General Information:

QPA # 10254, Start 6/27/07 End 6/27/12 with the option of one (1) renewal of two (2) years.
All services to be used starting 8/13/07.

Primary Contact for the State is Michael Sturm.  His email is msturm@idoa.in.gov.

Primary Contact for Pitney Bowes’ mail/courier services is Eva Holcomb.  Her email is PBMailManager@idoa.in.gov.

Primary Contact for Pitney Bowes’ print/copy services is Ronald Rhodes.  His email is PBPrintManager@idoa.in.gov.

Contract Services:

· Mailing Services: Which includes the Metering of mail, processing of 1st class mail, postcard, flat and standard mail both standard and non-standard sizes.

· Permit Imprint Mail: Pre-Sorting the State’s Permit Imprint mail and delivering to the USPS for processing.

· Courier Services: Which includes the pickup and delivery of mail, inter-office mail, UPS, FedEx to locations inside the Government complex, Department of Health and BMV.  

· Other Mailing Services: Includes sorting and delivery of incoming USPS and Inter-Office mail (Correspondence Mail) for the Government Center Complex and Department of Health, posting, sealing and preparation for presort of outgoing mail.

· Bound Printing: Printing in a bound end product such as a magazine, book etc.

· Copy Center (Reprographics): Copying of documents for agencies in bulk as formerly done by the Epic Center.

· Direct Mail and Direct Mail Samples: Printing and assembly of direct mail information.

· General Commercial Printing: Pitney Bowes will act as liaison working with multiple vendors to provide quality printing such as the printing of brochures, business cards, state forms etc.

· Bindery & Finishing Services: Pitney Bowes will also support either on-site or as a liaison with multiple vendors to provide quality Bindery and Finishing services such as saddle stitching, padding, spiral binding, etc.

· Data Printing and Insertion: Print to Mail applications, printing of basic forms, folding and inserting into envelopes, applying postage and pre-sorting mail pieces.

· Print/Copy Finishing Services: Specialized processing for print jobs including folding of documents, special coatings on the paper etc.

· Fulfillment: Warehousing of paper for agencies and the Kitting service for agencies requests.

· Package Handling: Sorting and delivery of UPS, FedEx, USPS accountable letter packages. 

Ordering of Services:

Inter-Office mail and traditional mail services will not change.  Please follow all normal procedures as Pitney Bowes will be picking up and delivering the mail following current routes and times for all agencies located within the Government Complex.

FedEx, UPS etc. delivery and shipments follow your normal procedures.  Procedures will change at a later date and directions will be communicated at that time.

Copy Services are to be ordered by either visiting the Pitney Bowes copy center (old Epic Center) or emailing request to PBPrintCenter@idoa.in.gov for all agencies within the Government Complex.  Each request must have a completed and signed SF44874 in order to process request.
Printing Services traditionally placed out for bid, should be sent by email to PBPrintCenter@idoa.in.gov for review by Pitney Bowes.  Pitney Bowes will inform the requesting agency if the services can not be performed or if there are additional charges or if more information is needed.  Each request must have a completed and signed SF44874 with specifications, including any shipping address if outside the Government Complex, in order to process request.  If Pitney Bowes can not complete the request they will notify the requestor, otherwise the request will be completed.
Ordering Copy Paper from QPAs 9767, 9768 and 9828A for agencies in the Government Complex is as follows.  Each order must have a Purchase Order created for vendor from which paper is being purchased.  When creating the Purchase Order the ship to for the order must be the Government Center loading dock.  The Purchase Order must have the billing address of the agency and a contact name and number.  Pitney Bowes will use the billing information for delivery of the paper to your agency.  The Purchase Order must be sent to the vendor by the agency.  

Mail services including courier services need to have requests sent by email to PBMailCenter@idoa.in.gov.  A member of Pitney Bowes team will respond to the requestor to accommodate your request.

Affected IDOA or agency contracts:
Based on the numerous services provided in this contract IDOA has identified several current QPAs that may be affected.  These QPAs are listed below:
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9499 NOW Courier Courier Service for BMV

9866 Diversified Business Systems Pressure Seal Forms

9883 Moore Wallace Inc Pressure Seal Mailers, printing of eccentric, z-fold

9944 Miami Systems Corporation Printing of UC-1 and UC-5A forms

9986 Moore Wallace Inc Warrants

9988 Crichlow Products Pressure seal mailers, certified v-hold 8.5 x 11

10024 PEN Products Business Cards

10127 Moore Wallace Inc Employee Contribution report

10128 Coplogoware PERF check stock

10137 Impressions Inc Missing Children's Bulletin


IDOA is still determining the handling of these contracts for agencies within the Government Center Complex.  More information will be forthcoming as a determination is made.

IDOA suggests that each agency review their current contracts for covered services and determine if termination is necessary.  If an agency believes a contract should be cancelled or is not sure if a contract’s service is covered by this contract please contact Michael Sturm at msturm@idoa.in.gov.  For each request please provide the following information:

· Requisition number, Contract number

· Machine Description

· Machine Serial Number

· Location of Machine

· Agency Contact information

· Agency Name

Once a contract has been determined to be affected by the Pitney Bowes contract and ready for cancellation Michael will forward the necessary information to Teresa Deaton-Reese (tdeaton@idoa.in.gov) for completion of necessary documentation by her area.  The completed documents will be sent to the requesting agency for them to send to the affected vendor.
Roles of ICPR and PEN Products:

ICPR will still have the role of approving all State forms and use of state logos as they have in the past.  Pitney Bowes will route your requests to the appropriate ICPR staff for approval.  If more information is needed by ICPR for your print job Pitney Bowes will relay this to the contact person for the order.

PEN Products is one of the subcontractors for this contract.  They will be providing Pitney Bowes services of Warehousing and Kitting of print jobs.  PEN Products in the past has been a great printing partner but will currently not be one of the print or copy subcontractors being used by Pitney Bowes on this contract.  Pitney Bowes will be working with PEN Products to bring them into use on this contract at a later date.  

Billing:
As of Fall 2007, Pitney Bowes will invoice the contracted agencies four times monthly for all services used.  Three billings will be for postage used each month on the 10th, 20th and end of the month.  The fourth billing will be for all other services used.

IDOA Procurement in discussions with the Auditor’s Office has determined that each agency should create a Requisition, Purchase Order then Payment for each billing invoice.  To accommodate this request and speed up the process, IDOA has created PeopleSoft items corresponding to each of the charged services from the Pitney Bowes contract.  These item numbers and descriptions are listed below for your use when searching the PeopleSoft catalog when creating your Requisition.  
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Numbers

Item Description

100044391

Mail, Metered - CP-1, processing of 1st class mail, postcard, flat and standard mail both 

standard and non-standard sizes

100044392

Mail, Permit - CP-2, printing the State’s Permit Imprint for postage of bulk mailings and 

delivery of the mail to USPS for processing

100044393

Courier, Services - CP-3, Delivery of mail, inter-office mail, UPS, FedEx to locations 

inside the Government complex, Department of Health and BMV

100044394

Mail, Other Services - CP-4, Sorting and delivery of incoming USPS and Inter-Office mail 

for Government Center and Department of Health, posting, sealing and preparation for 

presort of outgoing mail 

100044395 Print, Bound - CP-7, printing in a bound end product such as a magazine, book etc.

100044396

Print, Commercial Services - CP-8, printing of brochures, business cards, state forms 

etc.

100044397 Copy Center - CP-9, copying services as formerly done by the Epic Center.

100044398 Bindery, Services - CP-11

100044399

Fulfillment, Services - CP-14, warehousing of paper for agencies and the Kitting service 

for agencies requests.

100044400 Postage
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		QPA Number		QPA Vendor		Commodity/Service

		9499		NOW Courier		Courier Service for BMV

		9866		Diversified Business Systems		Pressure Seal Forms

		9883		Moore Wallace Inc		Pressure Seal Mailers, printing of eccentric, z-fold

		9944		Miami Systems Corporation		Printing of UC-1 and UC-5A forms

		9986		Moore Wallace Inc		Warrants

		9988		Crichlow Products		Pressure seal mailers, certified v-hold 8.5 x 11

		10024		PEN Products		Business Cards

		10127		Moore Wallace Inc		Employee Contribution report

		10128		Coplogoware		PERF check stock

		10137		Impressions Inc		Missing Children's Bulletin
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		People Soft Numbers		Item Description

		100044391		Mail, Metered - CP-1, processing of 1st class mail, postcard, flat and standard mail both standard and non-standard sizes

		100044392		Mail, Permit - CP-2, printing the State’s Permit Imprint for postage of bulk mailings and delivery of the mail to USPS for processing

		100044393		Courier, Services - CP-3, Delivery of mail, inter-office mail, UPS, FedEx to locations inside the Government complex, Department of Health and BMV

		100044394		Mail, Other Services - CP-4, Sorting and delivery of incoming USPS and Inter-Office mail for Government Center and Department of Health, posting, sealing and preparation for presort of outgoing mail

		100044395		Print, Bound - CP-7, printing in a bound end product such as a magazine, book etc.

		100044396		Print, Commercial Services - CP-8, printing of brochures, business cards, state forms etc.

		100044397		Copy Center - CP-9, copying services as formerly done by the Epic Center.

		100044398		Bindery, Services - CP-11

		100044399		Fulfillment, Services - CP-14, warehousing of paper for agencies and the Kitting service for agencies requests.

		100044400		Postage






