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PURCHASING OFFICE
P.O. BOX 3371

PHONE 813-247-8034

FAX   813-247-8015
David Gee, Sheriff
HILLSBOROUGH COUNTY

TAMPA, FLORIDA 33601


September 11, 2009







COMPTROLLER











2008 E 8th Avenue

Tampa, FL  33605

Violet Bachmann, Sr. Procurement Analyst (813) 247-8029
REQUEST FOR INFORMATION:

Inmate Canteen Services
REQUEST FOR INFORMATION NUMBER:  
20-09
INSTRUCTIONS TO CONTRACTORS
Included herein are General Terms and Provisions (Part A); the Special Provisions and Specifications (Part B); Technical Specifications (Part C), Insurance and Indemnification Requirements (Part D) and RFI Proposal (Part E) which together with all attachments, constitute the entire "Proposal Package".  Said package must be the basis upon which all proposals are offered and the same (the entire package) must be kept together and returned, intact, by the time and at the place herein specified. The proposer must manually sign the General Terms and Provisions (Part A) and RFI Proposal (Part E).  Any questions concerning this proposal package should be directed to the Buyer whose name appears above.

When awarded, the proposal package becomes the "Contract Document".  The Proposer's signature on the proposal constitutes Proposer's agreement to the terms herein.  The signature on the proposal Package must be signed by an Officer of the Company or an individual authorized to commit the Company to a legal and binding contract.   READ THE ENTIRE PROPOSAL CAREFULLY BEFORE SIGNING.

	NOTICE TO PROPOSERS

	WHEN SUBMITTING A SEALED PROPOSAL, ALL PROPOSALS SHOULD BE CLEARLY MARKED AS A PROPOSAL DOCUMENT.  THIS IDENTIFICATION SHOULD INCLUDE THE PROPOSAL NUMBER, PROPOSAL TITLE AND DATE DUE ON THE OUTSIDE OF THE ENVELOPE. A LABEL HAS BEEN PROVIDED FOR YOUR CONVENIENCE ON PG 23


   
HILLSBOROUGH COUNTY SHERIFF'S OFFICE


2008 E 8th Avenue


Tampa, FL  33605

VENDOR:

SUBJECT:   Request for Information # 20-09
PROPOSAL TITLE:  Inmate Canteen Services
Mandatory Pre-proposal Conference: September 18, 2009 @ 10:00 am
PLACE:
Sheriff's Operation Center
2008 E 8th Ave 

Tampa, FL  33605
OPENING DATE & TIME: October 2, 1009 @ 3:00 pm
PLACE:
Sheriff's Operation Center

Office of the Comptroller, Purchasing Section Room 110
2008 E 8th Avenue

Tampa, FL  33605

PART A - GENERAL TERMS AND PROVISIONS:

 1.
Proposals:  Must be contained in a SEALED envelope addressed to:  David Gee, Sheriff, 2008 E 8th Avenue, Tampa, Florida 33605, ATTENTION PURCHASING DEPARTMENT.  To prevent inadvertent opening, the proposal package must be clearly marked on the outside of the envelope, including the proposal number, date and time of opening.

If our specifications, when included in our Request for Information, are not returned with your proposal, and no specific reference is made to them in your proposal, it will be assumed that all specifications will be met.  When material, sketches, cuts, descriptive literature, vendor's or manufacturer's specifications which accompany the proposal contain information that can be construed or is intended to be a deviation from our specifications, such deviation must be specifically referenced in your proposal response.

 2.
The responsibility for getting the proposal to the Sheriff's Office on or before the stated time and date will be solely and strictly the responsibility of the proposer.  The Sheriff will in no way be responsible for delays caused by the United States Postal Service or a delay caused by any other occurrence, or any other method of delivery.  The proposer shall be responsible for reading very carefully and understanding completely the requirements in the   specifications.  Proposals will not be accepted after the time specified for receipt.  Such proposals shall be returned to the vendor unopened with the notation "This Proposal Was Received after the Time Designated for the Receipt and Opening of Proposals".

 3. Time for Consideration:  It is the Sheriff’s intent to conduct a thorough evaluation of all information submitted. Every effort shall be made to conduct this evaluation on an expedited basis; however, in the interest of fairness, this review may require substantial time. Accordingly, information submitted must be valid for a period of one-hundred and eighty (180) days from date of the RFI closing.
 4. Proposal Submittal Costs:  Submittal of a proposal is solely at the cost of the proposer and the Sheriff's Office in no way is liable or obligates itself for any cost accrued to the proposer in coming up with the Proposal Submittal.

5.
On-Line Documents:  The Hillsborough County Sheriff’s Office is publishing documents on it’s web page for the convenience of vendors wanting to do business with the Sheriff and to save tax dollars.  This service is public record and the Sheriff is responsible only for documents as published.  Any modifications or alterations to the original document language may be cause for rejection of a proposal.
6.
No Proposal:  If the receipt of this request for proposal is not acknowledged, Proposer's name may be removed from the proposers' mailing list.

7.
Compliance with Occupational Safety and Health Act:  Proposer certifies that all material, equipment, etc., contained in his proposal meets all O.S.H.A. requirements.

8.
Public Entity Crimes:  Pursuant to Florida Statute 287-132-133, effective July 1, 1989, the Hillsborough County Sheriff, as a public entity, may not accept any proposal from, award any contract to, or transact any business in excess of the threshold amount provided in Section 287.017, F.S., for Category Two (currently $25,000) with any person or affiliate on the convicted vendor list for a period of 36 months from the date that person or affiliate was placed on the convicted vendor list unless that person of affiliate has been removed from the list pursuant to Section 287.133 (3)(f), F.S.

If you submit a proposal in response to this request, you are certifying that Florida Statute 287.132 and 287.133 does not restrict your submission.
9.
Americans with Disabilities (ADA) The Hillsborough County Sheriff’s Office complies with the ADA and upon appropriate notification will make reasonable accommodations to permit individuals with disabilities to participate in solicitations issued by this office.

10.
Disqualification / Rejection:  The Hillsborough County Sheriff reserves the right to disqualify the RFI  before or after opening with evidence of collusion, intent to defraud, or other illegal practices on the part of he vendor. 


The Sheriff may reject any RFI if, the bidder misstates or conceals any material fact in the RFI. The RFI does not strictly conform to the law or requirements if the information requested. 


The Sheriff may, however, reject all information whenever it is deemed in the best interest of the Hillsborough County Sheriff’s Office to do so. He may reject any part of the information, unless the information has been otherwise qualified by the offeror. He may also waive any minor informalities or irregularities. 

11.
Specifications are attached.

DAVID GEE, SHERIFF

HILLSBOROUGH COUNTY, FLORIDA

By________________________________

Stephen G. Crane, Comptroller

Office of the Comptroller

12.
General Terms and Provisions outlined above are acknowledged.  Our proposal is attached.

Date____________________

Signed_____________________________

Company Officer

_____________________________

  
Company Name

NOTE:
  THIS MUST BE RETURNED WITH YOUR PROPOSAL AFTER COMPLETING PARAGRAPH 12 EXCEPTIONS TO THE SPECIFICATIONS, IF ANY, MAY BE NOTED ON THE                            SPECIFICATION PAGE OR IN YOUR PROPOSAL RESPONSE.

SCHEDULE OF REQUEST FOR INFORMATION PROCESS

The following is the schedule of events listed in the order of occurrence, showing the major milestones from issuance of the RFI to the contract award:


Event





     
 Date

RFI Issuance





9/11/09

Pre-Information Mandatory Conference


9/18/09

Proposal Due Date




10/2/09

Evaluation Completed




10/16/09

Contract Negotiation Completed



10/23/09

Contract Signed





10/30/09

Contract Start Date




11/1/09
The Hillsborough County Sheriff's Office reserves the right to change the schedule of events as it deems necessary.  In the event of a major date change, the Sheriff will notify all known vendor participants.  The Hillsborough County Sheriff's Office also reserves the right to issue addendums to the RFI up to seven (7) days before the submission date as needed to clarify the Hillsborough County Sheriff's Office desires or to make corrections.  Vendors shall acknowledge receipt of all addendums in their proposals.

PART B - SPECIAL PROVISIONS AND SPECIFICATIONS  
 1.
IN GENERAL
This document constitutes a request for sealed information from a responsible vendor for information to privatize the commissary operations of the Hillsborough County Department of Detention Services. Basic system requirements and required technical responses, information requirements and other pertinent information are detailed herein.

 2.
SCOPE

The Hillsborough County Sheriff’s Office (HCSO) intends to contract with a responsible vendor to run the inmate commissary obligation as an off-site operation. The vendor chosen must have a successful record of running like sized operations.  

A.
The Hillsborough County Sheriff’s Office sees the scope of work taking place in two (2) phases.


Phase1: would be running the commissary operation. This includes the purchase, warehousing and 
delivery of commissary products to the inmates on twice weekly basis; supplying all hardware and 
software and required forms to enter the inmate orders at or from our location and 
the delivery of product 
to the inmates as soon as possible after the entry by the vendors staff. All 
accounting functions associated 
with his phase would be the vendor’s responsibility with over sight by the Hillsborough County 
Sheriff’s Office Contract Monitor. See Part C, Technical 
Specifications.

Phase 2: would be an extension of responsibilities to include inmate accounting functions and inmate 

banking, as outlined in the attached. 


B.
To assist in preparation of the RFI, the following information is included in this RFI document:



Statistical Information from Fiscal Year 2007/08 – “ATTACHMENT A”



Average Daily Inmate Population



Commissary Sales



Number of Individual Order Forms Processed



Most Recent Commissary Order Form – “ATTACHMENT B”

3.
CAUTION NOTICE
Any information submitted as a result of this RFI shall include, in writing, notification of any agreement or understanding currently in effect, or intended to compensate a third party for their efforts in securing the award of any contract resulting from this solicitation; i.e., consultants, lobbyists or other individuals not normally employed by the company submitting the information, in a sales capacity. Failure to reveal any such arrangement, irrespective if the compensation id monetary or otherwise shall be grounds to reject information submitted as irreparably defective and shall eliminate the provider as a prospective contractor. Any contract awarded as the result of this RFI where it is subsequently revealed a prospective vendor failed to provide notice of an agreement to compensate a third party for their assistance in securing the contract, shall be grounds to terminate any subsequent contract

4.
PROPOSAL SUBMITTALS
a) All proposals will be submitted in triplicate (original and two copies).The original copy WILL BE MARKED AS SUCH on the front of the document.  If additional pages are required for further description, 8-1/2" x 11" sheets must be used.  If a cover letter is provided, it shall be no longer than two (2) pages in length and shall serve as an introduction to and summary of the proposal with appropriate signatures.  DO NOT DEVIATE FROM THIS FORMAT.   Proposals should be as concise as possible without omitting any necessary details. PLEASE NO THREE (3) RING BINDERS.
b) Information will be entered in ink or typewritten. Mistakes may be crossed out and corrections inserted before submission of the RFI. Corrections shall be initialed in ink by the person signing the RFI. The proposer is responsible for any error and omissions. Minor informalities or irregularities readily apparent from the information as submitted may be corrected.
c) Information submitted must be signed by an authorized officer and employee of the vendor. Once received, information may not be withdrawn, changed or modified. The individual signing the submitted information shall have legal authority to bind the supplier to a contact. Any information submitted by an agent shall have the current power of attorney attached certifying the agents authority to act on behalf of the supplier.
d) The information form provided herein shall be used.  The vendor's standard form is not acceptable.  Failure to comply may disqualify your Information.

e) All documents, reports, Information, submittals, working papers, or other materials prepared by the vendor pursuant to this RFI shall become the sole and exclusive property of the Hillsborough County Sheriff, and the public domain, and shall not be the property of the vendor.  All information disclosed as part of the RFI process is part of the public domain by the laws of the State of Florida.  Proposers will not submit pages marked "proprietary" or otherwise restricted.  The Hillsborough County Sheriff's Office reserves the right to reproduce the submitted information for the purpose of evaluation.  The Contractor shall not copyright, or cause to be copyrighted, any portion of said items submitted to the Sheriff because of this solicitation

f) It shall be incumbent upon the proposing vendor to detail any/all deficiencies or oversights in the content of this RFI, and to incorporate them into their Information.  The Hillsborough County Sheriff’s Office will not be financially responsible for items not specifically detailed in vendor's Information.

5.
RFI FORMAT


To enable the Selection Committee to fairly evaluate each bid, bidders shall use the following Information format:

Cover Letter

Table of Contents


A.
Executive Summary



The vendor shall describe its approach to the commissary program operation and identify any 



unique or distinctive features of their operation that the bidder wishes the Selection Committee to give 


particular attention.


B.
Response to Terms and Conditions



The vendor shall indicate its agreement to the specified terms and conditions addressed in the 



RFI, identifying any exceptions taken.  The vendor shall also enclose a sample contract.


C.
Vendor Qualifications



The vendor shall provide information relative to the firm’s background, expertise and 




qualifications to accomplish all tasks set forth in this RFI.  The vendor shall also provide at least 



five (5) references, with a minimum of two (2) from facilities with at least 3,000 inmates where 



commissary services have been provided for at least two (2) years.  Reference listings must 



include agency name, address, contact person and telephone number.  A current client list should 



also be provided.


D.
Detail of Equipment and Staff



The vendor shall provide detailed listing of all equipment, personnel and equipment necessary 



for the 
operation of the inmate commissary.  The section shall include all technical 




specifications, hardware/software components and maintenance services program of the proposed 



system.  This section shall also include the plan for training Hillsborough County Sheriff's 




Office staff in the operation of the proposed system.


E.
Information Form



Vendor shall respond accordingly to the Information Form attached as Section F to this RFI.  The 



form addresses the offeror’s proposed fee payable to the Hillsborough County Sheriff's Office 



and noted exceptions to this RFI.


F.
Appendices



The content is left to the vendor’s discretion, but should be limited to materials that will be 



helpful in describing the services proposed.  Add to this section a current audited financial 



statement by an independent certified public accountant covering the last two (2) fiscal years.

6.
BOND REQUIREMENTS

A prospective Contractor shall be prepared to furnish a performance bond, in a form acceptable to the Sheriff, 
executed by a surety company duly authorized to do business in the State of Florida, which shall be countersigned 
by an agent for the company, resident in the State of Florida.  The amount of the bond shall be equal to fifty 
thousand dollars ($50,000.00) as security for the faithful performance of this contract and as security for the 
payment of all persons performing labor and furnishing materials in connection with this contract.  The surety shall 
have a rating classification of “A”, and a financial category of Class XI as evaluated in the current BEST’S Key 
Rating Guide, Property Liability.  In lieu of a performance bond, the Contractor may submit in an irrevocable letter 
of credit, certified check or a treasurer’s or cashier’s check issued by a responsible bank or Canteen company 
payable to the Hillsborough County Sheriff’s Office.

7.
QUESTIONS

Upon review of this RFI, any questions that need to be addressed should be submitted by 9/17/09 @ 12:00pm in writing to vbachman@hcso.tampa.fl.us. If during the review, questions or information about the RFI is provided by a prospective supplier, a response shall be provided to all sources via the HCSO website as a Question and Answer. In the event there is a material change it may be necessary to extend the RFI closing time and issue an amendment.

8. 
AWARD


A Selection Committee will review and evaluate all information submitted under this RFI.  The review will be 
based on specific criteria which are outlined in detail in paragraph B of this section.  The Selection Committee 
will evaluate all responses to determine which might best support the capacity, performance and stated 
requirements.  Vendor selection will be based on assurance of program success, competence, operational plan 
and capability to grow with the Hillsborough County Sheriff's Office, proposed inmate banking and accounting 
system, and responsiveness to the computer services aspect, as well as the product, delivery and accountability 
required of the commissary inmate Canteen account.


A.
Participants are hereby advised, although this solicitation permits discussions/negotiations, the 



Sheriff
reserves the right to make an award from information received without holding 




discussions. Therefore, participants are cautioned to make their information a complete and 



thoughtfully prepared offer.


B.
SELECTION CRITERIA


Each proposal submitted is to be evaluated in the following eight (8) categories.  The total 




maximum rating is 100 points.



1.
CORPORATE EXPERIENCE – Experience in providing Commissary and Inmate 





Canteen Fund Accounting Systems.  Corporate experience which meets the bid 





qualifications must be demonstrated for any points to be awarded.







TOTAL VALUE = 10 POINTS



2
REFERENCES – References will be contacted and rated based upon meeting the 





minimum number of references and their satisfaction with services provided.  Two (2) of 




the references must be from facilities with at least 3,000 inmates where Contractor 




provides their own Inmate Banking Software/Hardware and Contractor’s employees 




perform all aspects of the commissary operation.




Bidder for at least two (2) years has demonstrated satisfactory service at referenced 




facility.

VALUE = 5 POINTS




Bidder has renewed or extended their original contract with the referenced facility beyond 




the initial term and conditions of the contract.

VALUE = 5 POINTS

TOTAL VALUE = 10 POINTS



3
SOFTWARE/HARDWARE – The vendor must meet the minimum requirements of the 




Inmate Canteen Fund Accounting Software/Hardware and maintenance response as 




outlined in this RFI.







TOTAL VALUE = 20 POINTS



4
CORPORATE CAPABILITY – The RFI will be carefully evaluated in the following areas:




Financial stability as determined by review of the audited financial statements.  Each 




bidder must submit a current audited financial statement by an independent certified 




public accountant covering the last two (2) fiscal years.

VALUE = 5 POINTS




Demonstrated proven past experience in providing these services.  Specific organizational 




staff and structure to support this type of operation.

VALUE = 5 POINTS






TOTAL VALUE = 10 POINTS



5
DELIVERY POLICY – Ability to distribute Commissary orders per the specifications set 




forth in paragraph 3.5, Section C of this RFI.







TOTAL VALUE = 10 POINTS



6
ACCOUNTING SYSTEM – 
Demonstrated ability to administer all accounting functions 



associated with operation of the inmate commissary, to include daily reconciliation, 




timely posting of deposits and debits to individual inmate accounts, and the ability to 




receive and reconcile debits for inmate services outside of the commissary, such as 




healthcare provided by the Sheriff.







TOTAL VALUE = 20 POINTS



7
PRICING TO THE INMATES – Maintaining a Market Price Philosophy in accordance 




with Florida Model Jail Standards.







TOTAL VALUE = 10 POINTS



8
RETURN TO THE INMATE WELFARE FUND – Percentage of gross sales to be provided 



the Inmate Welfare Fund of the Hillsborough County Sheriff's Office.







TOTAL VALUE = 10 POINTS


It should be understood that the selection criteria are only approximations and that submissions must be 
acceptable in all areas to be considered.  The Sheriff reserves the right to waive any irregularities and 
technicalities and to request re-submissions.  It is the Hillsborough County Sheriff's Office intention to identify a 
vendor who would best serve the interests of the Sheriff’s Office.

9.
CONTRACT PERIOD

Any contract awarded as the result of this RFI shall remain in effect for a period of thirty-six (36) 
months from 
date of award.  The contract should be awarded on or about November 1, 2009, with the said agreement remaining in 
effect for a period of twenty-four (24) months from the date of acceptance.  Upon expiration of the initial term, this 
agreement may be renewed for up to two (2) successive 
additional one (1) year terms provided that both parties 
mutually agree in writing, duly signed by the parties and attached to the original agreement.  Notice to extend 
under this provision shall be provided to 
the Contractor no less than sixty (60) days prior to the expiration date.  If 
the service provider elects not to permit an extension he must so notify the Sheriff’s Office no later than fourteen 
(14) days after the receipt of notice by the Sheriff’s Office of its intent to extend the agreement.

10.
DEFAULT

The Sheriff’s Office may, by written notice of default to the Contractor, terminate the whole or any part of the 
contract if any one of the following circumstances shall occur:


A.
If the Contractor fails to perform the services as requested or specified within the time required 



therefore; or


B.
If the Contractor fails to perform any of the other provisions of the contract and fails to 




commence and diligently and continuously pursue a cure within a period of five (5) days after 



receipt of notice from the Contract Monitor providing notice of such defect or deficiency

11.
TERMINATION CLAUSE

The Hillsborough County Sheriff, in his sole discretion, and with or without cause therefore, may 
terminate the 
Agreement at any time by giving written notice of such termination and specifying the effective date thereof, at 
least ninety (90) days before the effective date of such termination.  Upon 
receipt of written notice of termination 
of this Agreement, the parties hereto shall mutually review, within twenty (20) days, all outstanding commitments 
and other matters relative to the services 
contemplated by this Agreement
12.
DISPUTES 


Any prospective Proposer who disputes the reasonableness or appropriateness of the notice of award, or notice of 
rejection, for any or all proposals will submit a notice of protest in writing within 72 hours (excluding official 
holidays, Saturdays and Sundays) to the HCSO Purchasing department by registered mail.


The RFI evaluation committee will have five working days upon receipt of this notice to meet and 
consider the 
dispute as written.  The evaluation committee may request additional information from the vendor or request a 
meeting to gain further clarification of the issues.  Upon completion of this review process, the evaluation 
committee will make a recommendation to the Commander of the Department of 
Detention Services.


After review of the evaluation committee recommendation and the dispute notice, the Commander 
will make a 
recommendation to the Sheriff.  The decision of the Sheriff will be communicated to the vendor in writing.  This 
decision and the basis upon which it was made will be communicated within five (5) working days following the 

receipt of the recommendation from the evaluation committee. The decision of the Sheriff shall be final.

13.
LICENSES AND PERMITS

Services performed for the Hillsborough County Sheriff’s Office will require licenses and permits in the same 
manner as private projects within the county.  The Contractor shall secure, at his expense, all licenses and permits 
and shall comply with all applicable laws, regulations and codes as required by the State of Florida, Hillsborough 
County or the municipality of his principal place of business.


The Contractor must fully comply with all federal and state laws, county and municipal ordinances and 
regulations in any manner affecting the performance of the work

14.
ASSIGNMENT


The Contractor will not assign, transfer, convey or otherwise dispose of any contract, or a part thereof, or of its 
right title or interest therein, or its power to execute this contract or any amendment or modification hereto, to any 
person, company or corporation, without prior written consent of the Sheriff or his representative.  Sale of a 
majority of corporate stocks, filing for bankruptcy or reorganization shall 
be considered an assignment.  

15.
EXCEPTIONS

The Sheriff's Office may consider any specific exceptions to the required specifications and conditions of the 
Request for Information.  All exceptions shall be clearly identified as such on the Information form or by separate 
enclosed correspondence.  The nature of a Request for Information permits the Selection Committee to consider 
and accept these exceptions if solely within their judgment they are beneficial and in the best interest of the 
Sheriff’s Office and the intent of this RFI.  It is the intent of this Request for Information to receive competitive 
proposals.  It is the responsibility of suppliers who receive this Request for Information to advise the Purchasing 

Agent, in writing, of any language or requirements that may inadvertently restrict or limit competition to a single 
source.
16.
RESPONSIBILITIES TO BE ASSUMED BY THE HILLSBOROUGH COUNTY DETENTION 
FACILITIES

Personnel to reconcile the Contractor’s Inmate Canteen Fund Accounting/Banking System and to handle
accounting related to inmate healthcare debits and other charges not generated by the Contractor, from 
individual inmate accounts.


Access to the inmate locations will be provided.


Adequate heat, lights, ventilation, and all other utilities.  The Sheriff shall provide business telephone service to the 
vendor at no charge.  This telephone shall be used only for local and long-distance service, business-related calls.  
Should the Contractor desire local service for personal use and other non-
business related calls or long distance 
calls of a personal nature, a separate telephone, not connected to 
the Sheriff’s telephone system, shall be installed 
at the Contractor’s expense.


Work space sufficient to store limited quantities of merchandise on a temporary basis, or to receive and stage 
deliveries at both jail facilities. The security of the space shall be the responsibility of the 
contractor; however, the 
Sheriff shall be provided with a means for emergency access after hours or when the Contractor is not present.
PART C – TECHNICAL SPECIFICATIONS
Listed below are areas for which the Contractor will be responsible with regard to operating a Commissary for inmates of the Hillsborough County Sheriff’s Office.

1.
Provide a complete Inmate Canteen Fund Accounting and Banking System including all hardware and 
software. Details are contained in #20, D of this section. 

2.
Train Hillsborough County Sheriff's Office personnel in the operation of the software/hardware systems, and all 
inmate banking system components.

3.
Provide continuing support for the software and the hardware throughout the length of any contract. 
Formulate a plan for support to include correcting program and system problems, plus enhancements to the 
software.  Provide a 24 hour-a-day, 7 day-a-week emergency hotline for reporting software and hardware 
problems to ensure maximum utilization and minimal down time.  The Contractor shall provide a three (3) hour 
or better response time to calls for service that can be resolved via remotely accessing the system.  The 
Contractor shall provide a twenty-four (24) hour response time to calls for service which require on-site 
resolution.  Contractor shall provide these maintenance services and any software and hardware enhancements as 
they become available for the contract period, at no cost to the Sheriff’s Office.

4.
Provide, purchase and maintain custody of inventory items mutually agreed upon between the bidder and the 
Sheriff.  The custody of inventory is to be maintained outside of the detention facilities.

5.
Provide all necessary insurance and licenses to legally operate a business in Hillsborough County.

6.
Have a proven history in providing Commissary services to large Correction Institutions.  “Large” is defined 
here as containing greater than 3,000 inmates.

7.
Provide evidence of financial stability through certified financial statements, references, corporate rating 
services, etc.

8.
Provide evidence of a drug free work environment.

9.
Package each Inmate’s order individually, provide for delivery to the inmate at his/her location and obtain receipt 
signature for merchandise.

10.
Provide a complete audit trail on all transactions with particular emphasis on proof of delivery to the inmate.

11.
Provide a detailed invoice for merchandise sold to the inmate for each transaction.

12.
The Contractor shall purchase from the Hillsborough County Sheriff's Office at 100% of the invoiced amount, 
the current inventory of items at the time of conversion.  Payment is to be made to the Hillsborough County 
Sheriff's Office and received within forty-five (45) days of the execution of the contract.  

13.
Provide a system to collect and remit to the state all sales taxes on merchandise sold.

14.
Provide for a system of “returns” for orders shipped to inmates that have been released or are otherwise 
unavailable to receive merchandise.

15.
Provide a system to apply credits to inmate account for missing items not included in an inmate commissary order.

16.
Handle in an expeditious manner all inmate complaints over Commissary services.

17.
Identification and processing of Commissary orders for indigent inmates.  Indigent is defined as holding 
a 
balance of less than $1.00 on account for 14 consecutive days.  

18.
Provide the Sheriff with the ability to debit individual inmate accounts for expenses not related to the 
sale/purchase of canteen merchandise, but are related to inmate healthcare expenses or other charges as 
determined to be appropriate by the Sheriff in accordance with Florida law. 

19.
Maintain debits made by the Sheriff against an inmate’s account with insufficient funds for a period of three 
(3) years, regardless of the inmate’s custodial status. The Contractor will automatically satisfy any 
outstanding 
obligations owed the Sheriff prior to making funds available to the inmate. 

20.
COMPUTER HARDWARE AND SOFTWARE SYSTEM

A.
The Contractor will provide and administer an entire inmate banking and commissary software 



package that will be used to facilitate the tracking of inmate funds, inmate locations within the 



jails, check writing, bank reconciliation, and provide the ability to order commissary items such 



as food, hygiene products, electronics and clothing items from the Contractor. Furthermore, the 



inmate banking and commissary software package shall allow the Hillsborough County Sheriff’s 



Office to debit and credit specific jail fees associated with the inmate per diem, healthcare and 



the like. 


B.
The Contractor will provide a networked, entire web based inmate banking and commissary 



software package, which ties together all Hillsborough County Sheriff's Office detention facilities 



in a live environment, and which can be linked to the jail management system (JAMS), a 




MAPPER based computer software program, and/or any new jail management system that may 



come on line in the future. In the event a Contractor can demonstrate to the satisfaction of the 



Sheriff that an independent operating system is better suited to provide a banking, commissary 



software package that stands alone, independent from the JAMS system, the Sheriff may chose to 



entertain such a proposal.


C.
The contractor shall also provide for an ability to interface with the current Securis inmate phone 



system, and any future inmate phone provider, for the purposes of debiting purchases of 




telephone calling cards and/or access codes by inmates.


D.
At a minimum, the inmate banking system should include the ability to record, document and 



track the following:


Establish an individual account for each new inmate to include the following information:



1.  
Name, Inmate Booking Numbers



2.  
Date of Arrival



3. 
 Sex



4. 
 Date of Birth



5. 
 Aliases (if any)



6.   
Sheriff’s Office Identification Number (SOID)


E.
Modify new arrivals who have been incarcerated here before.


F.
Account for cash, money order, cashier checks, electronic fund transfers, and any other deposits 



to inmate accounts from the following sources:



1.
Batch transactions of cash transferred from other institutions.



2.
Other miscellaneous deposits, i.e. shakedown money, weekender funds, cash held by 




inmates upon arrival, unclaimed funds.



3.
Electronic deposits made directly to the Contractor through a secured internet site capable 




of receiving payment by credit or debit card; or cash deposits made through lobby kiosks 




provided by and maintained by the Contractor.



4.
Deposits made through an electronic kiosk in the Central Booking area where funds are 




transferred and recorded immediately to inmate accounts.


G.
Account for withdrawals from inmate’s accounts for:



1.
Discharge



2.
“Send home” money requests



3.
Work allowance funds



4.
Medical charges



5.
Inmate per diem charges



6.
Court ordered garnishment of account



7.
Court ordered child support payments


H.
Ability to manage inmate co-payments for the following charges:



1.
Room and Board charges for work release inmates



2.
Commissary charges



3.
Lost I.D. charges



4.
Disciplinary charges, i.e. damaged property



5.
NSF checks returned by bank


I.
Provide on demand generation of reports and sales analysis for the following:



1.
History of individual accounts



2.
Demographics of accounts



3.
Detail transaction journal



4.
Daily close out of business to include:




a.
Summary of cash on hand




b.
Bank balance




c.
Inmate Account balances




d.
Summary of Daily transactions




e.
Daily Balance Sheet


J.
The system must provide for an automated check writer and the associated check register, or an 



electronic debit card and associated encoder, and must allow for automated bank statement 



reconciliation. 


K.
System must properly account for charges for indigent packages.


L.
Ability to maintain a record for an inmate account balance in a deficit status for a period of at 



least three (3) years from date of inmate release.


M.
The system must allow for deposits to an inmate account through electronic means, either by link 



to the Sheriff’s Internet web site, or a secure web-site maintained by the Contractor for the 



purpose of receiving funds.

21.
INVENTORY REQUIREMENTS OF COMMISSARY SYSTEM

Bidders are to state compliance with the following with regard to products to be stocked in inventory.


A.
The successful bidder will purchase at cost, the current inventory of items at the time of the 



conversion.  The value (cost to vendor) of remaining stock at time of contract commencement is 



estimated to be from a low of $40,000 to a high of $60,000 based on average inventories over the 



past year.


B.
The successful bidder and Sheriff’s personnel will mutually agree upon the items to be carried in 



the Commissary program.


C. 
On a periodic basis, but not less frequently than quarterly, the bidder and the Sheriff will meet to 



discuss additions or deletions to the inventory.


D.
The bidder will keep the Sheriff apprised of new products available and the status of current 



movement of inventory by item.


E.
The goal of the program will be to have a 98% or greater completed order percentage.


F.
Backorders will not be allowed in the system.


G.
All items should be for institutional use.  Vendors are advised that items being submitted will be 



used by inmates in detention facilities.  Any items packaged in glass, heavy metal or containers 



that could be used as weapons or tools will not be accepted.  No products shall contain alcohol.


H. 
All items that require a brand name must be that particular brand, no substitute will be accepted 



on brand name items.  Any items that do not specify a name brand must be submitted to the 



Inmate Canteen Committee for approval prior to distribution.  For items not requiring a brand 



name, the best quality available for that particular item should be submitted.


I.
The Contract Monitor must approve any substitution of product prior to shipment.


J.
Product to be carried in the following categories (see order sheet):



1.
Stamps, stationary, greeting cards and supplies.



2.
Candy, cookies, crackers, chips, peanuts and like snacks.



3.
Approved personal hygiene items:  shampoo, conditioner, deodorant, toothpaste, etc.



4.
Over the counter medications in single dose packaging.



5.
Underwear, socks, shorts and shoes.


K.
The Sheriff reserves the right to determine the final resale selling prices to the inmates.

22.
REPORTING REQUIREMENTS


The following reports are to be furnished, as a minimum standard, to the Sheriff.  State how these and 
other 
reports will be generated.


A.
Monthly complaint summary including complaint type and resolution.


B.
Monthly product sales analysis to include quantity and dollar value by individual product, 




category and totals.


C.
Quarterly and annual summary reports of business activity.


D.
A report documenting the percentage of completed orders for each month.

23.
COMMISSIONS


A.
A percentage of gross revenue from the services generated by the Contractor shall be delivered in 



the form of commissions to the Hillsborough County Sheriff's Office, Inmate Canteen Fund.  The 



commission will be based on the weekly, adjusted gross commissary sales.  Adjusted gross sales 



are gross sales less other non-commissioned (stamps and pre-stamped envelopes/postcards) sales. 



Any proposal submitted shall specify the percentage of gross revenue generated by the contractor 



that shall be deposited to the Inmate Canteen Fund.


B.
At no time after awarding of the contract and/or during the course of the agreement shall the 



commission percentages be reduced, however, percentages may be increased by mutual 




agreement if both the Hillsborough County Sheriff's Office and the Contractor feel that 




circumstances warrant.


C. 
The Contractor shall provide the Hillsborough County Sheriff's Office with a detailed accounting 



that shows gross sales and the calculations used to determine the commission paid to the Inmate 



Canteen Fund with each monthly check.  Irregularities in these accounting statements may be 



deemed cause for contract termination.


D.
The Sheriff reserves the right to audit and/or review any and all Contractor records at any time he 



deems appropriate, concerning the operations of the commissary contract.

24.
DELIVERY POLICY

The bidder must address the following delivery issues and state compliance with the following items.


A.
Orders are to be packaged in clear plastic bags with tamper proof seals and contain two (2) 



copies of the receipt on self-carbonated paper.


B.
Delivery schedules will allow for bi-weekly orders for each inmate.  Delivery schedules will be 



adjusted to accommodate the holiday periods observed by the Sheriff, but still allow for two (2) 



deliveries for each inmate, each week.


C.
The cost of delivery is to be borne completely by the bidder.


D. 
Delivery must be within 24-hours of placement of the order.


E.
On any scheduled commissary delivery day, where the vendor fails to deliver commissary orders 



without a compelling and verifiable reason, the Contractor will be assessed Liquidated Damages 



of $5,000.00, due to the anxiety and uncertainty experienced by inmates and potential disruption 



of correctional operations.

25.
STAFFING REQUIREMENTS


A.
The Contractor is to provide uniforms and photo ID’s for its employees.  Uniform selection will 



be reviewed and approved by the Sheriff’s Office.


B. 
All employees of the Contractor who will work in the jail facility must have a background 




clearance by the Sheriff’s Office and provide satisfactory personal references prior to beginning 



work in the facilities.  The Contractor will pay the Sheriff’s Office the sum of $100.00 for each 



background check, plus any applicable out-of-county travel expenses.  All employees must 



comply with the Sheriff’s written policies, procedures, rules and regulations relating to facility 



security and operations.  The Sheriff’s Office reserves the right to deny entry to any person into 



its facilities.


C.
The Hillsborough County Sheriff's Office believes it would be advantageous for the aCommissary provider 

to employ any Hillsborough County Sheriff's Office detention personnel in an off-duty capacity to deliver 


the Commissary orders to the inmates.  We feel so strongly about 
this specification, that it will carry a 


percentage rating in the selection criteria.  The off-duty assignments will be between the vendor and the 


employee, and afford the vendor experienced personnel that will not require the background check and 


should be more responsible than normally expected of part-time help.  The part-time hourly wage afforded 


those selected should reflect the availability, experience and responsibility of these individuals in a positive 

way.

PART D - INSURANCE AND INDEMNIFICATION REQUIREMENTS

1.
MINIMUM INSURANCE REQUIREMENTS


A.
Prior to the time the Contractor is entitled to commence any part of the project, work or services 



under this contract, the Contractor shall procure, pay for and maintain at least the following 



insurance coverages and limits.  Said insurance shall be evidenced by delivery to the 




Hillsborough County Sheriff’s Office of (1), certificates of insurance executed by the insurers 



listing coverages and limits, expiration dates and terms of policies and all endorsements whether 



or not required by the Hillsborough County Sheriff’s Office, and listing all carriers issuing said 



policies; and (2), a certified copy of each policy, including all endorsements.  The insurance 



requirements shall remain in effect throughout the term of this Contract.

1. Worker’s Compensation limits as required by law; Employer’s liability insurance of not less than $100,000 for each accident.

2. Comprehensive General Liability Insurance including, but not limited to, Independent Contractor, Contractual, Premises/Operations, Products/Completed Operation and Personal Injury covering the liability assumed under indemnification provisions of this Contract, with the limits of liability for personal injury and/or bodily injury, including death, of not less then $500,000, each occurrence; and property damage of not less than $100,000, each occurrence (Combined Single Limits of not less than $500,000, each occurrence, will be acceptable unless otherwise stated).  Coverage shall be on an “occurrence” basis and the policy shall include Broad Form Property Damage coverage and Fire Legal Liability of not less than $50,000 per occurrence, unless stated by exception herein.

3. Comprehensive Automobile and Truck liability covering owned, hired, and non-owned vehicles with minimum limits of $1,000,000 each occurrence and property damage of not less than $100,000, each occurrence (Combined Single Limits of not less than $1,000,000, each occurrence, will be acceptable unless otherwise stated). Coverage shall be on an “occurrence” basis, such insurance to include coverage for loading and unloading hazards.


B.
Each insurance policy shall include the following conditions by endorsement to the policy:



1.
Each policy shall require sixty (60) days prior to expiration, cancellation, non-renewal or 




any material change in coverages or limits, a notice thereof shall be given to the Sheriff’s 




Office by certified mail to: Hillsborough County Sheriff’s Office, Office of the 





Comptroller, P.O. Box 3371, Tampa, Florida 33601.  The Contractor shall also notify the 




Sheriff’s Office in a like manner, within twenty-four (24) hours after receipt, of any 




notices of expiration, cancellation, non-renewal or material change in coverage received 




by said Contractor from its insurer; and nothing contained herein shall absolve the 




Contractor of this requirement to provide notice.



2.
Companies issuing insurance policy, or policies shall have no recourse against the Sheriff 




for payment of premiums or assessments for any deductibles which all are at the sole 




responsibility and risk of the Contractor.



3.
The Hillsborough County Sheriff’s Office shall be endorsed to the required policy or 




policies as an additional named insured.



4.
The policy clause “Other Insurance” shall not apply to any insurance coverage currently 




held by the County to any such future coverage, or to the County’s Self-Insured 





Retentions of whatever nature.


C.
The Contractor hereby waives subrogation rights for loss or damage against the Hillsborough 



County Sheriff’s Office.

2.
INDEMNIFICATION


A CONTRACTOR shall indemnify, pay the cost of defense, including attorney’s fees, and hold harmless 
the 
Sheriff from all suits, actions or claims of any character brought on account of any injuries or damages received or 
sustained by any person, persons, or property by or from the said Contractor; or by, or in consequence of any 
neglect in safeguarding the work; or through the use of unacceptable materials in the construction; or by, or on 
account of any act of omission, neglect or misconduct of the said 
Contractor; or by, or on account of , any claim or 
amounts recovered under the “Workers’ Compensation 
Law” or of any other laws, by-laws, ordinance, order or 
decree, except only such injury or damage as shall have been occasioned by the sole negligence of the Sheriff.   

PART E - RFI PROPOSAL 

The undersigned understands that this Information must be signed in ink and that any unsigned Information will be considered incomplete and subject to rejection by the Hillsborough County Sheriff's Office.

A.
REMARKS & EXCEPTIONS TO INFORMATION:  The following represents every deviation (itemized by 
number) to the foregoing General Terms and Provisions (Section A), Special Specifications (Section B), and 
Technical Specifications (Section C), upon which this Information is based, to wit:

The undersigned certifies that any exceptions to the Information are noted above.  All specifications not noted thereon are as requested.  The undersigned also understands that any exceptions presented after the award, may be cause for cancellation of award.

B.
COMMISSIONS

Percentage of Commissions being proposed based on Gross Sales 


 %

to be provided to the Inmate Canteen fund of the Hillsborough County Sheriff's Office.

C.
HIRING POLICY

In the space provided, indicate your willingness to hire Hillsborough County Sheriff's Office staff for delivery of commissary orders and state hourly wage to be offered to Hillsborough County Sheriff's Office staff, if applicable.

D.
VENDOR INFORMATION


Check the Applicable Box:


(     ) Individual
(     ) Partnership
(     ) Corporation


Company Name 









Federal Taxpayer Identification Number 






Corporate Address 










Warehouse Address (if different) 







Contact Person 









Telephone Number 


 Fax Number 





E-Mail Address 








E.
AUTHORIZED SIGNATURE

The undersigned affirms and declares:

That proposer has read and understands the requirements of this Request for Information 20-09 and, that as the proposer, will comply with all requirements, and that I am duly authorized to execute this Information/Offer document and any future contract(s) and/or transactions that might result from this RFI;

That this Information is made without understanding, agreement or connection with any person, firm or corporation making a Information for the same purpose, and is in all respects fair and without collusion or fraud;

That this Information shall remain open for an evaluation period of one-hundred and eighty (180) calendar days following the opening of all proposals submitted as the result of this RFI.

Please Print or Type:

BY:








 TITLE:






 DATE:






SIGNATURE:
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DAVID GEE, SHERIFF

2008 E. 8TH AVE

TAMPA FL 33605

ATTN: PURCHASING

PROPOSAL SUBMITTED BY: 












RFP/BID #  






OPENING DATE/TIME: 




PAGE  
23

