OPERATIONS COMMITTEE 

JUNE 19, 2003

SUBJECT:
INACTIVE RECORDS STORAGE AND MAINTENANCE
ACTION:
AWARD A TEN-YEAR CONTRACT TO IRON MOUNTAIN RECORDS MANAGEMENT, INC.
RECOMMENDATION

Authorize the Chief Executive Officer to award a ten-year contract, Contract No. PS03644022, to Iron Mountain Records Management, Inc. for inactive records storage and maintenance in an amount not to exceed of $3,782,608 inclusive of five one-year options, effective August 1, 2003.

RATIONALE

The MTA has approximately 45,000 boxes of inactive records stored off-site.  These records are required for legal and operational purposes.  They are being maintained in accordance with the MTA Records Retention Schedule approved by the Board.  In spite of the regular destruction of boxes in accordance with the MTA Records Retention Schedule, the quantity of boxes has grown from 22,000 in 1998 to the current 45,000.  Because the MTA is scheduled to receive thousands of boxes of technical construction records from the design and construction consultants on the Metro Rail projects, as well as voluminous litigation materials pertaining to these projects, it is expected that the quantity of boxes will continue to grow at the current rate of 25% per year.  The contract amount reflects this expected increase in quantity.  The storage vendor will provide secure storage for these records, retrieval services for approximately 15-20 boxes of records each day in response to MTA requests for documents, and a database that utilizes barcode technology will be used to track boxes of records. 

FINANCIAL IMPACT

The funding of $150,000 for this service is included in the FY04 budget in cost center 6440, Records and Mail Services, under project number 100001, General Overhead, and account 50316, Service Contracts.  Since this is a multi-year contract, the cost center manager and Executive Officer will be accountable for budgeting the cost in future years, including any option exercised.  In FY02, $103,536 was expended on this service.
ALTERNATIVES CONSIDERED
(1) Convert the records into microfilm or electronic media. 

(2) Keep the records in the MTA’s own buildings. 

(1) This alternative is not recommended, since microfilming technology is gradually becoming obsolete, it will soon be difficult to find vendors to microfilm the records and service the equipment required to read and reproduce the microfilmed images. Moreover, microfilming currently costs $62.50 per average box of 2,500 pages just for filming and approximately $100 for document preparation and indexing. Given these costs and the projected growth of MTA’s 45,000 boxes of inactive records at the current annual rate of 25%, the cost to microfilm all records stored over the next ten years would be $54,649,988. Scanning the documents into electronic media would not suffer from the microfilm’s problem of obsolescence, but the cost would be $75,437,100. Clearly these costs are unacceptable. 

(2) This alternative is not recommended because it is more difficult and expensive than storing the records in a specialized facility. Assuming standard shelving and ten-foot ceilings it would require 12, 500 square feet to store these boxes. This amount of space is not available at any single MTA facility, and it would be very difficult and expensive to provide the coordinated retrievals within the timeframe required by our staff and legal counsel.  Moreover, since the MTA’s records are among its most valuable resources, the facilities would need to meet national, local, and industry standards (ANSI/NFPA 232-1991, and AINSI/UL72-1990) for records storage. To meet these standards, our current buildings would require placement of braced, heavy steel shelving and retrofitting for seismic and fire prevention requirements.  Moreover, since retrievals occur daily and sometimes require delivery within four hours, we would need additional personnel, vans, and barcode-enabled hardware and software for tracking the records. 

ATTACHMENTS
Procurement Summary

1. Attachment A

2. Attachment A-1

3. Attachment A-2

Prepared by:
Brian Soto

Director of General Services

	

	Carolyn Flowers

Executive Officer, Administration

	

	Roger Snoble

Chief Executive Officer


BOARD REPORT ATTACHMENT A

PROCUREMENT SUMMARY 

INACTIVE RECORDS STORAGE AND MAINTENANCE

	1. 
	Contract Numbers:  PS03644022

	2. 
	Recommended Vendor: Iron Mountain Records Management, Inc.

	3.
	Cost/Price Analysis Information:

	
	A. Proposed Price:

$3,782,608
	Recommended Price:

$3,782,608

	
	B. Details of Significant Variances are in Attachment A-1.D

	4. 
	Contract Types:  Indefinite Delivery/Indefinite Quantity with Economically Adjusted Unit Rates

	5. 
	Procurement Dates: 

	
	A.  Issued: March 21, 2003

	
	B.  Advertised: March 21, 2003

	
	C.  Pre-bid/proposal Conference: N/A

	
	D. Bids/Proposals Due: April 23, 2003

	
	E. Pre-Qualification Completed: May 20, 2003

	
	F. Conflict of Interest Form Submitted to Ethics: May 1, 2003

	6. 
	Small Business Participation:

	
	A.  Bid/Proposal Goal:

No M/WBE VALP   Recommended 
	Date Small Business Evaluation Completed:

May 7, 2003

	
	B.  Small Business Commitment:  N/A

	7. 
	Invitation for Bid/Request for Proposal Data:

	
	Notifications Sent:

10
	Bid/Proposals Picked up:

10
	Bid/Proposals Received:

1

	8. 
	Evaluation Information:

	
	A. Bidders/Proposers Names:

Iron Mountain Records Management, Inc.
	Proposal Amount

$117,588.70 - First year (future years subject to CPI adjustment, capped at 5%) 
	Best and Final Offer Amount:

N/A

	
	Evaluation Methodology: Pass/Fail and Explicit Factors 

	9. 
	Protest Information:

	
	A.  Protest Period End Date:  N/A

	
	B.  Protest Receipt Date: N/A

	
	C.  Disposition of Protest Date: N/A

	10. 
	Contract Administrator:

Ken Takahashi
	Telephone Number:

922-1047

	11. 
	Project Manager:

Robert Sanders
	Telephone Number: 

922-2374


BOARD REPORT ATTACHMENT A-1

PROCUREMENT SUMMARY

INACTIVE RECORDS STORAGE AND MAINTENANCE

A.
Background of Contractor
Iron Mountain Records Management, Inc. (Iron Mountain) is one of the world’s largest records storage companies.  Established in 1951, Iron Mountain is considered one of the first records management companies in the country.  Iron Mountain operates in most major U.S. markets and serves more than 125,000 customer accounts.  Iron Mountain has also achieved significant international growth and currently serves customers in 44 markets in Europe, Canada, and Latin America. 


Iron Mountain is the current MTA contractor for inactive records storage and maintenance and has been providing satisfactory service.

B.
Procurement Background

Request for Proposals (RFP) Number PS03644022 for Inactive Records Storage and Maintenance was released and advertised on March 21, 2003.  Ten companies obtained the RFP and a single proposal was received on April 23, 2003.   

A survey was conducted with firms that did not propose.  Reasons given for not submitting proposals were insufficient time, the firm did not meet the requirements of the RFP, and the evaluation criteria were not known.  

The period of time between the release of the RFP and the due date for proposals was over a month.  The period of a month is considered standard for a formal procurement.  The evaluation criteria were provided in the procurement documents.

The requirements of the RFP that some of the potential competitors were unable to meet were based upon the lessons learned from past contractors and represented those considered essential for satisfactory contractor performance.  In particular the RFP contained on-time performance standards for records retrieval with penalties for failures to meet the standards.  The RFP also required a secure disposal process for records destruction.  Additionally, the number of records and different types of documentation were problematic for some potential proposers.

The evaluation criteria contained in the RFP consisted of both pass/fail and scored criteria that were also based upon experience with past contractors.  The contract term was for a potential period of ten years.  This was required because of the serious problem of lost records during previous transfers of the records from one contractor to another and the significant resources required during changeover.  The ten-year term provides the MTA with a means to minimize this problem by reducing the need to transfer the records as often.  The inclusion of the last five years as option terms provides the flexibility for issuing a new contract should advancements in electronic practices and electronic storage technology occur. 

The Diversity and Economic Opportunity Department (DEOD) did not recommend M/WBE Voluntary Levels of Anticipation (VALP) for this procurement.

C.
Evaluation of Proposal


The proposal was evaluated by a Source Selection Committee to ensure responsiveness to the RFP and that the proposer met the requirements of the RFP.  The Pre-Qualification Department approved Iron Mountain’s application on May   , 2003.

D.
Cost/Price Analysis and Explanation of Variances

The recommended price of $3,782,608 has been determined to be fair and reasonable based upon price analysis performed by the Contract Administrator and Project Manager   and comparison with adjusted market pricing for these types of services.  The total potential contract value was calculated based upon first year’s pricing submitted in the contractor’s proposal, plus a 25% increase in quantity and the potential maximum price escalation based upon the Consumer Price Index price adjustments.  As a result of a pre-solicitation market assessment there was a reasonable expectation that there would be two or more responsible offers, therefore submission of certified cost or pricing data was not required.   The independent estimate for this procurement, which was prepared by the Project Manager, was $3,644,363.

BOARD REPORT ATTACHMENT A-2

LIST OF SUBCONTRACTORS

INACTIVE RECORDS STORAGE AND MAINTENANCE
Prime Contractor:
Iron Mountain Records Management, Inc.


Subcontractor:

None


Total Commitment:
None Recommended


