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PURPOSE OF RFI

The purpose of this Request for Information (RFI) is to determine if a vendor is capable of taking over the Commissary operations of the Indiana Department of Correction (IDOC).   

This RFI is being issued by the IDOC acting through the Indiana Department of Administration (IDOA) to obtain information as to the capability of a vendor to manage the IDOC’s Commissary operations that generate $19.5 million in sales annually.  These operations include the purchasing of products, the warehousing of inventory, the processing of orders using vendor’s own accounting and banking system, the packaging of orders, the distribution of products orders, and the utilization of inmate labor to the extent possible in the operations.

CONFIDENTIALITY AND AGENCY LIABILITY

All of the information included in this Request for Information (RFI) is confidential and only for the recipient’s knowledge.    None of the information contained herein shall be disclosed to any third party, excluding potential subcontractors and financial institutions, without prior written consent of the Indiana Department of Administration.

This RFI is a request for information about potential services and is not intended to create any contractual obligation on behalf of the Indiana Department of Correction, or PEN Products, Inc.  The Indiana Department of Correction is issuing this RFI with the understanding that it will be under no obligation to award a contract based on this RFI process.   

Notwithstanding the informational nature of this request, the Indiana Department of Correction reserves the right, if it determines it to be in the best interest of the State, to award a contract based on any response to this RFI in the advent such response indicates a Respondent is capable of taking over the Commissary operations; offers a competitive commission percentage; and offers competitive product pricing.  If such a contract is sought, the State reserves the right to enter into best and final offer (B&FO) negotiations with several or all the respondents to obtain the lowest percentage commission and/or product pricing.  If a contract is awarded from this RFI, it will have an initial term of two years, with a possible two year renewal.

This RFI does not commit the Indiana Department of Correction or PEN Products, Inc. to pay costs incurred in the preparation or submission of any response to the RFI.




VENDOR QUALIFICATIONS 
To be considered for an award of contract resulting from this RFI, the vendor must meet the following qualifications:
· The vendor must be organized for the purpose of providing Commissary services, and must have five (5) years of previous experience with proven effectiveness in managing large scale commissary services, with a minimum of three (3) accounts.
· The vendor must have qualified staff with identifiable support personnel dedicated to the sole purpose of providing commissary services.
· The vendor must have a central office capability to supervise and monitor the program ensuring satisfactory provision of services.
· The vendor must provide a certified copy of a current financial report of the company.
· The vendor must submit a list of at least three (3) references, including name of institution, address, and contact person and phone number.
· The vendor must have the ability for a contract start up by September 1, 2012.

CURRENT IDOC COMMISSARY OPERATIONS
The IDOC’s current Commissary operations are managed by PEN Products, Inc. (PEN), the Industry and Farms Division of the IDOC.    PEN Products, Inc. currently manages the IDOC Commissary operations on a for profit basis.    
The current Commissary operation handles 940 items generating $19.5 million in gross sales annually and purchases  $11.5 million in wholesale products from Keefe, Inc.,  $.6 million in wholesale products from Union Supply Company, Inc., and .9 million from other vendors.   These sales are subjected to a markup by PEN to account for its operating costs.  The markup is 36.7% (average on all items sold).  In addition another 10% markup is added for contribution into the Inmate Recreation Fund, as is required by IDOC Policy and Procedure.    
In addition to providing PEN with products at wholesale, the main supplier pays PEN a “rebate” (the aggregate of all product rebates which are to be passed on to the State) of 4% based on $6 million in sales, and 7% based on $9 million in sales.    
The revenue generated by PEN’s markup and the rebate revenue go to pay the following Commissary related operations:
· The lease payments for the warehouse at the Plainfield Correctional Facility (Plainfield), which PEN leases from Kite Reality for $69,000 a month on a lease/purchase arrangement.  Annual rent = $828,000.
· Payment to IDOC facilities (in the aggregate) of $1,300,000 for Commissary support.   (IDOC facility staff handle the Commissary operations for PEN at the facility level)
· $1,450,000 in PEN Products offender jobs support and offender Re-entry costs, which includes wages of approximately 250 inmate workers at the Plainfield Warehouse.
· Wages for one plant manager, one supervisor, seven foremen and two clerks at the Plainfield Warehouse. 
· Wages for PEN truck drivers.
· Compensation to PEN Central Office for staff and administrative support. 
· Reimbursement of overtime for custody staff provided by the IDOC to the Plainfield warehouse.  (Plainfield additionally provides two custody staff at no cost to cover the truck traffic at the gate).   The reimbursement to the IDOC for this overtime was $60,000 in 2012.
· Printing of State Forms used in ordering Commissary (These are printed by PEN). 
· PEN supplies two staff to service the STOP Correctional facility (IDOC facility run by GEO, Inc.) Commissary.   It charges the STOP inmates a 5% surcharge for this service.  

PEN’S CURRENT CONTRACTUAL OBLIGATIONS
As part of PEN’s management of the Commissary, it maintains various contracts and agreements.   These obligations could be transferred to a new management company, in all or part, with appropriate remuneration/reimbursement going to PEN.   
These obligations include:
· PEN purchases through supply contracts $13.0 million dollars in products to be sold on the Commissary.   The Respondent should be capable and willing to take over purchasing and providing these products to the IDOC Commissary.    Respondents must not propose a retail cost for any Commissary product that exceeds by more than 15% the cost set forth for the equivalent product in Exhibit A, attached hereto and incorporated herein.    The cost of items in Exhibit A shall be either the “Invoice Price” or the “List Price” with the “Discount of List %” applied, whichever is applicable. 
· PEN uses a state of the art warehouse at the Plainfield Correctional Facility as the central warehouse/distribution center for its Commissary purchases.   The State is interested in finding creative solutions, so Respondents are invited to propose collaborative efforts with PEN Products utilizing current infrastructure.   For instance, a Respondent may propose to rent this warehouse from PEN.   The current monthly rent is $69,000 a month.    Additional operations equipment such as conveyors, scanning equipment, software, and order ticket printing equipment can be leased from PEN as well.  PEN also utilizes six tractor trailer trucks and three box trucks that it owns for deliveries.   The Respondent may propose to purchase this fleet.  Any proposed contractual commitments with PEN Products will be negotiated during contractual negotiations, should the State decide to award a contract.  
· PEN utilizes the six tractor trailer trucks and three box trucks to back haul products manufactured by PEN at correctional facilities as well as items IDOC needs transferred to another facility.  Additionally, PEN utilizes the six tractor trailer trucks and three box trucks to deliver PEN manufactured products to county jails, local governments and non-profits in addition to delivering commissary to IDOC facilities as well as items IDOC needs moved from one facility to another.   The Respondent must agree to enter into a contract with PEN to continue these back haul operations and delivery of Pen Products using its own fleet or the fleet purchased from PEN if awarded a contract based on this RFI.
· PEN processes Commissary orders at the Plainfield Warehouse (using approximately 250 inmates) and delivers the products to each correctional facility.   A Respondent may propose to have Pen continue to provide this service with Pen utilizing inmate labor.  
· The Plainfield Correctional Facility warehouse also serves as a center for the delivery of PEN’s own manufactured products; some facility laundry, and back hauling of items by PEN from IDOC facilities when Commissary deliveries are made.    PEN would like to continue using the warehouse for these operations, and any Respondent choosing to utilize the Plainfield Warehouse, will enter into an agreement with PEN to allow it to continue to use the Plainfield Warehouse for this purpose.  

· The IDOC provides support to the PEN Commissary operations by providing staff and support at each IDOC facility to process orders in the following manner:  

· provide paper commissary order forms to inmates;  
· receive completed commissary order forms from inmates;
· process completed commissary order forms against inmates’ trust accounts; 
· reject underfunded orders and notify inmate of deficiency; 
· generate order tickets to be filled at warehouse; and 
· distribute filled orders to inmates from the facility Commissary room.  

The IDOC will no longer provide this service if it contracts with a private entity.  The Respondent must take over this support operation by using its own employees and or subcontractors.   No IDOC staff will be used in the aforementioned manner.


OPTIONS FOR RESPONDING TO THIS RFI
Respondents to this RFI have several options as to how to respond to this RFI.
1. Respondent can provide information without a cost proposal.   Any information provided without a cost proposal will be used for informational purposes only and will not be considered for an award of contract.
2. Respondent can provide information with a cost proposal.   Any response that also provides a cost proposal will be considered for an award of contract if the State desires to award a contract based on the responses received to this RFI.
3. Respondent may provide information that it is capable of assuming all of the current contractual obligations of PEN with regard to management of the Commissary.  Taking over all the PEN obligations from PEN is not a requirement of Contract award, and a Respondent may propose alternatives; however, the IDOC is interested in determining if any vendor could take over all of these obligations as part of its operation of the Commissary, with a requirement to continue operations that provide inmate jobs, and to offer employment to all or as many of the Plainfield Warehouse staff as possible..  
4. Respondent may provide information that it is capable of assuming only part of the current contractual obligations of PEN, and will manage the remaining obligations using Contractor’s own resources, or by entering into joint venture agreements with PEN.   If this information is provided, Respondent should clearly indicate the PEN contractual obligations it will assume.  Regardless of how many of the PEN obligations are taken over by Respondent, Respondent must still indicate it will be responsible for providing all the remaining Commissary services as set forth herein.   
5. Respondent may indicate that it is capable of taking over the Commissary operations using solely its own resources.  
6. Respondent may indicate it is capable of multiple approaches using a variety of combinations of PEN obligations, along with the relevant percentage commission it would provide for each approach.

PROPOSED COST
If submitting a cost proposal, the Respondent should indicate a commission percentage, of the estimated $19.5 million in gross sales that it will pay the IDOC as remuneration if awarded a contract.  This percentage should reflect a single, across the board percentage for all products sold.  For purposes of this request, the $19.5 million in gross sales should be used as a basis for figuring the percentage.   This commission shall be paid to the IDOC every three months based on the sales for the preceding three month period.   This percentage shall be representative of all rebates and discounts on the products being sold on the Commissary.
In addition to the commission percentage, the Respondent shall agree the price it charges for any Commissary item shall not exceed by ten percent (10%)  the cost of any equivalent item listed in Exhibit A.  The cost of items in Exhibit A shall be either the “Invoice Price” or the “List Price” with the “Discount of List %” applied, whichever is applicable.  
 Items offered by the Respondent should include items that are equivalent or substantially similar to the type and quality to the products listed.  Respondent, however, does not have to match the exact scope and variety of products contained in Exhibit A.   The IDOC reserves the right, for purposes of evaluation, to determine whether products are equivalent or substantially similar to the products listed in Exhibit A.  In some instances, items that are sold in bulk and repackaged for individual sale, or that carry the vendor’s own branding, will not be considered equivalent to name brands based on these factors alone. 
Additionally, Respondent’s products may include substituted items, or different branded items for the items listed in Exhibit A, as long as 5% are not the Respondent’s own brand and 5% of the items (mainly toiletries) are to be purchased from PEN.   As a rule, the vendor will not have an exclusive right to sell its products on the Commissary, if a product of the same quality or brand name can be obtained by the IDOC at a lower cost at any time during the Contract term.  The vendor will allow the IDOC to sell any product obtained by the IDOC at a lower cost and of the same quality or brand, on the Commissary if such a circumstance occurs.    
The prices on all items offered to inmates on a vendor’s Commissary Operation are to remain constant over the contract term, with an increase of up to 4% for each item allowed for any renewal of the contract when Respondent can show by documentation a corresponding market increase in the cost for the same item.  
In addition to offering products to offenders, the IDOC through its correctional facilities will obtain from Commissary certain products to be used by the IDOC for programming purposes, for indigent offenders, and for special events.    The cost of these products for last year was $375,000.   In lieu of providing any additional discounts, or providing rebates on products, the vendor shall donate $375,000 a year of the products offered on the Commissary to the IDOC at no cost.   The IDOC will have the discretion to choose which products and in which quantities it will be provided.   If the IDOC requires additional products beyond $375,000 in any year, the IDOC will purchase the products at the vendor’s Commissary Invoice Price, but enjoy a 25% discount off that Invoice Price.  In 2012 the IDOC purchased about $360,000 in products from the Commissary.         
The State would prefer to award the Contract resulting from this RFI to the Respondent who offers the lowest commissary prices, offers the highest commission, and demonstrates it has the capability to handle the scope and logistics of the IDOC Commissary.  

OPERATIONAL REQUIREMENTS
  All proposals must clearly define or describe:
· Commissary menu items that will be offered, including unit size or volume and pricing.
· A complete computerized inmate accounts system, including all hardware and software.  Please describe in detail your company’s capabilities for accepting, processing, acknowledging, and confirming shipment of inmate orders via electronic means.

· Vendor must be able to demonstrate that its software will interface with the IDOC Offender Information System.
· Procedures for delivery of commissary items to inmates.
· Quality and inventory control methods and standards.
· Procedures for providing safe, sanitary, and secure commissary service management, including supervision and control of inmate labor and internal security of products and equipment available to inmates.
· Procedures for dealing with inmate complaints about products or services and minimizing the potential of inmate litigation.
· Any additional equipment necessary for commissary services operation, including hardware or software requirements.
· Procedures for weekly billing and weekly inventory of commissary supplies.
· Operational procedures for handling commissary services should on-site facilities be rendered unusable through fire, etc.
· Insurance – Vendor shall provide types of insurance and limits.   
· If you elect not to use the Plainfield Warehouse, please describe the key elements of your company’s warehouse and distribution system, including the number and location of warehouse, the square footage of each warehouse, and the average value of the inventory on hand at each warehouse.

· Please describe your company’s experience in serving customers of a similar size to the IDOC with similar scope.    Please identify specific clients and details of the relationship.

· Please describe any recent innovations your company has introduced and how they will result in cost savings to the IDOC.
· Please provide a list of your company’s standard reports, including examples, as an attachment to your response to this RFI.   Please note which are available online.

· Please indicate your company’s timeframe for beginning service with the IDOC from the day a contract is awarded.

· Vendor’s capability of handling the logistics of $19.5 million dollars in sales (annually) of commissary products to include how it will:
· Maintain an available inventory of the products in a suitable warehousing.
· Take commissary orders for the products from Indiana Department of Correction inmates.
· Properly debit the inmate purchaser’s account for the order.
· Process and fill the orders.
· Transport and distribute the orders on a weekly basis to IDOC correctional facilities around the State (see Exhibit B for list of IDOC facilities).
· Properly administer and account for its operations.   
· Meet the Operational Requirements, Service Requirements, and Vendor Qualifications set forth herein.

PRODUCT REQUIREMENTS:
· Vendor will purchase and maintain custody of all commissary inventories and products.   The IDOC will not be responsible for costs due to waste, shrinkage or theft. 

· All proposals must meet or exceed existing grades and quality of commissary products being provided.
· The IDOC will require a vendor to maintain a fill rate of 97.5%.

· The IDOC has product and packaging requirements which are mandatory.   The IDOC requires that no products be in tin cans or glass jars.  Products should be in non-breakable packaging.    The IDOC requires that alcohol not be an active ingredient in any product.    The IDOC requires that all cases (including other UOM’s such as packs, bundles, etc.) and individual products have a bar code.   The IDOC requires the vendor to provide only unused products, unless otherwise agreed to by the IDOC.    The IDOC requires the shelf life of a product to be 100 days or less.   Only products with 75% of shelf life remaining will be accepted.

· Respondent should not propose the sale of any form of electronic media, such as email, music, videos, photographs, e-books, or movies as part of its proposal.   This would include a dedicated electronic media player (digital, MP3, etc.), as the IDOC intends to pursue the sale of such media and media players though a separate contract.    The Commissary vendor will be required to allow the IDOC, PEN, or a contracted vendor of the IDOC or PEN, to sell the electronic media and media players on the Commissary, if the IDOC so elects. 

WAREHOUSE VISIT

On July 26, 2012 at 10:00AM, Respondents must visit the Commissary and Central Warehouse operations at the Plainfield Correctional Facility, Plainfield, Indiana where respondents can observe the current Commissary operations prior to submitting any questions. At this visit the respondents may be supplied additional details to the information in this RFI concerning the commissary and central warehouse operation. This would include current offender pricing, quantities sold, number of offenders employed, current staffing,  average daily orders processed, lease costs, amount to be reimbursed to IDOC for distribution of commissary orders at facilities, the number of backhauls, and other non commissary related trucking trips made over the past year. 

IMPORTANT:  Respondents are required to attend the facility tour if they want to be considered for any contract which may arise from this RFI.  Respondents must register for the tour via e-mail at RFP@idoa.IN.gov by 3:00PM on July 23, 2012.  Please include each attendant’s name, birth date and company affiliation and reference RFI 13-2 in the subject line.   

Visitors should report to the main building entrance to be escorted by IDOC staff into the facility.  All visitors are subject to IDOC policy and procedures for individuals entering a correctional facility.   In summary these policy and procedures require the following: all visitors are subject to a frisk search, and are prohibited from bringing into the facility any alcohol, tobacco products, firearms, cell phones, illegal drugs, weapons (knives, etc.).   Visitors are advised to bring in less than $20 in cash, and are advised that giving or receiving anything to a inmate is considered trafficking and a violation of Indiana Law.   Visitors should dress appropriately for a tour of the facility utility areas.

The Plainfield Correctional Facility’s address is:

 727 Moon Road
Plainfield, IN  46168


QUESTION AND INQUIRY PROCESS
All questions/inquiries regarding this RFI must be submitted in writing by 3:00 p.m. Eastern Time on August 1, 2012. Questions/Inquiries shall be submitted via email to RFP@idoa.IN.gov.

Following the question/inquiry due date, Procurement Division personnel will compile a list of the questions/inquiries submitted by all Respondents.  The responses will be posted to the IDOA web site.  The question/inquiry and answer link will become active after responses to all questions have been compiled.  Only answers posted on the IDOA website will be considered official and valid by the State.  No Respondent shall rely upon, take any action, or make any decision based upon any verbal communication with any State employees.

Please note that Greg Moorman is the State’s single point of contact for this RFI. Inquiries are not to be directed to any staff member of IDOC, including PEN Products staff. Such action may disqualify Respondent from further consideration for a contract resulting from this RFI.

If it becomes necessary to revise any part of this RFI, or if additional information is necessary for a clearer interpretation of provisions of this RFI prior to the due date for submissions, an addendum will be posted on the IDOA website. 



KEY DATES AND TIMES:

 RFI Release Date					July 10, 2012
 Registration Due for Warehouse Visit		July 23, 2012      3:00PM
 Warehouse Visit					July 26, 2012      10:00AM
 Questions Due					August 1, 2012   3:00PM
 Response to Questions Posted			August 7, 2012
 RFI Proposal Due Date				August 24, 2012   3:00PM

PRICING
Should Respondent choose to submit a cost proposal, pricing on the solicitation must be firm and remain open for a period of not less than 90 days from the proposal due date.

PROPOSAL DUE DATE
Firms interested in providing information to IDOA and IDOC should submit responses via email to RFP@idoa.in.gov.  All responses must be received no later than 3:00 p.m. Eastern Time on August 24, 2012.  The subject line of the email submission must clearly state the following:


“RESPONSE TO REQUEST FOR INFORMATION 13-2”


Any information received after the due date and time will not be considered. 

Please include the following information in all submissions:  

· Company name
· Company address
· Name of contract person concerning response
· Contact telephone
· Contact email

Responses will be considered public information once a contract(s) is awarded. If a contract is not awarded, the responses are considered public once the decision is made. 
No more than one proposal per Respondent may be submitted. 
The State accepts no obligations for costs incurred by Respondents in anticipation of being awarded a contract.


PROPOSAL EVALUATION PROCEDURE
The State has selected a group of personnel to act as a proposal evaluation team. This team will, in the exercise of their sole discretion, determine if any proposal offers the best means of serving the interests of the State. The exercise of this discretion will be final.
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