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Edgecombe County 
Request for Proposals 

Laserfiche Enterprise Content Management (ECM) System 
Implementation 

Issue Date: August 20, 2018 

Response Deadline: September 7, 2018 

Edgecombe County  
Attn: Purchasing Manager 

Room 402 - County Administration Building 
201 St. Andrew St. – PO Box 10 

Tarboro, NC 27886 

Questions are to be directed to 
Tabetha L. Summerlin, Information Technology Director 

TabethaSummerlin@edgecombeco.com

mailto:TabethaSummerlin@edgecombeco.com
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EDECOMBE COUNTY 
Laserfiche Enterprise Content Management (ECM) System Implementation 

I.  INTRODUCTION 

Organizational Background 
Edgecombe County is a county located in the U.S. state of North Carolina. As of the 2010 Census, the 
population was 56,552. Its county seat is Tarboro. Edgecombe County is part of the Rocky Mount, North 
Carolina, Metropolitan Statistical Area.  

Project Overview 
Edgecombe County (hereinafter “County”), desires to procure and implement a new Laserfiche 
Enterprise Content Management System (hereinafter “Laserfiche”).  Qualified firms, contractors, 
software vendors or entities, that meet the requirements set forth in this Request for Proposals 
(hereinafter “RFP”), and are capable of providing the services requested, are encouraged to participate.   

In 2006, the Edgecombe County Department of Social Services (hereinafter “DSS”), purchased and 
currently maintains records in the Rebus Recollect system by Konica Minolta.  The system uses Konica 
Minolta multifunction devices and Brother desktop scanners, to scan hard copy documents, then import 
them into Recollect, which served as an electronic archive.  Support and maintenance for this product 
has since been discontinued, so the County is seeking to replace Recollect and eventually integrate 
Laserfiche throughout other departments. 

For the purpose of this RFP, there will be 200 initial users across the following departments.  The 
primary administrators will be the Information Technology staff. 

• DSS 

• Human Resources 

• Information Technology 

Users will hold the following roles: 

• All users will have full-user licenses 

Laserfiche will integrate with the following software applications: 

• North Carolina Families Accessing Services through Technology (NC Fast) 

• Tyler Technologies (Munis & GoDocs) 

• Docusign (signature pads) 

Project Objectives 
The object of a Laserfiche implementation is to provide a standard system architecture and 
methodology for managing content and automating business processes across the organization. 
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Edgecombe County has identified the following as key project objectives: 

• DSS 
o DSS will use Laserfiche to scan, store and manage all of their case files using quick fields. 

It will be the designated document of record for all case files.   
o Automate content-related business processes such as NCFast file sharing. 
o Create web-based forms to collect data. 

• Human Resources 
o Create web-based form to collect data, i.e., online applications, personnel action forms, 

benefits package (open enrollment). 
o New hire onboarding workflow. 
o The remaining system will be used to scan and store a variety of legislative, financial, 

developments, legal, personnel, and other files into the repository using quick fields.   

II.  RFP TIMELINE AND REQUIREMENTS 
The following is a high-level RFP response timeline that is subject to change. Specific project 
timelines will be developed with the successful Respondent after selection.  

Solicitation of proposals from Candidates by 
Edgecombe County 

August 20, 2018 

Requests for Clarification Due August 29, 2018

Clarification Responses Issued August 30, 2018

Proposals Due September 7, 2018

Estimated Selection of Candidate September 24, 2018

Contract Execution October 5, 2018

Implementation completed March 2019

All questions related to the project requirements and requests for clarification must be submitted in 
writing to the following person by August 29, 2018.  

Questions may be faxed to 252-641-4741 or emailed to TabethaSummerlin@edgecombeco.com

Proposal Format
Please include the following components in the proposal:   

• Cover Letter - Vendors shall provide a cover letter that describes their interest in working with 
Edgecombe County. It should also summarize the content of the proposal, and identify a contact 
person for questions during the selection process, provide contact information including 
telephone number, email and postal address. 

• Vendor’s Organization, Management, and Qualifications: 
o Description of firm 
o How long the vendor has been in the business of deploying and supporting Laserfiche 
o The number of new organizations that contracted with your company for a Laserfiche 

implementation in the past two years 
o The name and title of the person authorized to enter into an agreement. 
o Staff qualifications for each of the key staff who would be assigned to this project 

• Provide three (3) references to attest to your capacity and experience. Include name, phone 
number, mailing address, and email address. 

• Hardware Requirements  

mailto:TabethaSummerlin@edgecombeco.com
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• Services Required 

• Cost Detail and Summary Pages 

III.  SCOPE OF SERVICES 
Except as otherwise provided herein as the responsibility of Edgecombe County, the successful proposer 
will provide all services, software and materials to successfully install and implement an enterprise 
content management system in accordance with the provisions of the resulting agreement between the 
parties. 

The County reserves the right to modify the scope of services before the contract is awarded depending 
on cost and the County’s confidence in the selected vendor. 

Vendor will be primarily responsible for: 

Licenses:   

• Approximately 200 Laserfiche Rio Named Full user licenses to cover staff in the initial 
departments who need access to the desktop client, as well as Information Technology 
personnel. 

• The County seeks the ability to create a public access portal from the County’s frontend website 
to a specific directory or repository of public records, allowing at least 10 concurrent users. 

• One Quick Fields license to primarily assist with scanning and archiving paper documents. 

Product Features: 
The County seeks to utilize the following Laserfiche features and functions and will decide 
whether to pursue them based on vendor pricing: workflow, advanced auditing, mobile read 
access, PDF forms and forms processing, digital signatures, batch records processing, record 
tracking, lifecycle management, legal holds, and email reports (records management). 

Initial Support 
The County seeks initial, on-site staff training immediately following the software upgrade, to 
familiarize users with the Laserfiche environment and common functions and features. Special 
consideration will be given to proposers who offer an additional, follow-up on-site training 
session to address advanced or specific user inquiries encountered during the first few weeks of 
use. 

Integration Support 
Proposals should address the follow: 

• Rebus Recollect data must be exported and imported into Laserfiche.  Proposers must 
demonstrate ability to provide technical support for this import. 

• DSS currently transfers case files from the County to NCFast.  Special consideration will be given 
to proposers who can demonstrate ability to provide support for this file sharing. 

• Human Resources currently uses Munis by Tyler Technologies.  Integration support needed for 
Tyler ‘GoDocs’ interface.   

• Future integrations are undetermined at this time.   
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Hardware Requirements
Identify the hardware necessary for Laserfiche implementation, including any product-specific required 
hardware for:  

• PCs, both user (retrieval) and scan/index stations (specifications only)  

• Server(s) (specifications only) 

• Scanners (provide recommended scanners) 

• Other hardware 
Services Required for the Project 

1. Implementation 
a. Describe your implementation methodology. Is your method flexible enough to 

incorporate changes during the implementation process?  
b. Submit an implementation plan for planning, designing, installing and configuring the 

core system. Explain how and when end-user feedback is incorporated into your plan. 
c. Identify roles and responsibilities (e.g. team lead, product owner, technical expert, etc.) 

for the successful proposer and Edgecombe County’s business and technical resources 
needed by stage.  

d. Do you provide a central point of contact during implementation? 
2. Training and Certification 

a. Describe the training available and state whether you will provide it onsite.  
b. Describe your training program for end users, system administrators and workflow 

developers prior to going live. 
c. Provide details on recommended system-specific training and certification courses—

either online or in-person—including course name, description, location and duration. 
3. Service, Maintenance and Ongoing Support  

a. Describe the warranty or maintenance program offered with your services. 
b. Describe how problems are prioritized. 
c. Describe the problem escalation process. 
d. Provide information on your guaranteed response time to reported problems. 
e. Describe how you will allow us to maintain self-sufficiency in supporting and expanding 

the implemented solution. 
f. Describe onsite support options and travel cost estimates. 
g. Describe the resources that are available on your support Website. 
h. Describe any active user groups, discussion forums and additional means of solution 

exchange with other customers. 
i. Describe your process for rolling out new versions and/or updates to your customers. 
j. Describe your process for training customers on new versions. 
k. Identify the current version of the software and the anticipated release date of the next 

version. What new features will the next version support? 
l. Describe the measures, if any, your company takes to encourage customers to stay on 

the current version of the software. 

Cost Detail and Summary Pages 
Outline your pricing structure - Software/Installation/Training/Support Costs 

Include vendor’s software, installation, training and support costs as well as any additional system 
software needed. Please submit an itemized list of all costs. Vendor must indicate how support will be 
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provided (phone, on-site, etc.).  Vendor must permit software to be installed on a development server, if 
needed, to ensure updates and changes work correctly before being implemented.  The quoted fees 
become part of the contract.  Offers made in accordance with this RFP must be good and firm for a 
period of sixty (60) days from the date of the RFP opening. 

Submittal 
Proposals should consist of a bound document including a cover letter. The submittal is limited to 
twenty-five (25) single-sided pages, and all pages are to be numbered. Tabs or dividers are acceptable 
and do not count toward the page limit. Three (3) copies of the proposal are due no later than 
September 7, 2018 to the following: 

Dee Waters, Purchasing Manager 
Edgecombe County Administration Building - Finance Department 
Re: Appraiser RFP 
201 St. Andrew Street 
Tarboro, NC 27886  

Evaluation Criteria: The following factors will be used in evaluating proposals and awarding the 
contract:

Scoring Criteria Max Points

Qualifications and Experience 40

Approach to Completing the Project Scope 40

Fee 20

TOTAL 100

Any proposal submitted without the expressed requirements of this RFP, or submitted after the 
deadline will be rejected. The County will review submitted proposals and select the highest ranked, 
responsive and responsible vendor. The County reserves the right to seek a negotiated fee schedule or 
to make no formal selection at the end of the process.  All expenses associated with response to this RFP 
are the responsibility of the responder. 

END OF DOCUMENT 


