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[bookmark: _Toc206762628][bookmark: _Toc212463180]Contract User Guide
FAC126: Records Management, Digitization, and Archiving Services

[bookmark: _Toc212463181]Contract Overview

	Category Manager Contact Information
	Tatiana Henry
617-359-7289

Sean Corbin
617-720-3105

	Contract Term
	· Current Contract Term: May 3, 2024 – 
June 30, 2031
· Maximum End Date: June 30, 2031

	Massachusetts Management Accounting and Reporting System (MMARS) Master Agreement (MA) Number
	FAC126*

Note: *The asterisk is required when referencing the contract in the MMARS system.

	Quote Requirements
	Quotes are required for purchasing. Refer to the Quote Response and Requirements section for guidelines.

	Vendor List
	Refer to Vendor List and Information for eligible vendors on this contract.

	Updates
	03/11/2025: Updated OSD Category Manager(s).
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[bookmark: _Toc194066592]TIP: To return to the first page throughout this document, use Ctrl+home.

[bookmark: _Toc212463182]Contract Summary
FAC126: Records Management, Digitization, and Archiving Services. This Statewide Contract (SWC) provides comprehensive solutions for the management, digitization, and archiving of records across state departments and eligible entities. It replaces the former Statewide Contract FAC96, which has been restructured into two separate contracts: FAC126 Records Management, Digitization, and Archiving Services and FAC127 Moving and Storage. Services on this contract include digitization, archival storage, retrieval, management of records, destruction/disposal, data erasure, ability to be recycled and end of life requirements. Records may be in a variety of formats including paper and digital files, microfilm, microfiche, magnetic or optical disks, bound books, historical artifacts, and other items not routinely associated with office records. Some vendors offer secure moving, storage, and digitization of valuable, rare, or fragile items. 

Note: This contract may be used to procure the goods or services described herein at any dollar amount. Any limitations, including for procurements involving construction, are outlined in this Contract User Guide.
For Master Contract Record, refer to the Master Blanket Purchase Order (MBPO) with RFR PO-24-1080-OSD03-OSD03-32556.
[bookmark: _Toc194066617][bookmark: _Toc212463183]Benefits and Cost Savings
[bookmark: _Toc188457898]Statewide Contracts are an easy way to obtain benefits for your organization by: 
· Leveraging the Commonwealth’s buying power
· Simplifying the solicitation process
· Providing contracting expertise
· Enhancing vendor relationships through proactive management and oversight
· Offering competitive pricing
· Partnering with a pool of qualified and experienced vendors 
· Offering Prompt Payment Discounts
· Offering Volume Discounts
· Ability to negotiate additional Volume Discounts
· Accessing a wide range of environmentally preferable products and services 
[bookmark: _Toc212463184][bookmark: _Toc194066593]Contract Categories 
This contract includes 1 categories listed as follows:  
· Category 1: Records Management, Digitization, and Archiving Services 
· Monthly Storage Services: Relocation of data files to be held in secure off-site storage facilities.
· Archiving Services: Indexing and tracking of data files being held in off-site storage facilities.
· Retrievals Services: Return of stored data files to requesting facility.
· Transportation Delivery/Pick-up Services: Transportation of data files to and from facility using secure vehicles.
· Emergency Delivery/Pick-up Services: Retrieval capability 24/7, 365 days.
· Scanning Services: Conversion of data to digital record.
· Destruction Services: Secure process to destroy and recycle paper files, records, tapes, and other media.
· Other Records Management, Storage and Archiving Services
[bookmark: _Toc212463185][bookmark: _Toc194066595]Contract Exclusions and Related Statewide Contracts 
Please refer to the following list of products and services not available for purchase:
· Moving and Storage Services: Moving or temporary storage of public records between office locations. This service is available through Statewide Contract FAC127 or its replacement. Moving Services should be used for office moves. 
· Waste Management and Recycling: Solid Waste and Recycling Services are available through FAC86 or its replacement.
[bookmark: _Toc194066594][bookmark: _Toc212463186]Who May Use the Contract
The following is a complete list of the types of organizations generally allowed to use the Operational Service Division’s (OSD's) Statewide Contracts (SWCs). Some SWCs may be open to additional organizations, and some are more restricted in usage.
· Cities, towns, districts, counties, and other political subdivisions
· Executive, Legislative, and Judicial Branches, including all departments and elected offices therein
· Independent public authorities, commissions, and quasi-public agencies
· Local public libraries, public school districts, and charter schools
· Public hospitals owned by the Commonwealth of Massachusetts
· Public institutions of higher education
· Public purchasing cooperatives
· Non-profit, UFR-certified organizations that are doing business with the Commonwealth
· Other states and territories and their cities, towns, districts, counties, other political subdivisions, and public institutions of higher education without prior approval from the State Purchasing Agent 
· Other entities when designated in writing by the State Purchasing Agent
[bookmark: _Toc212463187]Pricing Options
[bookmark: _Hlk193714773]Note: The price files and vendor catalogs are accessible through public view in COMMBUYS; therefore, buyers may access the price files and vendor catalogs without signing into a COMMBUYS account.
The pricing options are outlined as follows:
· Vendor Price File: All vendors have provided a Bidder Response Form with files outlining their awarded pricing, including discount percentage off for their base price. Links to the MBPO’s are provided in the vendor list section. If a vendor is not honoring their discount pricing from the price file, then the customer should contact the Category Manager Tatiana Henry or Sean Corbin.
· Fixed Pricing: Pricing is fixed but further negotiations can be made.
· Ceiling/Not-to-Exceed: The contract's published pricing, including discounts, is a maximum price or 'not-to-exceed' limit and can be subject to further negotiation.
Note: Product pricing may be found on the vendor information section, where links to all the vendors’ MBPOs are provided.
[bookmark: _Quote_Response_and][bookmark: _Toc212463188][bookmark: _Toc194066598]Quote Response and Requirements 
Buyers must solicit quotes when using this contract.
For purchases of $10,000 and above, Buyers are required to solicit quotations from all eligible vendors and obtain a minimum of three (3) responses. This ensures a competitive bidding process and helps the Buyer find the best possible value for their purchase. A “no bid” response is considered an acceptable response.  
For purchases under $10,000, soliciting quotes is at the discretion of the Buyer. However, before making a purchase, Buyers should consult with their Chief Purchasing Officer or equivalent authority.  
[bookmark: _Toc194066596][bookmark: _Toc212463189]Purchase Options
The purchase options identified below are the only acceptable options that may be used in this contract:
· Fee-for-Service contract
· Direct, outright purchases
Product pricing may be found on the vendor information page, where links to all the vendors’ Master Blanket Purchase Orders (MBPOs) are provided.
This contract provides for the following methods of purchase:
· Quote Solicitation: Buyers may solicit quotes from multiple vendors (refer to the Vendor MBPO Listing), award vendors, and place orders through COMMBUYS. A solicitation-enabled contract allows the buyer to solicit quotes from vendors who have Master Blanket Purchase Orders (MBPOs) or Statewide Contracts in COMMBUYS. The buyers may create a solicitation-enabled bid using a release requisition, converting the requisition to a bid, and then requesting quotes from eligible vendors. 

Refer to the How to Request Quotes from Vendors on Statewide Contracts job aid for more details.

· Direct Purchase of Fixed Price Items on COMMBUYS: Used for products and services with fixed pricing and is viewable in vendor catalogs or price files. Refer to the Vendor MBPO Listing for a list of eligible vendors. The buyer can submit a request for goods and services from a Statewide Contract (SWC) or a Designated SWC. This option is for users with Basic Purchaser or Department Access privileges in COMMBUYS. Once the requisition is approved, a Purchase Order (PO) is generated and can be sent to the vendor. 
Refer to the How to Make a Statewide Contract Purchase in COMMBUYS job aid for more details. 
· Direct Purchase of Non-Fixed Price Item ($0 Line Item) on Vendor’s MBPO: Applicable to products and services that may require customized quoting. Review the Vendor MBPO Listing for a list of eligible vendors. The Buyer can create a Release Requisition in COMMBUYS, submit the requisition for approval in COMMBUYS, and then send the vendor a Release Purchase Order.
View the How to Make a Statewide Contract Purchase in COMMBUYS job aid for more details.
· Document Items in COMMBUYS That Have Already Been Purchased: This contract enables buyers to retroactively record a previously made contract purchase within the COMMBUYS system. This is done through a Request for Payment Authorization (RPA) Release Requisition, which also allows MMARS users to easily keep track of spending.
For a description on how to complete this purchase in COMMBUYS, refer to the How To Record a Contract Purchase Previously Made (RPA Release) job aid.
Note: MMARS and COMMBUYS do not interface. Payment request and invoice must be reported in both MMARS and COMMBUYS.
[bookmark: _Extend_Beyond_(Performance][bookmark: _Toc212463190][bookmark: _Toc194066599]Extend Beyond (Performance and Payment That Goes Beyond Contract End Date) 
All term leases, rentals, maintenance, or other agreements for services entered into during the duration of this Contract must terminate on or before the contract end date June 30, 2030, stated on the first page of this Contract User Guide.
The extend beyond period is primarily used to aid the transition between an expiring contract and its replacement by allowing time for new agreements to be established with newly awarded vendors.
For extend beyond, the following stipulations are in place:
· No new agreements, including leases, rentals, or service contracts, may be made after the contract's expiration.
[bookmark: _Toc212463191]Setting Up a COMMBUYS Account
COMMBUYS is the Commonwealth of Massachusetts' e-procurement platform, serving as a central marketplace for state agencies and other eligible entities to procure goods and services, connecting government buyers and businesses. It aims to streamline the purchasing process, ensuring transparency and efficiency in the procurement process.
For Executive Agencies, COMMBUYS is required. Per 801 CMR 21.00, Executive Agencies must use established Statewide Contracts (SWCs) for the purchase of products and services. To set up a COMMBUYS buyer account or to update an existing agency account, the buyers must email the OSD Help Desk or call 1-888-627-8283.
While COMMBUYS use is not mandated for Non-Executive Agencies and other eligible entities, it is highly recommended to streamline the procurement process and assist buyers in making informed purchasing choices. Eligible entities should follow their internal guidelines for COMMBUYS use.
[bookmark: _Toc212463192][bookmark: _Toc194066601]Finding Contract Documents 
Buyers may view contract documents (including Contract User Guides, Request for Response, Prompt Payment Discount Form, specifications, and other attachments) on COMMBUYS without requiring a COMMBUYS account or logging in.  
To find contract documents in COMMBUYS, follow these steps:
1. On the COMMBUYS home page, enter FAC126 in the search tool and select Blankets from the drop-down list.
2. Select the Search icon. The related Master Blanket Purchase Orders (MBPOs) information opens in a table format. 
3. To view the associated contract documents, under the Blanket # column, select on the applicable Purchase Order (PO) link. The MBPO opens for the selected PO, and the attachments may be found in the Agency Attachments or Vendor Attachments section. 
All standard contract documents are within the Master Contract Record. Access them directly by selecting FAC126 Master Contract Record.
[bookmark: _Toc194066602][bookmark: _Toc212463193]Finding Vendor-Specific Documents
To find vendor-specific documents, refer to the links to the individual vendor’s Master Blanket Purchase Order (MBPO) on the Vendor Information page, and follow these steps:
1. On the Vendor Information page, under the Master Blanket Purchase Order # Column, select the applicable Purchase Order (PO) link. The Master Blanket Purchase Order (MBPO) opens for the selected PO.
2. On the MBPO, scroll down to the Vendor Attachments section to find the vendor-specific documents.
3. To view, select the desired document link.
[bookmark: _Toc212463194]Statement of Work (SOW) Requirements 
The Buyers must complete a detailed SOW when soliciting quotes. Link to the SOW can be found on the Master Blanket Purchase Order (MBPO) FAC126 Master Contract Record.
The following are examples of required information on the SOW (your agency may require more details):  
· Scope of services
· Deliverables dates
· Location of service
· Detailed budget
· Estimated total costs 
· Number of staff
· Rate(s) per hour
[bookmark: _Toc205293760][bookmark: _Toc212463195]Travel Expense 
If the quote or Statement of Work accepted by the Eligible Entity includes charges for travel time, tolls, or ferry fares:
· travel time may be charged for a maximum of four (4) hours
· Tolls and ferry charges may be invoiced if included in the quote. Receipts must be produced on request.
· No meals, commuting expenses, fuel surcharges, lodging, incidental expenses, or other expenses may be billed to the purchaser.
[bookmark: _Toc212463196][bookmark: _Toc194066605]Prevailing Wage Law Requirements 
The Massachusetts prevailing wage laws require that covered employees on public works projects be paid a minimum hourly rate set by the Department of Labor Standards (DLS). The prevailing wage laws apply to both union and non-union employers and employees. The buyer has a legal obligation to request a prevailing wage schedule from the Department of Labor Standards (DLS). To get the proper rates for your region/job, you must request a determination. Questions regarding the Prevailing Wage Law may be answered by accessing the DLS website or by calling the DLS Prevailing Wage Program at 617-626-6953.
If prevailing wage is required, make sure to include this information in your quotes or bids so vendors know to include prevailing wage.
In addition, all contracts by a state agency or state-assisted contracts for design, construction, reconstruction, installation, demolition, maintenance, or repair must contain Workforce Participation Goals for minorities and women. This is required by G.L. c. 149, § 44A(2)(G). A “state-assisted contract” is a construction project undertaken by a political subdivision of the Commonwealth or two or more subdivisions thereof for planning, acquisition, design, construction, demolition, installation, repair, or maintenance whose costs are paid for, reimbursed, grant funded, or otherwise supported, in whole or in part, by the Commonwealth. An affected awarding authority’s bid documents must include a reference to the specific goals that will be contained in the contract. The contract must also include the processes and procedures to ensure compliance with the Workforce Participation Goals, including reporting and enforcement provisions. For questions about the Workforce Participation Goals law, please email the Attorney General’s Office Bid Unit. 
The Office of the Attorney General’s Fair Labor Division is responsible for enforcing the prevailing wage laws. Review Prevailing Wage Enforcement for more information. 
Buyers should always refer to a vendor’s Bidder Response Form (located in their COMMBUYS file) for their mark-up over prevailing wage and materials as well as a vendor’s charge for emergency services, holidays, and non-business hours.
[bookmark: _Toc212463197]Labor Hours
Business Hours (excluding holidays) are defined as Monday through Friday 7:00 a.m. to 5:00 p.m. Non-Business Hours are defined as periods outside of Business Hours. 
Note: Many state facilities operate continuously (24/7).
[bookmark: _Toc212463198]Apprentice Labor Rates
Bidders may only include apprentice labor rates if they are participating in the Commonwealth's Approved Apprentice Program and can provide the required documentation. Refer to Information for apprentices to learn more.
[bookmark: _Toc201925128][bookmark: _Toc212463199]Supplier Diversity Office (SDO) Requirements
Please refer to the following guidelines:
· Executive Departments must use diverse and small businesses to the extent possible based on contract terms, Supplier Diversity Office (SDO), and departmental policies, laws, and regulations.
· The Small Business Purchasing Program (SBPP) applies to small procurements ($250,000 or below annually), while the Supplier Diversity Program (SDP) applies to large procurements (over $250,000 annually). Executive Departments must consider these requirements when soliciting quotes or issuing Statements of Work (SOWs).
· Operational Services Division (OSD) provides a list of SDO businesses through the Statewide Contract Index. Refer to the SDO Programs (SDP and SBPP) tab on the index (scroll to view the tab).
[bookmark: _Toc212463200]Supplier Diversity Program (SDP) Requirements
Please view the following guidelines:
· In cases where all other factors are equal, and particularly when adhering to a best value approach, the department will favor the vendor with stronger SDP commitment.
· For more information, refer to Best Value Evaluation of SDP Plan Forms: A Guide for Strategic Sourcing Teams.
· Vendor SDP commitment percentages may be found on the vendor list table.
[bookmark: _Toc212463201]Small Business Purchasing Program (SBPP) Requirements
Please view the following guidelines:
· If available, departments must notify at least two certified small businesses capable of providing the product or service. Bids received from SBPP-participating small businesses must be evaluated, and if one meets the department’s best value criteria, the contract must be awarded to that vendor.
· For more information, refer to Best Value Evaluation of Responses to Small Procurements: A Guide for Strategic Sourcing Teams.
· Vendor SBPP Certification status can be found on the vendor list table in the SDO Certification Type column.
[bookmark: _Toc212463202][bookmark: _Toc194066607]Subcontractors 
The awarded vendor’s use of subcontractors is subject to the provisions of the Commonwealth’s Terms and Conditions and Standard Contract Form, as well as other applicable terms of this Statewide Contract (SWC).
[bookmark: _Toc194066611][bookmark: _Toc212463203]Additional Discounts
Vendors in this statewide contract offer the following discounts, which may vary for each vendor:
· Prompt Payment Discount: A percentage discount given to the buyer if the invoice is paid within a specified time, in accordance with the Commonwealth’s Bill Paying Policy. 
Note: Vendor discounts are detailed in the vendor list table and the price files within each vendor's Master Blanket Purchase Order (MBPO) or Master Contract Record MBPO.
[bookmark: _Toc194066612][bookmark: _Toc212463204]Emergency Services 
Vendors on this contract may be required to provide products or services in cases of statewide emergencies. The 801 CMR 21.05(3) defines emergency for procurement purposes. Visit the Emergency Response Supplies, Services and Equipment Contact Information for Statewide Contracts list for emergency services related to this contract.

[bookmark: _Toc194066614][bookmark: _Toc212463205]Vendor Performance
Key points concerning vendor performance are outlined below:
· Provide actionable feedback on vendors for this contract to optimize performance through the Procurated Platform. On the Procurated website, select an OSD contract, choose Select, and then choose Provide a Review for the applicable vendor listed. 
· Buyers are encouraged to reach out to the Category Manager (Tatiana Henry or Sean Corbin) if vendors are not meeting their contractual obligations and buyers may be surveyed for vendor performance feedback.
· Vendors will be evaluated on their current performance and may be asked to work with the Commonwealth toward improvement.
· If vendor performance is unacceptable but may be corrected, the vendor will be given the opportunity to develop and implement a Corrective Action Plan (CAP), working collaboratively with OSD and the relevant purchasing entities.
· If vendor performance is inadequate or breaches the RFR terms, including attachments and agreements, the OSD Category Manager(s) may issue a warning, implement a CAP, or suspend/terminate the contract.
· Vendors must meet all contractual requirements throughout the life of the contract, including requirements for timely and accurate report submission, to remain in good standing under the contract.
[bookmark: _Toc194066615][bookmark: _Toc212463206]General Procurement Guidelines and Best Practices
For general procurement guidelines and best practices, follow these recommendations:
· Buyers should inform vendors to reference Statewide Contract FAC126 on all quotes and invoices.
· No prepayment should be made for products not yet delivered or services not yet rendered.
· No sales tax should be applied to invoices.
· No fees or surcharges (including travel, fuel, delivery) should be applied to invoices.
· Special order fees must be agreed upon by both parties upfront.
· Payments for products or services provided must be paid within 45 days per Massachusetts Bill Payment Policy, or sooner if applying Prompt Payment Discount.
· Buyers are not required to sign additional agreements with vendors that conflict with the Request for Response (RFR) Terms and Conditions. Contact the Category Manager (Tatiana Henry or Sean Corbin) for guidance. 
· Vendors must notify buyers of product substitutions.
[bookmark: _Toc194066618][bookmark: _Toc212463207]Environmentally Preferable Products and Services (EPPS) 
[bookmark: _Memorandum_of_Understanding][bookmark: _Toc194066619]Under FAC126, vendors providing shredding services must recycle all shredded paper and report weights of the processed materials. For other media types, request that vendors also recycle and provide destruction weights. Vendors offering scanning services should use equipment registered with the Electronics Procurement Environmental Assessment Tool (EPEAT). Additionally, vendors are encouraged to use alternative fuel vehicles—preferably Electric Vehicles—for all business operations.
Click here to learn more about the Environmentally Preferable Products (EPP) Procurement Program and the EPP Products and Services Guide.
[bookmark: _Toc194066620][bookmark: _Toc212463208]Instructions for Massachusetts Management Accounting and Reporting System (MMARS) Users
[bookmark: _Contract_Summary][bookmark: _Who_Can_Use_2][bookmark: _Find_Bid/Contract_Documents][bookmark: _Who_Can_Use_3][bookmark: _Contract_Categories_3][bookmark: _Additional_Information/FAQs_3][bookmark: _Frequently_Purchased_Items]When placing orders with a contractor, MMARS users must include a reference to the Statewide Contract ID number FAC126* in the Agreement ID field in MMARS for encumbrances related to purchases from Statewide Contracts. Please address all inquiries regarding MMARS technical support and job aids by emailing the Comptroller Help Desk or by calling 617-973-2468. 
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[bookmark: _Appendix_A:_Vendor][bookmark: _Vendor_Specific_Information][bookmark: _Vendor_Information*][bookmark: _Vendor_List_and][bookmark: _Appendix_A:_1][bookmark: _Toc194066623][bookmark: _Toc212463209]Vendor List and Information
Note: N/A = Not Applicable, SBPP = Small Business Purchasing Program, MBE = Minority Business Enterprise, VBE = Veteran Business Enterprise
	Vendor
	Master Blanket Purchase Order Number
	Contact Person
	Phone Number
	Email
	PPD Discounts
	Supplier Diversity Office (SDO) Certification Type 
	Supplier Diversity Program (SDP) Commitment Percentage

	**Master Contract Record MBPO
(All contract documents)
	PO-24-1080-OSD03-OSD03-32556
	Sean Corbin
Tatiana Henry
	617-720-3105
617-359-7289
	sean.corbin@mass.gov 
tatiana.henry@mass.gov 
	N/A
	N/A
	N/A

	***Solicitation Enabled MBPO 
(for requesting quotes)
	PO-24-1080-OSD03-OSD03-32563
	Sean Corbin
	617-720-3105
	sean.corbin@mass.gov 
	N/A
	N/A
	N/A

	Access Information Management Corporation
	PO-24-1080-OSD03-SRC02-32810
	Brad Walker
	978-399-5002
	brad.walker@accesscorp.com 
	PPD: 1.0% – 10 days
PPD: 0.75% - 15 days
PPD: 0.50% - 20 days
PPD: 0.00% - 30 days
	N/A
	3%

	ARC Document Solutions, Inc
	PO-24-1080-OSD03-OSD03-34624
	Philip Bush
	617-510-3879
	philip.bush@e-arc.com 
	PPD: 2.00% – 10 days
PPD: 1.00% - 15 days
PPD: 1.00% - 20 days
PPD: 0.00% - 30 days
	N/A
	5%

	Databank IMX, LLC.
	PO-24-1080-OSD03-OSD03-32928
	Lee Meyerdirk
	612-759-0946
	lmeyerdirk@databankimx.com 
	PPD: 3.00% – 10 days
PPD: 2.00% - 15 days
PPD: 1.00% - 20 days
PPD: 0.00% - 30 days
	N/A
	1%

	DataMerj, Inc.
	PO-24-1080-OSD03-OSD03-32926
	Eric Wartel
	844-787-7009
	ewartel@datamerj.com 
	PPD: 2.75% – 10 days
PPD: 2.50% - 15 days
PPD: 2.30% - 20 days
PPD: 2.00% - 30 days
	SBPP
	2%

	Docufree Corporation
	PO-24-1080-OSD03-OSD03-32922
	Michael Williamson
	512-585-3984
	Michael.williamson@docufree.com 
	PPD: 3.00% – 10 days
PPD: 3.00% - 15 days
PPD: 2.00% - 20 days
PPD: 1.00% - 30 days
	N/A
	2.5%

	Donnegan Systems, Inc.
	PO-24-1080-OSD03-OSD03-33711
	Mike Melanson
	508-380-8111
	mmelanson@donnegan.com 
	PPD: 2.00% – 10 days
PPD: 2.00% - 15 days
PPD: 1.50% - 20 days
PPD: 1.00% - 30 days
	N/A
	2%

	eBizDocs, Inc.
	PO-24-1080-OSD03-OSD03-34051
	Jason Abare
	518-456-1011
	jabare@ebizdocs.com 
	PPD: 1.0% – 10 days
PPD: 0.75% - 15 days
PPD: 0.50% - 20 days
PPD: 0.25% - 30 days
	
	1%

	Eastern Micrographics
	PO-24-1080-OSD03-OSD03-32929
	Dave Monaco
	413-532-1465
	dmonaco@neac.com 
	PPD: 2.00% – 10 days
PPD: 1.00% - 15 days
PPD: 1.00% - 20 days
PPD: 1.00% - 30 days
	N/A
	6%

	Inception Technologies Inc.
	PO-24-1080-OSD03-OSD03-32801
	Raymond Feoli
	603-703-0223
	rfeoli@inceptiontech.com 
	PPD: 3.00% – 10 days
PPD: 2.00% - 15 days
PPD: 2.00% - 20 days
PPD: 1.00% - 30 days
	N/A
	5.5%

	Iron Mountain Information Management, LLC.
	PO-24-1080-OSD03-OSD03-32917
	Jamie Craig
	905-487-4367
	jamie.craig@ironmountain.com 
	PPD: 2.00% – 10 days
PPD: 2.00% - 15 days
PPD: 0.00% - 20 days
PPD: 0.00% - 30 days
	N/A
	10%

	Konica Minolta Business Solutions U.S.A., Inc.
	PO-24-1080-OSD03-OSD03-32804
	Paul Connolly
	401-368-6526
	pconnolly@kmbs.konicaminolta.us 
	PPD: 1.00% – 10 days
PPD: 0.00% - 15 days
PPD: 0.00% - 20 days
PPD: 0.00% - 30 days
	N/A
	1%

	MCP Ops LLC dba Greylock Storage
	PO-24-1080-OSD03-OSD03-34625
	Anthony Massimiano
	413-499-0815 ext 120
	tony@greylockstorage.com 
	PPD: 1.00% – 10 days
PPD: 0.00% - 15 days
PPD: 0.00% - 20 days
PPD: 0.00% - 30 days
	N/A
	2.0%

	MetaSource, LLC.
	PO-24-1080-OSD03-OSD03-32924
	Kathy Berger
	603-370-0673
	kberger@metasource.com 
	PPD: 1.50% – 10 days
PPD: 1.00% - 15 days
PPD: 0.50% - 20 days
PPD: 0.00% - 30 days
	N/A
	1%

	Morgan Records Management, LLC
	PO-24-1080-OSD03-OSD03-32803
	Ben Lawrence
	603-792-2375
	blawrence@morganrecords.com 
	PPD: 5.00% – 10 days
PPD: 4.00% - 15 days
PPD: 3.00% - 20 days
PPD: 2.00% - 30 days
	N/A
	10.5%

	Northeast Document Conservation Center, Inc.
	PO-24-1080-OSD03-OSD03-32918
	Terrance D'Ambrosio
	978-470-1010 ext. 214
	tdambrosio@nedcc.org 
	N/A
	N/A
	1%

	Recordsforce, Inc.
	PO-24-1080-OSD03-OSD03-32921
	Jake Becker
	603-766-2811
	jake.becker@recordsforce.com 
	PPD: 1.00% – 10 days
PPD: 0.50% - 15 days
PPD: 0.25% - 20 days
PPD: 0.15% - 30 days
	N/A
	21%

	Redishred of New England, Inc. dba PROSHRED/PROSCAN
	PO-24-1080-OSD03-OSD03-32925
	Ryan Vieira
	413-279-1701 ext. 2244
	ryan.vieira@proscansolutions.com 
	PPD: 3.00% – 10 days
PPD: 2.00% - 15 days
PPD: 1.00% - 20 days
PPD: 0.00% - 30 days
	N/A
	
5%

	Ricoh USA, Inc.
	PO-24-1080-OSD03-OSD03-32919

	Mike Pallotta
	978-621-1276
	mike.pallotta@ricoh-usa.com 
	PPD: 1.00% – 10 days
PPD: 1.00% - 15 days
PPD: 1.00% - 20 days
PPD: 0.00% - 30 days
	N/A
	1%

	Scan-Optics, LLC
	PO-24-1080-OSD03-OSD03-34057
	Glenn Strange
	860-533-4454
	gstrange@scanoptics.com 
	N/A
	N/A
	10%

	SecureScan, LLC
	PO-24-1080-OSD03-OSD03-32923
	Chuck Tobin
	617-221-3320
	chuck@securescan.com 
	PPD: 2.50% – 10 days
PPD: 2.00% - 15 days
PPD: 1.50% - 20 days
PPD: 1.00% - 30 days
	N/A
	1%

	Target Litigation Consulting, Inc.
	PO-24-1080-OSD03-OSD03-32932
	Michael F. Flaherty
	508-446-6169
	mflaherty@targetlitigation.com 
	PPD: 2.00% – 10 days
PPD: 2.00% - 15 days
PPD: 0.00% - 20 days
PPD: 0.00% - 30 days
	SBPP
	1%

	The Maverick Group, Inc. 
	PO-24-1080-OSD03-OSD03-33710
	Jose M. Rodriguez
	413-746-8868
	josemr39@yahoo.com 
	PPD: 5.00% – 10 days
PPD: 4.00% - 15 days
PPD: 3.00% - 20 days
PPD: 2.00% - 30 days
	MBE
	6%

	Valley Green Shredding, LLC.
	PO-24-1080-OSD03-OSD03-32920
	Eric Wartel
	413- 461-3333
	eric@valleygreenshredding.com 
	PPD: 2.75% – 10 days
PPD: 2.50% - 15 days
PPD: 2.30% - 20 days
PPD: 2.00% - 30 days
	SBPP, VBE
	9%

	Wakefield Moving and Storage
	PO-24-1080-OSD03-OSD03-32930
	Steve Gorman
	781-913-5284
	sgorman@wakefieldmoving.com 
	PPD: 3.00% – 10 days
PPD: 2.00% - 15 days
PPD: 1.00% - 20 days
PPD: 0.00% - 30 days
	SBPP
	4%


[bookmark: _Appendix_A:_[add][bookmark: _Toc212463210][bookmark: _Toc194066624]United Nations Standard Products and Services Code® (UNSPSC®) 
UNSPSC for FAC126:
· 78–13–00 - Storage Services
· 78–13–18 - Document storage, specialized warehousing & storage
· 78–13–16 - General goods storage
· 78–13–16–02 - File archive storage
· 45–13–17 - Media storage
· 81–11–20 - Document scanning & digitization
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