CITY OF CHICAGO
DEPARTMENT OF PROCUREMENT SERVICES
ROOM 403, CITY HALL, 121 N. LASALLE STREET

JUSTIFICATION FOR NON-COMPETITIVE PROCUREI\W'[O DEPT ccons e

COMPLETE THIS SECTION IF NEW CONTRACT

For contract(s) in this request, answer applicable questions in each of the 4 major subject areas below in accordance with the Instructions for

Preparation of Non-Competitive Procurement Form on the reverse side.

Request that negotiations be conducted only with Iron Mountain for the product and/or services described herein.
{Name of Person or Firm) :

This is a request for (One-Time Contractor Requisition # , copy attached) or Term Agreement or
Delegate Agency (Check one). If Delegate Agency, this request is for “blanket approval” for all contracts within the
Record Storage and Records Management Services (Attach List) Pre-Assigned Specification No.

(Program Name) Pre-Assigned Contract No.

COMPLETE THIS SECTION IF AMENDMENT OR MODIFICATION TO CONTRACT

Describe in detail the change in terms of dollars, time period, scope of services, etc., its relationship to the original contract and the specific reasons
for the change. Indicate both the original and the adjusted contract amount and/or expiration date with this change, as applicable. Attach copy of all
supporting documents. Request approval for a contract amendment or modification to the following:

Contract #: Company or Agency Name:
Specification # Contract or Program Description:
Modification #: (Attach List, if multiple)
Originator Name Telephone Signature Department Date

Indicate SEE ATTACHED in each box below if additional space needed:

n PROCUREMENT HISTORY
SEE ATTACHED

o ESTIMATED COST
SEE ATTACHED

o SCHEDULE REQUIREMENTS
SEE ATTACHED

= EXCLUSIVE OR UNIQUE CAPABILITY
SEE ATTACHED

s OTHER

APPROVED BYWBM ///%0/05 %«v %, /4/;/ Vo
RTMENT»HEAD QR DRSIGNRE DATE BOA CHAIRPERSON DATE
(i D — L/i#[10

([7&1: PROCUREMENT OFFICER DATE OF appHOVAL




INSTRUCTTONS FOR PREPARATION OF NON-COMPETITIVE PROCUREMENT FORM (Rev. 5/04)

ta City Department has determined that the purchase of supplies, equipment, work and/or services can not be done on a competitive basis, a sole
source justification must be prepared on this “Justification for Non-Competitive Procurcment Form” in which procurement is requested on a non-bid
or non-competitive basis in accordance with 65 ILCS 5/8-10-4 of the Hiinois Compiled Statutes. All applicable questions in each Subject Area below must
be answered. The information provided must be complete and in sufficient detail to allow for a decision to be made by the Non-Competitive
Procurement Review Board. Also attach a complete CPAC Project Checklist, and any other required forms (see Other #1, below). The Board will not
consider justifications with incomplete information documentation

PROCUREMENT HISTORY

1. Describe the requirement and how it evolved from initial planning to its present status.

2. Is thus a first time requirement or a continuation of previous procurement from the same source? If so, explain the procurement history.

3. Explain attempts made to competitively bid the requirement. (Attach copy of notices and list of sources contacted)

4. Describe all research done to find other sources. (List other cities contacted, companies in the industry contacted, professional organizations,
periodicals and other publications used).

Explain future procurement objectives. [s this a one-time request or will future requests be made for doing business with the same source?

- Explain whether or not future competitive bidding is possible. If not, why not?

o

ESTI ED COS

- What is the estimated cost for this requirement (or for each contract, if multiple awards contemplated)? What is the funding source?

2. What is the estimated cost by fiscal year, if the job project or program covers multiple years?

3. Explain the basis for estimating the cost and what assumptions were made and/or data used (ie. budgeted amount, previous contract price,

current catalog or cost proposal from firms solicited, engineering or in-house estimate, etc),

4. Explain whether the proposed Contractor or the City has a substantiat dollar investment in original design, tooling or other factors which would
be duplicated at City expense if another source was considered. Describe cost savings or other measurable benefits to the City which may be
achieved.

. Explain what negotiation of price has occurred or wiil occur. Detail why the estimated cost is deemed reasonable.

SCHEDULE REQUIREMENTS

. Explain how the schedule was developed and at what point the specific dates were known.

2. 1s lack of drawings and/or specifications a constraining factor to competitive bidding? If so, why is the proposed Contractor the only person or
firm able to perform under these circumstances? Why are the drawings and specifications lacking? What is the lead time required to get
drawings and specifications suitable for competition? If lack of drawings and specifications is not a constraining factor to competitive bidding,
explain why only one person or firm can meet the required schedule.

- Outline the required schedule by delivery or completion dates and explain the reasons why the schedule is critical,

4. Describe in detail what impact delays for competitive bidding would have on City operations, programs, costs and budgeted funds.

—_

o

—

]

EXCLUSIVE OR UNIQUE CAPABILITY

- If contemplating hiring a person or firm as a Professional Service Consultant, explain in detail what professional skills, expertise, qualifications,

other factors make this person or firm exclusively or uniquely qualified for the project. Attach copy of cost proposal and scope of services.

- Does the proposed firm have personnel considered unquestionably predominant in the particular field?

- What prior experience of a highly specialized nature does the person or firm exclusively possess that is vital to the Job, project or program?

. What technical facilities or test equipment does the person or firm exclusively possess of a highly specialized nature which is vital to the job?

- What other capabilities and/or capacity does the proposed firm possess which is necessary for the specific job, project or program which makes

them the only source who can perform the work within the required time schedule without unreasonable costs to the City?
6. If procuring products or equipment, describe the intended use and explain any exclusive or unique capabilities, features and/or functions the
items have which no other brands or models, etc. possess. Is compatibility with existing equipment critical from an operational standpoint?

Explain why.

7. Is competition precluded because of the existence of patent rights, copyrights, trade secrets, technical data, or other proprietary data? Attach

documentation verifying such.
8. If procuring replacement parts and/or maintenance services, explain whether or not replacement parts and/or services can be obtained from any
other sources? [fnot, is the proposed firm the only authorized or exclusive dealer/distributor and/or service center? If $0, attach letter from

manufacturer.
MBE/WBE COMPLIANCE PLAN

- All submissions must contain detailed information about how the proposed firm will comply with the requirements of the City’s Minority
and Women Owned Business program. All submissions must include a complete C-1 and D-1 form, which is available on the Procurement
Services page on the City’s intranet site.

L Y

OTHER
Explain other related considerations and attach ail applicable supporting documents (an approved Information Technology Strategy Commirtee
{(ITSC) form, an approved Request for Individnal Contract Services form, etc.)

REVIEW AND APPROVAL
{his form must be signed by both the Originator of the request and approved by the Department Head or authorized designee. A fter review and finai
disposition trom the Board, this form will be stampedto indicate the final disposition and signed by the Chairperson of the Board of authorized
designee {tc "This form must be signed by both the Originator of the request and approved by the Deparmment Head or authorized designee. After
review and final dispesition from the Board, this form will be stamped to indicate the tinal disposition and signed by the Chairperson of the Board of

authorized designee.” |




DGS Request for Non-Competitive Procurement Agreement with

Iron Mountain, Inc.
for Records Storage and Records Management Services

Memorandum to DPS Commissioner Jamie Rhee

DPS Project Checklist

Justification for Non-Competitive Procurement Agreement with
attachment

Memorandum from Chief of Staff regarding Records Consolidation
Initiative

Scope of Services

Pricing

Certificate of Liability Insurance

Economic Disclosure Statement and Affidavit

Iron Mountain, Inc. Diversity Supplier Program



City of Chicago
Richard M. Daley, Mayor

Department of General Services

Judy D. Martinez
Commissioner

Suite 300

30 North LaSalle Street
Chicago, Hlinois 60602-2586
(312) 742-3124
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BUILDING CHICAGO TOGETHER

Memorandum

To: Jamie Rhee
Chief Procurement Officer
Department of Procurement Services

rom WAL W lotts/

Mark D. Maloney
First Deputy Commissioner
Department of General Services

Re: Non-Competitive Procurement with Iron Mountain, Inc.
for Records Storage and Records Management Services

Date: November 30, 2009

The Department of General Services (DGS) is working with several City
Departments and the Department of Procurement Services (DPS) to
advertise a new specification for Record Storage and Record
Management Services. Currently, Iron Mountain warehouses
approximately 240,000 containers at rates established in 1995 and has
requested a price escalation to cover increased labor, fuel and related
operational expenses. Iron Mountain has stated that, without a price
increase, which the 1995 Agreement cannot accommodate, it will be
forced to cease service to the city and insist on the removal of the city
inventory from its warehouse.

DGS, as lead department for Records Storage and Records Management
Services, has an immediate need for a stop gap measure to maintain
storage and to continue storage related services through Iron Mountain
pending award of a new contract. The city does not have in-house
resources to assume direct responsibility for the storage, management and
delivery of 240,000 containers, as needed, by various user City
departments.

Therefore, DGS is requesting DPS authorization to enter into a Non-
Competitive Procurement Agreement with Iron Mountain for a two-year
term to ensure the security and integrity of the city’s records mventory
and the continuity of storage and retrieval services until a new
specification is advertised and a contract is awarded and released.




Projected annual spending for this contract is $1,100,000, inclusive of
storage, pick-up, delivery, retrieval and destruction of records. DGS
requests a non-competitive procurement agreement with Iron Mountain,
Inc. with a two-year initial contract term and one optional one-year
extension period. The projected value of the intitial term is $2,200,000.

DGS projects that a final draft specification for the competitive bid will
be completed no later than 12/31/09 and advertised by the end of January,
2010. A new contract may be awarded and released within the first half
of 2010.

Thank you for your cooperation.

Please contact Deputy Commissioner Mary Capecci if you have any
questions or concerns.

cc: M. Capecci - DGS
T. Glavin - DPS
file



For DPS Use Only

DPS PROJECT CHECKLIST Date Recetued

IMPORTANT: ALL INFORMATION SHOULD BE COMPLETED, ATTACH ALL REQUIRED D2'e Retumed

MATERIALS AND SUBMIT FOR ROUTING TO THE DEPARTMENT OF PROCUREMENT SERVICES, ROOM Date Accepted
403, CITY HALL, 121 N. LASALLE STREET, CHICAGO, ILLINOIS 60602, ATTENTION: CHIEF
PROCUREMENT OFFICER. CA/CN's Name

General Information:

Date: 11/17/09 Need by (estimated date): ASAP

Requisition No.: Contact Person: Project Manager:

Specification No.: (if known) WILLIAM KELLY NOEMY QUINONES

PO No.: (if known) Telephone: -7446043 Telephone: -7446039

Modification No.: (if known) Fax: -7442773 Fax: -7442773

Previous PO No.: (if known) T25068 Emall: WKELLYCITYOFCHICAGO. ORG * Email: NQUINONESGCITYORCHICAGO. ORG

Project Description: NON-COMPETITIVE PROCUREMENT AGREEMENT WITH IRON MOUNTAIN FOR REGORDS STORAGE AND RECORDS
MAN AGEMENT SERVICES.

Funding: ; o , . S . ,
City: B Corporate [ Bond . O Enterprise . O Grant* " [ Other:
State: O 1DOT/Transit [ 1D0TMHighway ) 3 Grant* [ Other:
Federal: [ FHWA 7 CJFTA O FAA [J Grant* {J Other:
LINE  FY " FUND  'DEPT ORGN  APPR ACTV  |PROJECT RPTG $ DOLLAR AMOUNT

N R IR

|

Term Estimated Value $2, 200, 000
‘IF GRANT FUNDED, ATTACH COPY OF THE APPROVED GRANT AND APPLICATION AND ANY OTHER TERMS AND CONDITIONS OF FUNDING SOURCE THAT
MAY APPLY. GRANT FUNDS MUST BE COMMITTED OR SPENT BY DEADLINE: (DATE})

Scope Statement:
B Attached is a Detailed Scope of Services andfor Specification. E-mall softcopy in Microsoft Word to DPS Unit Manager

IMPORTANT:
THIS IS A CRITICAL PORTION OF YOUR SUBMITTAL. IN ORDER FOR DPS TO ACCEPT YOUR SUBMITTALYOU MUST COMPLETE THE
SPECIFIC SCOPE REQUIREMENTS AS SET FORTH IN THE SUPPLEMENTAL CHECKLIST FOR THAT UNIT.

Purchase Order Type (Check All That Apply):

New Request Modification/Amendment

X Blanket/Term/DUR/Agreement » ' [J Time Extension** »

[ Master Agreement (Task Order) [ Vendor Limit Increase

[0 Standard/One-Time Purchase [ Scope Change/Price Increase/Additional 'Line item(s)
Forms [ Other (specify):

[ Requisition v ‘

7] Special Approvals
£J Non-Competitive Review Board (NCRB)

Contract Term: 2 YEARS
** Requested Term (Number of Months): 24

Pre-Bid/Submittal Requirements:

Mandatory Pre Bid/Submittal Conference? [] Yes” [ No
Requesting Site Visit? [ yes &I No

“If yes, explain reasons why mandatory attendance is necessary.

10/21/2008, 1 of 6



The foliowlng isa général 'déscription of what should be included in a Sébpe of Services or Specificatioh:
A clear description of all anticipated services and products, including: time frame for completion, special qualifications of prospective vendors, speciat
requirements or needs of the project, locations, anticipated participating user departments, citation of any applicable City ordinance or state/federal

regulation or statute.

ARCHITECTURAL/ENGINEERING SUPPLEMENTAL CHECKLIST

Required Attachments: Scope of Services, including location, description of project, services required, deliverables, and other information as required

Risk Management

Current Insurance Requirements prepared/approved by Risk Management: O vyes [JNo
Will services be performed within 50 feet of CTA train or other railroad property? O yes [JNo
Will services be performed on or near a waterway? dvYes [ONo
If applicable, Pre-Qualification Category No. Category Description:

For Pre-Qualification Program, atfach list of suggested firms to be solicited

Other Agency Concurrence Required: (INone QState O Federal Q Other

If Amendment request, please verify and provide the following:

Contractor's Name:

Contractor's Address:

Contractor's e-mail Address:

Contractor's Phone Number:

Contractor's Contact Person:

Attach Recommendation of MBE/WBE/DBE Analysis Form Clves CINo
AVIATION CONSTRUCTION SUPPLEMENTAL CHECKLIST

DOA sign-off for final design documents: [Jyes (ONo
Required Attachments:

Copy of Draft Contract Documents and Detailed Specifications

Risk Management:

Current Insurance Requirements prepared/approved by Risk Managament: [JYes [(INo
Will work be performed within 50 feet of CTA or ATS stnucture or property? [vyes ONo
Wil work be performed airside? B Yes [No

*NOTE: Any non-construction Aviation request, complete the applicable section.

Do bid documents contain Sensitive Security Information (SS1)?
“If yes, attach Confidentiality Statement

Attach Recommendation of MBE/WBE/DBE Anaiysis Form

If Amendment request, please verify and provide the following:
Contractor's Name:

Contractor's Address:

Contractor's e-maii Address:

Caontractor's Phone Number:

Contractor's Contact Person:

OYes* ONo QRedacted

[ yes [JNo

10/21/2009, 3 of 6



COMMODITIES SUPPLEMENTAL CHECKLIST

Required Attachments:

{J Detailed Specifications (Scope of Services) including detailed description of the product, delivery location, user department contact, price escalation
considerations

[ Bidder's qualification, contract term and extension options

{J Contractor's qualifications, citation of any applicable City/State/Federal statutes or regulations, citation of any applicable technical standards

[ Price Lists/Catalogs, technical drawings and other exhibits and attachments as appropriate.

Attach Recommendation of MBE/WBE/DBE Analysis Form O vYes [INo
Is this a Revenue Producing contract? [ Yes [JNo

If Modification request, piease verify and provide the following:
Contractor's Name:

Contractor's Address:

Contractor's e-mall Address:

Contractor's Phone Number:

Contractor's Contact Person:

CONSTRUCTION SUPPLEMENTAL CHECKLIST

Required attachments:
Copy of Draft (80% Completion), Contract Documents and Detailed Specifications
Risk Management

Current Insurance Requirements prepared/approved by Risk Management: [dves []No
Will services be performed within 50 feet of CTA train or other raifroad property? [dYes ONo
Will services be performed on or near a waterway? OYes ONo
Attach Recommendation of MBE/WBE/DBE Analysis Form Ovyes [No

If Modification request, please verify and provide the follawing:
Contractor's Name:

Contractor's Address:

Contractor's e-mail Address;

Contractor's Phone Number:

Contractor's Contact Person:

PROFESSIONAL SERVICES SUPPLEMENTAL CHECKLIST

If New Request (Check applicable boxas):

Is this a Request for Information (RF1)? [dyes [ONo
is this a Request for Qualifications (RFQ)? OvYyes [ONo
Is this a Request for Proposal (RFP)? [JYes [JNo
If RFQ or RFP, did any outside Consultant provide advice or deliverables in developing the RFQ or RFP? [ Yes* [ No
*If yes, Company Name: PO#

Attach a narrative explaining the consulting services and deliverables provided.

Is this a Non-Competitive Procurement? {J Yes* [JNo

“If yes, attach compieted Non-Competitive Justification form, vendor proposal and completed MBE/WBE compliance plan (Schedules C-1 and D-1)
submitted to the Non-Competitive Review Board.

Is this a request for Individual Contract Services? [J ves* [J No
*If yes and you seek a sole source conlract to hire a person as a Consuitant, attach completed Office of Compliance “Request for Individual Contract
Services” approval form signed by Department Head, Office of Compliance & OBM.

Is this a Revenue Producing contract? dvyes ONo
Does this request involve the purchase of Software? [ Yes* (O No
“If yes, is City required to sign a software license? O Yes* I No

“If yes, attach descriptions of software and software license agreement.
10/21/2009, 4 of 6



PROFESSIONAL SERVICES SUPPLEMENTAL CHECKLIST (continued)

Required Attachments (IF RFP/RFQ OR SOLE SOURCE):
3 statement of Work (SOW), Deliverables or Scope of Services defined

Does SOW involve any work in the public way? [0 ves* [INo
*If yes, attach list of locations.
Does SOW involve any public improvement to property that requires performance bond or prevailing wage? [ ves* (O No
“If yes, attach list of locations.
Is City Council approval required? [Jvyes [INo

[0 Project or Program Background Information

[0 Project Goals and Objectives

[ Qualifications or Licenses/Certifications required for any disciplines

[] Evaluation Criterion desired in RFP or RFQ

O Evaluation Committee (EC) members recommended. Attach list of names, titles and departments

[ Technical and/or Functional Requirements, if applicable

[0 Cost Proposal/Schedule of Compensation structure (If Sole Source, aver Contract Term by Milestone Deliverables)

O I an information Technology (IT) project valued at $100,000.00 or more, attach approval transmittal sheet from Information Technology Governance
Board (ITGB)

Attach Recommendation of MBE/WBE/DBE Analysis Form [dYes (INo

Iif Amendment request, please verify and provide the following:
Contractor's Name:

Contractor's Address:

Contractor's e-mail Address:

Contractor's Phone Number:

Contractor's Contact Person:

VEHICLES/HEAVY EQUIPMENT SUPPLEMENTAL CHECKLIST

Required Attachments: .
[ Detailed Specifications including detailed description of the vehicle(s) or equipment, mounted equipment, if any, and options/accessories
{1 Speciai Provisions (Delivery, Warranty, Manuals, Training, Additional Unit Purchase Optlons, Bid Submittal information, etc.)

[J Delivery Location(s)

[J Technical Literature

{3 Drawings, if any

[ Part Number List (Marusfachurer; or Dealer; or Other Source)

O Current Price List(syCatalog(s)

[CJ Special Approval Form

[J Exhibits and Attachments

Attach Recommendation of MBE/WBE/DBE Analysis Form dYes [JNo
Is this a Revenue Producing Contract? O Yes [JNo

If Modification request, please verify and provide the following:
Contractor's Name:

Contractor's Address:

Contractor's e~-mail Address:

Contractor's Phone Number:

Contractor's Contact Person:

10/21/2009, 50t 6



WORK SERVICES/FACILITY MAINTENANCE SUPPLEMENTAL CHECKLIST

Required Attachments:

[] Detailed Specifications (Scope of Services) including detailed description of the work, locations (with supporting detail), user department contacts,
work hours/days, laborer/supervisor mix, compensation and price escalation considerations !

[J Bidder's qualification, contract term and extension options

[J Contractor's qualifications, citation of any applicable City/State/Federal statutes or regulations, citation of any applicable technical standards

[ Price Lists/Catalogs, technical drawings and other exhibits and attachments as appropriate

{J if an Information Technology (IT) project valued at $100,000.00 or more, attach approval transmittal sheet from information Technology Governance
Board (ITGB)

Risk Management:

Will services be performed within 50 feet {50') of CTA train or other railroad property? dvyes ONo
Will services be performed on or near a waterway? [JYes [ONo
Will services require the handling of hazardous/bio-waste material? {JYes [INo
Will services require the blocking of streets or sidewalks which may affect public safety? O yes [ONo
Attach Recommendation of MBE/WBE/DBE Analysis Form O vyes O No
Is this a Revenue Producing contract? O vyes [OINo

if Modification or Amendment request, please verify and provide the following;
Contractor's Name:

Contractor's Address:

Contractor's e-mail Address:

Contractor's Phone Number:

Contractor's Contact Person:

10/21/2009, 6 of 6



DGS Request for Non-Competitive Procurement Agreement with Iron Mountain, Inc.

Procurement History:

Iron Mountain was awarded a contract (PO T25068 / Specification No. B59629501 ) on
September 11, 1995 for Storage of City Records. On May 1, 2003, the Iron Mountain
contract expired and a new contract (PO 685 / Specification No. B19629501A) was awarded
to LaBelle-Rothery Movers, Inc. (LRM)

The city chose to execute a gradual transition of the records inventory into the LaBelle-
Rothery Warehouse by delivering new records to the new vendor’s warehouse, while storing
the bulk of the city’s inventory (approximately 240,000 cartons) at the Iron Mountain
warehouse. Despite the city’s best efforts, LRM failed to perform in accordance with the
terms of its contract and, as a result, PO 685 was terminated on May 5, 2005.

At this time, most of the city’s inventory is stored in the Iron Mountain warehouse and
services are provided at prices awarded in accordance with a bid submitted in 1995.

A new specification was advertised in June, 2005 but all bids were rejected in December,
2005 so that a consultant could be hired to develop the new specification. The consultant
was tasked with interfacing with all departments that would participate in the specification to
gather information on the specific operational requirements and incorporate them into the
new specification.

The specification was completed by the consultant in May, 2007 and distributed to the
participating departments. In September, 2007, requisitions were entered for a new contract
by all participating departments. The new specification was advertised in June, 2008 and
canceled in August, 2008 due to unresolved issues addressed at the pre-bid conference.

In October, 2008, Iron Mountain notified DGS that it required a price escalation to cover
increased labor, fuel and related operational expenses. Iron Mountain stated that, without an
immediate price increase, which the 1995 Agreement could not accommodate, it would be
forced to cease service to the city and order the removal of the city inventory from its
warehouses.

DGS looked at various contractual options to continue service through Iron Mountain. In
December, 2008, DGS requested an Emergency contract with Iron Mountain. This request
was denied by DPS with the recommendation that DGS request a Non-Competitive
Procurement Agreement (NCPA) with the same vendor. That same month, DGS and the
Department of Aviation (DOA) submitted a request for a one-year contract with Iron
Mountain for $775,000. The contract value was based upon past DGS spending under the
1995 Iron Mountain Agreement coupled with a proposal from the vendor for a one-time pick-
up of DOA boxes in the amount of $75,000. At the time the NCPA was approved, DGS did
not have a scope of work or updated pricing from the vendor.



DGS Request for Non-Competitive Procurement Agreement with Iron Mountain, Inc.

DGS immediately initiated negotiations with the vendor on the scope of work and the pricing
to be included in the new contract. Despite several requests from DGS, the vendor did not
submit pricing proposals until May, 2009. DGS has been paying the vendor by direct
vouchers since March, 2009 at pricing established in the 1995 contract.

Future Procurement Objectives:

The Office of the Mayor has directed DGS to coordinate a citywide Records Consolidation
Initiative (RCI) with a goal to improve operational efficiencies, comply with the Illinois
Local Records Act and reduce records storage costs. The RCI is a three phase program to
identify and destroy all city inventory now eligible for destruction and to update Records
Storage procedures to achieve full compliance with the Illinois Local Records Act.

DGS intends to implement and fund the RCI through the proposed NCPA. DGS also intends
to advertise and award a new competitive bid specification for records storage services as
soon as possible. The entire city inventory will be reviewed at the Iron Mountain warehouse
to categorize boxes that are eligible for destruction or for continued storage. Inventory
eligible for destruction will be disposed of through Iron Mountain. Inventory requiring
continued storage will be transferred to the new vendor warehouse.

DGS estimates that the city will save at least $2 million by implementing the RCI through
Iron Mountain, based upon proposed Iron Mountain NCP pricing.

Estimated Cost:

Records storage services may be broken down into two major categories. The first category,
storage, is based upon the total cubic feet of inventory stored in the vendor warehouse.

The total estimated city inventory is currently 264,000 cubic feet. Iron Mountain’s proposed
pricing is 21-1/2-cents per cubic foot per month, or $2.58 per year for storage. Based upon
these quantities, DGS estimates annual storage costs at $700,000.

The second category for records storage services is, primarily, for pick-up, delivery, retrieval,
destruction and refiling of the City inventory. The cost for these services will fluctuate
depending on the levels of activity required. Based upon previous activity, DGS estimates
spending of $339,000 for these services.

Based upon previous activity levels and projected costs related to the upcoming Records
Consolidation Initiative, DGS projects annual spending as follows:

RCI Phase | $ 18,000
RCI Phase Il $ 268,000
RCI Phase 111 $1,000,000
Two years of storage $ 500,000
Routine Pick-Up, Delivery Services $ 339,000
Department of Aviation Project $ 75,000
Total Estimated Contract Value $ 2,200,000




DGS Request for Non-Competitive Procurement Agreement with Iron Mountain, Inc.

Schedule Requirements:

Time is of the essence for this project. The Mayor’s Office has directed DGS to implement
the RCT as soon as possible and a schedule has been created to begin the program December
11, 2009. Attached is a copy of a memo from Chief of Staff Paul Volpe describing the
program.

Exclusive or Unique Capability:

Iron Mountain has unique capability in that it currently warehouses the city’s records
inventory. The cost to relocate the inventory to another warehouse is estimated at
$2,700,000. The City will benefit from keeping the inventory at its current location while
implementing the Records Consolidation Initiative. Records will be sent to the new Records
Storage vendor after review and updated in compliance with the Illinois Local Records Act.



City of Chicago
Richard M. Daley, Mayor

Office of the Mayor
City Hall, Room 509

121 North LuSalle Street
Chicago, Hlinois 60602
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BUILDING CHICACO TOGETHER

TO: ALL DEPARTMENT HEADS

FROM: Chae Q. J;"F

PAUL A. VOLPE o

CHIEF OF STAFF

OFFICE OF THE MAYOR
SUBJECT: RECORDS CONSOLIDATION INITIATIVE
DATE: NOVEMBER 17, 2009

The City of Chicago is implementing a Records Consolidation Initiative,
coordinated through the Department of General Services (DGS), to improve
operational efficiencies, comply with the Illinois Local Records Act and reduce
records storage costs. Itis mandatory that all departments participate in this
citywide initiative.

Attached is a timeline and action plan for the three phases of this initiative. All
departments are expected to give DGS full cooperation through all three phases.

Thank you for your cooperation.

Attachment

ce: Commissioner Judy D. Martinez




MEMORANDUM

TO: COMMISSIONER

FROM:

MARK D. MALONEY
FIRST DEPUTY COMMISSIONER
DEPARTMENT OF GENERAL SERVICES

ATTENTION: DEPARTMENT LIAISONS

SUBJECT: RECORDS CONSOLIDATION INITIATIVE

DATE: NOVEMBER 16, 2009

The City of Chicago is implementing a Records Consolidation Initiative,
coordinated through the Department of General Services (DGS), to improve
operational efficiencies, comply with the Illinois Local Records Act and
reduce records storage costs. The success of the initiative is dependent upon
full participation from all city departments.

The Records Consolidation Initiative has been broken down into three phases
with a brief description and a designated task for each phase:

Phase I Clean-up of Outcarded Inventory

Phase 11 Review and Process Destruction Reports

Phase 1 On-site Review and Updating of Citywide Inventory

Phase I Description: The Outcarded inventory is comprised of records that
have been physically removed from the vendor’s warehouse at the city’s

request but not permanently withdrawn from the vendor’s inventory database.
The city will continue to be billed for storage of these boxes until the



inventory is permanently withdrawn from the system. If a box re-appears after
the record has been permanently withdrawn, the Contractor will reinstate the
box number at no cost to the city.

Phase I Task:

. Assign a Department Liaison(s) to coordinate with DGS on the
implementation of the Records Consolidation Initiative. Forward the
name(s), address(es) and phone numbers of your Department Liaison(s)
on or before Wednesday, December 11" to Noemy Quifiones via email
at nquinones(@citvofchicago.org.

. Each Department Liaison must complete the Outcarded Inventory
Report on or before Tuesday, December 31st and submit to:
DGSRECORDSMANAGEMENT@CITYOFCHICAGO.ORG,

. Each Department Liaison must attend a mandatory two-day training
session on the Local Records Act and DGS records procedures between
January 11" through January 15" at City Hall, 121 N. LaSalle St. -
Room 1103. A DGS representative will contact you with a date and
time for training.

Records Consolidation Initiative Phases I & I1 Timeline:

12/11/09 Phase I - Submit Department Liaison Contact Information

12/31/09 Phase I - Submit Completed Outcarded Inventory Report

1/11 - 1/15/10 | Mandatory Local Records Act Training Sessions

2/11/10 Phase II - Submit Completed Destruction Report and
Timeline for Review of Inventory

Phase II Description: The city is paying to store boxes that may currently be eligible
for destruction. DGS will provide each department with a Destruction Report listing
all inventory from your department that may be immediately destroyed.

Phase II Task:

. Upon completion of Local Records Act training, Department Liaisons will
receive a Destruction Report and Inventory List from DGS. The Department
Liaison should review the inventory list and take steps to order the destruction
of all eligible inventory in accordance with the provisions of the Local Records
Act and the training.

. Please submit a completed Destruction Report by February 11th to



DGSRECORDSMANAGEMENT@CITYOFCHICAGO.ORG.

Phase III Description: This phase of the Records Consolidation Initiative is an
ongoing undertaking to correct and/or update mis-labeled or missing data. Department
liaisons, trained in the Local Records Act and DGS record procedures, must review all
department inventory reports to confirm or revise destruction dates and other required
data. Liaisons must also ensure that future records are stored in accordance with the
Local Records Act and follow citywide record storage procedure requirements.

Phase III Task:
. Review vour entire department inventory list and submit a timeline to

DGSRECORDSMANAGEMENT@CITYOFCHICAGO.ORG on or

before April 11th indicating when vour department will be in
compliance with the requirements above.

. Each department must also create and maintain a database or similar tracking
system to review, update and/or correct mislabeled information until all records
are accurate and accounted for.

. Forward to Noemy Quinones an updated quarterly report including the database
above.

Questions regarding the Records Consolidation Initiative should be directed to
Noemy Quifiones with DGS at
DGSRECORDSMANAGEMENT@CITYOFCHICAGO.ORG or at
312/744-6039.

Thank you for your cooperation.



NON COMPETITIVE PROCUREMENT AGREEMENT
IRON MOUNTAIN, INC FOR RECORDS STORAGE SERVICES

I. Scope

The Contractor will provide Record Storage and Record Management Services for City Records, for
authorized City of Chicago User Departments, located throughout the City, all in accordance with
the terms and conditions of this Agreement. The Contractor will also provide new storage, retrieval,
retile, destruction, cataloging, pickup/delivery, relocation of existing inventory, if required, records
management and any other related services.

Performance

The Contractor must perform, or cause to be performed, all Work required under the terms and
conditions of this Agreement with that degree of skill, care, and diligence normally exercised by
experience Contractors performing work in projects of a scope and magnitude comparable to the
work as specified herein. The Contractor must use reasonable efforts to assure timely and
satisfactory completion of the Work. The Contractor must at all times act in the best interest of the
City. The Contractor must perform, or cause to be performed, all Work in accordance with the terms
and conditions of this Agreement and to the reasonable satisfaction of the City.

General

The Contractor must provide all necessary space, labor, equipment and supervision for the storage
of approximately 240,000 tote boxes/cartons for various City Records. There are two types of
storage areas required (See Section on Storage Facility):

® standard and
® vault

The City requires that all records to be stored in the Standard Storage Area location(s) that meet the
time-frame set under the terms and condition of this Agreement. The City must have available, upon
request, address location(s) where the City’s property has been stored/warehoused throughout the
life cycle of this Agreement.

In addition, the Contractor must comply with all the provision of the most current version of the
Local Records Act of the State Illinois.

Types of Records

The following is a listing of various types of documents and records to be store under this
Agreement. The following is an example of the various types of records to be stored:

e  historical documents ¢ health records s payrolls stapes

e  contracts ¢ microfilm emicrofiche eblueprints

The City reserves the right to add and/or delete types of documents and records to be stored, as
required, during the Agreement period.



VAULT: TEMPERATURE CONTROL ENVIRONMENT

The City possesses certain documents that are historical in nature, or warrant special preservation.
These boxes must be stored in a temperature controlled environment / vault, as required by the city,
in accordance with the pricing listed in this specification.

2. FACILITY REQUIREMENTS

A. Storage facilities may be subject to inspection by the Chicago Fire Department, the Department
of Buildings, Environment, or any of the various authorized Using Departments to insure Agreement
compliance.

B. Pest Control Program

The Contractor must have a Pest Control program for the storage area(s) where City records are kept
to prevent and/or eliminate any pest infiltration at the storage facility.

Contractor must report to DGS whenever an infestation has occurred and/or suspected to have
occurred to property of the City (see Damage Restoration).

C. Records contaminated by hazardous materials.

The Contractor must provide a separate area for any records identified as having been contaminated
by hazardous materials, infiltrated by insects, or exhibiting active mold growth (see Damage
Restoration).

D. Environmental Controls

Environmental controls for all paper-based records must provide a stable, constant environment, and
appropriate ventilation.

E. Fire Prevention and Safety

The following storage facility standards for fire prevention must be met:

. All City of Chicago’s codes and regulations as set forth by the Chicago Fire Department,
Department of Buildings, Department of Environment, and all other regulatory City
departments.

F. Contingency Planning/Disaster Recovery Plan.

Contractor must have a contingency planning process and a disaster recovery plan in place, and
available upon request by the Commissioner throughout the life-cycle of the Agreement.
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3. CONFIDENTIALITY

All records of the City are confidential and must not be viewed or disseminated without prior written
approval of DGS or the authorized departments. Any unauthorized disclosure or use of information
contained in the City’s property may result in both criminal and civil prosecution. The contractor,
prior to beginning the contract Must sign a confidentiality agreement with the City.

If the Contractor is presented with a request for documents at any administrative agency or with a
subpoena duces tecum regarding any records, data or documents which may be in the Contractor’s
possession by reason of the contract, Contractor must immediately give notice to the Corporation
Counsel tor the City with the understanding that the City will have the opportunity to contest such
process by any means available to it before the records or documents are submitted to a Court or
other third party. Contractor, however, is not obligated to withhold the delivery beyond the time
ordered by the Court or administrative agency, unless the subpoena or request is quashed or the time
to produce is otherwise extended.

4. RECORDS STORAGE SERVICES

The Contractor must provide routine pick up, delivery, retrieval, refile, disposal and destruction
services upon request from designated representatives from various city departments located within
multiple city facilities in accordance with the terms and conditions specified herein.

A. Locations of City Facilities

Documents are located in various City owned or leased buildings or at other delegate or sister
agencies conducting business in connection with the City. The Contractor must provide records
storage services for all buildings and locations designated by the City as a “City facility”. The City
alone will determine which locations are designated as City facilities.

City Departments occasionally move from site to site or to different floors within the same facility.
These moves may result in a pick up times differing from the hours set forth in this section, eg.,a
pick up may begin at 6:00 a.m. The Contractor is responsible for arranging access, providing
supplies, and must accommodate these moves according to the needs of DGS and other user
departments.

5. EMPLOYEES

The Contractor’s employees and personnel (and those of any approved subcontractors) will
exercise safe and sound business practices with the skill, care and diligence normally shown by
professionals engages in this type of work.



Character of Worker

The Commissioner (or designee) has authority to request the Contractor to remove any worker
who proves to be incompetent or negligent or acts contrary to instructions in his/her duties.

The Contractor will not permit any person to enter any City facility or property while under the
influence of intoxicating liquors, illegal drugs or contraband. The Contractor ill not permit obnoxious
behavior, or possession of consumption of alcoholic beverage, illegal drugs or contraband anywhere
on the site of any work to be performed under the Agreement.

Uniforms

For safety purposes, the Contractor’s employee are required to wear suitable uniforms while
performing any Work, at a City facility, under this Agreement.

The Contractor’s employees must wear an identification badge at all times while performing any
Work, at a City facility, under this Agreement.

6. DEDICATED CONTACT

A person or team must be tamiliar with the City’s account to respond daily, without charge, phone-
call inquires, inclusive of inquiries on boxes, discrepancies (recording and billing), inquiries on all
other services it provides and status of City records.

7. RECYCLING

All records sent for destruction must be shredded and recycled, unless recycling is inappropriate.

8. BOXES AND SUPPLIES

Adequate boxes to store the documents shall be provided by the Contractor in accordance to the

proposal price page. Boxes may be requested by DGS or the user department, and must be delivered
in the quantity requested within 48 hours.

Dual bar code self stick labels, similar to the bar codes contained in Attachment A, must be provided
by the contractor to the City free of charge to the city. One of the bar code labels will be attached to
the box, the other label will be attached to the transmittal sheet. Size of labels shall be as specitied
by DGS.



The Contractor will provide box description form, a.k.a. transmittal sheet, free of charge to the
City.

Contractor must submit monthly re-pack and re-lid reports justifying replacements to reconcile with
monthly invoices. Contractor must cut-off box with label and place it in new packed box to reduce
errors of numbers, and/or reissue same box number using a method that eliminates manual
transposing of box numbers. The user departments determine appropriate method(s) correlating with
each respective operational need.

Transportation Handling

Contractor’s laborer(s) is expected to move the City’s boxes from location to location. The driver
sets boxes in the company’s truck, and sets the boxes at the city site or contractor’s site. The City will
be charged for Transportation Handling based upon the total cubic footage of the boxes multiplied
by the rate listed in the proposal pages. The Contractor may choose, at its own discretion, to utilize
an outside courier for Transportation Handling services. Under these circumstances, the city will be
not be charged at a higher rate for this service. The City reserves the right to reject charges if services
were not rendered or instructed by the City.

Pick Up and Delivery Service

Contractor is expected to use vehicles designated for pickup and delivery of the City’s public records.
The vehicles will be used to transport records to and from City site to the Contractor’s warehouse,
and to and from the Contractor’s site to city sites. The City will be charged one Pick Up and Delivery
Service fee per address per day based upon the type of delivery (next day, half day, rush or
emergency) at the rates listed in the proposal pages. The Contractor may choose, at its own discretion,
to utilize an outside courier for Pickup and Delivery Service. Under these circumstances, the city will
be not be charged at a higher rate for this service.

9. RESPONSE TIME

The contractor is expected to provide the following services for new storage, rétrieval, refile,
destruction, and deliveries for the price set forth in the pricing sheet:

Half Day Delivery: For all service requests made by 12:30 p.m., the services will be provided by
3:00 p.m.

Next day delivery: For all service requests order after 12:30 PM, but before 3:00 p.m., the service
will be provided by 10:00 A.M. the following business day, or orders made after 3:00 P.M. the
service will be provided up to and by 5:00 P.M. the following day (see notation below).

Rush Delivery: Delivery within 3 hours of placement of Order (for Orders received not later than
2:00 PM) on a Business Day.



Rush Pickup

Rush pickup service (business day) is provided by the Contractor by the next following day, provided
the pickup orders are placed before 4:00 P.M. on a business day.

In some situations, operational changes may require the city to upgrade or downgrade an earlier
pickup or delivery request to a different category. The Contractor must be able to make the requested
adjustment provided that the timing of the request is consistent with the parameters specified within
the new category. For example, an original “Next Day Service” request made on a Monday may be
upgraded to the “Same Day Service” category provided that the requested change takes place before
3:00 p.m. on Monday. Revised service requests will include the relocation of city personnel to a
different tacility or to a different location within the same facility.

Note: Business hours vary by department. Hours of operations will be listed on the Record
Management Service Request form, and the Contractor is expected to adhere in accordance with the
terms and conditions of this Agreement.

Service Frequency
The contractor will provide pre-schedule pickup and delivery services, at no charge to the City.

10. NEW STORAGE PICK-UP

New Storage services are the storing of new boxes in the Contractor’s warehouse. The Health
Department may require the Contractor to key each file within the new storage box. New records
are picked by the Contractor from a city facility or a site identified by DGS or another user
department and delivered to the Contractor’s site. The services include entering data for the first
time (a.k.a. Receiving and Entry or Catalog Indexing) and shelving records at the warehouse. The
City will be charged for New Storage based upon the total cubic feet of inventory entered into the
Contractor’s warehouse during the first calendar month. The City will be charged for one full
month of New Storage, regardless of the number of actual days of storage. The New Storage
inventory will convert to Regular Storage, and invoicing will transition in accordance with
designated pricing, the second calendar month the inventory is stored in the Contractor’s
warehouse.

New Storage copy pick-up requests will be forwarded to the Contractor by the Department of
General Services, or the User Departments listed in the attached sheet (Attachment B ). Dual bar
code self stick labels, similar to the bar codes contained in Attachment A, must be provided by
the Contractor to the City free ot charge. Boxes that are to be picked up will be atfixed by the
City with a bar code label provided by the Contractor.



New storage pick-up request torms shall be as specified by DGS. A sample pick-up form (a.k.a.
Record Management Service Request) is enclosed as Attachment C. The City will provide an
original request form and the contractor’s box description form (a.k.a. Transmittal sheet
contained in the Attachment D), and any other related form to the Contractor’s driver, upon pick
up of new boxes. The Contractor is to accept requests for new storage pick up by facsimile of
completed forms or by electronic submission.

All new storage pick-ups must be made during the business hours of the department. Note: some
department’s opening business hours range between 7:30 a.m. until 9:00 a.m. and closing times
may vary between 3:30 p.m. and 5:00 p.m.

The Contractor, upon receiving a new storage form from DGS or User Departments and
proceeding to the department for pick up, must contact the department liaison as listed on the new
storage pick up forms. A pick-up must be only done with oversight by the liaison. The City will
place bar code labels on boxes that correspond to the bar code label on the pick-up form for those
boxes.

The Contractor must have appropriate paperwork setting forth the number of boxes to be picked
up, a copy of the new storage pick up request form and any other documentation necessary to
complete pickup. The Contractor must insure that the number of boxes as set forth on the form is
the same number of boxes picked up by Contractor and that the bar code on the box matches the
bar code on the forms. Receipts with work order numbers and matching bar code (in a form
acceptable to DGS) must be left by the Contractor with the liaison.

The Contractor must, upon delivering the new boxes to its warehouse, enter data about the box
into a database consistent with the requirements of Section 16 entitled “Database”. The new box
data information is found on the request form, the box description form (and other related forms),
and the driver’s report containing date and time of pick up, name and phone number of the liaison
who signed off on the pickup.

Contractor must send request and related attachments via facsimile or by electronic submission
back to DGS or User Departments with a work order number assigned, or a similar tracking
notification on the same day the request was placed by DGS and user departments.

Regular Storage

The Contractor is expected to provide space at their warehouse to store the City’s records, and the
City is invoiced monthly for space occupied from the previous month. The City will be invoiced
according to the total cubic feet of space occupied by city inventory multiplied by the price listed
in the proposal pages.



11. VENDOR PICK UP FROM PRIOR VENDOR OR CITY FACILITY

The Contractor will provide proposals for new inventory that may be transferred from a non-
Contractor warehouse or a City facility to be entered as New Storage into the Contractor
warehouse. Prices may be lower than those listed in the attached proposal pages due to the large
volume ( over five thousand boxes) of inventory transferred, received and entered by the
Contractor,

12. RETRIEVAL OF BOXES IN STORAGE

The Contractor is required to provide retrieval services to various User Departments upon request
in accordance with terms specified herein at prices listed in the proposal pages section of this
specification. The City will be invoiced for Retrieval Services based on the total cubic feet of
inventory being retrieved from the Contractor’s warehouse multiplied by the rate listed in the
proposal pages of this contract.

Retrieval services are records previously stored at the Contractor’s warehouse and the City is
requesting a returned record. Records are stored in various containers as specified in the proposed
price page. The Department Of Health may request one file or a page from a file and not the
entire box.

Retrieval copy requests will be forwarded to the Contractor by the Department of General
Services, or the User Departments listed in the attached sheet (Attachment B). Upon delivery,
driver will accept the original Record Management Service Request form and related forms.
Contractor will verify data initially entered. The Contractor maintains the forms during the
contract period, and in accordance to this Agreement and the Local Records Act. These forms
must be made available upon request by the user department beyond 5 years after the contract
period.

Retrieval forms (e.g. request and retrieval forms) are as specified by DGS. Sample retrieval forms
are enclosed as Attachments C and G. The Contractor is to accept requests for retrieval by
facsimile or by electronic submission. All deliveries of retrieved boxes must be made during the
business hours of the department. Note: some department’s opening business hours range
between 7:30 a.m. until 9:00 a.m. and closing times may vary between 3:30 p.m. and 5:00 p.m.

Occasionally, a retrieval may be escalated to a rush request (includes city moves). The Contractor
will accept these requests in accordance to the proposal price list.

The Contractor must, upon delivering the boxes to its warehouse, enter data about the box into a
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database consistent with the requirements of Section entitled “Database.” The retrieval
data/information includes date and time of retrieval, and name of liaison who signed off on
delivery.

All delivery of retrievals will be accompanied by a receipt showing box numbers delivered, work
order number, box sizes, type of delivery service, and will be signed off on by the liaison. A copy
of the signed receipt must be left with the liaison. The Contractor must accept the request form
and related attachments, upon delivery of pickup of boxes or supplies.

Contractor must send request and related attachments via facsimile or by electronic submission
back to DGS or User Departments with a work order number assigned on the same day the request
was placed by DGS and user departments.

13. REFILE OF RETRIEVED BOXES

The Contractor is required to provide Refiles of Retrieved Boxes services to various City
departments upon request in accordance with terms specified herein at prices listed in the proposal
pages section of this specification. The City will be invoiced for Refile Services based on the
total cubic feet of inventory being refiled into the Contractor’s warehouse multiplied by the rate
listed in the proposal pages of this contract. Refile Services may pertain to a carton, a file, or a
page from a file,

The Health Department expects the Contractor to place one file back in a box already at the
Contractor’s warehouse or interfile file(s) or page(s)/document(s) within an existing file in a box.

Refiles are the return of retrieved boxes to the warehouse. The Department of Health may return
one file from a retrieved request (a.k.a. Refile, file).

The Contractor is to accept requests for refile by facsimile or by electronic submission

Refile copy requests will be forwarded to the Contractor by the Department of General Services,
or the User Departments listed in the attached sheet (Attachment B ). Upon box pickup, driver
will accept the original Record Management Service Request form and related forms. Contractor
will venify data initially entered. The Contractor maintains the forms during the contract period,
and in accordance to this Agreement and the Local Records Act. These forms should be made
available upon request from the City beyond 5 years after the contract period.

Refile request forms (e.g. request and refile form to add box numbers) are as specified by DGS. A
sample pick up form is enclosed as Attachment C and F.



All refile pick ups must be made during the business hours of the department. Note: some
department’s opening business hours range between 7:30 a.m. until 9:00 a.m. and closing times
may vary between 3:30 p.m. and 5:00 p.m.

The Contractor, upon receiving a refile form and proceeding to the department for pick up, must
contact the department liaison as listed on the refile forms. Retile must be only done with
oversight by the liaison.

The Contractor must have appropriate paperwork setting forth the number of boxes to be refiled,
e.g., a copy of the refile request form and any other documentation necessary to complete service.
The Contractor must insure that the number of boxes as set forth on the refile form is the same
number of boxes picked up by Contractor and that the bar code on the box matches the box
numbers listed on the documents submitted to the driver. Receipts with work order numbers in a
form acceptable to DGS must be left by the Contractor with the liaison.

The Contractor must, upon delivering the boxes to its warehouse, enter data about the box into a
database consistent with the requirements of Section entitled “Database.” The refile
data/information includes box numbers, date and time of refile pickup, and name of liaison who
signed off on delivery.

Contractor must send request and related attachments via facsimile or by electronic submission
back to DGS or User Departments with a work order number assigned, or a similar tracking
notification on the same day the request was placed by DGS and user departments.

14. DESTRUCTION

Destruction refers to the destruction of records stored at the Contractor’s site or at the City
according to documnentation sent by the City.

Destruction may include Direct Destruction (HIPAA Protected). In the case of Direct Destruction,
the Contractor is expected to pickup records from the Health Department and send the records
directly to the Contractor’s destruction site. Another direct destruction is non-HIPPA records.
The non-HIPPA records are either destroyed at a city site or sent directly to the Contractor’s
destruction site. These records may be considered highly sensitive, have met or exceeded the
retention period date or determined, during box review, that records were held for convenience.

The Contractor is required to provide Destruction services in accordance with the terms specitied
herein and at the prices listed in the proposal pages section of this specification. The City will be
invoiced for Destruction Services based on the total cubic feet of inventory being destroyed by the
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Contractor at the Contractor’s warehouse multiplied by the rate listed in the proposal pages of
this contract.

Destruction must be done in accordance with the Local Records Act, 50 ILCS 205 et. seq.
Destruction may only be implemented upon receipt of an approved disposal certificate from the
State of Illinois Local Records Commission. Additionally, all destruction must be approved in
advance in writing by DGS. The Contractor is to accept requests tor destruction by facsimile or
by electronic submission. Upon request by DGS for a destruction, the Contractor must accept the
request form, box numbers listed, and a disposal certificate approved by the State of Illinois Local
Records Commission. In instances of direct destruction services, the Contractor will provide
information corroborating the destruction event, follow the requirements in section 16 entitled
“Database,” accept acknowledgment forms and/or disposal certificates, and any other related
forms from the City.

The Contractor must include in their system the name of the initial request creator (a.k.a. contact
and/or Liaison name as listed on the request form), phone number, Department/Bureaw/Division,
and date of request. The Contractor will provide this data upon request by DGS and other user
departments at no additional cost to the City..

Upon request from DGS, the Contractor will provide copies of destruction affidavits, accept an
acknowledgment form, a Record Management Service Request form (Attachments C and F),
and/or any applicable certificates from the City, and enter data/information into their system.
Upon request, from the City, the Contractor will sign a destruction affidavit. The affidavit will be
delivered to the City in no less than 2 business days. The affidavit will follow the requirements
set in section 16 entitled “Database,” and contain, but not be limited to the following information:
contact name and originator name, department name/bureaw/division, name of person who signed
for pickup, box numbers, the Contractor has performed a thorough search of its inventory, the box
numbers requested cannot be located or have been destroyed pursuant to an approved disposal
certificate. A copy of the disposal certificate, if destruction was pursuant to the disposal
certificate, will be attached to the affidavit. The contractor should provide this service to the C ity
at no charge. (See section 12. On-site review)

[f the boxes are picked up from the city site, the Contractor must, upon delivering the boxes to be
destroyed to its warehouse, enter destruction data about the boxes into the web database (as
described in Section 16 entitled “Database”). The destruction information includes date and time
of pick up/destruction, and name and phone number of the liaison who signed off on the pickup.

Contractor must send request and related attachments via facsimile or by electronic submission
back to DGS or User Departments with a work order number assigned, or a similar tracking
notitication on the same day the request was placed by DGS and user departments.



TYPES OF DESTRUCTION SERVICES
A) Destruction Services (Shelf Service, Off-Site Storage Services)

Regular destruction services: Records are shelved. The boxes are viewed at the contractor’s site,
or were retrieved from the Contractor’s site and sent to a city site for review. After review, a
determination is made whether boxes are eligible for destruction, and returned to the Contractor’s
site for destruction or refiled into the City’s inventory. Contractor will provide destruction and
recycling services in accordance with the Agreement. This service prepares box for destruction
and proceeds with destruction. The Contractor will provide a destruction affidavit, various types
of destruction reports with associated expenses upon request (refer to the Management Report
section), equipment necessary to conduct on-site review (approved at the user department level),
and accept a State Disposal Certificate. The Contractor will accept an acknowledgment form, a
Record Management Service Request Form, a list of box numbers, and any other related form
approved by DGS.

The allotted time period to submit requests for destruction after review is three business work
week. If conflicts/disputes arise or a discrepancy exists with adding an authorized name to
manage the destruction program, the three weeks begins after the name(s) is/are submitted to the
Contractor.

Destructions are approved by DGS and communicated in a format acceptable to DGS. The user
department will be submitting destruction requests directly to the Contractor, after approval from
DGS.

REGULAR DESTRUCTION FEES:

1) Records retrieved from the contractor’s warehouse and delivered and reviewed at a city
site.

The city will be invoiced for the following expenses: Retrieval fee (for puiling box off the shelf);
Transportation tee (for vehicle use), Transportation Handling (for laborer handling the box and
moving it to the truck/van), and a delivery service tee.

la) After box review, boxes are returned to the Contractor’s site: The City will be invoiced
for the following expenses: Transportation and Handling fees, a pickup service charge, and a
destruction fee. The city will not be charged a refile fee, provided the Record Management
Service Request form (or similar request) is sent within the allotted time period of three business
work-week, after box review. The contractor will place a justification code and/or a hold status
code for boxes returned to inventory. This/these codes will justify why the boxes were not
destroyed at no cost to the city.

2) Records retrieved from the contractor’s site and reviewed at the Contractor’s site (On-
site) The Contractor considers this activity an "Internal Project" (see Onsite Review Section
of this Agreement):
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The city will be invoiced for the following expenses: Retrieval fee, staging/viewing area beyond
the 5 days per request allotted by the Contractor, destruction fee, and Miscellaneous Archived
Services (e.g. equipment, etc. when needed and approved by the user department in a form
acceptable to DGS or user department.).

2a) Records determined eligible for destruction and/or returned to inventory:

If records are identified for destruction, the City will be invoiced for destruction services. Upon
review of the boxes, the Contractor will accept an approved Disposal Certificate, an approved Record
Management Service Request with box numbers to be destroyed on the last day of the box review.
Under this process, the city will not be charged a refile fee, unless the records are returned to

inventory pending a an approved Disposal Certificate, and it’s maintained in inventory beyond the
allotted three weeks mentioned.

The user department may opt to destroy boxes at a later date, or determined boxes are not eligible
for destruction. In this instance, the Contractor will charge the City a refile fee, unless the request
for destruction is submitted to the Contractor within three business work-week from the last day
of the box review. The contractor will place a justification code and/or a hold status code for

boxes returned to inventory. This/these codes will justity why the boxes were not destroyed at no
cost to the city.

B) Direct Destruction - HIPAA (Non-shelf service) Contractor will provide destruction services
and recycling in accordance with this Agreement. The Contractor will follow the HIPPA
requirements for destruction. The Contractor will pickup paper documents and deliver them to
the destruction site. The Contractor will provide documentation (e.g. destruction affidavit or
similar form which includes purpose for destruction). The contractor will accept an
acknowledgment form from the City, and/or the State approved Disposal Certificate, a Record
Management Service Request form, and any other related forms provided by DGS.

DIRECT DESTRUCTION - HIPAA FEES

The City will be invoiced a shredding special project fee plus an additional cost per box for Off-
site service.

C) DIRECT DESTRUCTION - Non-HIPAA (Non-Shelf service)

Contractor will provide destruction services and recycling in accordance with this Agreement.
The Contractor will pickup paper documents and deliver them to the destruction site. The
Contractor will provide documentation (e.g. destruction affidavit or similar from which includes
purpose for destruction). The Contractor will accept an acknowledgment form from the City, or a

State approved Disposal Certificate, a Record Management Service Request Form, and any other
related forms provided by DGS.

DIRECT DESTRUCTION NON-HIPAA FEES

The City will be invoiced a shredding special project fee plus an additional cost per box for Off-
site shredding service.
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15. PERMANENT WITHDRAWALS

Permanent Withdrawal is the permanent box number removal from the Contractor’s database of a
record containing information on a City box/container. The City will be invoiced for Permanent
Withdrawal based upon the total cubic feet of the box associated with the permanent withdrawal
request multiplied by the rate listed in the proposal page prices.

Should DGS or the user department request the Contractor to permanently withdraw a box number
or destroy a box on its own without the services of the Contractor, then no further charges will be
invoiced tor the box permanently withdrawn or destroyed. In this instance, the vendor is required to
accept city documents for processing (e.g. letter/memo, etc.), and the Contractor will provide all
necessary documentation (e.g., box number withdrawn include justification) and a copy to DGS
indicating the requestor’s name, the justification and any other pertinent information. The Contractor
will withdraw the box number from their system, and enter justification data/information as instructed
by the City, at no cost to the city. If the City later finds the box containing the box number
previously withdrawn, the Contractor will reinstate the box number at no cost to the City. Upon
request by the user departments, the Contractor will provide reports showing box numbers
withdrawn, separate reports for project cleanup of boxes and files, associated costs (includes month-
to-month to year-to-year comparison analysis), and follow the requirements set forth in section 16
entitled Database of this Agreement.

Upon request by DGS and other user departments, for tracking purposes, and efficiency, the
contractor will provide reports, consistent with the requirements in section 16 entitled "Database"
to the User Departments with the following: box numbers identified as withdrawn from the system,
justification for withdrawal (e.g. due to destruction, boxes retrieved but not returned, etc), requester’s
name, date requested, and any box reinstated into the warehouse system, free of charge to the City.

16. DATABASE

Web access to the database will be provided to DGS and User Departments by the Contractor at
no charge. The Contractor will be responsible for entering all required information into the
database.

The database shall include but not be limited to, and shall be searchable by, all of the following
fields: originator of the document/request and Liaison name, type of service rendered, bar code,
work order number, department ID, department, bureau, and division if applicable, major
description of contents of boxes (not less than 30 character unit space), minor description further
detailing box contents (not less than 30 character unit space), destruction eligibility date, status
(permanent and hold), date sent to storage, number of boxes in a related group, include ail
previous vendor box numbers (if any), date range of documents in box, internal box numbering
systems, record code and/or justification code, create date, hold date, submitter name, name of
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city employee signed for pickup and delivery service/phone number, date of submission, and
flexible fields. Database must be searchable by all enumerated categories.

For the City’s Law Department, the database must include and be searchable by the following
additional fields: case caption; matter number; originator of document; and tlexible description
field.

For the City’s Department of Public Health, the database must include and be searchable by the
following additional fields: name; date of birth; record number; patient ID; and clinic location.

The system must also provide for the electronic submissions of forms to request services (e.g.
pick up/delivery, new storage, refile, retrieval and disposal) with routing approval functionality.

To the extent that boxes are placed in storage from the previous vendor, the system must have the
ability to track relocated boxes by the prior vendor box numbers.

The City is presently processing boxes manually. The contractor must work with the City to
develop a database transition plan acceptable to the City to phase in use of the database system,
and phase out manual processing. Phase in time period should be between 2-4 months .

17. Approvals

All service requests, such as, new storage, retrieval, and refiles are approved by the DGS and
other user departments.

All disposal/destruction services are only approved by DGS. The contractor is expected to
include in their system, but not be limited to, the name of the original creator of the request, name
of person who signed the receipt at point-of-pickup, and follow the requirements in section 16,
"Database."

18. Management Reports

Upon request, and not limited to the following, the Contractor must provide reports to DGS and
User Departments in ¢d rom and hard copy formnats to better manage the City’s accounts. Such
reports include:

breakdown of boxes by department/bureaw/div. by user dept. and by sub-accounts when
applicable;

cost activity reports (includes a summary of activity);
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cost comparative analysis report (a.k.a. trend report, includes a summary of activities)
inventory reports,

Records Consolidation Initiative includes space reduction savings v expenses over years
and months stored,

various types of destruction reports; (includes hold and justification codes, space reduction
savings v expenses over years and months stored, etc);

permanent withdrawal (with retrieval and without)

unreturned box reports;

re-pack and re-lid reports (includes justification),

code reports (justification and holds);

annual/monthly data report (show type of delivery, new
storage/retrieval/refile/rush/moves/etc data);

monthly address (show type of service rendered, work order number, request date,
contact name/originator of the request, etc.,);

On-site review report (intemal project).

Address pickup/delivery report (monthly to reconcile with invoices)
Damaged boxes :

An attempt communication report

All data entered by the Contractor must be made available to generate reports in a form acceptable
to DGS and free of charge to the City. When a system or a procedure is changed, the City may
need reports not mentioned. Upon request, the Contractor will provide these reports at no cost to
the City, in a format acceptable to the user department.

19. ON-SITE REVIEW

The Contractor must have adequate space at their facility for City personnel to be able to review
boxes. Space will be available within a week for DGS or the User Departments by the Contractor.
Upon request, DGS or User Departments may have exclusive use of the review space for a
maximum of 15 business days per month. Space will be made available for multiple user
departments requiring on-site review during the same period. For use of the space for more than
15 business days per month, DGS and user departiments may be invoiced the amount set forth in

the pricing proposal. Note: Approvals are needed by the User Department to extend beyond
fifteen (15) business days.

Some Departments may need further assistance in determining box life cycle by accessing the
Internet. The contractor must provide access to the public Internet for these types of purposes.

Upon site review, the contractor will accept the necessary paperwork from DGS and the
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authorized city employee(s) for record destruction. An employee may choose to retile and/or
destray records on the same day of the onsite review, provided he or she has a disposal certificate,
and/or acknowledgment form, and a request from the User Department. Documentation and
methods may include the following: e.g. DGS provide a request form, attachments which includes
the box numbers, an approved current disposal certificate and/or acknowledgment form (see
Destruction section of this Agreement). Once the employee determines a box is eligible for

destruction, than the Contractor will proceed in permanently removing the box number from their
system charged by cubic foot.

Boxes returned to inventory may have a “hold or Justification Status” placed until the City
releases the codes and the Contractor proceeds with destruction procedures (includes permanently
withdrawing box number).

Also, after review, some tiles/boxes may identified as “held for convenience” and should be
destroyed. An acknowledgment form must be completed by the employee, approved by DGS,
and presented to the Contractor to proceed with destruction and box number cancellation. This
torm will identify if the employee was trained on the Local Records Act and has the ability to
make a sound decision to destroy such documents. The acknowledgment form will be created by

the User Departments, approved by DGS, and the Contractor will be responsible for entering all
required information listed into the database.

The Contractor will assign a work order number, or a similar tracking method for all on-site
reviews and a report or reports will be generated, at no charge to the city. A report(s) will be
generated by the contractor upon request by the User Department in a format acceptable to the
user department. The report will include permanent withdrawal numbers, the cleanup project
data and/or onsite project review data containing, request date, and/or on-site review date, box
numbers, person or persons at the site, which boxes were destroyed, box description information,
destruction date (if applicable), which boxes were refiled, what documents were submitted, e.g.
request form, approved disposal certificate, acknowledgment form, associated costs/savings, etc.

Various types of reports may be needed by the city, contingent upon the type of research
conducted (see section 14 Destruction).

20. BILLING REQUIREMENTS

Invoices for User Departments are to be submitted directly to the User Departments or other
authorized city departments at their addresses listed in the attached sheet (Attachment B ) , and
will be paid directly by the User Departments. All other invoices are to be submitted to DGS

The Contractor must submit an original invoice on a monthly basis, for work completed the prior
month to DGS, and other user departments. The invoice must detail the charges tor each
department and related sub-accounts (where applicable). All invoices must reference the City
contract number and commodity codes. [f a Contractor has more than one contract with the City,
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separate invoices must be prepared for each contract in lieu of combining items under the same
invoice. DGS must be notified, in wnting, ot all sub-contracts associated with this Agreement.

DGS and user department’ invoices must be based on a monthly fiscal calendar and must contain
the following information, but not limited to the following: contact name, invoice number, invoice
date, work order number, box number(s), date of service, contact name, commodity code (see
http:/www.window.state. bx.us/procurement/com_book/index.html), cost per line item listed;
work order number, box number(s), description of service rendered, quantity, unit of measure, rate
and dollar amount, and to provide consistency in period dates use a monthly fiscal calendar from
the 30 or 31*. Attachments must include monthly department or sub-accounts worksheets and an
account department summary sheet which shows sub-total and grand total.

Ancillary charges or similar line item name which captures expenses associated with records
storage must be approved by the user department with additional detailed information to justify
charges. The city has the right to reject this charge if the detailed data has been omitted. Such
detailed data includes, type of services rendered, commodity code, cost, quantity, unit of measure,
contact name on the Request Management Service Request form, work order number, box
numbers, date of service, follow the requirements set forth in the “Database” section of this
Agreement. Note: only an authorized person from the user department level can authorize this
expense and this name must be recorded in the contractor’s system and added to the invoice.

Charges reflected on the proposal sheet shall be the charges for the entire contract penod No
escalation of charges are permitted.

Contractor shall establish an account for DGS and an account for every user departments atter
receiving approval from DGS. In no event may invoices be submitted unless an account has been
authorized in writing by DGS. Each City department that are included on the DGS account (other
than user department) must have a sub account and DGS must approve the creation of all sub
accounts. No invoices may be sent to DGS unless there is an approved sub account on the invoice.

The Contractor must have an accounting/billing system that includes at a minimum the ability to
generate and track both current and archived invoices and able to track all categories in the
database.

The Contractor, at the request of DGS or user department, provide copies of past invoices. The
Contractor must also be able to regenerate all invoices for 5 years after the contract expires.
Contract expires after the City ceases services and the City’s property (e.g. boxes, etc.) have been
returned by the Contractor and according to specifications to be provided by the City.

The Contractor must, upon the City’s request, provide the documentation to reconcile and audit
invoices deemed necessary by the City (including but not limited to request form with work order
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number, retrieval form, receipts with work order numbers and other documents created as part of
the pick up/retrieval and delivery process).

The contractor will not bill the city for multiple pickups or deliveries for the same address during
the same service call (see Section 9 for details).

The Contractor may not charge interest fees on invoices.

At no charge to the City, the Contractor will respond to daily phone-call inquires, inclusive of
inquiries on boxes, discrepancies (e.g., recording and billing), inquiries on all other services it
provides and status of City records, regardless if DGS or user departments process requests
manually or electronically.

The Contractor must provide all services enumerated in the scope and may only charge for the
items set forth in the price list.

The city has the right to reject any charges for services not rendered in accordance to the terms
and conditions specified within this Agreement, this includes, but is not limited to accounts not
approved by DGS.

21. DAMAGE RESTORATION

The Contractor is responsible for the storage, handling and maintenance of records in accordance
with the Local Records Act. If records are damaged at the Contractor’s facility or at any time
while in the Contractor’s possession, the Contractor, at its own expense, must restore the
documents, boxes, lids, or media to an acceptable condition, as determined by the city. The City
will not be responsible for any additional costs resulting from damage sustained to boxes or
records contained within the subject boxes.

22. CONTRACT CLOSE OUT REQUIREMENTS

The Contractor will be required to release all boxes, records and media within the City inventory
at the end of the contract period. The Contractor must also release to the City all information
pertaining to the City inventory and stored in the Contractor database. At the end of the contract
period, all information in the database shall be provided to DGS in a format and media required
by and/or acceptable to DGS.

At the end of the contract period, the entire City inventory of boxes shail be placed on the
Contractor’'s dock for pick up at a time mutually agreed upon by the City and Contractor. If the
City and the Contractor can not mutually agree upon a day and time, the Contractor must yield to
the City’s preferred day and time to pick up the boxes. The contract close-out and release of the
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City inventory will be executed by the Contractor at no cost to the city. No additional charges,
such as retrieval from facility, labor and supplies to wrap and place the boxes on the dock/skids
and database annotation shall be allowed.

A copy of the database described in Section entitled “Database” must be provided to DGS in a
format acceptable to DGS at no cost to the city.

24. TRAINING REQUIREMENTS

Contractor must provide training to DGS and other departments regarding the use and capabilities
of the database, free of charge. Number of training sessions will be determined on a as needed
basis throughout the life-cycle of the contract.

25. SPECIAL REQUIREMENTS
A. Law

See Section entitled “Database.”

B. General Services

Box numbers

Contractor must grandfather all box numbers previously assigned by other vendors, at no charge
to the city. There may be one, three, five box numbers previously assigned. Regardless of the
count, the contractor must include these numbers into their database and easily be searchable and

accessible by the contractor upon request by the user departments. This service applies to all user
departments at no cost to the City.

City Addresses

A Contractor must always render services to the addresses provided on the Record Management
Service Request, and in accordance with the terms and conditions of this Agreement, or the city
has the right to reject the charges. The Contractor will provide monthly address reports with
related expenses incurred at no cost to the city. This report will provide data required to identify
buildings eligible for pre-schedule pickup and deliveries which may fluctuate month to month.

Master Department Account

After three phone call attempts made by the Contractor, to the names listed on the Record
Management Service Request form and attachments [requester(s) and department Liaison(s)]
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within three business days of receipt request, the Contractor will automatically transfer the data to
a Master account. The Contractor is expected to send an email notitication to the user department
about the transfer detailing justification, e.g. request date on the form, time, phone number,
number of attempts, name, work order number, etc., at no additional cost to the City. The
Contractor will provide an “attempt communication report,” upon request from the user
department for monitoring purposes at no cost to the City.

C. Emergency Management

All drivers picking up documents from OEMC must be in uniform and have valid state and
company identification. Drivers of the Contractor who service OEMC must produce proof of
criminal background checks. The contractor must perform quarterly background checks on the
employees, and provide copies of the checks to OEMC quarterly. Pick ups must be done in
unmarked vehicle, and all security procedures at OEMC must be adhered to.

OEMC documents are to be retained in a vault with intrusion detection controls of the vault area.
The OEMC requires secure offsite disk and record storage services for various sensitive media
and other important information. Media includes magnetic tapes and 911 calls stored on the
Computer Aided Dispatch (CAD) system data tapes used by the OEMC. By its nature of retaining
phone/voice messages, CAD has unique (significant) retention volume. HOW MUCH??

D. Public Health
Destruction Procedures

The Federal Health Insurance Portability and Accountability Act-(HIPPAA) poses certain
requirements on the destruction of confidential health information. Contractor must at all times
destroy documents in accordance with HIPPA requirements.

The Health Department requires various services to better manage it records:

Reference Inquiry: Contractor is instructed by the Health Department to identify what’s on the
outside of the boxes, verify if a certain file is in the box, etc.

Computer Search on-line: When Health Department calls to place an order and the Contractor’s
associate is required, after hours, to make multiple searches within the system tor one file or box.

Mise Archives Services: Misc items used in a special project/internal project such as carts used
to move files/boxes. Other user departments are able to use this service.

D. Chicago Police Department
The Chicago Police Department manages its own storage, and only uses off-site shredding
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services, an on-call - no scheduled service. The contractor shall provide shredding services (see
Section for Recycling), billed directly to the Police Department. All other user departments are
not permitted to use such services unless they are using remote storage services, or approved in
writing by DGS.

26. CITY’S PAPER STORAGE PRESENT QUANTITIES

Presently, the City has in storage approximately 289,000 cubic feet of documents in
approximately 242,500 boxes.

27. PROPOSAL PAGE PRICING - DETAILS TO ASSIST IN PRICING

The Contractor will provide the following services at no additional cost to the City:

x Data entry services per container is reflective on all transactions, free of charge to the
city, e.g., Record Management Service Request form and related forms, inclusive of
bar code information, work order number. For records sent for destruction, the data
entered is to track the termination of the box inclusive of the destruction affidavit
and other forms provided by the City. For retrieval and refiles, the data entered is for
updating and tracking, includes work order numbers, name and phone number of city
employee working with contractor’s driver for drop-off and delivery pickup services,
etc. For on-site review (Internal Projects), data will be tracked to either refile boxes
to storage or for destruction.

sRe-sorts - No charge. Do not include in pricing schedule. In instances where
boxes/cartons/tubes with permanent records were incorrectly coded by the prior vendor
for standard or regular storage, the City will review the documents for damage and
potential document repair/ replacement. No charge should be assessed for
processing these boxes/cartons/tubes if the prior vendor and the new Contractor is
the same vendor. All other corrections will be retlected as a computer record
change. See above.

¢ Justification Status Codes - No charge. Do not include in pricing schedule. In
stances where boxes/cartons/tubes with justification status codes were recorded on
the Transmittal sheets, entry will not be charged, since the data entered is part of
the "receiving and entry” charge already embedded in the new tiling charge. While
the boxes are maintained at the Contractor’s facility, the City will provide, when
necessary, justification codes. The Contractor will work with the user departments
in developing their user departments codes to better manage their records.

* Destruction Holds - No charge. Do not include in pricing schedule.

[n stances where destruction holds are placed (including adding justification
codes), the city will not be charged for the cost of computer record change to
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reflect placing a destruction hold on City identified tote box/carton/ tube/other
approved container in the inventory.

eSupplies - No Charge - Contractor provides transmittal sheets and labels to the
User department and its designees at no charge to the city. Record Management
Service Request and other city related attachments are CITY OF CHICAGO
documents; therefore, no associated costs are incurred. All of these documents
mentioned are used to process the CITY OF CHICAGO public records.

*Scheduled Pick Ups - City will pre- schedule pickups at no additional cost. The
Contractor will contact the City the day before pick up schedule for confirmation
of box count, etc. (total maximum of boxes per day is 200 per address). The
Contractor will notify the user department via email and phone message.

The cost to store tote boxes/cartons/tubes includes any and all peripheral costs (e.g.
labor, materials, security, pest control, insurance). The following are additional
details to assist in the pricing, by type of service offered.

Administrative Fee
This fee is for the itemized billing and summaries charged per month

Computer Record Change

This service is for entering data for moving accounts from one account to another
and charged per occurrence. Errors made by the Contractor are not to be charged
to the City.

Regular Storage :

The cost for storing records in standard storage at the Contractor tacnhty(les) The
cost is per cubic foot, per month.

Vault- Temperature Control - Annual Storage:

Standard Vault storage: Annual vault storage items. The cost for storing records in a
temperature controlled environment at the current Contractor facility(ies). The cost
is per cubic foot, per month.

New Storage

New Storage is the cost to store records in the Contractor facility for the first time for
the first month, or partial month of storage. After the first month of storage, New
Storage is converted to Regular Storage and the city will be charged through the
Regular Storage pricing and line item. The cost is per cubic feet, per month.

Receiving and Entry

Service includes Receiving information pertaining to New Storage from the City and
entering that data into the Contractor database for future reference. The
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aforementioned information will be transmitted to the Contractor by forms created
by or acceptable to the City and forwarded to the Contractor. The data entered
begins the box history, e.g. forms include the Record Management Service Request,
the box description form (transmittal), and other related and required forms. The
cost for this service is per cubic feet in price sheet.

Catalog Indexing
Contractor removes box lid and key in each file within the new storage box. The new
storage box service was picked-up from a city site to allow User Department to

recall items at the tile level from a box based on patient name/number etc. This
service is calculated per unit.

Transportation Handling
Transportation Handling service is the cost charged to the city for the labor
required to move inventory to/from the Contractor’s possession to/from the City
facility. The city will be charged per cubic feet of inventory transferred per pick-

up/delivery. The city will be charged the same rate whether service is provided via
the Contractor or an outside courier.

Retrieval, Carton

Retrieval service is for boxes previously stored at the Contractor’s site and pulled-off
the shelf. Retrieval charges include Retrieval Fee calculated per cubic foot.

Retrieval - file

The retrieval file(s) is/are pulled from the boxes rather than sending the entire box.
Retrieval file is calculated per file pulled.

Refile, Carton

Refiles are returned cartons previously requested by the User Departments. Box is
placed back on the shelf, and is calculated per cubic foot.

Refile - File

Refile - File is a file returned previously requested by one of the User Departments and
placed back in its container stored at the Contractor’s warehouse. This service is
calculated per unit.

Refile - Interfile
The Intertile occurs when the contractor files a page(s)/document(s) within an existing
tile in a box. This service is calculated per unit/page.

Destruction
Destruction services is the standard or regular box destruction services includes
preparation, secure shredding of items stored/shelf at the warehouse. The cost is
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inclusive of the destruction affidavit, acknowledgment form and/or other related
approved form. This service is calculated by cubic foot.

Direct Destruction - HIPAA (non-shelf service)
Direct Disposal includes moving boxes from the City location to the Contractor disposal

area, the cost of the destruction of the HIPAA protected records in the tote
box/carton/tube/other approved container in compliance with HIPAA requirements, to
reflect the destruction status, and the processing of the destruction affidavit. Thjs

service is calculated by cubic foot.

Direct Destruction - Non-HIPAA (Non-Shelf service)

Some User Departments may request direct destruction when the retention has been met,
or when records are held for convenience. The records are picked up from a City
location, and sent directly to the Contractor’s destruction area for destruction. The
City is charged for shredding service and a per box destruction fee. The Contractor
will provide a destruction affidavit or similar form. The Contractor will accept an

acknowledgment form, a Record Management Service Request and/or related forms
for destruction.

Permanent Withdrawal
Permanent withdrawal is the cost of canceling the box number off the contractor’s

system. This charge is calculated per cubic feet. A box number can be reinstated at
no cost to the city.

Empty Containers

Empty boxes/cartons/containers/tubes for the purposes of storing public records. Only
the User Departments are authorized to order empty storage containers with lids. The
following are the suggested sizes, but not limited to these sizes

1.2 cubic foot carton with lid (10 per bundle - # 2000A)

2.4 cubic foot carton with lid (10 per bundle - #2000 Letter/legal)

3.6 cubic foot carton with lid (10 per bundle - #Ltr/Lgl)

#844 Check Carton

Small Tube Carton (5 per bundle)

Medium Tube Carton (5 per bundle)

Large Tube Carton (5 per bundle)

#2200 X-Ray Carton

X201 X-Ray Box

Re-Pack

Replacing eroded containers/tubes, maintaining the same box numbers, and provided
notification to the User Departments of each occurrence via a monthly report for
billing/audit purposes. The city will be charged a per unit cost.



Re-Lid

Replacing eroded lids, and providing notification to the User Departments of each
occurrence via monthly report billing/audit purposes. The city will be charged a per
unit cost.

Standard Storage - Contract Termination

Standard Storage Contract Termination consists of approximately 300,000-350,000 tote
boxes/cartons/tubes/other approved containers held by the Contractor or City
locations at the end of the Agreement life cycle, inclusive of any optional extensions
of the agreement that were granted. These records are to be transferred from their
present storage location at the Contractor facility or user department location to the
successor contractor facility(ies). Costs include retrieval of records, temporary
storage, costs for the transfer of all record management detail (present inventory and
location status, updated historical destruction reports, etc.), withdrawing box
numbers, in a format usable by the successor contractor. This is a lump sum for this
service.

Vault Storage - Contract Termination

Vault Storage Contract Termination consists of approximately 6,000-10,000 tote
boxes/cartons/tubes/other approved containers held by the Contractor at the end of
the Contract life, inclusive of any optional extensions of the Agreement that were
granted. These records are to be transferred from their present storage location at the
Contractor facility or user department location to the successor contractor
facility(ies). Costs include retrieval of records, temporary storage, costs for the
transfer of all record management detail (present inventory and location status,
updated historical destruction reports, etc.), in a format usable by the successor
contractor. This is a lump sum for this service.

FURTHER PRICING INFORMATION OF REQUESTED SERVICES BASED
SERVICING TIME TABLES/STANDARDS:

Pick Up and Delivery Service
The Pick Up and Delivery Service is an added cost charged to the City for the
use of the Contractor’s vehicle for the purpose of transferring city inventory
to/from a city facility to/from the Contractor warehouse. The exact charge is
determined according to the priority of the pick up or delivery service required
by the City, and specifically, as either Next Day, Half Day, Rush or Emergency.
This service is calculated per delivery to an address, unless this service is pre-
scheduled at which time the city will not incur a cost. The city will be charged
for one Pick Up or Delivery Service per address if the delivery is to multiple
departments, bureaus, divisions, sections, etc. within the one address. The city
will be charged the same rate whether service is provided via the Contractor or
an outside courier.



Half Day Delivery/Pickup

Half Day Delivery/Pickup service is provided by the Contractor for a same day
request in accordance to the Agreement as specified in the response time. This
is an added cost and calculated per unit. The city will be charged the same rate
whether service is provided via the Contractor or an outside courier.

Next Day Delivery

Next Day Delivery service is provided by the Contractor for the next following day,
and in accordance to the Agreement as specified in the response time. This is an
added cost and calculated per unit. The city will be charged the same rate
whether service is provided via the Contractor or an outside courier.

Rush Delivery - Carton

Rush Delivery service (business day) is provided by the Contractor within 3 hours
from the time of receipt, and in accordance to the Agreement as specified in the
response time. This is an added cost and calculated per unit. The city will be
charged the same rate whether service is provided via the Contractor or an
outside courier.

Rush Delivery - File

Rush Delivery service (business day) is provided by the Contractor within 3 hours
from the time of receipt, and in accordance to the Agreement as specified in the
response time. This is an added cost and calculated per unit. The city will be
charged the same rate whether service is provided via the Contractor or an
outside courier.

Rush Pickup

Rush pickup service (business day) is provided by the Contractor by the next
following day, and in accordance to the Agreement as specified in the response
time. This is an added cost and calculated per unit. The city will be charged the
same rate whether service is provided via the Contractor or an outside courier.

Ancillary Services
Necessary Services required by the City to implement a successful Records
Management initiative. Must be pre-approved by the City.

28. EXCEPTIONS

Any deviations trom these specifications must be noted .on the Proposal Page or Pages
attached thereto, with the exact nature of the change outlined in sufficient detail. The
reason for which deviations were made should also follow if not self-explanatory.
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ACORD.. CERTIFICATE OF LIABILITY INSURANCE

. DATE(MM/DD/YYYY)

01/12/2009

PRODUCFR | .
aon Risk Services, Inc. of Massachusetts

One Federal Street
Boston MA 02110 usA

CERTIFICATE DOES NOT AMEND, EXTEND OR ALTER THE
COVERAGE AFFORDED BY THE POLICIES BELOW.

THIS CERTIFICATE IS iSSUED AS A MATTER OF INFORMATION ONLY
AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS

INSURERS AFFORDING COVERAGE NAIC #
pHone  (B66) 283-7122 FAX- (847) 953-5390
INSURED INSURER &,  Zurich american Ins Co 16535
tron Mountain Incorporated INSURER B
745 Atlantic Avenue
goston MAa 02111 USA INSURER C.
INSURER D
INSURER £:

COVERAGES

AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FUR THE POLICY PERIOD INDICATED. NOTWITHSTANDING
ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR MAY
PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIM IS SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH POLICIES.

LIMITS SHOWN ARE AS REQUESTED

INSR [A ) ) POLICY ERFECTIVE[POLICY EXPIRATION )
LTR [INSHD TYPE OF INSURANCE POLICY NUMBER DATE(MMDDAYY) | OATEMMDOYY) LIMITS
A CENERAL LIABILITY GL08137683310 11/01/08 11/01/09 EACH OCCURRENCE §1,000, 000
X| COMMERCIAL GENERAL LIABILITY DAMAGE TO RENTED $1,000, 000
PREMISES (En acvurence)
CLAIMS MADE E] OCCUR PTG e TRav one perion) T7%, 000
PERSONAL & ADV INJURY $1,000, 000
GENERAL AGGREGATE $2,000,000
GGREGAT T APPLIES PER
GENL AGGREGATE LIMI s PRODUCTS - COMPIOP AGG $1,000, 000
POLICY PRO- D Loe
O ®
A AUTOMOBILE LIABILITY BAP8376837-10 11/01/08 11/01/0% COMBINED SINGLE LIMIT
T ANY AUTO {Ea sccudent) $2.,000,000
ALL OWNED AUTOS BODILY INJURY
| SCHEDULED AUTOS ( Per person)
e .
HIRED AUTOS BODILY (MIURY
7] NON OWNED AUTOS (Pex accident)
- PROPERTY DAMAGE
- {Per accwdent)
GARAGE LIABILITY AUTO ONLY - EA ACCIDENT
ANY AUTO OTHER THAN EA ACC
AUTO ONLY :
AGG
EXCESS /UMBRELLA LIABILITY EACH OCCURRENCE
i -
D QCCUR D CLAIMS MADE AGGREGATE
DEDUCTBLE
RETENTION
ry WCB37683410 11/0T708 11/01/U3 X WC  statu- OTH-
WORKERS COMPENSATION AND 208 QRY LIMITS ER
A EMPLOVERS' LIABILITY wCB37683610 11/01/08 11/01/09 E.L EACH ACCIDENT 51,000,000
ANY PROPRIETOR / PARTNER  EXECUTIVE {0 /o0y - -
OFFICER/MEMBER EXCLUDED? E.L. DISEASE-EA EMPLOYEE $1,000,000
If yes, describe undet SPECIAL PROVISIONS b.L DISEASE-POLICY LIMIT $1,000,000
bebaw
OTHER

Re: Sole Source vendor

DESCRIPTION OF OPERATIONSALOC ATIONS/VERICLES/EXCLUSIONS ADDED BY ENDORSEMENT/SPECIAL PROVISIONS

[CERTIFICATE HOLDER

CANCELLATION.

City of chicago, G689
Attn: Mary Ann Capecci
30 N LaSa%le. ste. 3700
Chicago IL 60602 usSA

DATE THEREOQF. THE ISSUING INSURER WiLL ENDEAVOR TGO MAIL

30 DAYS WRITTEN NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE LEFT.
BUT FAILURE TO £30 SO SHALL IMPOSE NQ OBLIGATION OR LIABILITY

OF ANY KIND UPON THE NSURER, ITS AGENTS OR REPRESENTATIVES.

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE EXPIRATION

AUTHORIZED REPRESENTATIVE

Aowe Rbobe Fovodoms Froas, of Hasscrohmussils:

Holder Ideatifier ;

570032568785

Certificate No :

ACORD 25 (2001/08)

ACORD CORPORATION 1988

WG TR R R A R



CITY OF CHICAGO
ECONOMIC DISCLOSURE STATEMENT
AND AFFIDAVIT
SECTION | - GENERAL INFORMATION

A. Legal name of Dischsing Party submitting this EDS. lnclude d/b/w if upplicable:

o Menspderis in Kﬁgm[/ﬁ'.m /L/-/‘///u IVAS lnc
Check ONE of the follhwing three boxes:

Indicate whether Disclosing Party submitting this EDS is:
L. {4 the Apphcunt
OR
2. [ 1 a legal entity bolding a direct or indirect interest in the Applicant. State the legal name of the
Applicant in whica Disclosing Party holds an interest:
OR
3. (] a specificd legal eatity with 4 right of control (see Section 1L.B.1.b.) Stute the legul name of
the cnnty in whick Dusclosing Party holds a night of coatrol:

B. Business address of Disclosing Party: 75/.‘5’/44//424'5{ Avr .
\2&{42:'_., A apid

C. TelephoncAJ00 538 ¢ e Faxo _ . __ Email:

D. Nume of contact person: _

E. Federal Employer Ideatification No. (if you have gne):

F Brief description af coniract, transaction or other undertaking {referred to below as the "Matter”) ro
which this EDS pertaine. (include project number and location of property, if applicable}:

G. Which City agency o deparument is requesting this EDS?

[§ the Matier is 4 con ract being handled by the City’s Deparmment of Procurement Services, please
complete the followig:

Specification # and Conmact #

Yer. 11-41-08 Page L of 13



SECTION 1 = DISCLOSURE OF OWNERSHIP INTERESTS
AL NATURE OF DISCLOSING PARTY

. Indicate the natu ¢ of the Disclostug Party:

[ ] Persan [1 Limnned hability company®

A Publicly registered business corposation  { } Limited lability partnership®

[ 1 Privately held business corporution {1 Juiot venture®

| ] Sole proprictorship { ] Not-for-profit corporation

| | Genecal partnershin® (Is the not-for-prafit corporation also a 501 ({cH 31)?
L 3 Limited pastnership! flYes [ ] No

[} Trust [ ) Other {please specify)

® Note B.J.b below,

2. For legal entities the s1ate (ar foreign country) of incorporation or orgumization, if applicable:

:‘QLALML&L.___ [P

1, For logal entitics not orgamized i the State of 1linois: Has the organizauen registered to do

busincss in the State of Ilinois as a foreign entity?
if yes [1No []N/A
. IF THE DISCLOSING PARTY IS A LEGAL ENTITY:
L List belov the futl names and titles of wll executive officers and all directors of the enury.

For not-fur-profit corporations, also 1ist below ull members, if uny, which are legal entitics. If there are
no such members, write “no members,” For trusts, cstates or other similar entities, list befow the logal

titlcholder(s).

Namg Title

s

@Mﬁ_ e }

Ib. If you checked “General parmership,” “Linuted purtnership,” “Linvited lisbiliry
company,” “Limited Havility partmership” ar “Joint venture™ in response to ltem AL above (Nawre of
Disclosing Party), list b:low the name and title of cach general partner, managing member, manager o

Papge 2 0f 13



any other person or eati y that controls the day-10-day management of the Disclosing Party. NOTE:
Cuch legal eatity listed below must submit an EDS on its owns behalf.

Name Tutle

~ .
e 2 [:/5’!.,4é.

1. Please provide the following information concerming cuch person or entity having u direct or
indiceet beneficial inter st (ncluding ownership) in excess of 7.5% of the Disclosing Parry, Examples
of such an interest include shares in a corporation, partnership interest in & partnership or joint venture,
jnterest uf a member or manages in a limited lisbility compaay, or interest of 8 beneficiary of a frust,
cstate or other similar entity. If none, state “None.” NOTE: Pursuant to Section 2-154-030 of the
Municipal Code of Chicago (*Municipal Code™), the City may require uny such additioos! information
from sany applicant which is reasonably intended 1o achicve tull disclosure.

Name Business Address Percentage Interest in the
Disclosing Pary

Jee bl .

SECTION M1 -- BUSINESS RELATIONSHIPS WITH CITY ELECTED OFFICIALS

ffas ke Disclosing P urty had 8 "husiness relationship,” ns defined in Chapter 2-156 of the Municipal
Code, with any City cle.:ted official in the 12 months before the date this EDS is signed?

[ ] Yes L/No

If yes, please identity below the name(s) of such City elected official(s) and describe such
relutionship{s):

SECTION IV - DISCLOSURE OF SUBCONTRACTORS AND OTHER RETAINED PARTIES

The Disclosing Party must disclose the pame and business address of vach subcoatractor. altorney,
lobbyist, sccuuntant, cotsuitant and any other persan of cnlity whom the Disclosing Party bus retained
oF eapects to retaia i connection with the Marer, as well as the nature of the relationship, and the total

Page Y of 13



amount of the fees pard or estimated to be paid. The Disclosing Party is not required to disclose
emplayees who are pad solely through the Disclosing Party's regular puyroll.

“Lobtyist” means en ¢ person or entily who undentakes to influence any legislative or adsninistrative
action on behalf of uny rerson or enoty other than: (1} & not-tor-profit entity, on an unpaid basis, ur (2)
himself. “Lobbyist™ als > means any person or entity any part of whose duties as an employee of
another includes underaking 1o influence any Jegistalive or administrative action.

If the Disclosing Perly s uncertain whether a disclosure is required under this Section, the
Disclosing Party must ¢ ther ask the City whether disclosure is required ar meke the disclosure.

Nume Busincss Rclstionship ta Disclasing Party  Fees
¢indicate whether Address (subcontractor, arterney, {tndicare whether
retained or anticipated lobbyist, cte.} paid or estimated)

10 be retained)

{Add sheets if necessary )

j/]Chcck heee if the Disclosing party has not rewined, nor cxpects to retain, any such persons or
enbtics.

SECTION V — CERT. FICATIONS

"\

K COURT-QRDEREL: CHILD SUPPORT COMPLIANCE

Under Municipal Code Section 2-92-415, substantial pwaers of business entities that contract with
the City musl remain in comptisace with their child support obligations throughout the 1erm of the
conirucl.

Has any person who dirsctly or indirectly owns 10% or more of the Disclosing Party been declared in
arTearage on any child s ipport obligatiens by any [Hinois court of competent jurisdiction’?

]} Yes [} No [ ] No person owns 10% or more of the Disclosing Party.

If “Yes,” has the persen entered into a count-approved agreement for payment of all suppart owed and
is the person in compliance with that agreement?

[]Yes {]~o

Page dof 13



B. FURTHER CERTIHICATIONS
i The Disclosing Tarty and, if the Disclosing Party is a legal entity, all of those persons or entities
ideatified a Section L)1, of this EDS:

1. ate not presently debuarred, suspended, proposed for debarment, declared ineligible or voluntarily
cxcluded from arvy trangactions by any federal, state or Jocal unit of guvermmment;

b, have not, within 1 five-year period preceding the date of this EDS, been convicted ot a coiminal
oitense, adjudged guilty, or had a civil judgment rendered aguinst them in connection with:
obtaining, atteing ting t0 obtain, or performing a public (federal, state or local) transaction or
contract under # yublic ransaction; a violation of federal or state antitrust statutes; fraud;
cmbezzlement; theft; forgery; bribery; falgitication or destruction of records, making false
staterments; or receiving stolen property;

a2

are not presently indicted for or otherwise criminally or civilly charged by a governmental catity
{feceral, state or locul) with commussion of any of the offenses enumerated in cluuse B.1.b. of
this Section V;

d. heye nol, within 1 five-year period preceding the date of thas EDS, had one or more public
tzansachions (fed 'ral, s1awe or tocal) werminaled for cause or detault; and

e, have not, within i five-year pertod preceding the date of this EDS, been convicted, adjudged
guilty, or found Lable in a civil proceeding, ur in any criminel or civil action, including actions
concerning enviranmenta) violations, instituted by the City os by the federal govermment, any
state, oF any ather unit of local gavernment.

(2%

Tae certification:s in subparts 2, 3 and 4 coancern:

» the Disclosing Party;

+ any "Applicable Prrty” (meaning any party paricipating in the performance of the Matter,
(ncluding bur not limited to any persons or legal entities disclosed under Section IV, “Disclosure of
Subcantractors and Cther Retained Parties™);

« any *Affilisted Entity" (mcaning a person or entity that, directly o indirectly: contruls the
Disclosing Party, is contralled by the Dsclosing Party, or is, with the Disclosing Party. uader
commen control of aother person or eatity, [ndicia of contral include, without limitaticn:
iatertocking nanagerment or ownership, identity of interests amang family members, shared facilities
and gquipment; vomrion use of employees; or organization of a business eatiry following the
ineligsbility of a busi 1ess entity (o do business with federal or state or loca] government, mcluding
the City, using substz ntially the same maasgement, ownership, or principals us the inehgible entity),
with respect (o0 Applizable Parties, the term Affiliated Entity means a person or eatify that directly or
indirectly cantruls the Applicable Party, is conrrolled by 1, or, with the Applicable Party, is uader
commaon control ol 310ther person or entily;

Page Sof 13



+ any respansible official of the Disclosing Party, any Applicable Purty ur sny Affiliated Entity or
ey other official, ag :nt or employee of the Disclosing Party, any Applicable Prrry or anyv Affihated
Entity, acting pursun.it 13 the direction oc authurization of a responsible official of the Disclosing
Party, any Applicable Party or any Affiliated Entity (collectively "Agents”).

Netther the Disclosing Farty, nor any Applicable Party, oor any Affitiawed Eatity of either the
Disclosing Pany ur any Applicable Party nor any Agents have, during the five years before the dare this
EDS is signed, or, with respect to an Applicable Party, an Aftiliated Entity, or an Aftiliated Entity of an
Applicakle Party during the five yeurs before the date of such Applicable Party's or AlTilialed Entity's
contract ar eagagement in connection with the Maner:

a. bribed or attiemp ed to bribe, or been convicted or adjudged guilty of bribery or artempring to
bribe, a public officer or employee of the City, the State of Illinois, or any agency of the federal
government or o aay state or local government in the Uniled Stutes of America, in that officer's
o1 employee's of icial capacity;

b, agreed or colluded with ather bidders or prospective bidders, or been & party to any such
agreement, ur bein sonvicted of adjudged guslty of agreement or collusion amang bidders or
prospective bidd ;1. in restraiut of freedom of competition by agreement o bid a fixed price or
otherwisc; or

made an sdmissisn of such conduct described in 2. or b, above thal is & matter of record, but
have not been prsecuted for such conduct; or

L83

d. violuted the provisions of Municipal Code Scction 2-92-610 (Living Wage Ordinunce).

3. Neither the Disc osing Party, Affilisied Entity or Applicable Perty, or any of thewr employees,
officials. agents of partners, is barred from contracting with uny unit of state or local government as a
resull of engaging in o being convicted of (1) bid-rigging in viclation of 720 ILCS 5/331E.3; (2)
bid-rutating in violation of 720 ILCS 5/33E-4; or (3) uny similar offense of any state ot of the United
Srates of America thut containg the same ¢lements ag the offense of bid-nigging or bid-rowting.

$.  Neither the Disc osing Party nor any Affihated Entity is listed on zny of the following lists
muintained by the Office of Foreign Asscts Control af the U.S. Department of the Treasery vr the
Burexu of Industry and Security of the U.S. Department of Commerce or their successors: the Speciully
Designatcd Nationals List, the Denied Pervons List, the Unverified List, the Eotity List and the
Debarred List.

5. The Disclosing Farty understands and shall comply with (1) the applicable requirements of the

Governmental Ethics O-dinance of the City, Title 2, Chapter 2-156 of the Municipal Code; and {2) all
the appheable provisiors ot Chapter 2-56 of the M unicipal Code (Office of the Inspector Geaeral).

Page b of 13



f. i the Disclosiag Pacty is unable to certify w any of the above statements in this Purt B (Further
Cernifications), the Disclusing Party must explain below:

It the lemers "NAL" the 'vord "Nooe,” or no rcsponse appears on the lines above, it will be coaclusively
presumed that the Discbsing Parry certified 1o the abave statements.

C. CERTIFICATION OF STATUS AS FINANCIAL INSTITUTION

For purposes of this Part C, under Municipal Code Section 2-32-455(b), the term "[imanciul institution®
means a bank, savings snd loan association, thrift, credit union, mortgage banker, mortgage broker,
trust company, savings rank, investment baak, securitics broker, municipal sccurities broker, secuntics
dealer, municipul securities dealer, secutities underwriter, municipal sceuritics underwriter, investment
trust, venture capital co npany, bynk holding company, Ninancal services halding company, or any
licensee under the Consumer Installment Loan Act, the Sales Finance Agency Act, or the Residentinl
Mongage Licensing Act. However, "financial institution” specifically shall novinclude any entity
whose predominant busiaess is the providing of tax deferred, defined contribution, pension plans to
aublic emplovess 1 accordance with Sections 403(k) and 357 of the Internad Revenue Cuods,
{Additional definitions nuy be found in Municipal Code Scetion 2-32-455(b).)

I, CERTIFICATION

The Disclosing Party certifics that the Disclosing Party (check one}

[1is f»f(.‘s not

4 "financial institwlion” as defined in Section 2-32-455(by of the Municipal Code.

2. If the Disclosing Party 1S # financizl institution, then the Disclosing Party pledges:

“We are not and will not become a predatory lender as defined in Chopter 2-32 of the Municipal
Code. We further pledg ¢ that none of our atfiliates is, and none of them will become, a predutory
fender as defined in Chopter 2-32 of the Municipal Code. We understand thar becoming 4 predatory
jender of becoming ar ¢ ffilute of @ predatory lender may result in the loss of the privilege of doing
busincss with the Ciry.”

't tae Disclosing Party 1s unable to make this pledge because it or any of its affiliates (as defined i
Scction 2-32-455(b) of -he Municipal Code) is & predatory lender within the meaaiag of Chapter

Paga Tof 13



2-32 of the Municipal Code, explam here (atiach additional pages if necessary):

If the fetzers "NA, ™ the seard "None," or no response appears on the lines above, 1t wili be
conclusively presumed that the Disclosing Party certified 1o the ubove statements.

D. CERTIFICATION EEGARDING INTEREST IN CITY HUSINESS

Any words of rerms thi are deftned in Chaprer 2-156 of the Municipal Code have the same
meanings when used in this Part D,

i Inaccordance with Section 2-156-110 of the Municipal Code: Does any oiticial or employee
of the Cily have a finun:ial interest in his or her own name or in the name of any other persun or .
entity in the Marter? ke re ,gub(i(;?‘{fczw.& A A0 A0 Epow he paro’ afu’/

| }Yes [INo 4~ (»""F/”'flr{d cocd gCupdbhoicdas

NOTE: If you checked “Yoes” 10 ltem D)., proced to ltems D.2. and D.3. If you checked "No™ to
ltem D.1., proceed to it E. :

2. Unless sold pursuant to a process of competitive bidding, or otherwise permitted, no City
clected efficial of employee shall have a financial interest in his or her own name or in the aame of
any other persun or enti y in the purchase of any property that (i) belongs to the City, or (21} is sold
for tuxes or assessments, or (iii) is sold by virrue of legal process at the suit of the City (collectively,
“City Property Sale”). Cumpensation for property taken pursuant to the City's emineat dumain power
does not constitute a financial interest within the meaning of this Part D.

Does the Mater involve a City Propenty Sale”
{]Yes {]No

3. If youchecked ¢ es” 1o ltem D.1., provide the names and busincss sddresses af the City
officials or emplovees having such interest and identify the nature of such interest:

Name Business Address Nawre of Interest

4. Pac Disclusing Party [unher certifies that ao prohibited financial interest in the Matter will
be suequired by uny City ofticial or employee
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L. CERTIFICATION REGARDING SLAVERY ERA BUSINESS

The Disclosing Panty hus searched any and al} records of the Disclosing Party and any and all
predecessor entitics for records of investments or profits from stavery, the slave industry, or
slaveholder insurance plicics from the slavery era (including insurance policics issued 1o
sluveholders that provided coverage for damage W or injury or death of their slaves) and has
disclosed in this EDS a1y and all such records to the City. [n addition, the Disclosing Party must
disclose the pames of any and all slaves or slaveholders described in those records, Failure 0
comply with these disclsure requirements muy make the Matter to which this EDS pernsin: voldable
by the Ciry,

Pleuse check etther 1. o 2. below. 1t the Disclosing Party checks 2., the Disclosing Party must
disglose below or in an ma-.hmem 1o this EDS all requisite information as set forth in that paragruph 2.

_1_ l. The Disclosing Purty verifics that {a) the Disclosing Party has searched any and ail records of
the isclasing Party anc any and all predeccssor entities for records of investraents or profirs from
slavery, the stave industoy, or slaveholder insurance policics, and (b) the Disclosing Pacty has found
no records of investments or profits from slavery, the slave industry, or slaveholder insurance
pohicies and no records i names of any slaves or slaveholders,

. The Disclosing Purty verifics that, as 4 result of conducting the seurch in step 1(a) above, the
stcloxmg Purty has Found records relasting 10 investments or profits from slavery, the slave industry,
ar slavcholder insurance palicies and/or the names of any slaves or slaveholders. The Disclosing
Party verifies thal the fellowing constitutes full disclosure of alt such records:

SECTION VI -- CERTIFICATIONS FUR FEDERALLY-FUNDED MATTERS

NQTE: If the Matter 1s foderatly funded, complete this Section VI [f the Mutter is not fedenaily
tunded, proceed to Sect on VIL

A. CERTIFICATION FEGARDING LOBBYING

1. List below the nanes of all persons or eutities registered under the federsl Lobbying
Disclosure Act of 1995 who keve made lobbying contacts on behalf of the Disclosing Party with
respect to the Matter: (Ecgin bist here, add sheets as necessary):
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{If no cxplanation eppeers or begins on the lines above, or if the lesters "NA® or if the word "Nonc"
appear, it will be conglusively presumed that the Disclosing Party means that NO persons ur entitics
registered under the Lot bying Disclosure Act of 1995 have made lobbying contacts on behslf of the
Disclosing Party with respect to the Matter.)

2. The Disclosing Party has not spent and witl not expend any federally appropriated funds w
pay any person o1 entity listed in Faragraph A 1, above for his or her lobbying activities or t pay any
persan o1 entity to influence or attempt 10 influence an efficer or employee of any agency, as defined
by applicabte tederal lavy, 8 member of Cangress, an afficer or employee of Congress, or an
cmployee of 8 member of Congress, in connection with the award of any federally funded contract,
muking any federally fuided grant or loan, entering into any cooperative agreement, or to extend,
continue, renew, amend or modify any federally funded contract, grant, loan, or cooperative
agreement.

3. The Disclosing Party will submit un updated certification at the end of each calendar quaner
in which there occurs ary cvent that muterially affects the accuracy of the statenents and information
sct forth in paragraphs 4.1, and A.2. above.

If the Matter is federally funded and any funds other chan federally uppropriated funds huve been or
will b paid 10 any perscn ar eatity for influencing or attempting 1o influcnce an officer or employee
of any agency (as defined by applicable federal Jaw), a member of Congress, an officer or employee
uf Congress, or an emplyyee of a member of Congress in connection with the Mauer, the Disclosing
Party must complete uau submit Standard Form-LLL, "Disclosure Farm to Report Lobbying," in
accordance with its instuctions. . The form muay be obtuined online from the federal Office of
Maunagement and Budgt (OMB) web site at hetpsiwww.whitchuuse gov/omb/granis/stlilin pdf,
linked on the page bitp/w ww.whitehaus‘c.30w‘omb;grantsa’grams*form;.hlml.

4 The Disclosing Party cernifies that cither: (i} it is not an orgaaization described in scction
S0 1{c )4 of the Intemal Revenue Code of 1936; or (1i) it is an organtzation described in section
501{c)(4; of the Internal Revenue Code of 1986 but has not engaged and will not engage in
"Lobbying Activiries™

$. 1T the Disclosing Party 5s the Appheant, the Disclosing Party must obtain cerrifications cqual
in form and substance o paragraphs A_1. through A.4. above from ull subcontractors before it
awards any ssbcontract snd the Disclosing Party must maintain all such subcontractors’ cemifications
for the duration of the Marter and must make such certifications promptly available to the City upon
request.

B CERTIFICATION F EGARDING EQUAL EMPLOYMENT OPPORTUNITY
[t the Matter is federatly funded, federal reguiations requice the Applicant and all proposed

subcontractors w submy: the foltowing information with their bids or in writing at the outset of
negotighions.
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[s the Disclosing Party the Applicant?
{
[/} ¥es {] Mo
IFYes,' answer the three questions below:

I, Have you developed and do you have on file affirmative action programs pursuant to
applicubie federal regulwtions”? (Sce 41 CFR Part 60.2.)

b Yes [ ] No

2. Have you filed with the Joint Reporting Commuittee, the Director vf the Office of Fecderal
Contract Compliance Piograms, or the Equal Employment Opportunity Cormumission all reports due
under the applicable filing requirements?

] Yes [ ) No

3. Have vou particinated in any previous confracts of subcontructs subject to the
eyua} opportunity claus:?
Yes [ ] No

It you checked “No™ to question | or 2. above, pleasc provide an explanation:

SECTION VIl — ACENOWLEDGMENTS, CONTRACT INCORPORATION,
COMPLIANCE, PENALTILES, DISCLOSURE

The Disclosing Party urderstands and agrees that:

A. By completing und tiling this EDS, the Disclosing Party acknowledges and agrees, an behslfof
itaelf and the persons or entitics nawed in this EDS, that the City may investigaze the
creditworthiness of some or all of the persons or entities nasmed in this EDS.

8. The certifications, d sclosures, and acknowledgments contained in this EDS will become part of
any contzact of ofher ag-eement between the Applicent and the City in connection with the Matter,
whether procurement, City assistance, or other Ciry action, and arc muterial inducements to the Ciry's
execution of any contre:t or taking other wction with respect to the Marter. The Disclosiug Party
understands that it must comply with all statutes, ordinances, and regulations on which this EDS is

based.

. The City's Governm :ntal Ethics and Campaiga Financing QOrdinances, Chapters 2-156 and 2-164
of the Municipal Cude, impese certain duties and obligations on persons or entities seeking City
cumtracts, work, business, or transacions. The foll text of these ordinances and a training program is
available on Bine at wwiv citvafchicago orw/Ethics, and may also be obtained from the City's Board
of Ethics, 740 N. Sedgwick St, Suite 500, Chicago, IL 60616, (312} 744-%660. The Disclosing Party
must comply fully with the applicable urdinaoces.
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D. If the City determines that any informalion pruvided in tus EDS is false, incomplet or
ihaccurate, any contract or other agreement in connection with which it is submitted may be
rescinded or be void or rowdable, und the Ciry may pursue any remedies under the contract er
agreement (if not rescin ted, void or voidablc), at law, or in equity, including terminating the
Disclusing Party's participation in the Maner andsort declining ro allow the Disclosing Party to
participate in other ransactions with the City. Rewmedies at law for a false statement of material facr
may include incarcerancn and an award to the City of treble damages.

E. ltis the City's policy to make this document uvailable 1o the public on its Internet site andfor upon
request. Some or all of the information provided on this EDS and any attechments (o this EDS may
be made availuble to the public on the Internet, in response to a Freedam of Information Act reguest,
or ntherwise. By compl:ting and signing this EDS, the Disclosing Party waives and releases any
passible rights or claimy which itmay have agsinst the City 1n connection with the public release of
information contained is. this EDS and ulso authorizes the City to verify the accuracy ot any
information submined in this EDS.

F. The information provided in this EDS must be kept current. In the event of ¢hanges, the
Disclosing Party must s'tpplement this EDS up to the time the City takes sction on the Matter. (f the
Marter is a contract beir g handted by the City's Department of Pracurcment Services, the Disclosing
Party must update this EDS as the contract requires.

The Disclaging Party reoresents and warraats that:

G. The Disclosing Parn hes not withiicld of reserved 2y disclosures us o economic interests in the
Disclosing Party, or as 12 the Matler, or any information, dats ot plan as o the intended use or
purpust o1 which the A pplicant secks City Council or other City agency action,

For purposes of the cerm:ficanons in H.1. und H.2. below, the rerm "uffiliute” medns any person of
entity that, direcily or irdirectly: controls the Disclosing Party, is confralled by the Disclosing Party,
or 15, with she Disclosing Party, under common coatrol of another person or entity. [ndicia of control
include, without limitavon: interlocking management or ownership; identity of inferests among
family members; shared facilies and equipment; common use of empluyees; or organization of 2
business cntity (ollowing the incligibility of a business entity to da busincss with the federal
government of u state o local government, including the City, using substantially the same
management, ownership, of principals as the ineligible entiry.

H.1. The Disclosing bany is aot delinguent m the payment of any tax adminisiercé by the llinus
Depsnment of Revenue, aur are the Disclosing Party or ity affilintes delinquent in paying any fine,
fee. tax of other charge owed o the City. This includes, but ts not limited to. all water charges,
sewer charges, license tzos, parking tickets, property taxes of sales tuxes.

1.3 If the Disclosing Party is the Applicant, the Disclosing Party and ity affiliates will nat use, nor
permit their subcanteactors to use, aay fucility on the U.S. EPA's List of Violating Facilities in

conmectian with the Marter for the duration af nme that such facility remains on the list.
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H.3 1 the Disclosing *arty is the Applicant. the Disclosing Purty will obtain from any
contractors/subcontractoss hired or to be hired in connection with the Matter certifications eyusl in
farm and substance to thase in H.1. und H.2, abave and will not, without the prior wnitten consent of
the City, use any such centractorssubcontractor that does not provide such certifications or that the
Disclosing Party has reaion 1o believe has not provided or cannot provide truthful certifications.

NOTE: If the Disclusing Party cannot certify es o any of the items in H.1, H.Z or H.3. shave, an
explanatory statement must be attached to this EDS.

CERVIFICATION

Under penalty of perjury, the person signing beluw: t1) warrants that hesshe is authorized (v vxecule
this EIYS on behalf of th: Disclosing Party, and (2) wurrants that all certifications and statements
contained i this EDS ars true, secutate and complete as of the date furnished 1o the Ciry.

Date:

(Print o type name of Disclosing Parvy)

”

N -

(sign bere}

T Kk e

{Print or type nume of prrson signing)

;. Loy
‘g’gu ff@i‘)(.c,.,t N

{Print ar type title of peison signing)

By:

Signed and sworn to belote nie on (date) , by ,
at __ County, ___ {state).

Notary Public.

Cammission expires
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IRON MOUNTAIN INCORPORATED DIVERSITY SUPPLIER
PROGRAM.

For more information, please contact Pam Szatek (617-535-8727) in the Purchasing Department, Boston, MA

Strengthening the minority, women and small disadvantaged owned business community, as well as the small
business community, economically contributes to the overall economic growth and expansion of our markets.
Therefore, it is an Iron Mountain Inc. company-wide policy to offer minority, women and small disadvantaged
owned businesses an opportunity to compete on an equal basis with all other bidders. In addition, Iron
Mountain Inc. will assist in developing and strengthening the aforementioned business types.

OVERVIEW

Effective January 1, 1999, Iron Mountain Inc. has adopted a Diversity Supplier Program. This program will be
provided to all Iron Mountain buyers, contractors and corporate decision-makers as a sourcing tool for supplier
management and individual procurement requirements. Iron Mountain will provide the reports mentioned
below to all upper-management officials on a quarterly basis. The Diversity Supplier Program will be
administered by the Purchasing Department of Iron Mountain, Inc. located in Boston, MA.

For the purpose of Iron Mountain's policy, a Diversity Supplier will include Minority-owned businesses, -
Women-owned businesses, Small and Small Disadvantaged businesses as defined below:
- A minority owned business is a company that is at least 51% owned, managed & controlled

by one or more minority persons (Black American, Hispanic American, Native American, or

Asian American).
- A women owned business is a company that is at least 51% owned, managed & controlled

by one or more women (Criteria and size standard is set forth at 13 CFR 121).
- A Small Disadvantaged Business is a small business that (a) is at least 51 percent unconditionally owned by
one or more individuals who are both socially and economically disadvantaged or a publicly owned business
having at least 51 per cent of its stock unconditionally owned by one or more socially and economically
disadvantaged individualis and (b) has its management and daily business controtled by one or more such
individuals. This term also means a small business concern that is at least 51 percent of its stock
unconditionally owned by one of these entities which has been its management and daily business controlled
by members of an economically disadvantaged Indian tribe (Criteria and size standard is set forth in 13 CFR
part 124).
- A Small Business is independently owned and operated, not dominant in its field and qualifies as a small
business as defined by the U.S. Small Business Administration by Standard Industrial Classification (SIC)
Codes. ’
This section includes:
- Sourcing Procedure
- Tracking Criteria
- Performance Measurement
- Affiliation Information
- Reporting
- Benefits
- Training
- Classitication
- Appendixes & Terms




SECTION |

SOURCING PROCEDURE

In every case, Iron Mountain will consider sourcing a Diversity Supplier for all procurement needs. The
following are the two PHASES in which an Iron Mountain buyer, contractor, or other corporate decision-
maker is required to source procurement from a minority, women owned and small disadvantaged business
(this process is exclusive to sourcing diversity suppliers only).

PHASE 1.

A designated Iron Mountain buyer, contractor, or other corporate decision-maker establishes or is notified of a
need for a product or service. The buyer is then required to source that supplier need.

PHASE 2.A

The buyer should refer to the National Minority Supplier Development Council (NMSDC), Minority Business
Information System (MBISYS) and/or the regional councils provided by the corporate office to identify
certified minority & women businesses that meet their sourcing needs. If the buyer locates a minority, women
owned or small disadvantaged business, and the general preliminary requirements (location, availability,
service/product) have been met, the buyer is then required to give the supplier the opportunity to compete for
our business.

Note: in this instance the buyer is also expected to source other suppliers for this same service and/or product
to maintain a competitive environment amongst our suppliers.

PHASE 2.B

If the buyer has chosen a supplier from the MBISYS, the supplier has already met the minority, women owned
or small disadvantaged business requirements. The buyer must acquire the Diversity Supplier Certification
from the specified affiliation or from the supplier.

Note: Suppliers Certifications need to be verified with a minority, women owned and small disadvantaged
business affiliation since it has been common for a buyer to receive False Certifications (See expianation
below) from suppliers. '

SECTION 2

Tracking
In order to stay competitive and meet general marketplace requirements, [ron Mountain will monitor all direct
Diversity Suppliers. Below are the criteria that will be reported to upper management on a quarterly basis:

- Names and descriptions of all Diversity Suppliers

- Total dollars subcontracted to Diversity Suppliers (Current Quarter/Year to Date)
- Percentage of total contracted doliars

- Percentage variance over previous quarter



In collaboration with the Accounting Department, ali Diversity Suppliers information will be monitored on a
monthly basis. The Diversity Supplier Coordinator will maintain a database containing the following
information:

- Supplier name, location & contact

- Presence: national, regional, and local
- Certification information

- Initiation date

- Accounting criteria (Oracle data)

- Product or service

- Financial data (reported)

SECTION 3

Performance Measurement
Iron Mountain will evaluate the performance of Diversity Suppliers through Quantitative and Qualitative
measurements.

Quantitative - Reflects the Iron Mountain's use of minority, women owned and small disadvantaged suppliers
(i.e., the measurement of annual purchase dollars, percent increases of periods of time, percents of total
purchases, total dollar value of purchases, etc.).

Qualitative - Reflects the service relationship and/or the quality of the product purchased from specific
minority, women owned and small disadvantaged suppliers (i.e., the measurement of service level, quality of
product and overall competitiveness).

As part of the reporting structure, these measurements will be reviewed on a quarterly basis with quantitative
results published to upper management (see section 5).

SECTION 4

Afftliation Information
Iron Mountain, Inc. will record and maintain all affiliation information in the Diversity Supplier database. The
following information will be available to review: :

- Membership listings (list of all Minority Business & Women Business Associations)
- Contacts with diversity trade associations

- Contacts with business development organizations

- Documentation to support internal activities to encourage district buying

- Workshops, seminars, training programs, etc.

- Monitoring activities to evaluate current program

- Contact names

- Memberships



SECTION §

Reporting Structure
Measurement reports (See Section 3) will be updated each quarter and posted on the Purchasing &
Procurement Homepage.

SECTION 6

Benefits
A Supplier Diversity Program provides the following benefits to Iron Mountain and the overall community in
which Iron Mountain operates:

- Increased opportunities to buy locally, regionally or nationally to ensure good source of
supply

- Better quality of products and services resulting from competition for Iron Mountain's
business

- Competitive edge when seeking government procurement opportunities that require firms to
make every effort to use minority & women businesses

- More personalized service from companies since they typically are smaller & more eager to
obtain our business

- Enhanced community relations and positive publicity based on the perception of Iron Mountain as a good

corporate citizen

- Greater flexibility within a small business, allowing the supplier to adjust more quickly to our
business needs

SECTION 7

Training

The Iron Mountain Diversity Supplier Coordinator & Purchasing Department will actively educate and train
all buying personnel as to the program function and development. Training materials will be developed,
updated and distributed quarterly to all Iron Mountain districts actively participating in the program (Not yet
available). The Diversity Supplier Coordinator will ensure the success of the program through constant
communication with the applicable affiliations and district buying management.

SECTION 8

Classification
iron Mountain, Inc. will require the following Diversity Classification [nformation from each supplier:

- References & centifications compliance

- Type of business & classification (corp., sole proprietorship)
- Minority classification

- Percentage of ownership



- Current supplier capabilities
- Specific goods or services the supplier can offer Iron Mountain and/or any direct supplier

Note: The above information will be requested through a formal information request form sent by the
Purchasing to the Company's. The completed form is required for continued service. The supplier will be
allowed a period of 90 days from the established start date to return the completed form to the Iron Mountain
Purchasing Department.

SECTIONY

Appendixes & Terms

Direct vs. Indirect Supplier - A direct supplier is one that provides services or products directly to [ron
Mountain for purpose of revenue growth. An indirect supplier is one that provides services or products to a
direct supplier of Iron Mountain,

NMSDC -National Minority Supplier Development Council, one of the country's leading business
membership organizations, was charted in 1972 to provide increased procurement & business opportunities for
minority businesses of all sizes. The NMSDC network includes a national office in New York and 43 regional
councils across the United States.

Supplier - A business that provides/fumishes another with services and/or products

Buyer - A person or business that purchases products or services

Bona fide - genuine, real, made in good faith (agreement)

False certification - A certification that is unauthorized and faulty; which may result in civil fines of up to
$100,000 for an individual, $1million for a competing contractor and competing contractors and individual

representatives of competing contractors may be subject to imprisonment not to exceed 5 years for knowingly
and willfully violating the Procurement Act.
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