
STATE OF WASHINGTON

ADMINISTRATIVE OFFICE OF THE COURTS

1206 Quince Street SE

Post Office Box 41170

Olympia, Washington  98504-1170

REQUEST FOR QUALIFICATIONS and QUOTES
RFQQ- 0709
for
Processing Legal Financial Obligation Notices
RFQQ SCHEDULE:

RFQQ released 
December 29, 2006

Last date for questions regarding RFQQ 
January 10, 2007
Proposals due 5:00PM Pacific Standard Time
January 24, 2007
Announce Finalist…………………………………………January 31, 2007

Production Testing…………………………………..….February 5-9, 2007

Successful vendors announced…………………………...February 23, 2007
Contract Executed………………………………………….March 16, 2007
Contract start date
April 1, 2007
PURPOSE

The purpose of this RFQQ is to solicit responses from vendors to process Legal Financial Obligation (LFO) notices using Administrative Office of the Court’s and Department of Correction’s data and distributing the completed notices through the United States Postal Service on behalf of AOC.

BACKGROUND
A Legal Financial Obligation is a sum of money that is owed by a felon offender to pay for various assessments such as restitution, fines, fees, and interest.  In addition to LFOs, some offenders may be required to pay to the Washington State Department of Corrections a portion of the cost associated with their supervision.  The supervision component is itemized in the Cost of Supervision (COS) section of the LFO statement.  

MINIMUM QUALIFICATIONs
The vendor selected under this RFQQ must:

· Have five years experience in the services being requested;

· Have experience performing similar work with similar volumes for other private and/or public agencies;

· Have a disaster recovery plan including access to at least one fully functional backup site capable of processing the notices in the event the normal production site is unavailable for any reason.  This backup site must be located in a different geographical area from the main production site. Provide a copy of your back-up plan (see Appendix A - #11).

PROJECT DURATION AND CONTRACT RENEWAL
The period of performance for any contract that results from this RFQQ shall end on June 30, 2009.  It is the intention of AOC to renew such contract, in two year increments, up to two times, upon satisfactory performance of vendor, and if mutually agreed between AOC and vendor each time.

SERVICES REQUIRED 
The vendor awarded a contract under this RFQQ will provide services and staff, and otherwise do all things necessary for or incidental to processing LFO notices.  The processing of LFO notices includes producing the notice forms, processing the data from the files that are transmitted from AOC as described below and inserting the processed data into the notice forms, submitting data output records to the AOC, and mailing the notices using the United States Postal Service.
See the chart below for the approximate number of notices that are currently processed monthly:
	Approximate  quantities of notices
	3-Part DOC
	5-Part DOC
	3-Part AOC
	

	Quantity per run/month
	1,000
	23,000
	75,000
	

	
	
	
	
	

	Annual Quantity
	12,000
	276,000
	900,000
	


Producing the Notice Forms

Currently, LFOs are processed using three different notices commonly called  1) The Three-part Administrative Office of the Courts Notice (see Exhibit A), 2) the Three-part Department of Corrections Notice (see Exhibit B), and 3) the Five-part Department of Corrections Notice (see Exhibit C).

The successful vendor will be required to produce three LFO notice forms in the same formats with the same Preprinted Components and Imaging Specifications as described below:  

The Three-part AOC Notice is described as follows:
· Part one is an outer envelope addressed to the individual offender.  It includes the return address of the county clerk handling the superior court’s case(s) with the individual offender.
· Part two is the LFO statement and a return stub.  Section A. Legal Financial Obligations within the statement has space for listing up to four (4) cause numbers, the total sentenced amount  for each cause, the  interest , balance , monthly payment schedule, the date of last payment and the amount of the last payment.  There is also a section for text messages.  The stub reflects the up to four cause numbers and allows the offender to insert how much of the enclosed payment should be applied to each cause.

· Part three is a return envelope with the addressee being the county clerk associated with the court case(s) and the return address of the offender.
· The Preprinted Components and Imaging Specifications are as follows:

	(3-Part) Administrative Office of the Courts Notice

	Document size:
	8 ½” x 6 ⅛” 

	Sheet 1
	24# OCR          Inks on face:   Blue 287 
                         Inks on back:  Red 233 and Blue 314

	Sheet 2
	20# Bond          Inks on face:   Red 233

                         Inks on back:  None

	Sheet 3
	20# Bond          Inks on face:  Red 233

                         Inks on back:  Red 233

	Imaging:
	MICA Inkjet on face of sheets 1, and 2

MIDAX toner on back of sheet 1 

	Special features:
	Sheets 2 & 3 notice pasted return envelope with wetable glue for sealing.


The Three-part DOC Notice is the same as the Three-part AOC LFO notice described above except:

· Part one has the return address of the DOC office from which the offender is being supervised instead of the county clerk’s return address; and 
· Part two has a Section B. Cost of Supervision part with four data fields for the monthly rate, amount paid to date, date of last payment, and payment due now.  Note:  The color of the four COS data fields must be different than the color of the LFO data fields.
· The Preprinted Components and Imaging Specifications are as follows:

	(3-Part) Dept of Corrections Notice

	Document size:
	8 ½” x 6 ⅛” 

	Sheet 1
	24# OCR          Inks on face:   Blue 287 

                         Inks on back:  Red 233 and Blue 314

	Sheet 2
	20# Bond          Inks on face:   Red 233

                         Inks on back:  None

	Sheet 3
	20# Bond          Inks on face:  Red 233

                         Inks on back:  Red 233

	
	

	Imaging:
	MICA Inkjet on face of sheets 1, and 2

MIDAX toner on back of sheet 1 

	Special features:
	Sheets 2 & 3 notice pasted return envelope with wetable glue for sealing.


The Five-part DOC Notice is the same as the Three-part DOC notice described above with the addition of:
· Part four which is the cost of supervision fee payment return envelope with the addressee being the Washington State Department of Corrections and the return address being that of the offender.  The offender’s DOC identification number is also imaged on the envelope.

· Part five (not shown in Exhibit C) is the back of the cost of supervision fee return envelope which also serves as the back of the mailer.
· The Preprinted Components and Imaging Specifications are as follows:
	(5-Part) Mailer Dept of Corrections Notice

	Document size:
	8 ½” x 6 ⅛” 

	Sheet 1
	24# OCR          Inks on face:   Blue 287 

                         Inks on back:  Blue 287, Red 233

	Sheet 2
	20# Bond          Inks on face:   Red 233

                         Inks on back:  None             

	Sheet 3
	20# Bond          Inks on face:   None

                         Inks on back:  Red 233                     

	Sheet 4
	20# Bond          Inks on face:   Teal 314  

                         Inks on back:  None           

                         Inks on back:  None

	Sheet 5
	20# Bond          Inks on back:  Teal 314             

	Imaging:
	MICA Inkjet on face of sheets 1, 2, and 4

MIDAX toner on back of sheet 1

	Special features:
	Sheets 2 & 3, and 4 & 5 notice pasted return envelopes with wetable glue for sealing.




The DOC mailers artwork and imaging are identical for both the 3 and 5-part mailers.  AOC has different artwork and imaging.  (See Exhibits A- C).
PROCESSING DOC FILE AND AOC FILE DATA
Each month, usually on the first Saturday after the first Monday of the month, AOC will transmit to the successful vendor two electronic files that contain the LFO and other data.  One file is produced by DOC and the other file is produced by AOC.  AOC and the successful vendor will work together to create an annual schedule designating the transmission dates for each AOC file and each DOC file.  Both files are encrypted using Pretty Good Privacy (PGP) with each agency maintaining their own security/privacy key. Both files will be transferred to the vendor via File Transfer Protocol (FTP).
The DOC file generally contains approximately 22,000 Records with a record length of 750.  The AOC file generally contains approximately 105,000 records with a record length of 500.
	File:
	DOC
	AOC

	Media:
	FTP Transmission
	FTP Transmission

	Block size:
	23,250
	27,500

	Record length:
	750
	500


Each record represents a single LFO or a COS.  A record may also contain message codes for AOC/DOC text messages. In the AOC file the message codes are accompanied by a language code that controls whether the messages are displayed in English or in Spanish. In the DOC file the message code is looked up in a message code lookup table and displayed.  AOC and DOC provide both the English and Spanish wording for the text messages.
Also, within each record is the name and mailing address of the clerk of the county court or Department of Corrections facility where the offender is to send their payment(s).
In addition to the LFO records that are contained in a file there is also a trailer record attached to each AOC/DOC file.  The trailer record contains an identifying code, the date and time the file was created, and the number of detail records in the file.  
The successful vendor will process the AOC/DOC files using the following procedure:

Upon receipt of a file the successful vendor will verify the following:
1.  The creation date and time in the trailer record do not match the creation date and time of any previously transmitted files, and 
2. The count of records in the trailer record matches the count of detail records in the file.

If these conditions are not met the vendor will inform AOC by contacting the AOC Customer Services Help Desk.  If these conditions are met, the vendor will begin processing the LFO Statement notices.  

The information within the AOC/DOC files is processed as follows: 
Each detail record contains data to allow sorting and merging the records into statements.   For DOC statements, the sorting and merging of the records is performed by using the county code and DOC office number.  For AOC statements, the sorting and merging of the records is performed by using the county code and the offender name code.  
After sorting the data the vendor will merge up to four LFO records into the appropriate LFO statement notice.  If a given offender has more than four LFOs, additional notices will be processed.  If multiple notices are produced for an offender, data is not carried from one statement to another.
Next the vendor will expand the message codes from the LFO records into text messages for display within the designated section of the notice forms.  The AOC Files and DOC Files use different message codes. The current Message Code Tables for the AOC Files and DOC Files are attached as Exhibits D and E.  (Note:  Periodically, AOC and DOC may change or add message codes and message text.  Any changes or additions will be provided to the vendor).  The vendor will be responsible for making sure that each message is printed only once within a statement.  If the accumulated messages will not fit within the space provided on the statement then the vendor will delete partial messages and insert a special overflow message on the final message display line.  Messages that will not fit into the space provided will be ignored for that statement.  
The data processed from the AOC files will be used to populate the Three-part AOC LFO notice and the data processed from the DOC file will be used to populate either the Three-part DOC notice or the Five-part DOC notice.   Embedded in the DOC file there is a code that determines which notice form will be populated.

Submitting Data Output Records to AOC
The vendor will submit monthly data output records to the AOC that will consist of a production tape report, audit of data in output format, and mail sort and postage reports for production.  Data print proofs are provided to verify imaging when notice changes are requested and before they are made to production. 
If a discrepancy is noted, the project is put on hold until the escalation procedures below are invoked and the issue(s) resolved.  The escalation procedures include but are not limited to:

1. Verifying the input file is for the current production and verifying the number of detail records match the quantity specified in the trailer record. 
 2. Verifying the configuration/imaging file for production is correct and current.  
3. Verifying the programming code for production file is correct and current.  Corrective actions include documenting the issue into the Corrective Action Report (CAR) database (maintained by the vendor), documenting how the issue was resolved, and imaging files for vendor related problems.  Alternatively, the vendor will inform the designated contact at AOC or DOC that a new data file is required, if a file problem was encountered with the transmission.
The vendor will send a transmission and data validation report via email to designated email address, as soon as file has successfully been received and the initial processing has been completed.  The report will include: 
1) The order number
2) Date of run 
3) The processing date, time and record count from the trailer record of the file
4) The total record count

5) The merged mailing count 
6) The date processed 
7) The planned mailing date
The vendor will send an email after each completed mailing run to a designated email address detailing the following:  
1) The order number -- if AOC and DOC statements have different order numbers this will be the DOC order number. 
2) The count of DOC records received 
3) The merged DOC record count 
4) The number of 3-part DOC statements to be mailed 
5) The number of 5-part DOC statements to be mailed

6) The AOC order number, if it is different from the DOC order number 
7) The processing date, time, and record count from the AOC trailer record 
8) The vendor’s count of AOC records received 
9) The merged AOC record count 
10) The number of 3-part AOC statements to be mailed
11) The scheduled mailing date 
After each mailing run the contractor will send an email detailing the quantity of statements mailed, the total postage used and, if necessary, a request for additional postage funds to a designated email address.  
Mailing LFO Notices

The vendor will mail the LFO notices using the finishing and mailing specifications described below.  The monthly mailing dates may be scheduled after the vendor’s peak production times for the lowest possible bid, but mailing must be completed no later than five (5) days after receipt of the AOC/DOC data files.  AOC and DOC mailers can be entered into the USPS mail prior to the scheduled mail date, if production is completed before the scheduled mail date.

The vendor will also submit a Postage Summary Report to AOC detailing the postage for the AOC notices and the postage for the DOC notices.  AOC will create a fund for postage that will be managed by the vendor and monitored by AOC.     
Mailing specifications:

A USPS address conversion will be performed to isolate the city, state, and zip code for mailsort standardization and Zip+4 Delivery point mailsort.

Class of mail:


First Class

Presort and automation discounts:
Zip+4, Delivery Point Barcode

Postage application:


Indicia







State of Washington







Administrative Office of the Courts

Undeliverable/Invalid mail handling:

Mail Invalids. Those without sufficient addresses return to the clerks at the return address on the AOC mailers
Foreign mail handling:

Mail as foreign mail with appropriate postage

RFQQ ADMINISTRATION AND INSTRUCTIONS TO VENDORS

RFQQ COORDINATOR

Upon release of this RFQQ, all vendor communications concerning this acquisition must be directed to the RFQQ Coordinator listed below.  Unauthorized contact regarding this RFQQ with other Washington state employees may result in disqualification.  Any oral communications will be considered unofficial and non-binding on AOC.  Only written statements issued by the RFQQ Coordinator may be relied upon.

Farrell Presnell, RFQQ Coordinator

Administrative Office of the Courts

1206 Quince Street SE

P. O. Box 41170

Olympia, Washington  98504-1170

E-mail:  C.Presnell@courts.wa.gov

Telephone:  (360) 705-5239 

FAX:  (360) 586-8869
RFQQ QUESTIONS

Specific questions concerning the RFQQ must be submitted to the RFQQ Coordinator by email no later than the listed date in the RFQQ Schedule.  Questions will not be accepted beyond this date.  Responses will be posted to AOC’s internet site (http://www.courts.wa.gov/procure).

Oral responses given to any questions are to be considered preliminary and non-binding. Only written responses to questions will be considered official.

PROPOSAL RESPONSE DATE AND LOCATION

The vendor’s proposal, in its entirety, must be received by the RFQQ Coordinator in Olympia, Washington, in accordance with the schedule contained on the cover page to this RFQQ.  Vendors assume the risk of the method of dispatch chosen.  Responses may be delivered by mail, courier, hand-delivery, facsimile transmission or email.

PROPOSAL FORMAT

Vendors may submit their proposals electronically, but, if done so, such proposals must be reproducible upon receipt by AOC on standard 8-1/2 by 11 inch paper.  If not submitted electronically, five (5) hard copies of the response must be provided.
PROPOSAL REQUIREMENTS AND CONTENT

Vendors must submit, at least, two (2) customer references with similar sized production runs with multi-part notices.   Documentation is also required documenting alternate or backup production facility and its production testing.  
COSTS OF PREPARING PROPOSALS

The AOC will not pay any vendor costs associated with preparing proposals submitted in response to this RFQQ.
PROPOSALS PROPERTY OF THE AOC

All proposals, accompanying documentation and other materials submitted in response to this RFQQ shall become the property of the AOC and will not be returned.  

PROPRIETARY INFORMATION/PUBLIC DISCLOSURE

Any information contained in the proposal that is considered proprietary and exempt from disclosure under the provisions of RCW 42.17.250 - .340 by the vendor must be clearly designated.  Each page must be identified by the word “confidential” printed in the lower right hand corner of the page and the particular exception from disclosure upon which the vendor is making the claim shall be referenced below the word “confidential.  Marking of the entire proposal as proprietary will be neither accepted nor honored.  If a request is made to view or obtain a copy of a vendor’s proposal, the AOC will comply with applicable public disclosure requirements.  If any information in the proposal is marked as proprietary the affected vendor will be given an opportunity to seek an injunction or restraining order against the requested disclosure.
RFQQ AMENDMENTS/CANCELLATION/REISSUE/REOPEN



The AOC reserves the right to change the RFQQ Schedule or issue amendments to this RFQQ at any time. The AOC also reserves the right to cancel or reissue the RFQQ. 

MINOR ADMINISTRATIVE IRREGULARITIES

The AOC reserves the right to waive minor administrative irregularities contained in any response.

NO OBLIGATION TO ENTER A CONTRACT

The release of this RFQQ does not compel the AOC to enter any contract.

The AOC reserves the right to refrain from contracting with any vendor that has responded to this RFQQ whether or not the vendor’s proposal has been evaluated and whether or not the vendor has been determined to be qualified.  Exercise of this reserved right does not affect the AOC’s right to contract with any other vendor.

The AOC reserves the right to request an interview with any vendor who is a prospective contractor prior to entering a contract with that vendor.  If a vendor declines the request for an interview for any reason, the vendor will be eliminated from further consideration.

MULTIPLE CONTRACTS

The AOC reserves the right to enter contracts with more than one vendor as a result of this RFQQ.

ADVANCE PAYMENT 

The Washington State Constitution provides that the state of Washington shall make no advanced payment for goods or services.  Therefore, the vendor should anticipate payment at the end rather than the beginning of the invoice period in which it submits any services for which a payment is due.  Invoices should be submitted no more often than monthly.
RFQQ evaluATION 

An AOC Evaluation Team (Team) of at least three (3) persons will evaluate the responses to this RFQQ.  It will be performed in multiple phases:

Phase 1 Qualification Review. The Team will review the qualifications of the vendor to provide the required services based on the vendors response to Appendix A..  

Phase 2 Production Testing.  Vendors qualifying in Phase 1 will be asked to conduct a production test.  AOC will provide sample files and the Phase 2 vendors will be given five (5) business days to produce sample notices (AOC 3 Part, DOC 3 Part, and DOC 5 Part).  The production test will require the vendor to receive electronic transmissions and produce representative statements, which would be ready for mailing, within five (5) business days.  Statements produced during the test may be electronic images capable of being printed or actual notices. 
Phase 3 Cost Evaluations.  Vendors qualified in Phase 2 will be judged on the competitiveness of their cost. Cost estimates shall be based on the production levels described in Exhibit G.  The Team will also check references and consider past contract performance.  References beyond those listed in the vendor’s proposal may be contacted and considered.
RFQQ CLARIFICATION

As part of the evaluation process, the RFQQ Coordinator may ask vendors to clarify specific points in their proposal.  However, under no circumstances will the vendor be allowed to make changes to the proposal.

POST EVALUATION

NOTIFICATION OF SELECTION OF APPARENTLY SUCCESSFULVENDORS

The Apparently Successful Vendor and the Apparently Unsuccessful Vendors will be notified via email.  
DEBRIEFING OF UNSUCCESSFUL VENDORS

Vendors who submitted responses that were not selected will be given the opportunity for a debriefing conference.  A request for a debriefing conference must be received by the RFQQ Coordinator within three (3) business days after the notification to unsuccessful vendors is e-mailed to vendors.  The debriefing must be held within three (3) business days of the request.

Discussion at the debriefing conference will be limited to the following:

· Evaluation and scoring of your proposal;

· Critique of your proposal based on evaluators’ comments; and

· Review of your final score in comparison with other Bidders' final scores without identifying the Bidders.

PROTEST PROCEDURES

In order to submit a protest under this RFP, a Bidder must have submitted a Proposal for this RFP, and have requested and participated in a debriefing conference.  Vendors submitting a protest to this procurement shall follow the procedures described herein or their proposal shall not be considered.  This protest procedure constitutes the sole administrative remedy available to the vendor under this procurement.

All protests must be in writing and signed by the protesting party or an authorized agent.  The protest must state all facts and arguments on which the protesting party is relying.  All protests shall be addressed to the RFQQ Coordinator.

Only protests stipulating an issue of fact concerning a matter of bias, discrimination, a conflict of interest, or non-compliance with procedures described in the procurement document shall be considered.  Protests not based on procedural matters will be rejected.

In the event a protest may affect the interest of any other vendor, such vendor(s) will be given an opportunity to submit their views and any relevant information on the protest to the RFQQ Coordinator.

Upon receipt of a protest, a protest review will be held by the AOC to review the procurement process utilized.  This is not a review of responses submitted or the evaluation scores received.  The review is to insure that procedures described in the procurement document were followed, all requirements were met, and all vendors were treated equally and fairly.

Protests shall not be accepted prior to selection of the apparent successful vendor.  Protests must be received within five (5) business days from the date of the notification of the unsuccessful vendor’s Debriefing Conference.  The Administrator or assigned delegate will then consider all the information available to her/him and render a written decision within five (5) business days of receipt of the protest, unless additional time is required.  If additional time is required, the protesting party will be notified of the delay.

GENERAL TERMS AND CONDITIONS 

The vendor selected will be expected to enter into a contract with AOC which will contain special terms and conditions and general terms and conditions.  The Special Terms and Conditions will be based on the services to be provided as described in this RFQQ and the General Terms and Conditions are attached as Exhibit F.  In no event is a vendor to submit its own standard contract terms and conditions as a response to this RFQQ.

STATE OF WASHINGTON

ADMINISTRATIVE OFFICE OF THE COURTS

RFQQ-0709
APPENDIX A - VENDOR RESPONSE CHECKLIST
Vendors must provide the information below.

1. Vendor Name.

2. Contact name, address, telephone number, e-mail address and fax number of vendor’s point of contact.
3. Provide a statement that no assistance in preparing the response was received from any current or former employee of the state of Washington whose duties relate(d) to this RFQQ, unless such assistance was provided by the state employee in his or her official public capacity and that neither such employee nor any member of his or her immediate family has any financial interest in the outcome of this RFQQ.

4. State if the vendor or any employee of the vendor is related by blood or marriage to an AOC employee or resides with an AOC employee.  If there are such relationships, list the names and relationships of said parties.  Include the position and responsibilities within the vendor’s organization of such vendor employees.

5. State whether any of the individuals that will provide services if the vendor is awarded a contract is a current state employee or a former state employee during the past two years.  If true, state the employing state agency, individual’s title at that state agency, and termination date.

6. If the vendor has had a contract terminated for cause during the past five (5) years, describe all such incidents, including the other parties’ names, addresses, and telephone numbers.  Present the vendor’s position on the matter.  Termination for cause is defined as notice to stop performance or delivery due to the vendor’s non-performance or poor performance, and the issue was either: (a) not litigated; or (b) litigated and such litigation determined the vendor to be in cause.  If the vendor has had no such terminations for cause in the past five (5) years, so state.  Poor contract performance may cause the vendor to be eliminated from consideration.  FAILURE TO DISCLOSE will result in disqualification of the vendor and, if applicable, may be grounds for termination of any contract entered with the vendor.

7. At least two customer references, of similar size to the LFO project, who can verify successful experience in the production and mailing of documents.  Please identify phone or email contact information, and a brief description of the references’ relationship and years of contractual relationship. 
8. Explicit agreement from vendor to adhere to all terms and conditions expressed herein.
9. The projected cost for the initial; contract period of providing the proposed services by each notice type and total.  Proposed cost should entered into and be based on the production levels described in Exhibit G.
10. Provide a statement that the price quoted in Exhibit G constitutes a firm offer valid for ninety (90) days from the proposal due date.  Quoted prices must include all cost to AOC including notices and postage.

11. A section detailing how the vendor meets each of the requirements under the Minimum Qualifications Section of this RFQQ.

12. State that your company will be available to start processing and mailing of the first set of LFO notices in April, 2007.
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