Printing Services and Qptional Mailing Services for Property Appraiser
PA-EPP-RFP 0114-2 OTR - Verification of Availability

Estimated Cost: $4.500.000

Ma 201

Find attached the “Scopes of Work” and “Special Requirements” for an upcoming
Request For Proposals (RFP). Please review to determine if you would be able to satisfy
the requirements (as applicable), and interested in responding; if so, please check the
appropriate areas below and respond to this email confirming the same. Please pay “CLOSE”
attention to the various sections and the “SPECIAL & MINIMUM Requirements”, being
specified, and confirm your ability and availability to satisfy “ALL” sections/scopes.

See all Sections as listed below; paying very close attention to the “minimum” requirements
of each. (While you are not proposing at this time, be mindful your response strongly
influences SBD’s determination as it relates to a potential SBE Measure). So please be diligent
in your review of the information and respond accordingly, based on your ability to meet ALL
the applicable requirements.

Are you able to meet the requirements of this project? Yes_  No___

Are you able to meet the “Minimum Qualifications” as described in Section 1.10?
Yes No_

Provide a detailed description of three (3) comparable references as evidence that your firm has
performed similar in size and scope to a “sizeable printing services for large scale government or
private institutions™:

» (lient

¢ Client contact person and phone number
» Total dollar value of the contract

¢ Dates covering the term of the contract

e Services performed and locations served

Bidder’s office location performing the services

***See Reference Page

Are you able to satisfy the “Mailing” requirements as described in Section 2.3?
YES_ NO_

Are you able to satisfy the “General Task” requirements of Section 2.4?
YES_ NO_

Are you able to satisfy the requirements as described in Section 2.5?
YES NO




Do you have experience satisfying the requirements that were of a similar scope to
the scopes of services for this contract? YES NO_

I am “NOT” interested in this solicitation.

Name of Firm: SBE Exp. Date:
Owner’s Name: Signature:
Date: Contact #:

Any questions, feel free to contact me at the number below.

(Respond to the “Verification “whether you are interested or not (choosing “Yes” or “No” as
applicable); this helps SBD in the determination of measures).

Vivian Q. Walters, Jr.

Contract Development Specialist 1T

Internal Services Department

Small Business Development Division

111 NW 1st Street #19 Floor, Miami, Fl 23128
walterv@miamidade.gov

Office (305) 375-3138 | EFax (305) 375-3160




Printing Services and Optional Mailing Services for Property Appraiser

PA-EPP-RFP 0114-2 OTR - Verification of Availability

Estimated Cost: 00,000
Ma 201
Please complete the following “Reference Requirements”™
Project Title:
Client Name

Contact No.:
Scope Description:

Project Title:
Client Name
Contact No.:
Scope Description:

Project Title:
Client Name
Contact No.:
Scope Description:




Migni-Dade County Office of the Property Appraiser, Flovida EPP-RFP No. 0114-2-0TR

Services Department website at www.miamidade.govidpm or the Vendor Assistance Unit risk the possibility of not
ivi da and lely responsible for those risks

1.1 Introduction

The Miami-Dade County Office of the Property Appraiser, hereinafter referred to as the PA, as represented by
the PA IT and Investigative Divisions, is soliciting proposals for printing services for the year round mailings
submitted by the PA The PA is seeking proposals from printing firms with experience in performing these
types of services which require various drop dates per Florida Statutes and State of Florida Department of

Revenue Rules and Regulations,

The PA anticipates awarding a contract for a two year period, with three, r options {o renew, at the PA’s

sole discretion.
The anticipated schedule for this Solicitation is as follows:

Sclicitation issued:
Pre-Proposal Conference: See front cover for daf place. Attendance's
f4/0 iixJanguage interpre
accessible format for thisielent, please,call the ADA Cogrdinator at (305)
375-2013 or email hjwrig@Hidmidate.gov at least five days in advance.

Deadiine for receipt of questions:
Proposal due date:

Evaluation process:

Projected award date:

1.2 Definitions

% - i
1. The word "Contractor” fgpgﬁ'nean% oposer that Fdceives any award of a contract from the as a result of
this Solicitation, also f¢ "5 the prime Contragtor”.
2. The word “County AG6™: de County, a political subdivision of the State of Florida,
3. The word "Proposer” t n, firm, entity ot ofganization, as stated on Farm A-1, submitting a
response to this Solicit ,

ationi

4, el Services 0 of this Solicitation, which details the work to be
5. Jrc)l “Solicitation 7 y42Request for Proposals (RFP) or Request for Qualifications (RFQ})
ent, and all associa ﬁ addend aftachments.
B. "Subcontractor” 1o jean any pefson, firm, entity or organization, other than the employees of the
o contracts with the Contfactor to furnish labor, or tabor and materials, in connection with the
%directiy or indirectly, on behalf of the Contractor.
7.

Pragram”, or "Project” to mean all matters and things that will be required to
be done by the saccordance with the Scope of Services and the terms and conditions of this

Solicitation.

1.3  General ProposalInformation :

The PA may, at its sole afid absolute discretion, reject any and all or parts of any or all responses; accept parts
of any and all responses; further negotiate project scope and fees; postpone or cancel at any time this
Solicitation process; or waive any irregularities in this Solicitation or in the responses received as a result of
this process. A proposal shall be the Proposer’s firm commitment to provide the goods and services solicited
in the manner requested in the Solicitation and described in the proposal. In the event that a Proposer wishes
to take an exception to any of the terms of this Solicitation, the Proposer shall clearly indicate the exception in
its proposal. No exception shall be taken where the Solicitation specifically states that exceptions may not be
taken. Further, no exception shall be allowed that, in the County’s sole discretion, constifutes a material
deviation from the requirements of the Salicitation. Proposals taking such exceptions may, in the County’s sole
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Miami-Dade Courtty Office of the Propenfy Appraiser, Flovida EPP-RFP No. 0114-2-OTR

discrétion, be deemed nonresponsive. The PA reserves the right to request and evaiuate additional information
fram any respondent regarding respondent’s responsibility after the submission deadline as the PA deems
necessary.

Proposals shall be irrevocable until contract award unless the proposal is withdrawn. A proposal may be
withdrawn in writing only, addressed to the FPA contact person for this Solicitation, prior to the proposal due
date or upon the expiration of 180 calendar days after the opening of proposals.

Proposers are hereby notified that all information submitted as part of, or in suppott of proposals will be
available for public inspection after opening of proposals, in compliance with Ghapter 119, Florida Statutes,
popularly known as the "Public Record Law". The Proposer shall not submit information in response to
this Solicitation which the Proposer considers to be a trade secret, proprietar idential. The submission

Proposer submits information to the PA in violation of this restriction
clearly identifies that information in the proposal as protected or copf .
either (a) communicate with the Proposer in writing in an effort ptaln::,the Propos,
the conﬁdentiality restriction or (b) endeavor to redact and re

@\gountys sole
h or return of

er has been appointed over all or
wOr any state insolvency law,
foh and/or administrative order
5) 375-5128.

a reorganization, llquldatlon or dissolution pro
a substantial portion of the property of the Pro
may he found non-responsible. To request a ¢g
cited in this Solicitation, the Proposer must contac] )

1.4 Cone of Silence ,
Pursuant to Section 2-11.1(t)

ami-Dade Courity Code, as af lended, a “Cone of Silence” is imposed
fhent and termlrgates at the time a written recommendation is issued.
The Cone of Silence pi its. nication regar&lhg RFPS or RFQs between, among others:

respectwe staffs and the County’s professional staff including, but
unty Mayor and the Property AppralserlCounty Mayor's staff; or

. i the staff of the Vendor Assistance Unit, the responsible Procurement Agent

already contained:h the solicitation document;

« oral communications at pre-proposal conferences, oral presentations before selection committees,
contract negotiations during any duly noticed public meeting, public presentations made to the Board of
County Commissioners during any duly noticed public meeting; or

= communications in writing at any time with any PA employees, official or member of the Board of
County- Commissioners unless specifically prohibited by the applicable RFFP or RFQ documents.

When the Cone of Silence is in effect, all potential vendors, service providers, bidders, lobbyists and
consultants shall file a copy of any written correspondence concerning the particular RFP or RFQ with the
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Miami-Dade County Office af the Property Appraiser, Florida EPP-RFP No. 0114-2-O1TR

Clerk of the Board, which shall be made available to any person upon request. The PA shall respond in writing
(if PA deems a response hecessary) and file a copy with the Clerk of the Board, which shall be made available
to any person upon request. Written communications may be in the form of e-mall, with a copy to the Clerk of
the Board at clerkbcc@miamidade.gov.

1.5 Public Entity Crimes

Pursuant to Paragraph 2(a) of Section 287.133, Florida Statutes, a person or affiliate who has been placed on
the convicted vendor list following a conviction for a public entity crime may not submit a proposal for a
contract to provide any goods or setvices {0 a public entity; may not submit a proposal on a coniract with a
public entity for the construction or repair of a public building or public work; may not submit proposals on
leases of real proparty to a public entity; may not be awarded or perfor 3 a confractor, supplier,
subcontractor, or consultant under a contract with any public entity; and, not transact business with any
public entity in excess of the threshold amount provided in Section 28 tegory Two for a period of
thirty-six (36) months from the date of being placed on the convicted .

1.6 Lobbyist Contingency Fees

55,2003, no person
or” No person

i-Dade Qounty, after Ma
contingepey fee fo anoth

a) In accordance with Section 2-11.1(s) of the Code of M
may, |n whole or ;n part pay, give or agree to pay qr

benefit as compensat{on which is
or modification of. 1) any ordinance,
ecision or recommendation of the
A/Gounty personnel during the
gision or recommendation

b) A contingency fee is a fee, bonus, commission or nan-mg
dependent on or in any way contingent ypon the passage ol

PA or committee; or 3) any action, decisi
time period of the entire decision-making p%p |
which forseeably will be heard or reviewed by fhe Propeit

1.7 Cellusion .
In accordansce with Section@ 4 1ty, where two (2) or more related parties,
| for any oontragt such proposals shall be presumed to be collusive.

as defined herein, each submit a pro
The foregoing presumpt ay be rebitted by the pre§§ntat|on of evidence as to the extent of ownership,
: ] tion and submittal of such proposals. Related

control and managenien

\......

' “Proposer for the same contract. Proposals found to be
o have been found fo have engaged in collusion may be considered
non-regp , ar e SUS debarred, and any contract resulting from collusive bidding may be

Pursuant to Ordl
terms and condit
referred to as the EX a&?d P

Section 2-8.1.6 of the Code of Miami-Dade County. The program shall be
asing Program (EPP). Due to the expedited nature of PA projects issued
under the EPP, partléq’ vendors should anticipate a shortened solicitation timeline for responding.
Technical, professuonat ahdilegal staff may be used to determine best value as set forth in the solicitation
documents without the nééd to utilize the formal Selection Commitiee process established by the PA. The
Property Appraiser or designee’s written recommendation to award a contract under the EPP shall be sufficient
to commence the bid protest period and terminate the Cone of Silence. Any legislation contrary to the
provisions of the EPP shall be deemed suspended or amended as necessary to give effect te the intent of this
ordinance during its effective term.

1.9  Contract Measures
This Solicitation includes contract measures for Miami-Dade County Certified Small Business Enterprises
(SBE's) as follows.
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Mianmi-Dade Connty Office of the Property Appraiser, Florida EPP-REP No, 0114-2-OTR

Set-aside;
This Solicitation is set-aside for SBE's.

Subcontractor Goal:

% SBE subcontractor goal is applicable. The purpose of a subcontractor goal is to have portions of
the work under the prime contract performed by available subcontractors that are certified SBEs for
contract values totaling not less than the percentage of the prime contract vatle set out in this Solicitation.
Subconiractor goals may be applied ta a contract when estimates made piior tosolicitation advertisement

: SBEs are available o afford
Ges. F’roposers shall submit a

completed Schedule of Intent Affidavit (Form SBD 504) at the t:ng ;
utilized to mest the subcontractor goal. The Schedule of Intent ffi%f\av:t shall sp
commodity code the SBE will perform. The Schedule of Intep fidavit constitu
by the Proposer that to the best of the Proposer’s knoyje Ydge the SBEs listed"
agreed to perform as specified, or that the Proposer wiy :

__Mlaml de County SBE ceftitication by the
tbér’ 'Feqmrements Additicnal information

including new amendments to the
e85 Development's website

The participating SBE firms (or joint ventures) must hale 2%
proposal submittal deadline of this Solicitation, as well as, mestia)
regarding Miami-Dade County's Small Business Enterprise Pro
program, is available on . Smaill B
http:linew.miamidade.qovlbusmess/business— B

(If SElsctisH Fasts

110 RMinimum Qualifications

Provide documentation thati
requirements. Proposersiwl
supporting documentay,@
Solicitation are:

fheet the mmmg,;m quallfzcatnon requirements or who fail to provide
d non- responsiy . The minimum qualification reguirements for this

2.1 Purpose

It is the purpose of this Request for Proposals (RFP) to select a firm to provide printing and optional mailing
services for the Miami-Dade Gounty Office of the Property Appraiser (PA).
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Miaui-Dade County Office of the Property Appraiser, Florida EPP-RFP No. 0114-2-0OTR

2.2. Background

The PA has the responsibility of notifying the businesses and citizens of Miami-Dade County {County) of
property taxes due to the County. The primary method of providing that notification is by use of printed
documents mailed through the U. S. Postal Service (USPS). The PA has multiple mailings each year and the
majority are govern by statutory faw, which may include certified mailing requirements.

2.3 Mailing Projects

Each mailing project may require various paper sizes and colors. Below is a [ighof alanticipated yearly

mailing projects. Each mailing project includes (but may not be limited to): &

ltem No.1

Residential Renewal Mailing
Date: December 27th
Quantity: 411,000

[Job Name Special instructigns

A:2014 AUTOMATIC RESIDENTIAL
Residential Renewal Receipt, 8.5 x 11, 2 si ENEWAL RECEIPT — FRONT PAGE
 Variable side 1 (Front), Black

e Siatic side 2 {Ha

Option 1; Residential

Renewal Mailing L 2014 AUTOMATIC RESIDENTIAL

AL RECEIPT ~ BACK PAGE

11x17 foldedto 8.5 %1
Once hooklet is folded, o
follows:

2014 ENGLISH AUTOMATIC RENEWAL
iPT_PAGE1

| 2014 ENGLISH RENEWAL
INFORMATION_PAGE 2

Option 2: Residential '
Renewal Mailing 2014 SPANISH AUTOMATIC RENEWAL

RECEIPT_PAGE3

2014 SPANISH RENEWAL
INFORMATION_PAGE4

2014 AUTOMATIC RENEWAL RECEIPT
_ENGLISH

“Variable BOTH SIDES, Black
English Front, Spanish Back
o Folded English side Superior

2014 AUTOMATIC RENEWAL RECEIPT

S
Option 3: Residential _SPANISH

Renewal Mailing 2014 ENGLISH RENEWAL

Renewat Information Insert, 8.5x11, 2 sided INFORMATION_FRONT

» Static both sides

o Folded English side superior 2014 SPANISH RENEWAL

INFORMATION_BACK

Fraud Insert, 8.5 x 11, 2 sided
s Static both sides, Black, printed on FINAL 2014 Exemption Fraud Insert
blue paper

Residential Renewal
Fraud Insert

6 Rey. 2/16/14




Miami-Dade County Office of the Property Appraiser, Florida

item No.2
Institutional Renewal Mailing (RE)
Date: December 27th

Quantity: 7,170

EPP-RFP No. (114-2-OTR

Job Name Special Instructions

File Attachments

Institutional Renewal Receipt, 8.5x 11, 2
Option 1. Institutional sided :

Renewal Mailing (RE} » Variable side 1 (Front}, Black

& Static side 2 {Back), Black

FINAL 2014, AUTOMATIC INSTITUTIONAL
RENEWAL'REGE(PT - FRONT PAGE

Option 2: Institutional 11 x 17 folded to 8.5 x 11, Perforated
Renewal Mailing (RE) Once booklet is folded, order pages ag
follows: :

Page 1: English Renewal Recej
Black
Page 2: Renewa! Information English

2014 ENGLISH RE
iable, | INFORMATION_PAGE

5014 SPANISH AUTOMATIC INST
RENEWAL RECEIPT PAGE3

SPANISH RENEWAL
FION_PAGE4

Option 3: Institutional .
Renewal Mailing (RE) y

olded English side superior

2014 AUTOMATIC INST RENEWAL
RECEIPT _ENGLISH

2014 AUTOMATIC INST RENEWAL
RECEIPT _SPANISH

2014 ENGLISH RENEWAL
INFORMATION_FRONT

2014 SPANISH RENEWAL
INFORMATION_BACK

ltem No.3
Institutional Renewal Mall

P} (Currently handled by the County's IT Department.)

Date: December 27th
Quantity: 7,170

Job Name Special instructions File Attachments
. Institutional Renewal Recelpt, 8.5 x 11, 2 FINAL 2014 AUTOMATIC INSTITUTIONAL
Option 1; Institutional sided RENEWAL RECEIPT - FRONT PAGE
Renewsal Mailing (TPP) « Variable side 1 {Front), Black
e Static side 2 (‘Back), Black FINAL 2014 AUTOMATIC INSTITUTIONAL

7
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Miami-Dade Connty Office of the Properly Appraiser, Florida

EPP-RFP Ne. 0114-2-0OTR

RENEWAL RECEIPT - BACK PAGE

Option 2: Institutional
rRenewal Mailing (TPP)

follows:

11 x 17 folded to 8.5 x 14, Perforated
Once booklet is folded, order pages as

Page 1; English Renewal Receipt, Varlable,
Black

Page 2: Renewal information English, Static,
Black

Page 3: Spanish Renewal Receipt, Variabie,
Black

Page 4: Renewal Information Spanish,
Static, Black

Boollet should be folded with English
superior

2014 ENGLISH AUTOMATIC INST
RENEWAL RECEIPT_PAGE1

2014 ENGLISH RENEWAL
INFORMATION_PAGE 2

2014 SPANISH AUTOMATIC INST
RENEWALRECEIPT_PAGE3

ANISH RENEWAL
TION_PAGEA

Option 3; Institutional
Renewal Mailing {TPP)

Institutional Renewal Receipt, 8
sided
e Variable BOTH SIDES, Bla

» English Front, Spanish Back

o Folded English side Supgt]

c

R

Renewal informati
»  Static both sig

o foldedi

| 2014 AUTOMATICH]

p

CEIPT _ENGLISH

72014 AUTOMATIC INST vRENEWAL

RECEIPT _SPANISH

4 ENGLISH RENEWAL
ATION_FRONT

2014 SPANISH RENEWAL
NFORMATION_BACK

Item Ne.4
1% Courtesy A

Quantity: 16,167

Date: December 27th ‘

File Attachments

~follows:

501), Page 1, Variable, Black

501), Page 2, Static, Black

Variable, Black

Variable, Black

11 % 17 folded 1o 8.5 x 11, Perforated

JHice booklet is folded, order pages as
Page 1: Exemption Application (MDR-
Page 2: Exemption Application (MDR-

Page 3: DR-501T {Transfer of Homestead
Assessment Difference Application),

Page 4: Blank page for Mailing Data,

FINAL COURTESY
APPLICATION DR 501 PG 1
&2

FINAL dr501t_PG3
FINAL BLANK PAGE 4 FOR

MAILING COURTESY
APPLCIATION_PG 4

Booldet should be folded with the blank
page with mailing superior (pg. 4}, in
order to see the mailing address through

the envelope window,

g
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-

Courtesy Application Cover Letter, 8.5 x | FINAL 2014 Property Tax

Courtesy Application Cover Letter (1% INSERT) 11, 2 pages (Front and Back), Static, Exemption Courtesy
Black, folded English side superiot Letter INSERT 1
FINAL 2014 COURTESY
Exernption Requirements and Locations (2"d Exemption Requirements and locations | EXEMPTION
Insert) Insert: 8.5 x 11, 1 sided, Static, Black REQUIREMENTS

LOCATIONS_INSERT 2

Exermnption Requirements Insert: 8.5x
14, 2 sided {English and Spanish, fold
English side superior)}, Static, Blacl
{printed on Blue Paper)

FINAL 2014 Exernption

Exemption Requirements (3" Insert) -
. .@equwements_!NSERT 3

ltem No.5
Classification Letter No.1
Date: February 1st

Quantity: 8300

Job Name fle Attachments
2014 Classification

Classification letter No.1 Letter_Engtlish
and Spanish

Item No.6

Sales info Survey
Date: February 1st
Quantity: 800

File Attachments
2014 Sales Info
Survey English

Job Name

Sales Info Survey

and Spanish
Job Name Special Instructions File Attachments
Wetland Letter, 8.5 x 11, 2 sided 2014 Wetland
Wetland Letter » Variable both sides, Black Letter English and
o Folded English Side Superior ' Spanish
Item No.8 #
Trust Mailing
Date: February 14th
Quantity: 600
Job Name Special Instructions File Attachments
Trust Mailin Trust Letter, 8.5 x 11, 2 sided 2014 Trust
g ¢ Variable hoth sides, Black Letter_English and
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o Folded English Side Superior Spanish
: Frust Certificate Insert, 8.5 x 11, 2 sided 2014 Trust
Trust Mailing Insert « Static both sides, Black Certificate English
o Folded English Side Superior and Spanish

item No.9

Senior Automatic Mailing
Date: February 14th
Quantity: 45,000

Job Name

Special Instructions

File Attachments

Option 1: Senior Citizen Automatic Renewal Mailing

2014 AUTOMATIC SENIOR
RENEWAL RECEIPT - FRONT

GLISH RENEWAL

N_BACK PAGE

Option 2: Senior Citizen Automatic Renewal Mailing

2014 ENGLISH AUTOMATIC
SENIOR RENEWAL
RECEIPT_PAGEL

2014 ENGLISH RENEWAL
INFORMATION_PAGE 2

2014 SPANISH AUTOMATIC
SENIOR RENEWAL
RECEIPT_PAGE3

2014 SPANISH RENEWAL
INFORMATION_PAGE4

Senior Citizen Renewal Receipt, 8.5 X
14, 2 sided
s Variable BOTH SIDES, Black
» English Front, Spanish Back
o Folded English side
Superior

Renewal Information Insert, 8.5x1.1, 2
sided
¢ Static both sides
o Folded English side
superior

2014 AUTOMATIC SENIOR
RENEWAL RECEIPT
_ENGLISH

2014 AUTOMATIC SENIOR
RENEWAL RECEIPT
_SPANISH

2014 ENGLISH RENEWAL
INFORMATION_FRONT

2014 SPANISH RENEWAL
INFORMATION_BACK

Optional: Fraud Insert

ack, printad

] 14 Exemption
Fraud Insert

ftem No,10
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T&P Automatic Mailing
Date: February 14, 2014

Quantity: 200

Job Name Special Instructions File Attachments
2014 AUTOMATIC T&P
T&P Automatic Renewal Receipt, 8.5x 11,2 RENEWAL RECEIPT - FRONT
sided PAGE

Option 1: T&P Automatic Renewal Mailing

s Variable side 1 {Front), Black
+ Static side 2 {Back), Black 2014 ENGLISH RENEWAL

INEORMATION__BACK PAGE

2014 ENGLISH AUTOMATIC
T&P RENEWAL
RECEIPT_PAGEL

11 x 17 folded to 8.5 x 11, Perforate

Black PENGLISH RENEWAL
Page 2: Renewal Inforfati ATION_PAGE 2
. . . Black
Option 2: T&P Automatic Renewal Mailing Page 3: Spanish Rene 2014 SP:A 1SH AUTOMATIC
Black T&P RENEWAL
Page 4: Renewal informati RECEIPT_PAGE3
Black %
2014 SPANISH RENEWAL
Booldet sholildit ed wi ~ INFORMATION_PAGE4
superior b

; & | 2014 AUTOMATIC T&P
T&P Automa 11,2 RENEWAL RECEIPT _ENGLISH

e Variable BQTH SIDES, Black 2014 AUTOMATIC T&P

, o English Frofit, Spanish Back RENEWAL RECEIPT _SPANISH

Option 3: TRP Automatic Renewa| nglish side Superior
2014 ENGLISH RENEWAL

$n Insert, 8.5x11, 2 sided INFORMATION_FRONT

th sides

o Folded English side superior 2014 SPANISH RENEWAL

INFORMATION_BACK

FINAL2014 Exemption Fradd

insert
item No.11
2™ Courtesy Application M
Date: February 14, 2014
Quantity: 6,000
lob Name Special Instructions File Attachments
11 x 17 folded to 8.5 x 11, Perforated FINAL COURTESY
. Once hooklet is folded, order pages as fallows: APPLICATION DR
Courtesy Application Booldet 501 PG1&2
Page 1: Exemption Application (MDR-501), Page 1,
Variable, Black FINAL
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EPP-RFP No. 0114-2-0OTR

Page 2: Exemption Application (MDR-501), Page 2, drs01t_PG3

Static, Black

Page 3: DR-501T (Transfer of Homestead FINAL BLANK

Assessment Difference Application}, Variable, Black | PAGE 4 FOR

Page 4: Blank page for Mailing Data, Variable, Black | MAILING
COURTESY

Booklet should be folded with the blank page with
mailing superior (pg. 4), in order to see the mailing
address through the envelope window

APPLCIATION_PG
4

Courtesy Application Cover Letter (1* INSERT)

x 11, 2 pages
d:English side

Courtesy Application Cover Lette
{Front and Bacl), Static, Blaclé;f’
superior

FINAL 2014
Properiy Tax
Exemption
Courtesy

Letter INSERT 1

Exemption Requirements and Locations (2“‘j
Insert)

Exemption Reguirements and locations Insert:

11, 1 sided,

FINAL 2014
COURTESY
EXEMPTION
QUIREMENTS
LOCATIONS_INSE
RT 2

Exemption Requirements (3" Insert)

FINAL 2014
Exemption
Reguirements_IN
SERT 3

ltem No.12
Questionnaire Mailing

Date: February 14, 2014
Quantity: 3,700

Job Name

File Attachments

2014 HX
QUESTIONNAIR
E
LETTER_English
and Spanish

Questionnaire Mal

‘nish Coi’ler Letter Varlabte Black
sh Questionnaire, Variable, Black

thish Questionnaire, Variable, Black

2014 HX
Questionnaire_E
nglish and
Spanish

Optional: Fratid insert

Iltem No.13
Income Request Letter
Date: March 1st

Quantity: 32,000

12
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Job Name

Special Instructions

File Attachments

Income Request Letter

Income Request Leiter, 8.5 x 1%, 2 sided
e Variable both sides, Black
o Folded English Side Superior

2014 Ihcome
Request
Letter_English and
Spanish

ltem No.14
Waiver Letter
Date: April 1st
Quantity: 74,000

ioh Name

Special Instruciions

Flle Attachments

Waiver Letter

Waiver Letter, 8.5 x 11, 2 sided
« Varlable both sides, Bt

Spanish

o Folded Egiglish Side Superior

2014 Waiver
Lettet_English and

ltem No.15

General Denizl Mailing (Certified)

Date; Between April and July

Quantity: 9,000

Job Name

General Denial

ling (Certified)

Specialinstructions

Flle Attachments

11 % 17'fp|ded in half to 8.5 x 11 and
o fit into #10 envelopa

t is folded, order pages

Page 1: Blank page for mailing
Lnformation and certified number
*Page 2: English Cover Letter, Variable,
Black

Page 3: Spanish Cover Letter,
Variable, Black

Page 4: Blank back page stating this
page intentionally left blank

Booklet should he folded with the
blank mailing Info page superior {pg.
1)

{tem No.16

Co-Applicant Denial Mailing {Certified)
Date: Between April and July

Quantity: 500

i3
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Joh Name

Special Instructions

File
Attachments

Co-Applicant Denial Mailing {Certified)

11 x 17 folded in half to 8.5 x 11 and then
folded to fit into #10 envelope

Once hooklet is folded, order pages as follows:
Page 1: Blank page for mailing information and
certified number

Page 2: English Cover Letter, Varigble, Black
Page 3: Spanish Cover Letter,

ltem No.17

Port Denial Mailing (Certified)
Date: Between April and July
Quantity: 3,500

File
Job Name Attachments
ofitinto #10 |
jed, order pages as follows:
i Blank page for mailing information and
Part Denial Mailing (Certifi certified:number
: [ish Cover Letter, Variable, Black
Booklet should be folded with the blank
mailing info page superior {pg. 1)
e
ltem No.18
Institutional Deni
Date: Between April
Quantity: 100
Job Name Special Instructions File
P Attachments

institutional Denial Mailing (Certified)

11 x 17 folded in half to 8.5 x 11 and then
folded to fit into #£10 envelope

Once baokiet is folded, order pages as follows:
Page 1: Blank page for mailing information and
certified number

Page 2: English Cover Letter, Variable, Black

14
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Page 3: Spanish Cover Letter, Variable, Black
Page 4: Blank back page stating this page
intentionally left blank

Bookiet should be folded with_ the blank
mailing info page supetior {pg. 1)

Item No.19 _ Pt
Investigation Denial Mailing {Certified)
Date: Between April and July

Quantity: 600

File

: Special Instructions
Job Name p stry Attachments

B

S5x 11, 2 pages{lp

investigation Denial Let
Investigation Denial Mailing {Certified) and back), Variable, B
Certified

Item No. 20
50 Denial Mailing {Non-Certified)
Date: Between April and July

Quantity: 2,000

File
fob Name ) Attachments
pages (1 page front and back),
Job Name Special Instructions Hle
speclal instructions
Attachments
| 57 Denial Letter — 8.5 x 11, 2 pages {1 page front and back), :
57 Denial Mailing (Non-Certified) | Variable, Black
Non-Certified
ltem No, 22
Late Application Nen-Approval Mailing (Non-Certified)
Date: Between April and July
Quantity: 900
]_Job Name Special Instructions | File

15 Rev. 2/19/14




Miami-Dade County Office of the Property Appraiser, Florida EPP-RFP No. 0114-2-OTR

Attachments

Late Application non-Approval Letter—8.5
¥ 11, 2 pages (1 page front and back),
Variable, Black

Non-Certified

Late Application Nok-Approval Mailing (Non-Certified)

item No.23

Exchange of Information Letter
Date: May 1st

Quantity: 1,400

File Attachments
2014 Exchange of
Information
Letter_English and

S

lob Name Special Instructions

Exchange of Information Letler
Exchange of Information Letter .

[tem No. 24
Multiple Year Filings
Date: June 1st

Quantity: 36,000

Job Name File Attachments
2014 Multiple Year
Filings_English and
Spanish
Special Instructions File Attachments
Classification Letter, 8.5 x 11, 2 sided 2014 Classification
» Variable both sides, Black Letter_English and
o FEolded English Side Superior Spanish
item No.26
Wetland Letter No.2
Date: July 1st
Quantity: 600
Job Name _ Special {nstructions o File Attachments
Wetland Letter No. 2 Wetland Letter, 8.5 x 11, 2 sided 2014 Wetland
16 Rev. 2/19/14
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Variable both sides, Black

o Folded English Side Superior

Letter Engtish and
Spanish

Item No. 27
NCOA Letter

Date: July st
Quantity: 9200

Job Name Special Instructions File Attachments
NCOA Letter, 8.5 x 11, 2 sided 2014 NCOA
NCOA Letier * Variable both sides, Black Letter_English and
Spanish
Item No.28

Informal Assessment Review

Date: August 1st
Quantity: 37,000

lab Name

Eile Attachments

Informal Assessment Review

2014 Informal
Assessment
Review_English
and Spanish

ltem No.29
TRIM Guide

Date: August Ist
Quantity: 1,000,000

Job Name Shecial Instructions File Attachments
Ui sided 2014 TRIM
TRIM Guid oth sides, Black Guide_English and
Ided English Side Superlor Spanish

Quantity: 855,0

Job Name Special Instructions File Attachments
, TRIM Insert, 8.5 x 11, 2 sided 2014 TRIM
TRIM Insert + Variable both sides, Black Insert_English and
o Folded English Side Superior Spanish
{tem No.31

Various Envelopes
Date: Year Round

Quantity: small guantities or as nheeded

Job Name

Special Instructions

File Attachments

Various Envelopes

No.10 Window Envelopes

17
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2.4 Tasks
A. GENERAL:

The selected Proposer shall provide printing and optional mailing services for all printing described on Section
2.3 (above). Mailing of above ilems is time sensitive. Exact mailing date for each submitted job will be
provided by OT/COR at time of transmission of information. Ample time will be provided by OT/COR between
transmission and mail date. Submitted job is processed, printed and mailed (if selected Proposer is designated
to provide mailing services) with single items mailed out efficiently and- multi-items mailed correlated by zip
code, address and name correctly.

The selected Proposer shall be capable of consolidating two (2) sets of datgifles into one (1) notice and/or
consolidating two (2) sets of notices into one envelope for mailing. Sele: '

Proposer shall be responsible for and agree to furnish all labor, mat
procedures and supervision required for completion in a superior and

right to view completed sample of each type of mailing prior to th

ent, guality control
anner. The PA reserves

B. DATA PROCESSING SERVICES

The selected Proposer shall provide, bithotimited to, the follg

1. Data File Manipulation:
a. receive and send data files ele !
petform simple merging of data filé ‘on data field:

merge multiple PDF files into one;

procesg datarre
code of each ad

@ - e o 0o T

;agy Support System (CASS) to certify the list and
rrect carrier route, zip code and Delivery Point

2. Printing Services:#
a. specify paper stock (i.e. color, weight, font, font size, etc.) requirements;
b. specify alternative print media other than paper (i.e. vinyl commonly referred to as wraps Y,
c. print envelope with and without address widows;
d. specify ink requirements;
8. specify for folding and stuffing requirements;
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f. specify format (i.e. single/double sided, booklet, perforation, etc,
g. specify data from a file(s) which includes variable information;
h. specify Optical Character Recognition (OCR) requirements fonts for BAR codes and UPC codes
as reguired;
3. Rendering Electronic Quiput Files
a. specify output data files (PDF, JPEG, PNG, TIFF, efc.} requirements;
specify rasolution or max size,

b

c. specify color, black/white, or gray scale,
d. specify data from a file(s) which to include variable informatic
. ‘

specify the file "name” based on a static name, as indi
provided,; :

f. specify the file "name” based on static plus vari
as provided, (i.e. each file 2014 Institutional
folio_number is variable data that would b

g. specify PDF requirements
i. One file per addressee, evenif it's a mult

i. One file for the entire mailing

iii. Searchable or not search

4. Electronic Workflow Processing
It is highly desirable that the selected Prop
project visibility, controI,A

Ss‘&r provic{;
d tracking, including % t

are available to Proposers. Proposers may view samples at the PA

uite 710, Miami, FI 33128, As an alternate, proposers may provide the
Purchasing Unit wit
must allow sufficient time;
delays in providing the s

The samples indicate thesource files provided by PA for the suggessted formats for each type of
correspondence required. The PA will consider reformatted configurations to fit 812" x 11" paper. Selected
Proposer wilt provide, at no charge, minor design changes as requested by PA. Input fields are mapped to the
sample forms. Where input lengths exceed output lengths, the logic should be as follows:

(1) for alphanumeric fields, left justify and truncate and

(2) for numeric fields, right justify and remove leading zeroes. As selected Proposer, equipment and capability
may vary, Proposers should regard the sample outputs as guidelines, and provide responses that include
samples fo be produced. Font types and sizes may vary, but font should be uniform within a section of
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correspondence. OCRV Scan Line must be in exact position for items having scan line using the standardized
OCR A and/or B fonts. While the samples provided can be derived from the inputs without processing, the PA
would prefer a Proposer who can demonstrate the ability to accumulate totals, aggregate on field value change
and control format based an field contents and types.

D. SUPPLIES
Selected Proposer shall provide;

1. Sufficient stationary (type as noted on ‘Pricing Sheet’) oh which to print trans

4. The printing of any inserts as designated by PA WhICh i ded i iling. Wand paper
color specifications to be provided by PA.

I in time frame provided. PA may

harged for supplies not related to
submitted jObS Selected Proposer shall be res '
submitted job. Record of costs of supplies and p¢ Tbiltted !:0 PA each month.

E. QUALITY

; i

evel of quality. Selected Proposer shall implement
ddresses, improper dates and other erroneous data.
r having incorrect information, not supplied by the

Every notice shall be prmted Atelmgile
safeguards and checks id dou%;
Any submitted job not p
PA, shall be reprinted a

go data shall be transmitted without consent of the PA. Selected Proposer
sell information provided by PA for printing and mailing of submitted jobs. Selected
Proposer shall agree { geomply with a confidentiality agreement. The selected Proposer to provide a
hosted web-based, on-lifg*Electronic Bill Presentment and Payment solution (EBPP) with demonstrated
capability up fo 256-bit e’hcrypt;on, 4-layer security, password protection login, bill viewing and storage and
allow functicnality for various customer payment options and account maintenance.

shall not use, dispe

G. DISASTER RECOVERY PROCEDURES

The selected Proposer shall have a demonstrated disaster recovery program (hardware and software)
addressed in their proposal that ensures prompt and complete recovery. The detail of this plan shall include
off-site storage of information, data recovery procedures, timing in which backup will occur, equipment failure
process, alternate FTP sites, etc. The Proposer shall detail their solution to ensure no significant interruption of
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service and any cost(s) that will be charged to the PA for the availabiiity of these services. Disaster recovery
procedures reguire the same security levels as noted above (Section “I", Security).

2.5 Optional Folding ang Postal Services

The Selected Proposer (if assigned to provide the optional folding and mailing services) shall:

1. The PA will provide USPS postage account number. Maintain the necessary postal equipment to affix
postage to each item.

2. Maintain the necessary software essential ta receive the largest postage disgotints and shall maintain up-to-

date knowledge to all United States mail regulations regarding First Class

3. Utllize bar coding and arrange/sort the mail to qualify for the lowest,
States Postal Service standards.

4. Maintain the necessary documentation and eguipment to tragk’ omi j ihe time transmission
~ from PA e delivery to the United States Postal Service.

8. Notify PA, within a reasonable time frame, when mail*exce
postal charges to be incurred when mailing.

Iseris as directe;:l by the PA.
ible through the window envelope,

shall fold, perforate and msert !
The Selected Proposer sha

4.1 Review of Proposals for Responsiveness

Each proposal will be reviewed to determine if the proposal is responsive to the submission requirements
outlined in this Solicitation. A responsive proposal is one which follows the requirements of this Solicitation,
includes all documentation, is submitted in the format outlined in this Solicitation, is of timely submission, and
has the appropriate signatures as required on each document. Failure to comply with these requirements may
result in the proposal being deemed non-responsive. '
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