
 
Request for Proposal  

Document Retention System Development 
RFP No. IT-2026-001 

 
Submittal Date & Time: 

Submittals must be received by 5PM on Friday, 6/12/2026 
 

Submit proposals and all questions to: 
Jeff Foster, IT Manager 

jfoster@penmetparks.org 
  
 
Overview 
PenMet Parks is seeking proposals for the development of a Document Retention System to 
comply with the Washington State Public Records Requirements, specifically CORE (Common 
Records Retention Schedule).   
 
PenMet Parks 
Peninsula Metropolitan Park District (PenMet Parks) serves a population of approximately 
40,000 residents on the Gig Harbor peninsula and surrounding unincorporated Pierce County 
communities through access to public parks, facilities and recreational programming. Our 
mission is to enhance the quality of life by providing parks and recreation opportunities for our 
community. Our vision is to be a leader in promoting health and well-being in a thriving 
community. Our values are stewardship, inspiration, responsibility, collaboration and integrity, 
and they serve as our guiding light in everything we do. 
 
Scope of Work 

• Research Phase 

o Assess the current network directory structure, Microsoft 365 Email, SharePoint, 
and OneDrive:  

o Identify and confirm proper categories, standard naming conventions, and 
file structure 

o Identify default retention policies - finalize plan for handling current folders 
o Customize scripts based on users and default folders 
o Coordinate with PenMet IT on file and email configuration for launch 
o Collaborate with PenMet IT on a final timeline for the launch phase 
o Tailor documentation and training materials 

 
• Implementation  

o Adjust categories, naming, documentation and training materials based 
on feedback from PenMet 

o Adjust scripts to scale for full launch 
o Meet with PenMet department leads and the Public Records Officer to 



 

 

prepare departments on implementation process 
o Deliver training in groups by department 
o Deliver documentation during training 
o Training for users on: 

 Retention tagging and folders 
 Email organization and workflow 
 Document organization and workflow 

o Explain / demonstrate migration process for current email, handoff final 
migration to PenMet IT 

o Explain/demonstrate migration process for shared folders, handoff final 
migration to PenMet IT 

o Run scripts to create default email folders and OneDrive/SharePoint folders 
o Training for Public Records Officer (and others as necessary) on accessing 

email archives for disposition 

• Follow Up 

o Configuration-specific follow-up training sessions 
o Support PenMet IT for additional retention tags and document disposition 

workflow 

Project Duration 
The Project is expected to last 18 to 24 months with ongoing training and system updates. 

 
Vendor Qualifications 
Vendors should demonstrate: 

• Experience working with government or public sector organizations. 
• Proven success developing Document Retention Systems in government or public 

sector organizations. 
• Experience with parks and recreation agencies or similar organizations preferred. 
• Strong portfolio of similar projects. 
• Ability to provide ongoing support, training and long-term partnership. 

 
 
Proposal Requirements 
Proposals should include: 

• Detailed cost proposal, including outline of all costs and optional services and ongoing 
fees. 

• Pricing options for each phase. 
• Company overview and relevant experience. 
• Project timeline and key milestones. 
• Examples of similar work, particularly for public agencies. 

 
 
 



 

 

Evaluation process and criteria: 
Following an evaluation of the proposals received, selected respondents may be requested to 
participate in an interview outlining examples of previous similar projects. PenMet Parks 
reserves the right to reject all proposals. 

• Experience with Washington State Public Records Requirements, specifically CORE 
(25%) 

• Experience in management/development of Windows network structure, M365, 
SharePoint, and OneDrive configuration and maintenance (25%) 

• Experience in developing end-user training materials specific to CORE requirements 
(20%) 

• Ability to coordinate with PenMet IT and/or existing MSP (Managed Service Provider) 
for development and project hand off at conclusion (10%) 

• On-going support with PenMet IT and/or existing MSP (10%) 
• Documentation of project development, implementation, final configuration, and 

training (10%) 
 
 
RFP submittal instructions: 
It is the obligation and responsibility of the applicant to learn of addenda, responses, or notices 
issued by PenMet Parks relative to this RFP.  All submittal response materials must be received 
no later than the time and date listed in the RFP timeline. Electronic submissions are required. 
Submissions received after the deadline will not be considered.  
 
Please submit proposals electronically to: 
 

Jeff Foster, IT Manager 
jfoster@penmetparks.org 
Please include “Document Retention Proposal” in the subject line to ensure safe 
delivery. 

 
RFP submittal format: 
Include the following elements in the response to this RFP:   
 

1. Cover letter: 
a. Cover letter with a concise statement that demonstrates the applicant’s 

understanding of the project and scope of services sought by PenMet Parks.   
b. Description of the applicant’s approach to the project.   

 
2. History and experience of the company: 

a. Contact information, including the name of the primary point of contact, phone, 
email and website.  

b. Location of company and geographical area of operation. 
c. Number of years in business.  
d. Type and size of organization.    

mailto:jfoster@penmetparks.org


 

 

e. List relevant agencies or organizations the applicant has provided similar 
services for.  
 

3. Key project personnel: 
a. Qualifications for key personnel who will be assigned to this project. 

 
4. References: 

a. Provide references for agencies or organizations the applicant has provided 
similar services for that PenMet Parks may contact. 

 
5. Fee proposal:  

a. Provide a proposed fee schedule that identifies the not-to-exceed fee amount for 
the identified scope of work. 

b. Provide an estimated fee breakdown by phases and options offered. 
c. Provide hourly rates for key personnel.  
d. Identify any services that may be required that are not included in the scope of 

work or fee proposal. 
 
Questions/Inquiries: 
Responders may submit written questions, by email only, at any time prior to the deadline 
identified in the schedule below. Unauthorized contact regarding this RFP with other District 
employees may result in disqualification of a submittal. Any oral communications will be 
considered unofficial and non-binding.   
 
 
RFP anticipated timeline: 
RFP issued 5/22/2026 
Deadline for questions Noon on 5/28/2026 
Deadline for PenMet Responses to questions Noon on 6/1/2026 
Proposals due 5 PM 6/12/2026 
Selected firm notified of intent to award 6/16/2026 
Contract executed  6/16/2026 

 
 
PenMet Parks reserves the right to make changes to the timeline for this RFP. Any changes will 
be posted on penmetparks.org. 
 
 

 
 


