ALCORN STATE UNIVERSITY REQUEST FOR PROPOSALS (RFP)5567
Document Scanning, Digitization, OCR, Indexing, and Secure Shredding Services

Issuing Agency: Alcorn State University, Purchasing Department
Address: 1000 ASU Drive 509, Lorman, MS 39096 Issued By: Mertha George, Purchasing Agent Phone: (601) 877-6154
Email: mgeorge@alcorn.edu
Date Issued: March 11, 2026
Submission Deadline: April 20, 2026, by 2:00 pm central standard time


1. Introduction
Alcorn State University (ASU) invites sealed proposals from qualified vendors to provide secure document imaging, digitization, OCR, indexing, integration support, and onsite shredding services for Human Resources and Student Employment records. The estimated volume includes approximately 41 Banker Boxes, 86 letter-size drawers, and 5 (10-foot) shelving units of records.


2. Scope of Work
· Document preparation and high-resolution scanning with quality control.
· Application of Optical Character Recognition (OCR) to create searchable files.
· Indexing is compatible with the University’s HR management system.
· Coordination with Center for Information Technology Services (CITS) for integration.
· Secure onsite shredding following approval of digitized records.
· Provision of Certificates of Destruction and audit documentation.
· Strict chain-of-custody and background-checked personnel.


3. Mississippi Statutory Compliance
This procurement is conducted in accordance with Mississippi Code Annotated § 31-7-13 and applicable public purchasing laws of the State of Mississippi. Sealed proposals exceeding $50,000 require formal competitive procedures. The University reserves the right to reject any or all proposals and to waive informalities in accordance with state law.


4. Standard Contractual Clauses
· Compliance with FERPA and all applicable federal and state data privacy laws.

· Indemnification: Vendor agrees to indemnify and hold harmless Alcorn State University and the State of Mississippi.
· Insurance: Vendor must maintain general liability, workers compensation, and professional liability coverage.
· E-Verify Compliance: Vendor must comply with Mississippi employment verification requirements.
· Debarment Certification: Vendor certifies it is not suspended or debarred from public contracting.
· Confidentiality: Vendor shall maintain strict confidentiality of all personnel and student records.
· Governing Law: Any contract shall be governed by the laws of the State of Mississippi.


5. Evaluation Criteria
Proposals will be evaluated based on experience, technical approach, security measures, integration capability, cost effectiveness, and references. Award will be made to the vendor whose proposal is deemed most advantageous to the University.
Relevant Experience & References- 15 pts
Compliance & Ces (e.g., FERPA, NAID) 10 pts
Onsite Service Methodology & Security Measures- 20 pts
Cost- 35 pts
Timeline & Flexibility – 10 pts
Completeness of Proposal (W9, certifications, etc.) – 10 pts
6. Proposal Submission

Individuals and/or organizations shall submit proposals in a sealed package (envelopes or boxes) clearly marked with the RFP number and "Document Scanning, Digitization, OCR, Indexing, and Secure Shredding Program Services Proposal". All inquiries related to this RFP should be directed to Mertha George at mgeorge@alcorn.edu by March 26, 2026, by 5:00 PM (Central Standard Time). Questions should be submitted either via a Word document or clearly typed directly in the email.

The full proposal submissions must be received on or before April 20, 2026, at 2:00 PM (Central Standard Time). Submit one (1) original, (1) duplicate, and one (1) electronic copy (complete proposal in PDF format on a flash drive). The original shall be marked "Original" and signed in blue ink by an authorized representative.

Proposals should be delivered or sent by mail to:
Mertha George
Department of Purchasing
Alcorn State University
1000 ASU Drive 509
Lorman, MS 39096

