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 53713-2526
Bid envelope must be sealed and plainly marked in lower corner with due date and Request for Bid #_ETH0004.  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

     October 23, 2007 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 1, 2007


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  ETH0004, WILL BE POSTED ON THE 
     
     

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

     
     
     Previous Bid ETG0001 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 retirement boards election ballots may be contracted for at the rates quoted on Attachment 4 Cost Work Sheet.  When needed, the contract for retirement boards election ballot print-to-mail services typically runs from early January through the end of March each year. 
The work must be performed at a location that is within 150 miles of the ETF headquarters location at 801 West Badger Road, Madison, WI 53713.  Bidders must provide the location where the work will be performed on Attachment 4 – Cost Worksheet.

Documents related to bid ETH0004 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

Attachment 10 – Abstract of Previous Bid ETG0001

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, starting May, after all the original statements have been distributed.  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 retirement boards election ballots may be contracted for at the rates quoted on Attachment 4 Cost Work Sheet. When needed, the contract for retirement boards election ballot print-to-mail services typically runs from early January through the end of March each year. 
1.2 The ETF Responsibilities

ETF will:

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

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

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

(4) Provide ETF’s permit account for 1st class postage.  Selected vendor must use ETF’s mail permit, FOB destination (3902 Milwaukee St., Madison, WI 53714), for the first year of the contract.  Using vendor’s own mail permit will be allowed for the contract extension periods.

(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” and “Private and Confidential” printed.  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.  (e-mail preferred.)

Express delivery: 
Mail delivery: 

Mark Blank, Purchasing Officer

Department of Employee Trust Funds

801 W. Badger Road

Madison, WI 53713-2526

608-266-8989 Voice

608-267-0633 Fax

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

Department of Employee Trust Funds

PO Box 7931

Madison, WI 53707-7931

608-266-8989 Voice

608-267-0633 Fax

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 1, 2007

Issue RFB

October 12, 2007

Written questions due

October 16, 2007

Post replies to Web Page

October 23, 2007

Bids due from vendors no later than 3:00 PM 

November 1, 2007 (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.

4.5 Vendor Plant Location



The work must be performed at a location that is within 150 miles of the ETF headquarters location at 801 West Badger Road, Madison, WI 53713.  Bidders must provide the location where the work will be performed on Attachment 4 – Cost Worksheet.

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 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 SOB 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 SOB file 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 first class, via the 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. Selected vendor must use ETF’s mail permit for the first year of the contract.  Using vendor’s own mail permit may be allowed for the contract extension periods provided the postage cost is lower than ETF’s.

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.  Selected vendor must use ETF’s mail permit, FBO destination, for the first year of the contract.  Using vendor’s own mail permit will be allowed for the contract extension periods.

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
For the year of the contract, deliver SOB’s to the US Post Office at 3902 Milwaukee St., Madison, WI 53714 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 1/1/2008 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 enclose 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 “2007 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 01/01/2008:” 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 10 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 SOB file 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 SOB file 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:  “1/1/2008 Balance”. (Left-justified).

· Print “2007 Interest” (Left-justified).

· Print “2007 Contributions”. (Left-justified).

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

· Print “1/1/2008 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 SOB file 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 SOB file 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:  “1/1/2008 Balance”. (Left-justified).

· Print “2007 Interest” (Left-justified).

· Print “2007 Contributions”. (Left-justified).

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

· Print “1/1/2008 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 1/1/2008” and “Variable Excess / Deficiency”.  The subtitles should be underlined and bolded.

· Under the subtitle, “Three Highest Years of Earning as of 1/1/2008”, 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 four weeks notice to the selected vendor. The ETF will provide a SOB print file 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, 2008

Vendor and the ETF Preliminary User Test
January 15, 2008

Vendor Meets with the ETF for Final Changes
January 30, 2008

Vendor and the ETF Final User Test
February 12, 2008

Vendor Receives and Stores SOB Forms
April 3, 2008

Vendor Receives Files and Verifies Statement Counts
April 4, 2008

Vendor Prints Production Sample SOB’s for the ETF Review and Approval
April 7, 2008

Vendor and the ETF Meet for Processing and Mailing Details
April 9, 2008

Vendor Prints and Mails All School Districts SOB’s
April 14, 2008

Vendor Prints and Mails All Local Employers and State Employers
April 17, 2008

Vendor Prints and Mails All Inactive and QDRO SOB’s
April 21, 2008

Vendor Return Extra Forms and Envelopes to the ETF
May 7, 2008

Vendor Prepares to Print Duplicate SOB’s on a Weekly Basis
May 01, 2008

Vendor and the ETF Meet for Post Production Meeting
May 14, 2008

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 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.







