing, searching and
importing?

e.

Are there access rights determining the level of access to documents and folders for users or
groups?

f.

Are there volume access rights determining permission to import data volumes?

g.

Are there field access controls limiting users’ ability to see and edit fields?

h.

Can you determine effective rights for any user?

i.

Are rights enforceable for both users and groups?

RFP#2016-012-IS (5/20/16)

30

j.

Can you enforce password policies, including length, complexity and duration of passwords?

k.

Are you able to configure maximum idle time before users are automatically logged out?

l.

Can you allow or deny security rights explicitly through inheritance?

m.

Is inheritance controlled through flexible scoping options?

n.

Do security tags place special restrictions on documents and folders?

o.

Are you able to securely redact sensitive portions of documents?

p.

Are there various levels of audit tracking for compliance and accountability?

q.

Can you control security permissions centrally or delegate to department heads?

r.

Can you force printouts to include security watermarks for tracking origins?

s.

Can you require users to indicate the reason for document export?

t.

Can you track all successful and unsuccessful activity in the system and write it on a log file?
(For example, sign on, opened document, changed metadata, deleted and modified system
configurations).

u.

Can you generate web-based audit reports, available as tables or charts?

v.

Does the system have native and third party encryption on the volumes?

w.

Does the system allow you to set security so users can only access the information through
the ECM client?

11.) Services Required for the Project:

36 Maximum Possible Pts.

1. Implementation
a.
Describe your implementation methodology. Is your method flexible enough to incorporate
changes during the implementation process?
b.

Submit an implementation plan for planning, designing, installing and configuring the core
system. Explain how and when end-user feedback is incorporated into your plan.

c.

Identify roles and responsibilities (e.g. team lead, product owner, technical expert, etc.) for
the successful proposer and Rio Rancho Public Schools and technical resources needed by
stage.

d.

Do you provide a central point of contact during implementation?

2. Training and Certification
a.
Describe the training available and state whether you will provide it onsite.
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b.

Describe your training program for end users, system administrators and workflow
developers prior to going live.

c.

Provide details on recommended system-specific training and certification courses—either
online or in-person—including course name, description, location, duration and cost.

3. Service, Maintenance and Ongoing Support
a.
Describe the warranty or maintenance program offered with your product(s).
b.

Describe how problems are prioritized.

c.

Describe the problem escalation process.

d.

Provide information on your guaranteed response time to reported problems.

e.

Describe how you will allow us to maintain self-sufficiency in supporting and expanding the
implemented solution.

f.

Describe the resources that are available on your support Website.

g.

Describe any active user groups, discussion forums and additional means of solution
exchange with other customers.

h.

Describe your process for rolling out new versions and/or updates to your customers and
what costs are associated with those.

i.

Describe your process for training customers on new versions.

j.

Identify the current version of the software and the anticipated release date of the next
version. (What new features will the next version support?)

k.

Describe the measures, if any, your company takes to encourage customers to stay on the
current version of the software.

12.) Cost Proposal:

14 Maximum Possible Pts.

Software/Installation/Training/Support Costs
Include vendor’s software, installation, training and support costs as well as any additional system
software needed. Please submit an itemized list of all costs. Vendor must indicate how support will
be provided (phone, on-site, etc.). Vendor must permit software to be installed on a development
server to ensure updates and changes work correctly before being implemented.

13.) References:

05 Maximum Possible Pts.

What types of businesses do you serve? List at least 3 references, preferably within the education
field (Reference Exhibit B)
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EXHIBIT A
RIO RANCHO PUBLIC SCHOOLS SUPPLIER CONFLICT OF INTEREST AND
DEBARMENT/SUSPENSION CERTIFICATION FORM
THE FOLLOWING MUST BE CERTIFIED IF ANY RESULTANT PURCHASE
ORDER/AGREEMENT IS $20,000 OR GREATER
CONFLICT OF INTEREST
The authorized Person, Firm and/or Corporation states that to the best of his/her belief and
knowledge:
No employee or Governing Member of Rio Rancho Public Schools (or close relative), with the
exception of the person(s) identified below, has a direct or indirect financial interest in the
Vendor or in the proposed transaction. Vendor neither employs, nor is negotiating to employ, any
District of New Mexico employee, Regent or close relative, with the exception of the person(s)
identified below. Vendor did not participate, directly or indirectly, in the preparation of
specifications upon which the RFP or offer is made. If the Vendor is a New Mexico State
Legislator or if a New Mexico State Legislator holds a controlling interest in Vendor, please
identify the legislator: _____________________________________ List below the name(s) of
any District or New Mexico employee, Regent or close relative who now or within the preceding
12 months (1) works for the Vendor; (2) has an ownership interest in the Vendor (other than as
an owner of less than 1% of Vendor’s stock, if Vendor is a publicly traded corporation); (3) is a
partner, officer, director, trustee or consultant to the Vendor; (4) has received grant, travel,
honoraria or other similar support from Vendor; or (5) has a right to receive royalties from the
Vendor.
DEBARMENT/SUSPENSION STATUS:
The Vendor certifies that it is not suspended, debarred or ineligible from entering into contracts
with the Executive Branch of the Federal Government, or in receipt of a notice or proposed
debarment from any Agency. The vendor agrees to provide immediate notice to Rio Rancho
Public Schools Purchasing Department Buyer in the event of being suspended, debarred or
declared ineligible by any department or federal agency, or upon receipt of a notice of proposed
debarment that is received after the submission of the RFP or offer but prior to the award of the
/Purchase Order/Agreement or contract.
CERTIFICATION
The undersigned hereby certifies that he/she has read the above CONFLICT OF INTEREST and
DEBARMENT/SUSPENSION Status requirements and that he/she understands and will comply
with these requirements. The undersigned further certifies that they have the authority to certify
compliance for the vendor named and that the information contained in this document is true
and accurate to the best of their knowledge.
Signature: _____________________________________________________________________
Title: ________________________________________________

Date: __________________

Name Typed: __________________________________________________________________
Company Name: _______________________________________________________________
Address: __________________________ City/State/zip: _______________________________
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EXHIBIT B

-

OFFER SIGNATORY FORM

THE FOLLOWING RFPDER INFORMATION MUST BE COMPLETED AND
RETURNED WITH THE RFP.
ACKNOWLEDGMENT OF ADDENDA
The undersigned acknowledges receipt of the following addenda:
Addenda No. ____ Dated ______ Addenda No. ____ Dated ______
Addenda No. ____ Dated ______ Addenda No. ____ Dated ______
RESIDENT BUSINESS, RESIDENT CONTRACTOR AND RESIDENT VETERAN
PREFERENCE CERTIFICATION
To receive a resident business preference pursuant to Section 13-1-21 NMSA 1978 or a resident
contractor preference pursuant to 13-4-2 NMSA 1978, a business or contractor is required to
submit with its RFP or proposal a copy of a valid resident contractor certificate issued by the
taxation and revenue department. In addition, the attached “Resident Veteran Preference
Certification” form (Exhibit D) must filled out, signed and accompany any RFP from any
business wishing to receive a resident veteran’s preference.
RESIDENT PRFERENCE NUMBER: ___________________________________________
RESIDENT VETERAN PRFERENCE NUMBER:_________________________________
The undersigned, as an authorized representative for the Company named below, acknowledges
that the RFPder has examined this RFP with its related documents and is familiar with all of the
conditions surrounding the described materials, labor and/or services. RFPder hereby agrees to
furnish all labor, materials and supplies necessary to comply with the specifications in
accordance with the Terms and Conditions set forth in this RFP and at the prices stated within
the RFP.
The undersigned further states that the company submitting this RFP is not in violation of any
applicable Conflict of Interest laws or regulations or any other related clauses included in this
RFP.
COMPANY NAME_______________________________________________________
ADDRESS ______________________________________________________________
CITY/STATE/ZIP________________________________________________________
TELEPHONE: __________FAX: ________________EMAIL: ___________________
NEW MEXICO GROSS RECEIPTS TAX NO ________________________________
FEDERAL EMPLOYER ID NUMBER (FEIN) _______________________________
SIGNATURE OF AUTHORIZED REPRESENTATIVE _______________________
PRINTED OR TYPED NAME _____________________________________________
TITLE____________________________________________DATE ________________
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EXHIBIT C
INSURANCE REQUIREMENTS
CERTIFICATES OF INSURANCE:
The Contractor shall furnish the Owner one copy each of Certificates of insurance herein
required for each copy of the Purchase Order/Agreement showing coverage, limits of liability,
covered operations, effective dates of expiration of policies of insurance carried by the
Contractor. The Contractor shall furnish to the Owner copies of limits. The Certificate of
Insurance shall be in the form of AIA Document G-705 or similar format acceptable to the
Owner. Such certificates shall be filed with the Owner and shall also contain the following
statements:
1. “The Regents of Rio Rancho Public Schools, Rio Rancho Public Schools, its agents,
servants and employee are held as additional insured.”
2. “The insurance coverage certified herein shall not be canceled or materially changed
except after forty-five (45) days written notice has been provided to the owner.”
COMPENSATION INSURANCE:
The Contractor shall procure and shall maintain during the life of this contract Worker’s
Compensation as required by applicable State law for all Contractor’s employees to be engaged
at the site of the project under this project and in case of any such work sublet the Contractor
shall require the subcontractor or sub subcontractor similarly to provide Worker’s Compensation
Insurance for all the subcontractor’s or sub subcontractor’s Workers which are covered under the
Contractor’s Worker’s Compensation Insurance. In case any class of employee engaged in work
on the project under this contract is not protected under a Worker’s Compensation Status, the
Contractor shall provide and shall cause each subcontractor or sub subcontractor to provide
Employer’s insurance in any amount of not less than $500,000.
CONTRACTOR’S PUBLIC LIABILITY INSURANCE
The contractor shall procure and shall maintain during the life of this contract Public Liability
Insurance as required by applicable State law. In case of any work being sublet, the Contractor
shall require the subcontractor or sub-subcontractor similarly to provide Public Liability
Insurance for all the subcontractor’s or sub-subcontractor’s work being performed under this
Purchase Order/Agreement. In any case, whereby the Contractor’s sub-contractor or subsubcontractor services are not covered under separate policy, the Contractor shall provide and
shall cause each subcontractor or Sub-subcontractor to be covered under the contractor’s policy.
The insurance must remain in force for the life of the contract including all contract extensions or
renewals. The limits effective June 8, 2012 are:
$1,000,000 per occurrence; $2,000,000 annual aggregate.
CONTRACTOR’S VEHICLE LIABILITY INSURANCE:
The Contractor shall procure and shall maintain during the life of this contract Vehicle Liability
Insurance coverage “equal to the maximum liability amounts set forth in the New Mexico Tort
Claims Act Section 41-4-1 et.seq. NMSA 1978.” The insurance must remain in force for the life
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of the contract including all contract extensions or renewals. The limits effective July 1, 1992
are:
Bodily Injury
Property Damage

$750,000 Each Occurrence
$100,000 Each Occurrence

SUBCONTRACTOR’S AND SUB CONTRACOTR’S PUBLIC AND VEHICLE
LIABILITY INSURANCE:
The Contractor shall either:
1. Require each subcontractor or sub-contractor to procure and maintain during the
life of the subcontract or sub subcontract public Liability Insurance of the types
and amounts specified above or,
2. Insure the activities of the subcontractors of sub subcontractors in the Contractor’s
Policy as required under this Article.
GENERAL:
All Insurance policies are to be issued by companies authorized to do business under the laws of
the state in which work is to be done and acceptable to owner.
The Contractor shall not violate, permit to be violated, any conditions of any said policies, and
shall at all times satisfy the requirements for the insurance companies writing said policies.
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EXHIBIT D
RESIDENT VETERANS PREFERENCE CERTIFICATION
___________________________________ (NAME OF CONTRACTOR) hereby certifies the
following in regard to application of the resident veterans’ preference to this procurement:
Please check one box only
__I declare under penalty of perjury that my business prior year revenue starting January 1 ending
December 31 is less than $1M allowing me the 10% preference discount on this solicitation. I
understand that knowingly giving false or misleading information about this fact constitutes a
crime.
__I declare under penalty of perjury that my business prior year revenue starting January 1 ending
December 31 is more than $1M but less than $5M allowing me the 8% preference discount on
this solicitation. I understand that knowingly giving false or misleading information about this
fact constitutes a crime.
__I declare under penalty of perjury that my business prior year revenue starting January 1 ending
December 31 is more than $5M allowing me the 7% preference discount on this solicitation. I
understand that knowingly giving false or misleading information about this fact constitutes a
crime.
I agree to submit a report, or reports, to the State Purchasing Division of the General Services
Department declaring under penalty of perjury that during the last calendar year starting January
1 and ending on December 31, the following to be true and accurate:
In conjunction with this procurement and the requirements of this business’ application for a
Resident Veteran Business Preference /Resident Veteran Contractor Preference under section 131-21 or 13-1-22 NMSA 1978, when awarded a contract which was on the basis of having such
veteran’s preference, I agree to report to the State Purchasing division of the General Services
Department the awarded amount involved. I will indicate in the report the award amount as a
purchase from a public body or as a public works contract from a public body as the case may be.
I understand that knowingly giving false or misleading information on this report constitutes a
crime.
I declare under penalty of perjury that this statement is true to the best of my knowledge. I
understand that giving false or misleading statements about material fact regarding this matter
constitutes a crime.
___________________________________________________
(Signature of Business Representative)*
*Must be an authorized signatory for the Business.

RFP#2016-012-IS (5/20/16)

____________________
(Date)

37

The representations made in checking the boxes constitutes a material representation by the
Business that is subject to protest and may result in denial of an award or cancellation of the
procurement involved if the statements are proven incorrect.
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EXHIBIT E

CAMPAIGN CONTRIBUTION DISCLOSURE
Pursuant to NMSA 1978, § 13-1-191.1 (2006), any person seeking to enter into a contract with any state
agency or local public body for professional services, a design and build project delivery system, or
the design and installation of measures the primary purpose of which is to conserve natural
resources must file this form with that state agency of local public body. This form must be filed even if
the contract qualifies as a small purchase or a sole source contract. The prospective contractor must
disclose whether they, a family member or a representative of the prospective contractor has made a
campaign contribution to an applicable public official of the state or a local public body during the two
years prior to the date on which the contractor submits a proposal or, in the case of a sole source or small
purchase contract, the two years prior to the date the contractor signs the contract, if the aggregate total
of contributions given by the prospective contractor, a family member or a representative of the
prospective contractor to the public official exceeds two hundred fifty dollars ($250) over the two year
period.
Furthermore, the state agency or local public body shall void an executed contract or cancel a solicitation
or proposed award for a proposed contract if: 1) a prospective contractor, a family member of the
prospective contractor, or a representative of the prospective contractor gives a campaign contribution or
other thing of value to an applicable public official or the applicable public official’s employees during
the pendency of the procurement process or 2) a prospective contractor fails to submit a fully completed
disclosure statement pursuant to the law.
THIS FORM MUST BE FILED BY ANY PROSPECTIVE CONTRACTOR WHETHER OR NOT
THEY, THEIR FAMILY MEMBER, OR THEIR REPRESENTATIVE HAS MADE ANY
CONTRIBUTIONS SUBJECT TO DISCLOSURE.
The following definitions apply:
“Applicable public official” means a person elected to an office or a person appointed to complete a
term of an elected office, who has the authority to award or influence the award of the contract for which
the prospective contractor is submitting a competitive sealed proposal or who has the authority to
negotiate a sole source or small purchase contract that may be awarded without submission of a sealed
competitive proposal.
“Campaign Contribution” means a gift, subscription, loan, advance or deposit of money or other thing
of value, including the estimated value of an in-kind contribution, that Is made to or received by an
applicable public official or any person authorized to raise, collect, or expend contributions on that
official’s behalf for the purpose of electing the official to either statewide or local office. “Campaign
Contribution” includes the payment of a debt incurred in an election campaign, but does not include the
value of services provided without compensation or unreimbursed travel or other personal expenses of
individuals who volunteer a portion or all of their time on behalf of a candidate or political committee,
nor does it include the administrative or solicitation expenses of a political committee that are paid by an
organization that sponsors the committee.
“Family Member” means spouse, father, mother, child, father-in-law, mother-in-law, daughter-in-law or
son-in-law.
“Pendency of the procurement process” means the time period commencing with the public notice of
the request for proposals and ending with the award of the contract or the cancellation of the request for
proposals.
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“Person” means any corporation, partnership, individual, joint venture, association or any other private
legal entity.
“Prospective contractor” means a person who is subject to the competitive sealed proposal process set
forth in the Procurement Code or is not required to submit a competitive sealed proposal because that
person qualifies for a sole source or a small purchase contract.
“Representative of a prospective contractor” means an officer or director of a corporation, a member
or manager of a limited liability corporation, a partner of a partnership or a trustee of a trust of the
prospective contractor.
DISCLOSURE OF CONTRIBUTIONS:
Contribution Made By: ________________________________________________________________
Relation to Prospective Contractor: ________________________________________________________________
Name of Applicable Public Official: _______________________________________________________________
Date Contribution(s) Made: _______________________________________________________________
Amount(s) of Contribution(s):
____________________________________________________________________________________________
____________________________________________________________________________________________
Nature of Contribution(s):
____________________________________________________________________________________________
____________________________________________________________________________________________
Purpose of Contribution(s):
____________________________________________________________________________________________
____________________________________________________________________________________________
(Attach extra pages if necessary)
___________________________________________________
Signature

______________________________
Date

___________________________________________________
Title (position)
___________________________________________________
Company

—OR—
NO CONTRIBUTIONS IN THE AGGREGATE TOTAL OVER TWO HUNDRED FIFTY DOLLARS ($250)
WERE MADE to an applicable public official by me, a family member or representative.
___________________________________________________
Signature

______________________________
Date

___________________________________________________
Title (position)
___________________________________________________Company
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APPENDIX A
RFP Question Submittal Form
RFP#2016-012-IS
All written questions must be addressed to the Buyer for this RFP. Offerors are to submit written
questions using the format below. Written responses to the questions received will be distributed
by RRPS’s Purchasing Department as an Amendment/Addenda to this RFP solicitation.

Question #

Reference
Page/Paragraph/Sec
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APPENDIX B
RIO RANCHO PUBLIC SCHOOL DISTRICT
BUSINESS REFERENCES
OFFERORS SHALL PROVIDE REFERENCES ONLY ON THIS FORM. REFERENCES
CANNOT BE RIO RANCHO PUBLIC SCHOOL DISTRICT.
1.

FIRM NAME: ____________________________________________________
CONTACT PERSON: ______________________________________________
TITLE OF CONTACT: _____________________________________________
ADDRESS: _______________________________________________________
TELEPHONE NUMBER: ____________________________________________
EMAIL ADDRESS: _________________________________________________
COMMENTS: (Do not write in this area - for RRPS use only)
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________

2.

FIRM NAME: ____________________________________________________
CONTACT PERSON: ______________________________________________
TITLE OF CONTACT: _____________________________________________
ADDRESS: _______________________________________________________
TELEPHONE NUMBER: ____________________________________________
EMAIL ADDRESS: _________________________________________________
COMMENTS: (Do not write in this area - for RRPS use only)
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________

3.

FIRM NAME: ____________________________________________________
CONTACT PERSON: ______________________________________________
TITLE OF CONTACT: _____________________________________________
ADDRESS: _______________________________________________________
TELEPHONE NUMBER: ____________________________________________
EMAIL ADDRESS: _________________________________________________
COMMENTS: (Do not write in this area - for RRPS use only)
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
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