State of Wisconsin

Wis. Statutes s.16.75

DOA-3070 (R08/2003)
BIDS MUST BE SEALED AND ADDRESSED TO:
 FORMCHECKBOX 
 
Remove from bidder list for this commodity/service.  (Return this page only.)

AGENCY ADDRESS:

Department of EmployeeTrust Funds 

801 W Badger Rd

Madison WI 53702-0011
Bid envelope must be sealed and plainly marked in lower corner with due date and Request for Bid #  _ETG0001.  Late bids will be rejected.  Bids MUST be date and time stamped by the soliciting purchasing office on or before the date and time that the bid is due.  Bids dated and time stamped in another office will be rejected.  Receipt of a bid by the mail system does not constitute receipt of a bid by the purchasing office.  Any bid which is inadvertently opened as a result of not being properly and clearly marked is subject to rejection.  Bids must be submitted separately, i.e., not included with sample packages or other bids.  Bid openings are public unless otherwise specified.  Records will be available for public inspection after issuance of the notice of intent to award or the award of the contract.  Bidder should contact person named below for an appointment to view the bid record.  Bids shall be firm for acceptance for sixty (60) days from date of bid opening, unless otherwise noted.  The attached terms and conditions apply to any subsequent award. 

REQUEST FOR BID


THIS IS NOT AN ORDER
Bids MUST be in this office no later than

     November 14, 2006 3:00 PM 

BIDDER (Name and Address)

     



Name (Contact for further information)

Mark  Blank    mark.blank@etf.state.wi.us


Phone

608-266-8989
Date

October 17, 2006


Quote Price and Delivery FOB

Per specifications 


 FORMCHECKBOX 
 Fax bids are accepted

XX FORMCHECKBOX 
 Fax bids are not accepted

Item

No.
Quantity

and Unit
Description
Price

Per Unit
Total







     
     
     ELECTRONIC PRINTING AND MAIL SERVICES
     
     

     
     
     
     
     

     
     
     RFB  ETG0001, WILL BE POSTED ON THE 
     
     

     
     
     ETF WEB SITE http://etfextranet.it.state.wi.us/
         and will not be mailed.
     
     

     
     
     Previous Bid ETD0001 is posted at the same location.
     
     

     
     
     .
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

Payment Terms       
Delivery Time       

 FORMCHECKBOX 

We claim minority bidder preference [Wis. Stats. s. 16.75(3m)].  Under Wisconsin Statutes, a 5% preference may be granted to CERTIFIED Minority Business Enterprises.  Bidder must be certified by the Wisconsin Department of Commerce.  If you have questions concerning the certification process, contact the Wisconsin Department of Commerce, 5th Floor, 201 W. Washington Ave., Madison, Wisconsin  53702, (608) 267-9550.  Does Not Apply to Printing Bids.

 FORMCHECKBOX 

We are a work center certified under Wis. Stats. s. 16.752 employing persons with severe disabilities.  Questions concerning the certification process should be addressed to the Work Center Program, State Bureau of Procurement, 6th Floor, 101 E. Wilson St., Madison, Wisconsin  53702, (608) 266-2605.

Wis. Stats. s. 16.754 directs the state to purchase materials which are manufactured to the greatest extent in the United States when all other factors are substantially equal.  Materials covered in our bid were manufactured in whole or in substantial part within the United States, or the majority of the component parts thereof were manufactured in whole or in substantial part in the United States.


 FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No            FORMCHECKBOX 
 Unknown

In signing this bid we also certify that we have not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition; that no attempt has been made to induce any other person or firm to submit or not to submit a bid; that this bid has been independently arrived at without collusion with any other bidder, competitor or potential competitor; that this bid has not been knowingly disclosed prior to the opening of bids to any other bidder or competitor; that the above statement is accurate under penalty of perjury.

We will comply with all terms, conditions and specifications required by the state in this Request for Bid and all terms of our bid.

Name of Authorized Company Representative (Type or Print)

     
Title

     
Phone
(       )      



Fax  
(       )      

Signature of Above


Date

     
Federal Employer Identification No.

     
Social Security No. if Sole

Proprietor (Voluntary)




     

This form can be made available in accessible formats upon request to qualified individuals with disabilities.
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Scope

The State of Wisconsin’s Department of Employee Trust Funds (ETF) requests bids for electronic print-to-mail services at one location for the Wisconsin Retirement System. Approximately 385,000 Statement of Benefits (SOB) are printed, folded, multiple forms inserted (variable by SOB), and mailed each year in April.  Changes will occur each year with the SOB production processes, and programming must be completed to accommodate these changes.  Testing of the SOB design and printing production processing will be required prior to the production of the annual statements. Also, on an ad-hoc daily basis, duplicate statements must be produced.

In addition, miscellaneous print-to-mail services such as ETF Board Election Ballots may be contracted for at the rates quoted on Attachment 4 Cost Work Sheet 
Documents related to bid ETG0001 can be viewed at: http://etfextranet.it.state.wi.us/

Attachment 1- Department Of Employee Trust Funds Logo

Attachment 2 - Designation of Confidential and Proprietary Information DOA – 3027 (R01/98)

Attachment 3 - Vendor Information DOA – 3477 (R05/98) and Vendor Reference DOA‑3478 (R12/96)

Attachment 4 - Cost Worksheet xls file

Attachment 5 - Format Specifications 

Attachment 6 - Statement of Benefit (SOB) Forms (separate document) http://etfextranet.it.state.wi.us/

Attachment 7 - Standard Terms and Conditions for State of Wisconsin Printing DOA – 3604 (01/02) and Supplement to Standards Terms and Conditions.  DOA – 3681 (R01/01)

Attachment 8 – Data Sheet Wage Information. DOA-3543 (R10/2001)

Attachment 9 – Special Packaging Instructions  for UW Madison Campus

1.0 GENERAL INFORMATION

1.1 Introduction and background


The purpose of this document is to provide interested parties with information to enable them to prepare and submit a bid for providing the State of Wisconsin’s Department of Employee Trust Funds (ETF) printing, folding, inserting, and mailing services at one location for the Wisconsin Retirement System.  Approximately, 385,000 electronically generated Statement of Benefits (SOB) are printed and mailed each year in April.  Duplicate statements must be produced on a daily basis after the annual processing.  Changes will occur each year with the SOB production processes, and programming must be completed to accommodate these changes.  Testing of the SOB design and printing production processing will be required prior to the production of the annual statements. 

In addition, miscellaneous print-to-mail services such as ETF Board Election Ballots may be contracted for at the rates quoted on Attachment 4 Cost Work Sheet. 

1.2 The ETF Responsibilities

ETF will:

(1)
Perform all tasks, responsibilities and services identified in this RFB.

(2)
Provide an electronic file on compact disc (CD) from which variable information will be extracted and printed by the vendor. 

(3)
Provide all inserts and mailing envelopes prior to statement production and CD delivery.

(4)
Provide ETF’s permit account for 1st class postage.

(5)
Provide three sets of mailing labels with current addresses for mailing boxes of statements to the active employers.

(6) Provide a list of state agency employer numbers for statements that will be mailed to employers and a list of state employer numbers where the statements will be returned to ETF’s designated mail area.

(7) Reimburse actual First Class postage charges.

(8) Provide # 10  2-window envelopes with “Address Service Requested” printed and permit indicia.  The windows will be positioned on the left side to fit the specifications in section 5.0.  Actives: 265,000 without permit indicia; Inactives: 115,000 with permit indicia; and Alternate Payee: 4,000 with permit indicia.

(9) Provide: 

ET-7333 Explanation form for actives and inactives, 11 x 17 inch sheet, folded to 8½ x 3½ inches.

ET-4927 Explanation form for alternate payee, 11 x 17 inch sheet, folded 8½ x 3½ inches.

ET‑2802 Name/Address Correction Notice, 8½ x 5½  inch sheet.folded to 8 ½  x 2 ¾ inches.

(10) Identify a vendor contact in the Office of Trust Finance and Data Analysis.

1.3 Procuring and contracting agency

This RFB is issued by ETF, which is the sole point of contact for the State of Wisconsin during the selection process.  The person responsible for managing the procurement process is Mark Blank, purchasing officer.  (email preferred.)

Express delivery: 
Mail delivery: 

Mark Blank, Purchasing Officer

ETG0001

Department of Employee Trust Funds

801 W. Badger Road

Madison, WI 53702-0011

608-266-8989 Voice

608-267-0633 Fax

608-267-0676 TTY

mark.blank@etf.state.wi.us  E-mail
Mark Blank, Purchasing Officer

ETG0001

Department of Employee Trust Funds

PO Box 7931

Madison, WI 53707-7931

608-266-8989 Voice

608-267-0633 Fax

608-267-0676 TTY

mark.blank@etf.state.wi.us


1.4 Definitions



The following definitions are used throughout the RFB.



The ETF/ department means the State of Wisconsin Department of Employee Trust Funds.



Bidder/vendor/proposer means a firm submitting a bid in response to this RFB.



State means State of Wisconsin.

System means appropriate Wisconsin Retirement System account.

Page means single piece of 8.5 by 11-inch sheet of paper. May have one (1) or two (2) images per page/form.

Image means combination of fixed and variable data printed on one side of a 8.5 by 11-inch sheet of paper. A page may have one (1) or two (2) images per specifications.

1.5 Clarification of the specifications and requirements

Any questions concerning this RFB must be submitted in writing by e‑mail on or before the date in Section 1.8 to the purchasing officer identified in section 1.3.

Vendors are expected to raise any questions they have concerning the RFB at this point in the RFB process.  If a vendor discovers any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFB, the vendor should immediately notify the above named individual of such error and request modification or clarification of this RFB document.

In the event that it becomes necessary to provide additional clarifying data or information, or to revise any part of this RFB, supplements or revisions will be posted to the web page.

 http://etfextranet.it.state.wi.us/
1.6 Vendor conference

A vendor conference will not be held.

Written questions received by the deadline in section 1.8 will be posted to the web  page. 

http://etfextranet.it.state.wi.us/
Only written responses will bind ETF.  ETF will prepare written responses to all questions by the deadline identified in section 1.8.

1.7 Reasonable accommodations

ETF will provide reasonable accommodation, including the provision of informational material in an alternative format, for qualified individuals with disabilities upon request. Contact the purchasing officer identified in section 1.3.

1.8 Calendar of events

Listed below are important dates and times by which actions related to this RFB must be completed.  In the event that ETF finds it necessary to change any of these dates and times, it will do so by issuing a supplement to this RFB.

DATE

EVENT

October 17, 2006

Issue RFB

October 30, 2006

Written questions due

November 1, 2006

Post replies to Web Page

November 14, 2006

Bids due from vendors no later than 3:00 PM 

December 7, 2006 (est.) 

Contract Start Date

1.9
Contract Period

This contract covers a twelve-(12) month period.  The contract price charts will remain unchanged during this twelve-month period.

1.10
Extension of Contract

If mutually agreeable to the contractor and the State, the contract may be extended for two (2) additional twelve (12) month periods.   Rates and conditions must remain unchanged during any extension period unless a bid rate and paper price adjustment is requested and approved.  

1.11
Wage Rate Adjustments

Contract adjustments are allowed at a contract extension date. One half of one percentage of change in the average wage rate may be applied to the contract.  Allowable adjustments are effective at the extension date of the contract and do not apply to orders written before the effective date of change.  The contractor must submit a current wage statement with any request for adjustment and must supply more wage information if requested.  See the Data Sheet—Wage Information form (DOA-3543) for complete information. Attachment 8

1.12
VendorNet

The state has implemented a registration service, called VendorNet, for placing vendors on the state’s bidder list. To obtain information on the state’s bidder registration, please visit the VendorNet Web site at http://vendornet.state.wi.us or call the VendorNet Information Center (1-800-482-7813).  In the Madison area, please call 264-7897 or 264-7898.

1.13
Minority Business

The state of Wisconsin is committed to the promotion of minority business in the state’s purchasing program and a goal of 5% of its total purchasing dollars with certified minority businesses.  Authority for this program is found in ss. 15.107(2), 16.75(4), 16.75(5) and 560.036(2), Wisconsin Statues. Does Not Apply to Printing Bids. The contracting agency is committed to the promotion of minority business in the state’s purchasing program. 

2.0 PREPARING AND SUBMITTING A BID

2.1 General instructions

The evaluation and selection of a vendor will be based on the information submitted in the bid plus references, oral presentations and requested clarifications by ETF.  Failure to respond to each requirement in this RFB may be the basis for rejecting a response.  Elaborate bids (e.g. expensive artwork) beyond that sufficient to present a complete and effective bid, are not necessary or desired.

2.2 Incurring costs

The ETF or the State of Wisconsin is not liable for any cost incurred by bidders in replying to this RFB.

2.3 Submitting the bid



Vendors must submit an original and three (3) paper copies of the bid by the date and time in section 1.8 to the address in section 1.3, and one original of Attachment 4, the Cost Worksheet.



Bids must be time-stamped by ETF by the stated time or they will not be accepted.  For purposes of this RFB, receipt of a bid by the state mail system does not constitute receipt of a bid by the ETF.  Hand-delivered bids will be accepted and date stamped by ETF’s  Supply and Mail Services accessed through the delivery dock. 



All bids must be packaged, sealed, and show the following information on the outside of the package:




-
Vendor's Name and Address




-
Request for Bid Title




-
Request for Bid Number




-
Bid Due Date

2.4 Bid Organization and Format



Bids should be typed and submitted on 8.5 by 11-inch paper and bound securely. Bidders should display each requirement immediately preceding the response to that requirement for tabs 3 through 6..




Vendors responding to this RFB must comply with the following format requirements:

(a)
Tab 1 - COVER LETTER/VENDOR CERTIFICATIONS:  Include here any cover letter with the bid and those certifications required for submittal of a bid.  Bids submitted in response to this RFB must be signed by the person in the vendor's organization who is responsible for the decision as to the prices being offered in the bid or by a person who has been authorized in writing to act as agent for the person responsible for the decision on prices. Each bid shall stipulate that it is predicated upon the terms and conditions of this RFB and any subsequent supplements or revisions.


By submitting a signed bid (DOA-3070), the vendor's signatories certify that in connection with this procurement:  (a) the vendor's organization or an agent of the vendor's organization has arrived at the prices in its bid without consultation, communication or agreement with any other respondent or with any competitor for the purpose of restricting competition, (b) the prices quoted in the bid have not been knowingly disclosed by the vendor's organization or by any agent of the vendor's organization and will not be knowingly disclosed by same, directly or indirectly, to any other respondent or to any competitor, and (c) no attempt has been made or will be made by the vendor's organization or by any agent of the vendor's organization to induce any other person or firm to submit or not to submit a bid for the purpose of restricting competition.

(b) Tab 2 - SIGNED STATE AGREEMENTS:  Include here the signed copy of Attachment 2 - Designation of Confidential and Proprietary Information, Attachment 3 - Vendor Information and Vendor Reference. Attachment 8 Data Wage Sheet DOA-3543.

(c)
Tab 3 - RESPONSE TO SECTION 4.0 GENERAL BID REQUIREMENTS:  Provide a point-by-point response to each and every general bid requirement specified in this RFB.  Responses to general bid requirements must be in the same sequence and numbered as they appear in this RFB.  Provide a succinct explanation of how each requirement is addressed.

(d) Tab 4 - RESPONSE TO SECTION 5.0 TECHNICAL REQUIREMENTS: Provide a point-by-point response to each and every technical requirement specified in this RFB.  Responses to technical requirements must be in the same sequence and numbered as they appear in this RFB.  Provide a succinct explanation of how each requirement is addressed.

(e) Tab 5 - RESPONSE TO SECTION 6.0 IMPLEMENTATION TIMELINE: Provide a point-by-point response to each and every implementation timeline requirement specified in this RFB.  Responses to implementation timeline requirements must be in the same sequence and numbered as they appear in this RFB.  Provide a succinct explanation of how each requirement is addressed

(f) Tab 6 - RESPONSE TO SECTIONS 7.0 PERFORMANCE STANDARD and 8.0 PAYMENT INFORMATION AND SCHEDULE.  Provide a point-by-point response to each and every requirement specified in section 7.0 and 8.0 this RFB.  Responses to requirements must be in the same sequence and numbered as they appear in this RFB.  Provide a succinct explanation of how each requirement is addressed

(g)
COST INFORMATION:  Provide cost information on the Cost Worksheet in Attachment 4. 
3.0 BID SELECTION AND AWARD PROCESS

3.1 Bid review



The bids will  be reviewed to determine if mandatory requirements identified in section 4.0 in this RFB are met or not. Failure to meet mandatory requirements may result in the bid being rejected.

3.2 Method of Award

This bid will be awarded to the lowest responsible bidder who meets the specifications and equipment requirements, or whatever is in the best interest of the State.  Verification of responsibility will include contacting references, requesting reports of vendor’s financial stability, and reviewing results of past awards to the vendor by the State of Wisconsin in terms of quality of work and timeliness of delivery. This contract will not be awarded to a broker.

Awards will be made to the "lowest responsible bidder(s)."  “Responsibility” is determined at the time bids are evaluated, using criteria which may include:  an assessment of whether the bidder will be able to meet the specifications of the RFB based upon, among other things, the management summary under 4.2, organization capabilities under 4.3, previous performance, equipment available and operable in the bidder's plant to satisfactorily handle the type and volume of work being bid; production, technical, and supervisory personnel; experience in type of work bid; location of the plant as related to cost of paper stock shipment; delivery of proofs; extra time required for delivery, and ease of communication with printer.

Authorized state representatives are to have reasonable access to the plant(s) of contractors and bidders during regular hours of operation.  Prior to award, State personnel also may review the plant and equipment of the successful bidder.

4.0 GENERAL BID REQUIREMENTS


Vendors must respond to the general bid requirements in this section in accordance with the instructions given in section 2.0.

4.1 Mandatory Requirements




The following general requirements are mandatory and must be complied with and responded to:



Section 2.0

Section 8.0



Section 4.0

Section 9.0



Section 5.0



Section 6.0



Section 7.0

4.2 Management summary 

Provide a narrative summary of the bid being submitted and how the bidder intends to meet the RFB specifications.  This summary should identify all product(s) and/or service(s) that are part of the bid.

Limit your response to this item to no more than one page.

4.3 Organization capabilities

Describe experience and capabilities in providing similar services to those contained in this RFB.  Response should identify projects, project key staff information, including any subcontractor(s), information technology environment, dates, scope of project and results.

Limit your response to this item to no more than one page.

4.4 Vendor references


Selected organizations may be contacted to determine the quality of work performed and personnel assigned to the project.  The results of the reference check will be provided to reviewers and used in scoring the written bid.

Use the Vendor Reference sheet in Attachment 3 to provide at least three (3) references.  Each reference must identify the vendor and any subcontractor(s) as completing a similar printing and mailing function.  

4.5
Subcontracting

No subletting will be allowed on this contract. All work described in this RFB will be performed within the contractors plant.

5.0 TECHNICAL REQUIREMENTS


Vendors must respond to the technical requirements in this section in accordance with the instructions given in section 2 of this RFB.

The proposed vendor must be able to perform the services according to the requirements contained in this RFB.  All resources necessary are to be provided by the bidder and included on the cost worksheet in Attachment 4 of this RFB.

5.1 Evidence of Quality

All bidders must supply samples, one of each size listed in this bid document.  All samples supplied by the bidder must have been produced in the bidder’s plant on the bidder’s own equipment during the six months prior to submission of the bid.  These samples will be used to evaluate the bidders.  Bids submitted without samples may be rejected.

The bidder will :

5.2 For all SOB’s the bidder will:

5.2.1 Extract, print, fold, insert forms, and mail the annual SOB’s and provide the ETF with all daily reprints requested.  The annual SOB’s are divided into separate groups with variable number of inserts and must be processed in the groups indicated by ETF. Groups include but are not limited to:

(1)

Active statements in Employer Identification Number (EIN) 
order within a sort group with special sorting instructions. 

(2) 
Inactive statements in zip code presort order.

(3)
Alternate Payee statements in zip code presort order.

(4) Actives and Inactives without mailing addresses combined in Social Security Number order.

5.2.2 Store inserts and envelopes.  New inserts as identified by ETF may be added to this list. Current inserts identified are: section 1.2 (9)

Form                                           Quantity

ET-7333                                      400,000

ET-2802                                      130,000

ET-4927                                          4,000

5.2.3

Fold all SOB’s.  Fold can be a double or triple fold.  Indicate type of fold and associated price on the Cost Worksheet form in Attachment 4.  Provide a sample fold with the bid.

5.2.3 Insert  the SOB and the following forms into a standard #10 2-window envelope with the return address, employer number/SOB Code, participant name, and address in the windows. Forms/inserts must fit in the envelope behind the SOB. 

ET‑7333
  Explanation form for actives and inactives, 11 x 17 inch sheet, folded to 8½ x 3½  inches.


ET‑4927  Explanation form for alternate payee, 11 x 17 inch sheet, folded to 8½ x 3½  inches.


ET 2802 – Name/Address Correction Notice, 8½ x 5 ½  inch sheet, folded to 8 ½ x 2 ¾.  

5.2.5
Maintain sort order for all SOB’s throughout the entire process for all groups as specified by the ETF.

5.2.6
Provide USPS (section 5.4.4) postage statement for the documented actual costs for first class postage. 

5.2.7
Annual statements must be printed and distributed within ETF’s timeline, usually a two to three week period, after receiving ETF CD file. See section 6.0

5.3
Active participant SOB.  Volume:  265,000 Insert:  ET-7333

The bidder will:

5.3.1
Tie/band active SOB's for each employer and package in exact order supplied on the CD ROM to ensure delivery to employers without breakage or mixing of statements. 
Print active participant SOB’s by employer identification number within the following sort groups:

SOB Code and/or

Address by zip code and/or

Alpha by employee.


Active participants volume is estimated to be 265,000.

ETF will provide the vendor with a paper copy of the sort listings.

5.3.2
Box and identify the SOB’s by employer identification number. 

5.3.3
Include a copy of an employer bulletin, provided by ETF, in the first box for each employer.

5.3.4.
Mail SOB by school district, local 
employers, and the University of Wisconsin.  Some SOB’s will be delivered to the University of Wisconsin – Madison campus, specifications in  attachment 9. The SOB’s are to be mailed via US Post Office.

5.3.5
Return to the ETF annual SOB for state agencies for delivery or to ETF’s designated agent except for approximately six state agencies identified at processing time, which should be sent, via US Postal Service.

5.4
Inactive participant SOB.  Volume:  115,000 Insert:  ET-7333 and ET-2802

The bidder will:

5.4.1
Process all annual inactive SOB’s and mail them 1st class 
permit via ETF's permit account using #10 2-window envelopes with ETF's permit indicia.

5.4.2
Ensure the lowest available postal rates via in-house postal processing.

5.4.3
Submit inactive annual SOB’s in zip code pre‑sort order and must be printed, folded, inserted, and trayed in this order to qualify for permit mailing.

5.4.4
Deliver SOB’s to the US Post Office with a completed "Statement of Mailing with Permit Imprints” form (PS form 3600‑R).  Then, forward a copy of the postal statement form to the vendor contact within Office of Trust Finance and Data Analysis at ETF after delivery to US Post Office.

5.3 Alternate Payee participant SOB.  Volume:  4,000 Insert:  ET-4927 and ET-2802

The bidder will:

5.5.1
Process all annual alternate payee SOB’s and mail them 1st class 
permit via the ETF's permit account using #10 2-window envelopes with the ETF's permit indicia.

5.5.2
Ensure the lowest available postal rates via in-house postal processing.

5.5.3
Submit alternate payee annual SOB’s in zip code pre‑sort order and must be printed, folded, inserted, and trayed in this order to qualify for permit mailing.

5.5.4
Deliver SOB’s to the US Post Office with a completed "Statement of Mailing with Permit Imprints” form (PS form 3600‑R).  Then, forward a copy of the postal statement form to the Vendor Contact within Office of Trust Finance and Data Analysis at ETF after delivery to US Post Office.

5.4 Printing Specifications for Annual SOB’s for Active and Inactive Participants.

The bidder will:

5.6.1
Produce a two-sided form, 8.5 by 11-inch sheet of paper, on all SOB’s i.e, two (2) images per form. 
5.6.2
Update all fixed fields containing dates each year.

5.6.3
Front Page of the Form: Produce the header area of the document using the following specifications:

5.6.3.1
The header must be printed in bold letters.  Refer to the example in Attachment 6.

5.6.3.2
The appropriate statement date must be printed on the form.

5.6.3.3
The ETF logo (refer to Attachment 1) must be printed on center top portion of the SOB 

5.6.3.4
The statement relating to time limits on correction/appeal should be located on the right side across from the mailing address.  Print the following statement:

“Review carefully.  The amounts shown reflect our records as of 1/1/2007 and may be subject to corrections. Strict time limits apply to corrections or appeals concerning WRS accounts, service history, earnings, contributions and other records.  Keep this document with your important personal records.”
5.6.3.5

Allow four lines for the return address and enclosed it in a box as shown in the example in Attachment 6. 

5.6.3.6
Allow five lines for the employer number/SOB Code, employee name

and employee address and enclosed this information in a box as shown in Attachment 6.

5.6.3.7
The boxed address information in 5.6.3.5 and 5.6.3.6 must be printed so it will appear in a #10 2-window envelope.  Use one pel thickness box line or the thinnest line possible.  Any print in the header portion can not overlay other print on the SOB.

5.6.3.8
Print employee’s social security number (SSN) and date of birth in 

the top right hand side of the shaded border.  Only the last four digits of the employee’s SSN must be printed.

5.5 Produce the body of the SOB for active and inactive participants.

Refer to the examples in Attachment 6.  “Form 1”
The bidder will:

5.7.1
Separate the boxed information into three main header areas: "ACCOUNT INFORMATION", RETIREMENT ACCOUNT INFORMATION” and "RETIREMENT BENEFIT PROJECTIONS”.  The print for these headers should be centered, bolded, and the largest size print on the SOB.

5.7.2
Ensure printing of all titles in all sections are constant and must be centered and in bold print. 

5.7.3
Print Box 1 (total of 10 lines): 

· Print “1” bold/centered within box 1, shaded border.

· Print the title “2006 Earnings and Service”.

· The two-sentence explanation is constant and is below the title in the same size print as in the example. 

· Subtitles should be underlined, bolded, and spaced as in the example.  Print the following subtitles:  “Category, Year, Earnings and Years of Service.”

· Multiple lines should be allocated for information that will be printed under the subtitles.  This information is variable by SOB.  Under the subtitle “Category”, the variable information should be left justified.  Under the subtitles “Year” and “Years of Service”, the variable information should be centered.  Under the subtitle “Earnings”, the variable information should be right justified.  “Years of Service” and “Earnings” data should be aligned by decimal points.

5.7.4
Print Box 2 (total of 18 lines): 

· Print “2” bold/centered within box 2, shaded border.

· Print the title: “Years of Creditable Service as of 01/01/2007:” in bold and centered in the box.

· Subtitles should be underlined and bolded and spaced as in the example in Attachment 6.

· Multiple lines should be allocated for information that will be printed under the subtitles.  This information is variable by SOB.  Under the subtitle “Category”, the information must be left justified and capitalized. The information under subtitles  “Before 2000”, “After 1999”, “Total Service” must be centered and the number should have two decimal points.  The decimal points must be aligned.

· Indent and print in bold, “Total Years of Creditable Service.” Print under subtitles “Before 2000,” “After 1999,” “Total Service,” number with two decimal points. Box each number under the subtitle.

· Multiple lines should be allocated for information that will be printed under the indented “Total Years of Creditable Service “.  This information is variable by SOB. 
5.7.5
Print Box 3 (total of 12 lines):

· Print “3” bold and centered within box 3, shaded border. 

· Print the title: “Employee Required Contributions” in bold, centered in the box.

· Print the title “Core:”.  The percentage will be variable.  This information is produced from the information on the CD provided by ETF.  Refer to the example in Attachment 6. 

· Print the title “Variable:” and the percentage will be variable or N/A.  This information is produced from the information on the CD provided by ETF. 

· Print the following subtitles:  “Core”, “Variable” and “Total”.  The subtitles will be underlined, bolded and spaced as in the example in Attachment 6.

· Print:  “1/1/2007 Balance”. (Left-justified).

· Print “2006 Interest” (Left-justified).

· Print “2006 Contributions”. (Left-justified).

· Print “Adjustment”. (Left-justified).

· Print “1/1/2007 Balance” (Left-justified).

· The information under the subtitles should be centered and aligned by decimal points.  This information is variable by SOB.  Refer to the example in Attachment 6.

· Print “Non-taxable portion of employee contributions (Investment in Contract):” followed by a dotted line as shown in the example in Attachment 6.  Print the dollar and cents amount,  enclosed in a box, under subtitle “Total”.  This information is variable by SOB.

5.7.6
Print Box 4 (total of 10 lines):

· Print “4” bold and centered within box 4, shaded border.

· Print the title “Additional Contributions” in bold, centered in the box:

· Print the title “Core:” The percentage will be variable.  This information is produced from the information on the CD provided by ETF.  Refer to the example in Attachment 6. 

· Print:  “Employee Additional”, “Tax-Deferred” and “Employer Additional/LTDI”.  The information should be bold and spaced as in the example in Attachment 6.

· Print the title “Variable:”  The percentage will be variable or N/A.  This information is produced from the information on the CD provided by ETF. 

· Print sub-subtitles:  “Core”, “Variable”,  “Core”, “Variable”, “Core” and “Variable” under the subtitles.  This information should be underlined and bolded.  The spacing is as shown in the example in Attachment 6.

· Print:  “1/1/2007 Balance”. (Left-justified).

· Print “2006 Interest” (Left-justified).

· Print “2006 Contributions”. (Left-justified).

· Print “Adjustment”. (Left-justified).

· Print “1/1/2007 Balance”. (Left-justified)

· The information under the sub-subtitles should be centered and aligned by decimal points.  This information is variable by SOB.  Refer to the example in Attachment 6.

· Print “Non-taxable portion of employee contributions (Investment in Contract):” followed by a dotted line as shown in the example in Attachment 6.  Print the dollar and cents amount, enclosed in a box.  This information is variable by SOB.

5.7.7
Print a shaded box surrounding information in boxes 1-4.  Refer to example in Attachment 6.

5.7.8
Bottom of Page.  Print:  “ET-7365” in the lower left hand corner of the page and print “CONTINUED ON BACK” in large font and bold followed by an arrow, in the lower right hand corner of the shaded border of the SOB.  Refer to example in Attachment 6.

5.7.9
Bottom of Page:  Print under the shaded border “The enclosed explanation form is important for understanding your Statement of Benefits.  Please retain it with your statement”.  Refer to example in Attachment 6.

5.7.10
Back Page of  Form:  Print the header “RETIREMENT ACCOUNT INFORMATION." The print for these headers should be centered, bolded, and the largest size print on the SOB.

5.7.11
Print Box 5 (Total of 7 lines).  

· Print “5” bold and centered within box 5, shaded border.

· Print “Primary Beneficiary Designation(s) for WRS Required Account” title is constant and must be bold print and centered.

· The information in this box is variable.  Names may be printed with a percentage or a message may appear. Each name could be up to 42 characters.  Six is the maximum number of names and percentages to be printed.  These names and percentages will be a table of a maximum of three lines with two names and two percentages on each line as applicable. Maximum length of the message is 3 lines.  Refer to examples in Attachment 6.

5.7.12
Print Box 6 (Total of 5 lines).  

· Print “6” bold and centered within box 6, shaded border.

· Print “Separation Benefit,” must be bold print and centered.

· Print the appropriate message.  The message should be left justified and may contain dollars and cents.  Refer to example in Attachment 6.

5.7.13
Print Box 7 (Total of 10 lines):

· Print “7” bold and centered within box 7, shaded border.

· Print “Death Benefit,” must be bold print and centered.

· Print subtitles “Active” “OR” and “Inactive,” in bold and “Active “ and “Inactive” must be underlined. 
· Print subtitles “Required Contributions:,” “Additional Contributions:” and “Total:”.  The titles should be spaced as in the example in Attachment 6.

· The information will be variable by SOB.  Under each subtitle will be dollars and cents that should be centered and aligned by decimal points.   Totals must be separated by lines indicating mathematical computation.  Refer to example in Attachment 6.

· Print “Active” in bold. Continue with (not in bold print), “death benefits is the amount payable if you die while employed in a position covered under the WRS.”

· Print “Inactive” in bold, continue with (not in bold), “death benefit is the amount payable if you die while not employed in a position covered under the WRS.”

5.7.14
Print Box 8 (Total of 9 lines):  

· Print “8” bold and centered within box 8, shaded border.

· Print “Formula Benefit Data” is constant and must be bold print and centered.

· Print subtitles “Three Highest Years of Earning as of 1/1/2007” and “Variable Excess / Deficiency”.  The subtitles should  be underlined and bolded.

· Under the subtitle, “Three Highest Years of Earning as of 1/1/2007”, print sub-subtitles, “Year”, “Earnings”, “Service”.  The subtitles should be underlined and bolded.

· Under the sub-subtitle, “Year” there will be variable information by SOB and should be left justified.  The year may be 4 digits or 4 digits and a dash and two digits.

· Under the sub-subtitle, “Earnings” the information will be variable by SOB and should be centered and aligned by decimal points under the sub-subtitle.  

· Under the sub-subtitle, “Service” the information will be variable by SOB and should be centered and aligned by decimal points under the sub-subtitle.  Information is numeric with two places after the decimal point.

· Under the subtitle, “Variable Excess/Deficiency”:.

· Print “Employee” left justified by subtitle and dollar and cents aligned by decimal points.  This information is variable by SOB.

· Print “Employer” left justified by subtitle and the dollars and cents aligned by decimal points.  This information is variable.

· Print “Total” left justified by subtitle and the dollar and cents aligned by decimal points.  This information is variable.

5.7.15
Print Box 9 (Total of 9 lines):

· Print “9” bold and centered within box 9, shaded border.


· Print “Money Purchase Balance” title, should be in bold print and centered.

· Print “Total required employee and matching employer contributions including interest” should be centered under the title.  Print size as in example in Attachment 6.

· Print subtitles, ”Core”, “Variable”, and “Total”.  The subtitles should be underlined and bolded and space as in the example in Attachment 6.

· Print “Employee Required Contribution” and should be left justified.

· Print “Matching Employer Contributions” and should be left justified.

· Print, “Total:” and should be left justified and indented five spaces.

· Information under the sub-titles will be variable by SOB. 
5.7.16
Print a shaded box around boxes 5-9.

5.7.17
Print Box 10.  (Total of 31 lines): 

· Print “10” bold and centered within box 10, shaded border.

· Header.  Print “RETIREMENT BENEFIT PROJECTIONS”.  The header is constant and must be bold print and centered in shaded area.

· The information in paragraphs 1 and 2 is constant and should be printed as in the example in Attachment 6.

· Third paragraph is variable by SOB.  If information is available, it should print as in example in Attachment 6.  The underline is a constant.

· “Monthly Money Purchase Benefit” and “Monthly Formula Benefit” information are variable.  

· Footnote with an asterisk (*) is variable.

· The information in the last paragraph is constant and should be printed as in the example in Attachment 6.

5.7.18
Print shaded box around Box 10.

5.8
Produce the Alternate Payee SOB. 

Refer to the examples in Attachment 6, “Form 2” 

The bidder will:

5.8.1
Print “ALTERNATE PAYEE” on last line of the SOB heading.  

5.8.2
Follow print instructions in section 5.6, except for:

Back of the Form:

1. Box 5:  Print “Automated recording of beneficiary designations began in 1988.  If you submitted a designation prior to that time, it is not displayed; however a record of that designation is in your file.  If you never filed a designation, standard sequence applies.” under the sub-title.  See example in Attachment 6. 

2. Box 7:

Print subtitles “Required Contributions”, “Additional Contributions”, and “Total Contributions”, underlined, in bold print, and centered  under printed header.    See example in Attachment 6.

The information will be variable by SOB.  Under each subtitle will be dollars and cents that should be centered and aligned by decimal points. 

3. Box 10: Replace “Monthly Money Purchase Benefit” and “Monthly Formula Benefit” information with the text below:

“We are currently unable to provide benefit projections on annual statements for alternate payees.”

This information is constant and should be left justified.  

5.9
Paper Specifications

The bidder will provide the paper in accordance with these specifications:

Grade:
Premium

Brightness:
96 Minimum

Weight:
201b.

Color:
White

Paper:
8.5 by 11-inch


Recycled 30% PC


Uncoated

5.10 Programming for the Printing of the SOB’s

All programming for the extracting and printing of the SOB's must be included in the base bid.  Any additional programming costs will be at the hourly rate on the bid cost sheet prior to beginning work.

The ETF will supply the selected vendor with blank form templates of the front and backsides of the Statement of Benefits reports.  This shows the fixed text and graphics on the Statement of Benefits.

A COBOL format file layout (Attachment 5), which shows the length of each data field, the type of each field, the relative position of each field on the record and a COBOL name that identifies each data item.

OGL code module is used for the front of the page form template overlay, and the back of the page form template overlay.  A PPFA code module is used for the FormDef/PageDef which merges the form overlays with the mapping of the data fields. Source code is converted to AFP object code modules for use in job JCL.

ISIS was the AFP development tool used to create Advanced Function Printing (AFP) and/or OGL code from a GUI interface. The ISIS software is release 6.0, specifically for IBM. (Not compatible with Xerox version)

The vendor must be able to select information from the records on the file based on the position of the information within the record.

Fonts should be helvetica (san serif).  All of the form definition template text uses proportional font.  All of the numeric data mapped by the page definition uses positional fonts.  Most of the literal data mapped by the page definition uses proportional fonts.  Some data is mixed (numeric and text) which uses positional fonts.

5.11 Test sample

Please refer to sample forms in Attachment 6.  The selected vendor must meet the specifications listed in this RFB. A test run must be provided within one-week notice to the selected vendor. The ETF will provide a CD ROM containing a non‑compressed or zipped test file of sample data. The print file will contain a 913 byte string of data. The file will also have a six record set for printing each Statement of Benefit. Records one through three are for data on the front side page and records four through six are for the backside on the page. All records must have an asterisk in the last position (currently 913) to prevent creation of a variable length record. 

The selected vendor will produce and deliver the following sample statements for the ETF’s review and approval prior to the generation of the annual SOB’s:

100 active SOB’s, 50 inactive SOB’s and 20 alternate payee SOB’s.  The SOB’s should clearly show how the final SOB’s will appear.

The ETF will approve the test run within one week of receipt of test sample.

6.0 IMPLEMENTATION Timeline

The ETF and vendor tasks and responsibilities shall be completed according to the following schedule:

Process
Completion Date

Vendor Programming SOB’s
January 3, 2007

Vendor and the ETF Preliminary User Test
January 15, 2007

Vendor Meets with the ETF for Final Changes
January 30, 2007

Vendor and the ETF Final User Test
February 12, 2007

Vendor Receives and Stores SOB Forms
April 3, 2007

Vendor Receives Files and Verifies Statement Counts
April 4, 2007

Vendor Prints Production Sample SOB’s for the ETF Review and Approval
April 6, 2007

Vendor and the ETF Meet for Processing and Mailing Details
April 9, 2007

Vendor Prints and Mails All School Districts SOB’s
April 10, 2007

Vendor Prints and Mails All Local Employers and State Employers
April 16, 2007

Vendor Prints and Mails All Inactive and QDRO SOB’s
April 19, 2007

Vendor Return Extra Forms and Envelopes to the ETF
May 7, 2007

Vendor Prepares to Print Duplicate SOB’s on a Weekly Basis
May 01, 2007

Vendor and the ETF Meet for Post Production Meeting
May 14, 2007

Note:
If the selected vendor can expedite the processing of the SOB’s that would be acceptable.

7.0 performance standards

The vendor will:

7.1 Deliver to ETF’s vendor contact a confirmation report within three calendar days after all the annual statements have been sent out or mailed, indicating SOB groups and exact quantities processed and mailed plus any status reports from the United States Postal Service on any residual mail ( i.e. missing zip codes, wrong zip codes, address programs, etc.)

7.2 Provide ETF (via fax ) the up-to-date listing of employers that were mailed the prior day by 8:00 a.m. the following morning.

7.3 Deliver to ETF the remaining inserts and envelopes within two weeks after the annual process are completed.

7.4 Be able to store three gigabytes of data. 
7.5 Produce duplicate statements daily.  The average for the first month is about 50 to 100 and after the first month the volume is about 35 SOB’s per week. A list of duplicate SOB’s will be faxed or e-mailed daily to the vendor around 10:00 a.m.  Vendor will search for social security numbers and produce duplicate SOB’s.  The duplicate SOB’s must be printed and delivered to ETF within one business day of the request, no later than 4:00 p.m.  No inserting or mailing will be required for this group.

8.0
PAYMENT INFORMATION AND SCHEDULE

8.1 Invoices must be itemized by categories of expenses actually incurred.

8.2
Invoices must be submitted in triplicate to the following address:

Accounts Payable

Department of Employee Trust Funds

P O Box 7931

Madison, WI  53707-7931

8.3
Approved payment shall be made to the vendor within 30 calendar days of receipt of an acceptable invoice.

9.0 TERMs AND CONDITIONS

The vendor will comply with the following terms and conditions:

9.1.
Administration

(1)
The Vendor Operation Contact of this RFB is:






Department of Employee Trust Funds






Jerry Dietzel, Deputy Controller 






Office of Trust Finance and Data Analysis 






P O Box 7931






Madison, WI  53707-7931






Jerry.dietzel@etf.state.wi.us





(608) 266-1132

(2)
The administrator of this RFB for the vendor shall represent the vendor's interest in the provision of services as outlined in this RFB.

(3)
Any notices required under the terms of this RFB shall be by certified mail, with return receipt requested.

9.2
Evaluation Period

This contract is subject to an initial ninety-(90) day evaluation period.  If at the end of that time, the quality and/or responsiveness of the vendor are unacceptable according to the terms of this bid, the contract will be canceled and awarded to the next lowest responsible bidder or rebid.

9.3
Force Majeure

Neither Party shall be considered in breach of this Agreement for its failure to perform or its delay in the performance of any obligation hereunder, except for the State’s obligations to pay amounts due hereunder, if the performance of such obligation is prevented or delayed by fire, flood, explosion, war, insurrection, embargo, governmental actions or requirements, military authority, act of God, shortages in the marketplace or any other event beyond the reasonable control of that Party.  Contractor and State agree to take prompt reasonable actions to minimize the effects of any such event or circumstances.

9.4 Materials Integrity & Control

The awarded contractor (vendor) agrees to take and maintain all measures necessary to ensure the security of materials used in the development of and work produced or printed under this contract and the materials they are printed on or made from.  The contractor agrees to shred and destroy all waste or excess material used in producing work under this contract or work not accepted by the Department, to prevent their use by another or in any other manner not expressly authorized by the Department.  The contractor agrees that upon failure to fully comply with this paragraph, the contractor shall reimburse the Department any costs incurred by it in recovering materials or work or ensuring against its unauthorized use.  The contractor further agrees to pay the Department the face value, or other value ascribed the work by the Department, for work completed but not delivered or otherwise disposed of or accounted for to the satisfaction of the Department.

9.5
Confidentiality of Employee Records

(1)
As provided by Wis. Stat. § 40.07 and Wis. Admin. Code § ETF10.70 (1), individual personal information in ETF's records (including but not limited to address, social security number, birth date, marital status, earnings, Wisconsin Retirement System (WRS) contributions, WRS interest crediting, beneficiary designations, WRS creditable service and medical information), is not a public record and must be kept confidential.  Confidential information may be disclosed to the vendor under this RFB as the ETF determines as necessary for the proper administration of this RFB, as provided by Wis. Stat. § 40.07 (1) (d) and (3).

(2)
The vendor agrees to maintain the strict confidentiality of individual records supplied to the vendor or its employees under this RFB.

(3)
The vendor agrees not to disclose any information furnished to the vendor or its employee, by ETF including any information derived directly or indirectly from information furnished by ETF to any person or entity of any description who is not a party to this RFB without express, written approval of the Secretary of ETF in advance.

4)
Under no circumstances are participant names, addresses, or other data to be used or made available for any purpose other than specifically provided for in this RFB.

(5)
All media in the possession of the vendor including, but not limited to, CD ROM or diskettes and written documents containing confidential participant information shall be destroyed or turned over to ETF within 60 calendar days of the completion of this RFB.  The vendor shall furnish to  ETF a written certification that all such media have been confidentially destroyed or returned to ETF, unless ETF makes any exceptions to this requirement in writing.

9.6
Termination/Cancellation

Either Party may terminate this Contract at any time with no less than a 30-day written notice of termination.  Failure of the contractor to produce materials according to the conditions of this contract may result in termination.  Some conditions are listed below:

1. Rejection of an order, with reprinting entirely at the Contractor’s expense.

2. Assessment of damages when time does not allow for reprinting.  See Section 11--Remedies and Damages of Standard Terms and Conditions for State of Wisconsin Printing, January 2002.

3. Cancellation of the Contract.

ETF also reserves the right to cancel this Contract for any other breach of its terms, by giving written notice to Contractor of such cancellation and specifying the effective date thereof, at least thirty (30) days before the effective date of such cancellation.  Contractor shall, in the event of such cancellation, be entitled to receive compensation for any work accepted hereunder in accordance with the ETF's order(s). Contractor may also be compensated for partially completed work in the event of such cancellation.  The compensation for such partially completed work shall be no more than the percentage of completion of each work effort or product, as determined in the sole discretion of ETF, times the corresponding payment for completion of such work as set forth in ETF's order(s).

Upon termination/cancellation or other expiration of this Contract, the Contractor shall immediately return to the other all papers, materials, and other properties of the other held by the Contractor for purposes of execution of this Agreement. In addition, each Party shall assist the other Party in the orderly termination of this Agreement and the transfer of all aspects hereof, tangible or intangible, as may be necessary for the orderly, non-disruptive business continuation of each Party.

9.7
News Releases

News releases, information sheets or advertising concerning this contract will not be done without the permission of ETF.


9.8

Standard terms and conditions for State of Wisconsin Printing.  DOA – 3604 (01/02).  Attachment 7.

9.9
Supplement to standards terms and conditions.  DOA – 3681 (R01/01) Attachment 7.
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Attachment 2

RFB #ETG0001

Designation of Confidential and

Proprietary Information

Mandatory

This attachment must be completed with bid
STATE OF WISCONSIN  ETG0001 Attachment 2               
DOA-3027 N(R01/98)
DESIGNATION OF CONFIDENTIAL AND PROPRIETARY INFORMATION

The attached material submitted in response to Bid/Proposal #ETG0001 includes proprietary and confidential information which qualifies as a trade secret, as provided in s. 19.36(5), Wis. Stats., or is otherwise material that can be kept confidential under the Wisconsin Open Records Law.  As such, we ask that certain pages, as indicated below, of this bid/proposal response be treated as confidential material and not be released without our written approval.

Prices always become public information when bids/proposals are opened, and therefore cannot be kept confidential. 

Other information cannot be kept confidential unless it is a trade secret.  Trade secret is defined in s. 134.90(1)(c), Wis. Stats. as follows:  "Trade secret" means information, including a formula, pattern, compilation, program, device, method, technique or process to which all of the following apply: 


1.
The information derives independent economic value, actual or potential, from not being generally known to, and 
not being readily ascertainable by proper means by, other persons who can obtain economic value from its 
disclosure or use.


2.
The information is the subject of efforts to maintain its secrecy that are reasonable under the circumstances.

We request that the following pages not be released
Section
Page #
Topic
IN THE EVENT THE DESIGNATION OF CONFIDENTIALITY OF THIS INFORMATION IS CHALLENGED, THE UNDERSIGNED HEREBY AGREES TO PROVIDE LEGAL COUNSEL OR OTHER NECESSARY ASSISTANCE TO DEFEND THE DESIGNATION OF CONFIDENTIALITY AND AGREES TO HOLD THE STATE HARMLESS FOR ANY COSTS OR DAMAGES ARISING OUT OF THE STATE'S AGREEING TO WITHHOLD THE MATERIALS.

Failure to include this form in the bid/proposal response may mean that all information provided as part of the bid/proposal response will be open to examination and copying.  The state considers other markings of confidential in the bid/proposal document to be insufficient.  The undersigned agrees to hold the state harmless for any damages arising out of the release of any materials unless they are specifically identified above.


Company Name
___________________________________________

Authorized Representative
___________________________________________



Signature

Authorized Representative
___________________________________________




Type or Print

Date
___________________________________________

This document can be made available in accessible formats to qualified individuals with disabilities.

Attachment 3

RFB #ETG0001 

Vendor Information

DOA-3477 (R05/98)

Vendor Reference 

DOA-3478 (R12/96)

Mandatory – 

These attachments must be completed with bid.

State of Wisconsin
Bid / Proposal #


DOA-3477 (R05/98)




Commodity / Service


Vendor INFORMATION

1.
BIDDING / PROPOSING COMPANY NAME 



FEIN





Phone
(        )
Toll Free Phone
(        )


FAX
(        )
E-Mail Address



Address



City

State

Zip + 4





2.
Name the person to contact for questions concerning this bid / proposal.


Name

Title



Phone
(        )
Toll Free Phone
(       )


FAX
(        )
E-Mail Address



Address



City

State

Zip + 4





3.
Any vendor awarded over $25,000 on this contract must submit affirmative action information to the department.  Please name the Personnel / Human Resource and Development or other person responsible for affirmative action in the company to contact about this plan.


Name

Title



Phone
(        )
Toll Free Phone
(        )


FAX
(        )
E-Mail Address



Address



City

State

Zip + 4





4.
Mailing address to which state purchase orders are mailed and person the department may contact concerning orders and billings.


Name

Title



Phone
(        )
Toll Free Phone
(        )


FAX
(        )
E-Mail Address



Address



City

State

Zip + 4





5.
CEO / President Name


This document can be made available in accessible formats to qualified individuals with disabilities.

State of Wisconsin
Bid / Proposal #


DOA-3478 (R12/96)



vendor Reference
FOR VENDOR:




Provide company name, address, contact person, telephone number, and appropriate information on the product(s) and/or service(s) used for four (4) or more installations with requirements similar to those included in this solicitation document.  If vendor is proposing any arrangement involving a third party, the named references should also be involved in a similar arrangement.



Company Name




Address (include Zip + 4)




Contact Person and Title

Phone No.



E-mail


Product(s) and/or Service(s) Used 










Company Name




Address (include Zip + 4)




Contact Person and Title

Phone No.



E-mail


Product(s) and/or Service(s) Used 










Company Name






Address (include Zip + 4)




Contact Person and Title

Phone No.



E-mail


Product(s) and/or Service(s) Used 










Company Name




Address (include Zip + 4)




Contact Person and Title

Phone No.



E-mail


Product(s) and/or Service(s) Used 








This document can be made available in accessible formats to qualified individuals with disabilities.
ATTACHMENT 4  





Cost Sheet ETG0001











BASE BID:






Estimated
Unit of



Description
Quantity
Measurement
Unit Cost
 Total Cost 



Section 1.4



Laser Printing: Section 5.5 











  Annual Statement of Benefits (SOB) 
770,000 
Image

 $-   

   All inclusive of the following :





     Test Fee for production


NA
 NA 

     Design of form


NA
 NA 

     Programming Fee


NA
 NA 

     Conversion Fee


NA
 NA 







  Daily Duplicate SOB’s per Year  (Sec 7.5)
2,000 
page

 $-   







Paper Costs (See section 5.8)
388,000 
page

 $-   







Folding (Section 5.1.3)
385,000 
page

 $-   







   Active SOB – 265,000


NA
 NA 

   Inactive SOB – 115,000


NA
 NA 

   Alternate Payee SOB – 4,000


NA
 NA 







Inserting in ETF Supplied Envelopes
385,000 
envelope

 $-   

(See Sections 5.14 & 5.1.5)





   Insert ET- 7333 – 380,000


NA
 NA 

   Insert ET-4927 – 4,000


NA
 NA 

   Insert ET2802 – 115,000


NA
 NA 







Postal Processing
265,000 
envelope









 Packaging for UW Madison Campus (Sec 5.2.4, Attach 9)
NA
NA
NA
 $ 

                                                                        





Bundle and Package (Sec 5.2.1)
265,000 
page

 $-   







Postage
Pass-through actual cost

NA
 NA 







Foreign Postage
Pass-through actual cost

NA
 NA 







Ad hoc Costs, please specify











Hourly Programming Fee

per hour
Any programming other than usual








Additional Testing Fee

per hour
Any programming other than usual








         GRAND TOTAL BID (Section 3.3)



 $-   





































Company Name: _____________________________

















Authorized Representative: _____________________





                                                 Signature











Authorized Representative: _____________________





                                              Type or Print











Date: _______________________





8.0 Attachment 5   ETG0001 

9.0 ETF Statement of Benefits

9.1 File Layout from COBOL extract program 

(Print stream format that is mapped into Statement of Benefits form

  with AFP Page Definition)

**************************************************       

 01  SOB-REC-DESC1.                                        

     05  SOB-REC-CHANNEL1                PIC X.            

*  MAKE VALUE 1                                            

     05  SOB-SORT-CODE1.                                   

         10  SOB-SC-TYPE1                PIC X(01).        

         10  SOB-SC-SCH-DIST1            PIC X(01).        

         10  SOB-SC-PRT-OPT1             PIC X(01).        

         10  SOB-SC-EIN1                 PIC X(07).        

         10  SOB-SC-SOB-CODE1            PIC X(13).        

         10  SOB-SC-ZIP-CODE1            PIC X(09).        

         10  SOB-SC-LAST-NAME1           PIC X(17).        

         10  SOB-SC-FRST-NAME1           PIC X(15).        

         10  SOB-SC-SSN1                 PIC X(10).        

         10  SOB-SC-PLAN-TYPE1           PIC X.            

         10  SOB-SC-PLAN-OCCUR1          PIC 99.           

         10  SOB-SC-RECORD-SEQ1          PIC X.            

     05  SOB-ADDR-INFO.                                    

         10  SOB-EMPR-CD                 PIC X(08).        

         10  SOB-DIST-CD                 PIC X(13).     

         10  SOB-FULL-NAME               PIC X(36).     

         10  SOB-SSNO                    PIC X(11).     

         10  SOB-ADDR-1                  PIC X(43).     

         10  SOB-ADDR-2                  PIC X(43).     

         10  SOB-ADDR-3                  PIC X(43).     

     05  SOB-EARN-SERVICE                OCCURS 5 TIMES.

         10  SOB-EMPT-CAT                PIC X(35).     

         10  SOB-YRS                     PIC X(15).     

         10  SOB-EARNINGS                PIC X(14).     

         10  SOB-SERVICE                 PIC X(05).     

     05  SOB-TOT-CRDBL-PRE2K-SERVICE     PIC X(05).     

     05  SOB-TOT-CRDBL-POST99-SERVICE    PIC X(05).     

     05  SOB-TOT-CRDBL-SERVICE           PIC X(05).     

     05  SOB-CRDBL-MSG-1.                               

         10  SOB-CRDBL-MSG-1-A           PIC X(50).     

         10  SOB-CRDBL-MSG-1-B           PIC X(50).     

         10  SOB-CRDBL-MSG-1-C           PIC X(25).     

     05  SOB-CRDBL-MSG-2.                               

         10  SOB-CRDBL-MSG-2-A           PIC X(50).        

         10  SOB-CRDBL-MSG-2-B           PIC X(50).        

     05  SOB-BIRTHDATE                   PIC X(10).        

     05  FILLER                          PIC X(41).        

     05  SOB-RECORD-END-MARK1            PIC X  VALUE '*'. 

 01  SOB-REC-DESC2.                                        

     05  SOB-REC-CHANNEL2                PIC X.            

*  MAKE VALUE 1                                            

     05  SOB-SORT-CODE2.                                   

         10  SOB-SC-TYPE2                PIC X(01).        

         10  SOB-SC-SCH-DIST2            PIC X(01).        

         10  SOB-SC-PRT-OPT2             PIC X(01).        

         10  SOB-SC-EIN2                 PIC X(07).        

         10  SOB-SC-SOB-CODE2            PIC X(13).        

         10  SOB-SC-ZIP-CODE2            PIC X(09).        

         10  SOB-SC-LAST-NAME2           PIC X(17).        

         10  SOB-SC-FRST-NAME2           PIC X(15).        

         10  SOB-SC-SSN2                 PIC X(10).        

         10  SOB-SC-PLAN-TYPE2           PIC X.            

         10  SOB-SC-PLAN-OCCUR2          PIC 99.           

         10  SOB-SC-RECORD-SEQ2          PIC X.            

     05  SOB-CRDBL-SERVICE               OCCURS 9 TIMES.   

         10  SOB-CRDBL-CAT               PIC X(35).        

         10  SOB-CRDBL-YRS               PIC X(15).        

         10  SOB-CRDBL-PRE2K-SVC         PIC X(05).        

         10  SOB-CRDBL-POST99-SVC        PIC X(05).        

         10  SOB-CRDBL-SVC               PIC X(05).        

     05  SOB-QDRO-TRANSF-1ST.                              

         10  SOB-QDRO-TRANSF-MSG         PIC X(111).       

         10  SOB-QDRO-TRANSF-SVC         PIC X(05).        

     05  SOB-QDRO-TRANSF-2ND             PIC X(116).       

     05  FILLER                          PIC X(16).        

     05  SOB-RECORD-END-MARK2            PIC X  VALUE '*'. 

 01  SOB-REC-DESC3.                                        

     05  SOB-REC-CHANNEL3                PIC X.            

*  MAKE VALUE 1                                            

     05  SOB-SORT-CODE3.                                   

         10  SOB-SC-TYPE3                PIC X(01).        

         10  SOB-SC-SCH-DIST3            PIC X(01).              

         10  SOB-SC-PRT-OPT3             PIC X(01).              

         10  SOB-SC-EIN3                 PIC X(07).              

         10  SOB-SC-SOB-CODE3            PIC X(13).              

         10  SOB-SC-ZIP-CODE3            PIC X(09).              

         10  SOB-SC-LAST-NAME3           PIC X(17).              

         10  SOB-SC-FRST-NAME3           PIC X(15).              

         10  SOB-SC-SSN3                 PIC X(10).              

         10  SOB-SC-PLAN-TYPE3           PIC X.                  

         10  SOB-SC-PLAN-OCCUR3          PIC 99.                 

         10  SOB-SC-RECORD-SEQ3          PIC X.                  

     05  SOB-REQ-F-INT-RATE              PIC X(06).              

         88  SOB-REQ-F-INT-RATE-NA               VALUE ' N/A  '. 

     05  SOB-REQ-V-INT-RATE              PIC X(06).              

         88  SOB-REQ-V-INT-RATE-NA               VALUE ' N/A  '. 

     05  SOB-REQ-CONTRIBUTIONS.                                  

         10  SOB-BEG-BAL-F               PIC X(14).              

         10  SOB-BEG-BAL-V               PIC X(14).              

         10  SOB-BEG-BAL-T               PIC X(14).              

         10  SOB-INT-F                   PIC X(14).              

         10  SOB-INT-V                   PIC X(14).              

         10  SOB-INT-T                   PIC X(14).              

         10  SOB-CONTRIB-F               PIC X(14).              

         10  SOB-CONTRIB-V               PIC X(14).              

         10  SOB-CONTRIB-T               PIC X(14).              

         10  SOB-ADJ-F                   PIC X(14).              

         10  SOB-ADJ-V                   PIC X(14).              

         10  SOB-ADJ-T                   PIC X(14).              

         10  SOB-END-BAL-F               PIC X(14).              

         10  SOB-END-BAL-V               PIC X(14).              

         10  SOB-END-BAL-T               PIC X(14).              

         10  SOB-IIC                     PIC X(14).              

     05  SOB-ADDL-F-INT-RATE             PIC X(06).              

         88  SOB-ADDL-F-INT-RATE-NA              VALUE ' N/A  '. 

     05  SOB-ADDL-V-INT-RATE             PIC X(06).              

         88  SOB-ADDL-V-INT-RATE-NA              VALUE ' N/A  '. 

     05  SOB-ADDL-CONTRIBUTIONS.                                 

         10  SOB-EE-BEG-BAL-F            PIC X(14).              

         10  SOB-EE-BEG-BAL-V            PIC X(14).              

         10  SOB-TDA-BEG-BAL-F           PIC X(14).              

         10  SOB-TDA-BEG-BAL-V           PIC X(14).  

         10  SOB-ER-BEG-BAL-F            PIC X(14).  

         10  SOB-ER-BEG-BAL-V            PIC X(14).  

         10  SOB-EE-INT-F                PIC X(14).  

         10  SOB-EE-INT-V                PIC X(14).  

         10  SOB-TDA-INT-F               PIC X(14).  

         10  SOB-TDA-INT-V               PIC X(14).  

         10  SOB-ER-INT-F                PIC X(14).  

         10  SOB-ER-INT-V                PIC X(14).  

         10  SOB-EE-CONTRIB-F            PIC X(14).  

         10  SOB-EE-CONTRIB-V            PIC X(14).  

         10  SOB-TDA-CONTRIB-F           PIC X(14).  

         10  SOB-TDA-CONTRIB-V           PIC X(14).  

         10  SOB-ER-CONTRIB-F            PIC X(14).  

         10  SOB-ER-CONTRIB-V            PIC X(14).  

         10  SOB-EE-ADJ-F                PIC X(14).  

         10  SOB-EE-ADJ-V                PIC X(14).  

         10  SOB-TDA-ADJ-F               PIC X(14).  

         10  SOB-TDA-ADJ-V               PIC X(14).  

         10  SOB-ER-ADJ-F                PIC X(14).  

         10  SOB-ER-ADJ-V                PIC X(14).       

         10  SOB-EE-END-BAL-F            PIC X(14).       

         10  SOB-EE-END-BAL-V            PIC X(14).       

         10  SOB-TDA-END-BAL-F           PIC X(14).       

         10  SOB-TDA-END-BAL-V           PIC X(14).       

         10  SOB-ER-END-BAL-F            PIC X(14).       

         10  SOB-ER-END-BAL-V            PIC X(14).       

         10  SOB-ADDL-IIC                PIC X(14).       

     05  SOB-TITLE-INFO.                                  

         10  SOB-TITLE-LINE1             PIC X(28).       

         10  SOB-TITLE-LINE2             PIC X(28).       

     05  FILLER                          PIC X(95).       

     05  SOB-RECORD-END-MARK3            PIC X  VALUE '*'.

 01  SOB-REC-DESC4.                                       

     05  SOB-REC-CHANNEL4                PIC X.           

*  MAKE VALUE 1                                           

     05  SOB-SORT-CODE4.                                  

         10  SOB-SC-TYPE4                PIC X(01).       

         10  SOB-SC-SCH-DIST4            PIC X(01).       

         10  SOB-SC-PRT-OPT4             PIC X(01).    

         10  SOB-SC-EIN4                 PIC X(07).    

         10  SOB-SC-SOB-CODE4            PIC X(13).    

         10  SOB-SC-ZIP-CODE4            PIC X(09).    

         10  SOB-SC-LAST-NAME4           PIC X(17).    

         10  SOB-SC-FRST-NAME4           PIC X(15).    

         10  SOB-SC-SSN4                 PIC X(10).    

         10  SOB-SC-PLAN-TYPE4           PIC X.        

         10  SOB-SC-PLAN-OCCUR4          PIC 99.       

         10  SOB-SC-RECORD-SEQ4          PIC X.        

     05  SOB-BENEFICIARY-DATE            PIC X(18).    

     05  SOB-BENEFICIARY-MSG-1.                        

         10  SOB-BENEFICIARY-MSG-1-A     PIC X(50).    

         10  SOB-BENEFICIARY-MSG-1-B     PIC X(50).    

     05  SOB-BENEFICIARY-MSG-2.                        

         10  SOB-BENEFICIARY-MSG-2-A     PIC X(50).    

         10  SOB-BENEFICIARY-MSG-2-B     PIC X(50).    

     05  SOB-BENEFICIARY-MSG-3.                        

         10  SOB-BENEFICIARY-MSG-3-A     PIC X(50).    

         10  SOB-BENEFICIARY-MSG-3-B     PIC X(50).    

     05  SOB-SEP-BENEFIT.                             

         10  SOB-SEP-BENEFIT-MSG-1       PIC X(60).   

         10  SOB-SEP-BENEFITS-AMT        PIC X(14).   

         10  SOB-SEP-BENEFIT-MSG-2       PIC X(45).   

*    05  SOB-DEATH-BENEFITS.                          

*        10  SOB-REQ-DTH-BENEFITS        PIC X(14).   

*        10  SOB-ADD-DTH-BENEFITS        PIC X(14).   

*        10  SOB-TOT-DTH-BENEFITS        PIC X(14).   

     05  SOB-HI-YEAR-1.                               

         10  SOB-HI-YR-1                 PIC X(07).   

         10  FILLER                      PIC X(07).   

         10  SOB-HI-EARN-1               PIC X(14).   

         10  FILLER                      PIC X(09).   

         10  SOB-HI-SVC-1                PIC X(05).   

         10  FILLER                      PIC X(15).   

     05  SOB-HI-YEAR-2.                               

         10  SOB-HI-YR-2                 PIC X(07).   

         10  FILLER                      PIC X(07).   

         10  SOB-HI-EARN-2               PIC X(14).   

         10  FILLER                      PIC X(09).   

         10  SOB-HI-SVC-2                PIC X(05).    

         10  FILLER                      PIC X(15).    

     05  SOB-HI-YEAR-3.                                

         10  SOB-HI-YR-3                 PIC X(07).    

         10  FILLER                      PIC X(07).    

         10  SOB-HI-EARN-3               PIC X(14).    

         10  FILLER                      PIC X(09).    

         10  SOB-HI-SVC-3                PIC X(05).    

         10  FILLER                      PIC X(15).    

     05  SOB-HI-YEAR-MSG-OVERFLOW.                     

         10  FILLER                      PIC X(57).    

     05  SOB-VAR-EXC-DEFIC.                            

         10  SOB-VAR-EXC-EE              PIC X(14).    

         10  SOB-VAR-EXC-ER              PIC X(14).    

         10  SOB-VAR-EXC-TOTAL           PIC X(14).    

     05  SOB-MONEY-PURCHASE.                           

         10  SOB-EE-REQ-CONTRIB-F        PIC X(14).    

         10  SOB-EE-REQ-CONTRIB-V        PIC X(14).    

         10  SOB-EE-TOT-CONTRIB          PIC X(14).    

         10  SOB-ER-REQ-CONTRIB-F        PIC X(14).    

         10  SOB-ER-REQ-CONTRIB-V        PIC X(14).       

         10  SOB-ER-TOT-CONTRIB          PIC X(14).       

         10  SOB-CONTRIB-TOTAL-F         PIC X(14).       

         10  SOB-CONTRIB-TOTAL-V         PIC X(14).       

         10  SOB-CONTRIB-TOTAL           PIC X(14).       

     05  SOB-RECORD-END-MARK4            PIC X  VALUE '*'.

 01  SOB-REC-DESC5.                                       

     05  SOB-REC-CHANNEL5                PIC X.           

*  MAKE VALUE 1                                           

     05  SOB-SORT-CODE5.                                  

         10  SOB-SC-TYPE5                PIC X(01).       

         10  SOB-SC-SCH-DIST5            PIC X(01).       

         10  SOB-SC-PRT-OPT5             PIC X(01).       

         10  SOB-SC-EIN5                 PIC X(07).       

         10  SOB-SC-SOB-CODE5            PIC X(13).       

         10  SOB-SC-ZIP-CODE5            PIC X(09).       

         10  SOB-SC-LAST-NAME5           PIC X(17).       

         10  SOB-SC-FRST-NAME5           PIC X(15).       

         10  SOB-SC-SSN5                 PIC X(10).               

         10  SOB-SC-PLAN-TYPE5           PIC X.                   

         10  SOB-SC-PLAN-OCCUR5          PIC 99.                  

         10  SOB-SC-RECORD-SEQ5          PIC X.                   

     05  SOB-PROJECTD-BEN.                                        

         10  SOB-AGE-LIT1                PIC X(04) VALUE 'AGE '.  

         10  SOB-1ST-AGE                 PIC X(02).               

         10  SOB-AGE-LIT2                PIC X(04) VALUE 'AGE '.  

         10  SOB-2ND-AGE                 PIC X(02).               

     05  SOB-PROJECTD-MP.                                         

         10  SOB-BENEFIT-DESC1           PIC X(30).               

         10  FILLER                      PIC X(04) VALUE SPACES.  

         10  SOB-MTHLY-MP-1ST            PIC X(09).               

         10  FILLER                      PIC X(01) VALUE SPACE.   

         10  SOB-ASTRIC-MP1              PIC X(01) VALUE '*'.     

         10  FILLER                      PIC X(04) VALUE SPACES.  

         10  SOB-MTHLY-MP-2ND            PIC X(09).               

         10  FILLER                      PIC X(01) VALUE SPACE.   

         10  SOB-ASTRIC-MP2              PIC X(01) VALUE '*'.     

     05  SOB-PROJECTD-FORMULA.                                    

         10  SOB-BENEFIT-DESC2           PIC X(23).              

         10  FILLER                      PIC X(04) VALUE SPACES. 

         10  SOB-MTHLY-FORMULA-1ST       PIC X(09).              

         10  FILLER                      PIC X(01) VALUE SPACE.  

         10  SOB-ASTRIC-FML1             PIC X(01) VALUE '*'.    

         10  FILLER                      PIC X(04) VALUE SPACES. 

         10  SOB-MTHLY-FORMULA-2ND       PIC X(09).              

         10  FILLER                      PIC X(01) VALUE SPACE.  

         10  SOB-ASTRIC-FML2             PIC X(01) VALUE '*'.    

     05  SOB-PROJECTD-FORMULA-MSG.                               

         10  SOB-FORMULA-MSG1            PIC X(120).             

         10  SOB-FORMULA-MSG2            PIC X(38).              

     05  SOB-PROJECTD-UNABLE-MSG.                                

         10  SOB-PROJECTD-MSG1           PIC X(120).             

         10  SOB-PROJECTD-MSG2           PIC X(53).              

     05  SOB-PROJECTD-DISCLAIM-MSG.                              

         10  SOB-PROJECTD-MSG1           PIC X(120).             

         10  SOB-PROJECTD-MSG2           PIC X(40).              

     05  SOB-PROJECTD-FY-CY-MSG.                                 

         10  SOB-PROJECTD-MSG1           PIC X(80).              

         10  SOB-PROJECTD-MSG2           PIC X(78).           

     05  FILLER                          PIC X(59).           

     05  SOB-RECORD-END-MARK5            PIC X  VALUE '*'.    

 01  SOB-REC-DESC6.                                           

     05  SOB-REC-CHANNEL6                PIC X.               

*  MAKE VALUE 2 OR 3                                          

*  2 IS ALT PAYEE (QDRO), 3 IS PARTICIPANT                    

     05  SOB-SORT-CODE6.                                      

         10  SOB-SC-TYPE6                PIC X(01).           

         10  SOB-SC-SCH-DIST6            PIC X(01).           

         10  SOB-SC-PRT-OPT6             PIC X(01).           

         10  SOB-SC-EIN6                 PIC X(07).           

         10  SOB-SC-SOB-CODE6            PIC X(13).           

         10  SOB-SC-ZIP-CODE6            PIC X(09).           

         10  SOB-SC-LAST-NAME6           PIC X(17).           

         10  SOB-SC-FRST-NAME6           PIC X(15).           

         10  SOB-SC-SSN6                 PIC X(10).           

         10  SOB-SC-PLAN-TYPE6           PIC X.               

         10  SOB-SC-PLAN-OCCUR6          PIC 99.              

         10  SOB-SC-RECORD-SEQ6          PIC X.              

*  3 FOR DEATH BENEFIT, 4 FOR SUPPLEMENTAL (DIFF PROG)       

     05  SOB-DEATH-BENEFITS.                                 

         10  SOB-REQ-DTH-BEN-INAC        PIC X(14).          

         10  SOB-ADD-DTH-BEN-INAC        PIC X(14).          

         10  SOB-TOT-DTH-BEN-INAC        PIC X(14).          

         10  SOB-REQ-DTH-BEN-ACTV        PIC X(14).          

         10  SOB-ADD-DTH-BEN-ACTV        PIC X(14).          

         10  SOB-TOT-DTH-BEN-ACTV        PIC X(14).          

     05  FILLER                          PIC X(749).         

     05  SOB-RECORD-END-MARK6            PIC X  VALUE '*'.   
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9.1.1.1.1 Standard Terms and Conditions

for State of Wisconsin Printing
9.1.2 1.
GENERAL:  These standard conditions, the accompanying detailed specifications, all purchase orders, all statutory requirements, and all conditions contained in the bid documents become, by reference, a part of any award or contract.  If a specific clause or specification of the above is contrary to these conditions, that clause or specification prevails. Further, the written contract and/or order with referenced parts and attach​ments shall constitute the entire agreement and no other terms and conditions in any document, acceptance, or acknowledgment shall be effective or binding unless expressly agreed to in writing by the contracting authority.  All references to the "state" mean the State of Wisconsin.

Public printing is defined by state law as all graphic reproduction by whatever process and the necessary material and binding, that is paid for with state funds or funds handled through state accounting and disbursing channels.  

9.1.3 2.
OBLIGATIONS OF STATE:  The obligations of the state of Wisconsin include placing orders, providing copy, reading proof, and paying for work officially ordered, received, and accepted.  When specified, the state agency may furnish paper.

9.1.4 3.
OBLIGATIONS / RESTRICTIONS OF CONTRACTOR:  The contractor is responsible for producing the type of work described in the bid and contract and for providing all materials, service, shipping, insurance, and other costs incidental to and necessary for manufacturing and delivering the printed product.  After acceptance of order, the contractor is responsible for completion, including work it is unable to accomplish in its own plant, with no additional cost to the state.

The state may require contractors to furnish a reasonable amount of technical assistance to state agencies.  The state may require contractors to furnish reports of contract activity.

Ownership of Materials:  All materials and electronic files produced or procured by the contractor for the state become state property.  Contractor will immediately transfer possession of all items when so requested by the state.  In the absence of another written agreement, all costs associated with the return of materials shall be borne by the contractor.  All materials returned must be properly wrapped and identified by order number.

Security:  Contractors must take all reasonable precautions necessary to protect the state against the unlawful use and distribution of printed materials and the control of production materials (e.g., plates, film, type, paper, copy and electronic documents).  The only distribution authorized appears on the official purchase order.  Samples of work requiring special security measures, which are furnished as audit or correspondence samples, must be hole punched or similarly voided to assure non-use.  Shipment security is the responsibility of the contractor.

Liability:  The contractor must assume all costs and responsibility for the use of any patented equipment, processes or procedures used or incorporated in the manufacturing, distribution or sale of materials, or services bid.  The contractor shall indemnify, hold harmless and defend the State of Wisconsin and its agencies, officers, officials, employees and agents from all liability arising out of the contractor's performance under the contract.

Labor Laws:  The contractor, by submitting a bid, guarantees that the articles described and sold to the state will be manufactured or produced in accordance with applicable state and federal labor laws.

DOA-3604 (R01/2002)                      ETG0001 Attachment 7           Wisconsin Department of Administration

Chs. 16, 35, Wis. Stat.                                                                       State Bureau of Procurement

Subletting:  The contractor may not transfer, assign, or sublet any state work without the prior consent of the state, nor may any of the work be performed outside of the contractor's plant without advance approval.  Such approval must be requested and approved in writing.  The contractor is responsible for subcontracted work.  No price increase will be granted for subletting.  Unauthorized subletting may result in cancellation of the contract.

Vendor Name or Logotype:  Printing contractors will not affix their company label, name, logotype, union bug or other identifying information to any printing for the state.

Promotional Advertising / News releases:  Reference to or use of the State of Wisconsin, any of its departments, agencies or other sub-units, or any state offi​cial or employee for commercial promotion is prohibited.  News releases pertaining to this procurement shall not be made without prior approval of the State of Wisconsin.  Release of broadcast e-mails pertaining to this procurement shall not be made without prior written authorization of the contracting agency.

9.1.5 4.
QUALITY: All printing is expected to meet the following minimum standards: Work must be in register consistent with the type of work being done.  Inking must be consistent and uniform throughout in density and color.  Colors must be as specified.  Folding and punching must be in register.  Pages must align with artwork, when applicable.  Other finishing must be according to specifications (e.g., packaging, labeling).

Work that does not meet the specified contract standards for quality may be rejected and, if time allows, reprinting may be required at the contractor's expense.  No payment will be made for rejected printed matter or services.  When time does not allow for a reprint, the state has the right to use the job without compensation to the contractor.

9.1.6 5.
BIDDING:  The State of Wisconsin reserves the right to accept or reject any or all bids, to waive any technicalities in any bid submitted, and/or to rebid if necessary, as deemed in the best interest of the State of Wisconsin.  Conditional or alternate bids may be rejected.

Official Sealed Bids must be date and time stamped by the soliciting purchasing office on or before the date and time that the bid is due.  Bids date and time stamped in another office will be rejected.  Receipt of a bid by the mail system does not constitute receipt of a bid by the purchasing office.

As of the announced date and hour of the bid opening, all bids become firm and cannot be altered.  Until the award is made, bidders who identify errors in their bids may withdraw their bids.  Bid prices are firm for acceptance for 30 days from bid opening, and in the case of award, for the full contract period.

All Official Sealed Bid openings are public.  Records may not be available for public inspection prior to issuance of the notice of intent to award or the award of the contract.

Collusion:  By submitting a quotation on a bid inquiry, the bidder implies unconditional acceptance of the statement:  "We as bidders depose that we as individuals, the business firm which we represent, or any agent or representative of said firm, have not in any manner, directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition in connection with this bidding; that the bid submitted has been independently arrived at without collusion with any bidder or any other competitor; that no attempt has been made to induce any other person or firm to submit or not to submit a bid, or to adjust their bid; and that these are accurate statements subject to penalty for perjury.”

Supplemental Data:  Supplemental data necessary to analyze bids may be requested by the state and must be furnished prior to the awarding of any contract.

Business Ownership:  Bidders may be required to furnish information on the ownership of their companies as well as related parent, co-ownership, and affiliate companies at the time of bid submission.  Any major changes in ownership or affiliation during the contract period will be considered a transfer of the contract, and will require approval of the state.
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9.1.7 6.
AWARD:  Awards will be made to the lowest responsive, responsible bidder.  Responsibility is determined at the time bids are evaluated, using criteria which may include: previous performance; equipment available and operable in the bidder's plant to satisfactorily handle the type and volume of work being bid; production, technical, and supervisory personnel; experience in type of work bid; location of the plant; delivery of proofs; extra time required for delivery, and ease of communication with printer.

State representatives are to have reasonable communication with and access to the plant(s) of contractors and bidders during regular hours of operation when needed.

Reciprocity:  Awards for printing will not be made to vendors located in states or foreign entities that implement in-state preferences for the purchase of printing.  Proof of reciprocity rests with the bidder.

Performance Bond:  A successful bidder may be required to post a performance bond.  Any performance bond must be underwritten by a firm authorized to conduct business in the state of Wisconsin.  Failure to perform satisfactorily may result in cancellation, rejection, reprinting of any order, cancellation of the contract, forfeiture of the performance bond, and/or removal from bidder lists.

9.1.8 7.
ORDERING:  Each printing job is ordered separately, using an official State of Wisconsin Purchase Order.  Orders are issued directly from the agencies to the contractor.  Changes to an order are provided in writing.  If required by the contractor or agency accounting policy, the Purchase Order will be used if the change involves cost.

The contractor is expected to review each order for accuracy and completeness and to advise the ordering agency of any discrepancies.  Orders must be acknowledged promptly, referencing the order number and delivery date.  The acknowledgement becomes a firm delivery commitment.

The contractor must notify the ordering agency when a change in delivery date is anticipated.  This notice should be made by telephone and confirmed in writing.

The state reserves the right to cancel any purchase order after it has been written and at any time during the production process.  If the order is cancelled before any work has been done, no payment will be made.  If the work has already begun when the order is cancelled, the contractor may bill for the labor, materials, and service that have been performed up to the time the cancellation notification was received.

9.1.9 8.
PACKAGING:  All printed matter must be firmly packed in cartons to protect against jamming and shifting, spoilage, loss, or damage during delivery.  Each order must be packed separately.  When specified, cartons must be delivered on skids or pallets.  Packaging materials, including cartons, skids, and pallets, must be furnished by the contractor.

Corrugated board cartons (200 lb. test or stronger) must be uniform in size and suitable for shelf storage and employe handling.  Oversized, overweight, or weak cartons are unacceptable.  Loaded cartons must not weigh more than 40 pounds each.

Each carton in a shipment must be clearly labeled with: Purchase order number; ordering agency; delivery address (as shown on purchase order); item contained; numbering sequence contained, if applicable; and total order and quantity per carton.

9.1.10 9.
DELIVERY:  Delivery Requirements:  Printing must be delivered as specified.  All deliveries are F.O.B. inside destination door to any Wisconsin state agency location.  Contractors are not required to deliver elsewhere within a building.  Unless otherwise noted on the order, delivery hours are 8:00 a.m. to 3:00 p.m., Monday through Friday, except state holidays.
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Unless otherwise specified, contractors are required to ship to only one destination on each order.  When an order specifies delivery to more than one point, the contractor may charge for the additional deliveries.  Freight bills must accompany the invoice to verify the extra charges.

Overruns and underruns:  Overruns or underruns are not to exceed 3% on quantities ordered up to 10,000 and 1% on quantities ordered over 10,000, unless otherwise stated in the bid/contract documents.  The contractor will be paid for the actual quantity delivered within this tolerance.

Unavoidable Emergencies:  The contractor will be excused for delays due to uncontrollable causes, such as natural disasters, national emergencies, strikes, or fires.  Production problems are not considered unavoidable emergencies.  The contractor must notify the ordering agency, in writing, of such developments immediately, stating the reason, justification, and estimated extent of the delay.  Under these conditions the state may, in its sole discretion, purchase from other sources until the situation is remedied and the state is notified in writing.

Guaranteed Delivery:  Failure of the contractor to adhere to delivery schedules as specified or to promptly replace rejected materials shall render the contractor liable for all costs in excess of the contract price when alternate procurement is necessary.  Excess costs shall include the administrative costs.

9.1.11 10.
INVOICING AND PAYMENTS:  A separate invoice for each order must be sent directly to the ordering agency promptly after the job is delivered. Invoices presented for payment must be submitted in accordance with instructions contained on the purchase order, including reference to purchase order number and submittal to the correct address for processing.  Invoices will not be dated as received or processed for payment until all accompanying items required are received by the state.
The State of Wisconsin normally will pay properly submitted vendor invoices within thirty (30) days of receipt providing goods have been delivered and accepted as specified.

Auditing:  Invoices are approved for payment only if they comply with bid, specifications, order, and sample.  Adjustments to invoice amounts are made as follows:

Unauthorized charges for tax or pre-paid freight included in bid pricing may be corrected and paid with no prior notification to vendor; a copy of the corrected invoice will be sent to the contractor with payment.  The contractor will credit these charges from the state account promptly.  All other credit requests will be accomplished according to agency accounting practices, accompanied by a good faith dispute.  A good faith dispute creates an exception to prompt payment.

Overtime:  No compensation for overtime will be allowed for the contractor's failure to meet normal production requirements.  Overtime may be allowed to meet unusual requirements when authorized by the state.

Taxes:  The State of Wisconsin and its agencies are exempt from federal tax and Wisconsin state and local taxes except for Wisconsin excise or occupation tax on specific controlled commodities which do not include printing.  The State of Wisconsin may be subject to another state's taxes depending upon the laws of the state from which the purchase is made.  The state's federal registration number is 39-73-1021-K.  State sales tax exemption numbers may be requested of individual agencies.  
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11.
REMEDIES AND DAMAGES:  When a contractor fails to comply with contract requirements, when a delivered item is improperly produced or otherwise not to specifications, or when time is of the essence and there is insufficient time to reprint, the contractor may be assessed damages for any order or part of an order that is overdue or defective. A late delivery charge in an amount not more than five percent (5%) per day of the net due printer for each working day the contractor is late may be charged to the contractor. The late delivery fee may be deducted from any payments due the contractor.

Contractors whose default has caused additional expense to the agency may be assessed liquidated damages to compensate the agency for actual damages incurred.

In addition to the provisions stated above, in the event contractor shall default in any of the covenants, agreements, commitments, terms or conditions herein contained, the state shall have all other rights and remedies which it may have at law or in equity against contractor.

No failure to exercise and no delay in exercising any right, power or remedy hereunder on the part of the state or contractor shall operate as a waiver thereof, nor shall any single or partial exercise of any right, power or remedy preclude any other or further exercise thereof or the exercise of any other right, power or remedy.  No express waiver shall affect any event or default other than the event or default specified in such waiver, and any such waiver, to be effective, must be in writing and shall be operative only for the time and to the extent expressly provided by the state or contractor therein.  A waiver of any covenant, term or condition contained herein shall not be construed as a waiver of any subsequent breach of the same covenant, term or condition.

No remedy or election hereunder shall be deemed exclusive but shall, wherever possible, be cumulative with all other remedies at law or in equity.

9.1.12 12.
NONDISCRIMINATION / AFFIRMATIVE ACTION:  In connection with the performance of work under this contract, the contractor agrees not to discriminate against any employee or applicant for employment because of age, race, religion, color, handicap, sex, physical condition, developmental disability as defined in s. 51.01(5), Wis. Stats., sexual orientation as defined in s. 111.32(13m), Wis. Stats., or national origin.  This provision shall include, but not be limited to, the following: employment, upgrading, demotion or transfer; recruitment or recruitment advertising; layoff or termination; rates of pay or other forms of compensation; and selection for training, including apprenticeship.  Except with respect to sexual orientation, the contractor further agrees to take affirmative action to ensure equal employment opportunities.

12.1
Contracts estimated to be over twenty-five thousand dollars ($25,000) require the submission of a written affirmative action plan by the contractor.  An exemption occurs from this requirement if the contractor has a workforce of less than twenty-five (25) employees.  Within fifteen (15) working days after the contract is awarded, the contractor must submit the plan to the contracting state agency for approval.  Instructions on preparing the plan and technical assistance regarding this clause are available from the contracting state agency.

12.2
The contractor agrees to post in conspicuous places, available for employees and applicants for employment, a notice to be provided by the contracting state agency that sets forth the provisions of the State of Wisconsin's nondiscrimination law. 

12.3
Failure to comply with the conditions of this clause may result in the contractor's becoming declared an "ineligible" contractor, termination of the contract, or withholding of payment.

13.
APPLICABLE LAW:  This contract shall be governed under the laws of the State of Wisconsin.  The contractor shall at all times comply with and observe all federal and state laws, local laws, ordinances, and regulations which are in effect during the period of this contract and which in any manner affect the work or its conduct.  The State of Wisconsin reserves the right to cancel any contract with a federally debarred contractor or a contractor which is presently identified on the list of parties excluded from federal procurement and non-procurement contracts.
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14.
VENDOR TAX DELINQUENCY:  Vendors who have a delinquent Wisconsin tax liability may have their payments offset by the State of Wisconsin.

15.
PUBLIC RECORDS ACCESS:  It is the intention of the state to maintain an open and public process in the solicitation, submission, review, and approval of procurement activities.

16.
PROPRIETARY INFORMATION:  Any restrictions on the use of data contained within a request must be clearly stated in the bid itself.  Proprietary information submitted in response to a request will be handled in accordance with applicable State of Wisconsin procurement regulations and the Wisconsin public records law.  Proprietary restrictions normally are not accepted.  However, when accepted, it is the vendor's responsibility to defend the determination in the event of an appeal or litigation.

16.1

Data contained in a bid, all documentation provided therein, and innovations developed as a result of the contracted commodities or services cannot be copyrighted or patented.  All data, documentation, and innovations become the property of the State of Wisconsin.

16.2 
Any material submitted by the vendor in response to this request that the vendor considers confidential and proprietary information and which qualifies as a trade secret, as provided in s. 19.36(5), Wis. Stats., or material which can be kept confidential under the Wisconsin public records law, must be identified on a Designation of Confidential and Proprietary Informa​tion form (DOA-3027).  Bidders may request the form if it is not part of the Request for Bid package.  Bid prices cannot be held confidential.

17.
FOREIGN CORPORATION:  A foreign corporation (any corporation other than a Wisconsin corporation) which becomes a party to this Agreement is required to conform to all the requirements of Chapter 180, Wis. Stats., relating to a foreign corporation and must possess a certificate of authority from the Wisconsin Department of Financial Institutions, unless the corporation is transacting business in interstate commerce or is otherwise exempt from the requirement of obtaining a certificate of authority.  Any foreign corporation which desires to apply for a certificate of authority should contact the Department of Financial Institutions, Division of Corporation, P. O. Box 7846, Madison, WI  53707-7846; telephone (608) 266-3590.

18.
CANCELLATION:  The State of Wisconsin reserves the right to cancel any contract in whole or in part without penalty due to nonappropriation of funds or for failure of the contractor to comply with terms, conditions, and specifications of this contract.

19.
PATENT INFRINGEMENT: The contractor selling to the State of Wisconsin the articles described herein guarantees the articles were manufactured or produced in accordance with applicable federal labor laws.  Further, that the sale or use of the articles described herein will not infringe any United States patent.  The contractor covenants that it will at its own expense defend every suit which shall be brought against the State of Wisconsin (provided that such contractor is promptly notified of such suit, and all papers therein are delivered to it) for any alleged infringement of any patent by reason of the sale or use of such articles, and agrees that it will pay all costs, damages, and profits recov​erable in any such suit.

20.
INSURANCE RESPONSIBILITY:  The contractor perform​ing services for the State of Wisconsin shall:

20.1
Maintain worker's compensation insurance as required by Wisconsin Statutes, for all employees engaged in the work. 

20.2

Maintain commercial liability, bodily injury and prop​erty damage insurance against any claim(s) that might occur in carrying out this agreement/contract.  Minimum coverage shall be one million dollars ($1,000,000) liability for bodily injury and property damage including product liability and completed operations.  Provide motor vehicle insurance for all owned, non-owned and hired vehicles that are used in carrying out this contract.  Minimum coverage shall be one million dollars ($1,000,000) per occurrence combined single limit for automobile liability and property damage.
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21.
DISCLOSURE:  If a state public official (s. 19.42, Wis. Stats.), a member of a state public official's immediate family, or any organization in which a state public official or a member of the official's immediate family owns or controls a ten percent (10%) interest, is a party to this agreement, and if this agreement involves payment of more than three thousand dollars ($3,000) within a twelve (12) month period, this contract is voidable by the state unless appro​priate disclosure is made according to s. 19.45(6), Wis. Stats., before signing the contract.  Disclosure must be made to the State of Wisconsin Ethics Board, 44 East Mifflin Street, Suite 601, Madison, Wisconsin 53703 (Telephone 608-266-8123).

22.
ANTITRUST ASSIGNMENT:  The contractor and the State of Wisconsin recognize that in actual economic practice, overcharges resulting from antitrust violations are in fact usually borne by the State of Wisconsin (purchaser).  Therefore, the contractor hereby assigns to the State of Wisconsin any and all claims for such overcharges as to goods, materials or services purchased in connection with this contract.

Attachment  7 – ETG0001

DOA-3681 (R01/01) Supplemental Standard Terms and Conditions for Procurements for Services

1.0
ACCEPTANCE OF BID/PROPOSAL CONTENT: The contents of the bid/proposal of the successful contractor will become contractual obligations if procurement action ensues.

2.0
CERTIFICATION OF INDEPENDENT PRICE DETERMINATION: By signing this bid/proposal, the bidder/proposer certifies, and in the case of a joint bid/proposal, each party thereto certifies as to its own organization, that in connection with this procurement:

2.1
The prices in this bid/proposal have been arrived at independently, without consultation, communication, or agreement, for the purpose of restricting competition, as to any matter relating to such prices with any other bidder/proposer or with any competitor;

2.2
Unless otherwise required by law, the prices which have been quoted in this bid/proposal have not been knowingly disclosed by the bidder/proposer and will not knowingly be disclosed by the bidder/proposer prior to opening in the case of an advertised procure-ment or prior to award in the case of a negotiated procurement, directly or indirectly to any other bidder/proposer or to any competitor; and

2.3
No attempt has been made or will be made by the bidder/proposer  to induce any other person or firm to submit or not to submit a bid/proposal for the purpose of restricting competition.  

2.4
Each person signing this bid/proposal certifies that:He/she is the person in the bidder's/proposer's organi-zation responsible within that organization for the decision as to the prices being offered herein and that he/she has not participated, and will not participate, in any action contrary to 2.1 through 2.3 above; (or)

He/she is not the person in the bidder's/proposer's organization responsible within that organization for the decision as to the prices being offered herein, but that he/she has been authorized in writing to act as agent for the persons responsible for such decisions in certifying that such persons have not participated, and will not participate in any action contrary to 2.1 through 2.3 above, and as their agent does hereby so certify; and he/she has not participated, and will not partici-pate, in any action contrary to 2.1 through 2.3 above.

3.0
DISCLOSURE OF INDEPENDENCE AND RELATIONSHIP:

3.1 Prior to award of any contract, a potential contractor shall certify in writing to the procuring agency that no relationship exists between the potential contractor and the procuring or contracting agency that interferes with fair competition or is a conflict of interest, and no relationship exists between the contractor and another person or organization that constitutes a conflict of interest with respect to a state contract. The Department of Administration may waive this provision, in writing, if those activities of the potential con-tractor will not be adverse to the interests of the state.

3.2
Contractors shall agree as part of the contract for services that during performance of the contract, the contractor will neither provide contractual services nor enter into any agreement to provide services to a person or organization that is regulated or funded by the contracting agency or has interests that are adverse to the contracting agency.  The Department of Administration may waive this provision, in writing, if those activities of the contractor will not be adverse to the interests of the state.

4.0
DUAL EMPLOYMENT: Section 16.417, Wis. Stats., prohibits an individual who is a State of Wisconsin employee or who is retained as a contractor full-time by a State of Wisconsin agency from being retained as a contractor by the same or another State of Wisconsin agency where the individual receives more than $12,000 as compensation for the individual’s services during the same year.  This prohibition does not apply to individuals who have full-time appointments for less than twelve (12) months during any period of time that is not included in the appointment.  It does not include corporations or partnerships.

5.0
EMPLOYMENT:  The contractor will not engage the services of any person or persons now employed by the State of Wisconsin, including any department, commission or board thereof, to provide services relating to this agreement without the written consent of the employing agency of such person or persons and of the contracting agency.

6.0
CONFLICT OF INTEREST: Private and non-profit corporations are bound by ss. 180.0831, 180.1911(1), and 181.0831 Wis. Stats., regarding conflicts of interests by directors in the conduct of state contracts.

7.0
RECORDKEEPING AND RECORD RETENTION: The contractor shall establish and maintain adequate records of all expenditures incurred under the contract.  All records must be kept in accordance with generally accepted accounting procedures. All procedures must be in accordance with federal, state and local ordinances.

The contractor shall establish and maintain adequate records of all expenditures incurred under the contract.  All records must be kept in accordance with generally accepted accounting procedures.  All procedures must be in accordance with federal, state and local ordinances.

8.0 INDEPENDENT CAPACITY OF CONTRACTOR:  The parties hereto agree that the contractor, its officers, agents, and employees, in the performance of this agreement shall act in the capacity of an independent contractor and not as an officer, employee, or agent of the state.  The contractor agrees to take such steps as may be necessary to ensure that each subcontractor of the contractor will be deemed to be an independent contractor and will not be considered or permitted to be an agent, servant, joint venturer, or partner of the state.
Attachment 8

10.0 RFB # ETG0001

Data Sheet

Wage Information

DOA-3543

State of Wisconsin

Department of Administration

Division of State Agency Services
DOA-3543 (R10/2001)


[image: image2.wmf]
State Bureau of Procurement

101 East Wilson Street, 6th Floor

Post Office Box 7867

Madison, WI  53707-7867

Voice (608) 266-2605

Fax (608) 267-0600  TTY (608) 267-9629

http://vendornet.state.wi.us

Data Sheet — Wage Information

State Bureau of Procurement Bid Number  ____________________________________________________________ __________________________________________________________________
Bidder Company Name _____________________________________________________________________________ ________________________________________________________________________________
Contract bid rate adjustments are allowed at a contract extension date. One half of one percentage of change in the average wage rate may be applied to the contract bid rate. For example, if the percentage of annual change is 6%, the bid rate will be 3%. Allowable adjustments are effective at the extension date of the contract and apply to all orders written after that date. The contractor must submit a current wage statement with any request for adjustment and must supply more wage information if requested.

Adjustment Basis—All bidders must submit with their bids a statement of average wage rates for all production employees who are, or will be, assigned to work on the contract being bid. Management, custodial, clerical, warehouse, part-time hand bindery, delivery, and building trades personnel and employees not assigned to the contract are not included. Shop foreman and employees with split responsibilities are included. Fringe benefits and taxes are not included.

For adjustment purposes, the original number of employees in each classification shall remain the same during the life of the contract even if the actual number of employees changes. 

Failure to submit wage information may result in the contractor not being eligible for rate adjustments. Contractor may designate their wage information as confidential under Wisconsin Public Records Law.

Instructions:
1.
Indicate the number of employees in each wage bracket and multiply.

2.
Add to obtain “Total Number of Employees” and “Total Hourly Wages”.

3.
Divide Total Wages by “Total Number of Employees” to obtain the “Average Wage Rate”.

4.
Include only shop employees -- do not include management, clerical or custodial employees.  Shop foremen are considered as shop employees, not management employees.

5.
Areas of work and number of employees in each area of work shall remain  constant for the purpose of each wage rate adjustments.

Area of Work
Wage Bracket
(Hourly Wage)
Number of Employees
Total

Hourly Wages

(Example)




Press Room
$
14.00
5
$
70.00


$


$



$


$



$


$



$


$



$


$



$


$



$


$



$


$



$


$



$


$



Totals

$







Average Wage Rate (
$


Authorized Signature:





This form can be made available in accessible formats upon request to qualified individuals with disabilities.
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11.0 PACKAGING INSTRUCTIONS

12.0  FOR

13.0  UW MADISON CAMPUS STATEMENT OF BENEFITS:

The University of Wisconsin System (Employer number 0001-131) will have special codes and labels to be used for shipping to the individual campuses.  The UW System  will encompass the following codes:  

1. Any code beginning with four digit number followed by alpha/numeric should be bundled by the four digit code and delivered to the UW Madison Campus Mail at 630 W Mifflin St., Madison , WI.

2. Codes starting with the letter ‘R’ will be shipped to Attention: Brad Krause /Benefits at the UW Colleges, 780 Regent St Room 128,  Madison. 

3. Codes starting with the letter ‘T’ will be shipped to Attention: Deb France/Benefits at the UW Extension, 432 N Lake St Rm 105, Madison. 

4. Codes starting with the letters 'W' and 'Y' will be shipped to Attention: Sandy Reuter/Benefits at UW System Administration at 780 Regent St Room 230, Madison.

5. Codes starting with letters B, C, D, E, F, G, H, J, K, L, M & N will be sent US Priority Mail.  Address labels will be provided with corresponding codes.  

6. Statements without distribution codes should be boxed separately and shipped to Management & Support Services, UWS Service Center, 750 University Ave, Room 49, Madison, WI.
