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Covered California/[Contractor Name]

	Exhibit A
(Standard Agreement)

SCOPE OF WORK

A. Purpose

[bookmark: _GoBack]The purpose of this Agreement is for the Contractor to furnish off-site document storage and related services for documents received by Covered California’s mail processing vendor. The mail processing vendor is located in Rancho Cordova, CA. Covered California currently has 4813.20 cubic feet of documents currently in storage. Additional boxes are anticipated to be added to storage. All boxes currently stored are standard letter/legal file boxes (15” L x 12” W x 10” H), which are 1.2 cubic feet. 

B. Background Clearance 

If the Contractor must access any confidential information, this provision must be completed prior to implementing any portion of this scope of work.

Prior to accessing any confidential information, personal identifying information, personal health information, federal tax information, or financial information contained in the information systems and devices of Covered California, or any other information as required by federal and State law or guidance, all staff, including employees, contract or subcontract personnel, Contractors or volunteers who perform services under this Agreement must comply with the criminal background check requirements set forth in Government Code section 1043, and its implementing regulations set forth in California Code of Regulations, Title 10, section 6456. Contractor shall bear all costs associated with obtaining clearance for each said employee.

C. Contract Amendment

Covered California may, at its sole discretion, extend the term of the contract for 2 additional 1 year terms.  If mutually agreed upon by Covered California and the Contractor, this contract shall be amended to include additional funding at the same rates provided in the Bidder’s proposal.

D. General Scope or Tasks

1) Record Storage: The Contractor must provide secure off-site storage for Covered California’s documents and be able to provide enough physical storage capacity for approximately 4813.20 cubic feet at the initiation of the contract. Covered California will add additional boxes to the Contractor’s facility during the contract period. The Contractor must accommodate the additional boxes at the rates offered for the contract term. The Contractor must store Covered California’s boxes and/or files at a secure facility located in Northern California.
2) Record Pickup and Delivery: The Contractor shall accept and respond to pickup and delivery requests from authorized Covered California staff. The Contractor will deliver requested boxes and/or files during Covered California’s regular business hours of 8:00 a.m. to 5:00 p.m., Monday through Friday, excluding state holidays. Orders for delivery placed before 3:00 p.m. will be delivered by the next business day. Orders for pickup of new or refile boxes and/or files will be picked up within 2 business days. Contractor shall combine delivery and pick up of boxes into one trip when requested and shall meet the delivery requirements listed above.
3) Transition Services: At the commencement of the contract, the Contractor must assume full responsibility for the transfer of all of the Covered California records stored at its current storage facility (Iron Mountain) to the Contractor’s facility. This responsibility includes new bar coding, labeling, data entry, and inventorying for the boxes to be stored at the Contractor’s facility or facilities at the beginning of the contract period. The Contractor should include in its response the process for acquiring the client’s boxes from the current facility and a timeline for the process. Any costs related to this requirement must be clearly identified in the Contractor response. The new Contractor will replace boxes damaged during transfer from Covered California’s current Contractor to the new Contractor’s facilities. Should such damage occur, the new Contractor shall furnish a report to Covered California detailing which boxes were damaged and replaced. Upon successful completion of the transfer, the Contractor will supply to Covered California an inventory report of the boxes moved to the new storage facility. This inventory report will list the boxes original CalHEERS Box Number, Prior Box ID number, and New ID Number. The selected Contractor will be responsible for all cost associated with moving, labeling, and data entry related to moving these items.
4) Permanent Removal or Destruction Services: Covered California may require the permanent removal or destruction of specified boxes stored with the Contractor. The Contractor shall provide for the permanent removal of such specified boxes and return to Covered California. Boxes permanently removed from storage must not appear on subsequent monthly invoices for storage. Any costs or fees associated with permanent removal of boxes must be identified in the Contractor’s response. The Contractor must have the ability to accomplish the certified destruction of records stored at the Contractor’s facility. The certified destruction shall be performed by either shredding or incineration. The Contractor must ensure that confidentiality of all destroyed records is maintained throughout the destruction process. The Contractor will provide a certificate of destruction to Covered California for those records destroyed. No records shall be destroyed without written approval from the administrator or authorized user of the Covered California account with the Contractor.
5) Inventory Tracking: The Contractor shall maintain an accurate, bar-coded and computer-based inventory tracking system. The computerized system must be web enabled, with adequate security, to provide Internet access to the information by Covered California authorized users. At a minimum, this system must identify each stored Covered California box by CalHEERS ID and status (checked in/checked out). Essential data fields include: box number, bar code, box size, location, cost center, department, major description, minor description, status, and box history (dates of check out and check in). The inventory tracking process shall include appropriate logs and receipts for pick-up and delivery of the individual boxes for verification and audit purposes. Logs and receipts will be made available to Covered California upon request. The inventory status must be updated within 24 hours of activity
6) Account and Invoicing: The Contractor will provide a monthly invoice to the main account manager showing a line item for all Covered California storage and activity costs. The invoice will include a detailed list of all transactions.
7) Secure Storage and Facility Standards: The Contractor’s storage facilities shall provide a level of protection consistent with industry standards meeting all applicable and current requirements of the National Fire Protection Association. The storage facility or facilities must be properly shelved, fully secured, and equipped with motion, smoke and heat detectors/alarms to prevent loss from theft and fire. Covered California requires that the facility or facilities be constructed and equipped with fire safety systems as required by the International Fire Code and other applicable codes. The records storage facility Storage facilities cannot house any hazardous material. Storage facilities cannot be located within a flood area or risk exposure from external hazards. The Contractor’s storage facility shall be solidly constructed with secure loading and unloading areas. Floors shall support at least 300 pounds per square foot. Walls surrounding the record storage area shall be at least four hour fire resistant. Roof shall be of non-combustible construction and leak proof. Appropriate redundant systems must ensure continuous operation. Contractor shall provide proof of semi-annual treatment and/or inspection for rodent and insect protection. The Contractor is responsible for all the contents stored in any of its storage facilities. The Contractor must provide a written disaster and recovery plan for any catastrophic occurrences including but not limited to earthquake, flood, fire, etc. The Contractor is responsible for recovery from any catastrophic occurrences, including but not limited to fire, damage or theft, as well as any associated costs. The Contractor must carry the appropriate insurance and provide proof thereof. Storage facilities must be equipped with an intrusion alarm system that is monitored 24 hours per day, including weekends and holidays. The Contractor must provide adequate storage capacity to meet both the current and future needs of Covered California.
8) Transportation: The Contractor must provide vehicles designed for the transportation of storage records. The vehicles must have the appropriate security features (anti-theft device) and be secured while at a delivery/pick up site. All vehicles must be equipped with a fire extinguisher.
9) Account Representation: The Contractor shall appoint an account representative for Covered California as a single point of contact in order to insure a high level of responsiveness to Covered California’s needs. A backup contact shall also be designated for the purposes of providing coverage during the primary contact’s absence.


E. Contractor’s Roles and Responsibilities

The Contractor shall: 

1. Designate a person to whom all project communications may be addressed and who has the authority to act on all aspects of the contract. This person will be responsible for the overall project and will be the contact for all invoicing and Contractor staffing issues.

2. Provide written reports for review and approval by Covered California and formally respond to Covered California review findings as necessary.

3. Meet as required with Covered California staff to discuss progress.

4. Make its best efforts to maintain staff continuity throughout the life of the project. If, however, a substitution becomes necessary, the Contractor must submit resumes for review, in advance, for all proposed personnel substitutions. All Contractor personnel substitutions must be approved in writing by Covered California Representative. Failure to receive the required approvals may result in termination of the contract.

F. Covered California’s Roles and Responsibilities

Covered California shall:

1. Designate the Covered California Representative to whom all Contractor communications may be addressed and who has the authority to act on all aspects of the contract. 

2. Provide access to business and technical documents as necessary for the Contractor to complete the tasks identified in this Agreement.

3. Ensure appropriate resources are available to perform assigned tasks, attend meetings, and answer questions.

4. Ensure that decisions are made in a timely manner.

5. Provide work areas and meeting rooms as needed. 

6. Identify and provide access to Subject Matter Experts to assist in the development of technical requirements. 

G. Contract Deliverables

1. The Contractor understands that all recommendations and contract deliverables must comply with the Patient Protection and Affordable Care Act of 2010, as well as sections 15438, 15439, and 100501 through 100521 of the Government Code; 1346.2 and 1366.6 of the Health and Safety Code; 10112.3 and 10112.4 of the Insurance Code.

2. The Contractor shall provide all deliverables within the timeframe specified and required by Covered California.  

3. The Contractor understands and acknowledges that all deliverables must be reviewed, approved and accepted by Covered California.

4. The Contractor understands that any Covered California requested revisions to any deliverable shall be incorporated by the Contractor within seven (7) calendar days from the date in which Covered California provided its feedback, unless a different timeframe is required and specified by Covered California. 

5. In the event Covered California requires additional refinements and modifications for any deliverable which occurs after that deliverable has been previously accepted by Covered California, the Contractor shall be required to make the additional revisions until the revised deliverable is accepted and approved by Covered California.

6. The Contractor shall be paid for services rendered under this Agreement in accordance with Exhibit B – Budget Detail and Payment Provisions.

H. Deliverable Acceptance Criteria

All concluded work must be submitted to Covered California for review and approval or rejection. Payment for all tasks performed under this Agreement will be based on hourly rates. It will be Covered California’s sole determination as to whether any tasks have been successfully completed and are acceptable. 

Throughout the contract, Covered California will review and validate services performed. In addition, the Covered California Representative will verify and approve the Contractor’s invoices. Signed acceptance is required from the Covered California Representative to approve an invoice for payment.

Deliverable acceptance criteria consist of the following: 

1. Deliverable-specific work was completed as specified and the final deliverable product or service was rendered.

2. Plans, schedules, designs, documentation, digital files, photographs and reports (deliverables) were completed as specified and approved.

3. All deliverable documentation and artifact gathering have been completed.

4. All deliverables are in a format useful to Covered California.

5. If a deliverable is not accepted, Covered California will provide the reason, in writing, within ten (10) business days of receipt of the deliverable.

I. Project Representatives

	Covered California Representative:
	Contractor Representative:

	(Representative’s Name)
Covered California
1601 Exposition Blvd.
Sacramento, CA 95815
(916) XXX-XXXX T
(Email Address)
	(Representative’s Name)
(Contractor’s Name)
(Address)
(City, State and Zip)
(916) XXX-XXXX T
(Email Address)


The representatives for this project, during the term of this Agreement, shall be:



(V.1117)
