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STATE OF INDIANA

Request for Information 14-116


INDIANA DEPARTMENT OF ADMINISTRATION

On Behalf Of

Indiana Family and Social Services Administration 

Solicitation For:

Mailing Services

Response Due Date: June 9, 2014



Matt Robinson, Senior Account Manager
Indiana Department of Administration
Procurement Division
402 W. Washington St., Room W478
Indianapolis, Indiana  46204

REQUEST FOR INFORMATION 14-116

INTRODUCTION

This is a Request for Information (RFI) issued by the Indiana Department of Administration (IDOA) in conjunction with the Indiana Family and Social Services Administration (FSSA).  This RFI requests responses from potential contractors experienced in providing outbound mailing and printing services aligned with FSSA’s specific needs.  The responses will provide FSSA with information to explore opportunities to improve their outbound mailing and printing operations across one or more programs.  

Please note that there will not be a contract resulting directly from the RFI. Neither this RFI nor any response submitted hereto is to be construed as a legal offer.  FSSA has not made a decision on whether to issue a Request for Proposal (RFP) related to the scope of services in this RFI at a later date, but the results of this RFI process will help inform the decision.

BACKGROUND

FSSA has five main program areas: Aging Services, Disability and Rehabilitative Services, Family Resources, Medicaid, and Mental Health and Addiction. [footnoteRef:1] [1:  These programs are collectively managed by FSSA’s program-specific divisions, FSSA Operations, and the Division of Healthcare Strategies & Technology.] 


Currently, the mailing services are fulfilled by either contracting with a vendor specifically for mailing services, receiving the services through a larger contract where mailing services is not the primary scope, or use of the State’s Quantity Purchase Agreement (QPA). Each contract has specific needs pertaining to:

· Mailing and related printing, insertion, and sorting of mailed items; 
· Performance level requirements; 
· Security/confidentiality conditions (e.g., HIPAA); 
· Data transmission requirements (e.g., secure email); and
· Federal requirements (e.g., from the U.S. Department of Agriculture’s Food and Nutrition Service (FNS) or the Social Security Administration (SSA)).

The tables below highlight the key items for which FSSA currently procures specialized printing/mailing services through a printing/mailing-specific contract. 

	Contracts
	Estimated Volumes 

	· The Division of Family Resources’ eligibility determination services mailings
· Correspondence/notices generated by the Indiana Client Eligibility System (ICES)
· Assorted mailings such as authorizations for purchases of services for the Division of Disability and Rehabilitative Services
· Assorted mailings, such as request for medical records, for the Disability Determination Bureau
	78M pages printed and 13M pieces mailed annually across FSSA’s programs.
The majority of the mail pieces are envelopes with tri-folds and bi-folds but there are some flats depending on the specific need. 



There are additional contracts in which mailing services is a component but not the primary service of the contract. In most, if not all cases, the mailing portion of the work is handled by a subcontractor.

OBJECTIVES

FSSA is seeking input from vendors on how they would recommend FSSA manage its portfolio of mailing service needs. FSSA is interested in understanding the following elements at a minimum:
· Potential strategies for improvement 
· Anticipated benefits and risks
· Vendor capabilities 
· Pricing approaches
· Performance measurement and associated incentives/penalties
· Implementation strategies

There is specific interest in evaluating consolidation of contracts to a smaller set but with the contracts having different requirements, FSSA recognizes it will need to take great care towards any level of consolidation to ensure performance requirements are met and disruptions to services are avoided. 

While there are presently no plans to change how FSSA procures the volume currently processed through the print and mail services QPA, information regarding the work that goes through the QPA has been provided to provide an overall picture of FSSA’s mailing needs, and to solicit Respondents’ recommendations for potential strategies and approaches for FSSA’s consideration.

RESPONSE COMPONENTS

Respondents should include a transmittal letter that indicates their organization satisfies the requirements that follow.  Entities that do not satisfy all requirements might not be invited for follow-up oral or written discussions regarding their response.
1. Respondents must have experience providing outbound mailing services of at least 3 million pieces for a client (a state or a large organization) over a twelve (12) month period within the last three (3) years. 
2. Respondents must provide a response to each question listed below in the Response Format section of this RFI.

Following the transmittal letter, Respondents must submit narrative responses addressing each of the requirements and the response prompts outlined below.  Respondents that do not submit narrative responses might not be invited for follow-up oral or written discussions regarding their response.

In the interest of time, the State has a strong desire to receive and review condensed, content-rich responses. To maintain this objectivity and brevity, the State has established a structured format for vendor responses to the RFI requirements.  All narrative responses must be provided in Microsoft Word format.  Narrative responses should be limited to 20 single-spaced pages written with a font size no smaller than 10 pt.  Supplemental materials can be submitted in your response, and will not count against the page number limit noted above for the narrative response. However, the State may choose not to review these items.

	Section
	Questions

	Background and Capabilities 

(limit to no more than three of the 20 allotted pages)
	1. Briefly describe your firm and your printing and mailing service offerings. How many pieces of outbound mail does your firm currently handle on an annual basis for your clients?
2. Describe your experience providing mailing services. Highlight government clients, specifically for Medicaid and other social services agencies in environments with specialized requirements and compliance expectations. 
3. Does your firm have any strategic partnerships or relationships with other organizations in the area of printing and mailing services that you would leverage if awarded a contract with FSSA?
4. Does your firm hold any certifications applicable to your mailing operations?
5. Describe the security/confidentiality measures that your firm has utilized in current or past contracts.

	Approach
	6. Please share innovative ideas for FSSA to consider regarding the consolidation of outbound mailing services across contracts and divisions. 
7. What are your recommendations for FSSA to consolidate mailings in order to achieve the highest postal savings and operational efficiencies while still meeting timing and other performance requirements? Since different mailings may have different security and performance requirements, how could consolidation be accomplished?
8. Aside from consolidation, please share any other innovative ideas for FSSA to consider regarding improvements and savings opportunities for their mailing services. These ideas should be feasible in the context of running social services programs.
9. If a contract was awarded to your firm, where would you conduct the printing and mailing operations? 
10. What are the volume breaks at which mailing jobs would qualify for lower pricing, faster turnaround time, or other benefits? What percentage cost and time savings are achieved at each volume tier? 
11. For each of the following pricing approaches, please indicate (a) if your firm would be willing to contract with the State using that approach and (b) what are the conditions under which the approach would be attractive to your firm and successful for FSSA? Note: each approach would allow for occasional adjustments due to postage fee increases.
a. Flat monthly rate 
b. Flat monthly rate with a volume cap, after which a per item fee is applied
c. Price per item, with volume tiers
12. What other pricing approaches have you seen successfully utilized?
13. What type of pricing approach do you recommend FSSA adopt for a mailing services contract? 
14. What performance metrics has your firm been accountable for in your current or past mailing contracts? What performance metrics do you recommend FSSA utilize to maximize performance and accountability in a mailing contract?
15. What financial incentives, penalties or performance withholds are/were in place in your current or past mailing contracts? What incentives, penalties or performance withholds do you recommend FSSA utilize to maximize performance and accountability in a mailing contract?
16. How would your firm ensure Health Insurance Portability and Accountability Act (HIPAA) compliance for FSSA’s jobs that required this compliance? 
a. What measures would you take? 
b. What would you need from FSSA to facilitate these measures? 
c. Would you have a separate and secure location for jobs that required HIPAA compliance?

	Implementation
	17. What implementation strategies should the State employ if switching to a new mailing services vendor or a different contracting model?
18. In what timeframe following a contract award date could your firm implement the approaches proposed by your firm? Please provide any actions that the State could take to minimize delays.  Identify any risks that could potentially cause delays. What key factors should FSSA consider for a successful implementation and ongoing operations?

	Other
	19. What key factors should FSSA consider in selecting a vendor to provide mailing services for multiple programs?
20. Do you have any concerns regarding bidding for a potential mailing services contract for FSSA covering the services described in this RFI?




RESPONSE SUBMISSION INSTRUCTIONS

Firms interested in providing information to IDOA and FSSA should submit responses via email to Matt Robinson at marobinson@idoa.in.gov.

All responses must be received no later than 3:00 p.m. Eastern Time on June 9, 2014. The subject line of the email submission must clearly state the following:

“RESPONSE TO REQUEST FOR INFORMATION 14-116”

Any information received after the due date and time will not be considered. No more than one response for the RFI per Respondent may be submitted.  The State accepts no obligations for costs incurred by Respondents in anticipation of being awarded a contract.

Responses will be considered public information once contracts under a subsequent RFP are awarded. If an RFP is not released or contracts are not awarded, the responses will be considered public once this decision is made. 

Please note that Matt Robinson is the State’s single point of contact for this RFI. Inquiries about elements of the RFI are not to be directed to any staff member of FSSA. 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. 

Clarifications and Discussions: The State reserves the right to request clarifications on information submitted to the State.  The State also reserves the right to conduct discussions, either oral or written, with Respondents.  

The Procurement Division will schedule all discussions.  Any information gathered through oral discussions must be confirmed in writing.  

Key Dates: The following timeline is only an illustration of this RFI process.  The dates associated with each step are not to be considered binding.  These dates may be subject to change.

	
Activity
	Date

	Issue of the RFI
	[bookmark: _GoBack]May 20, 2014

	Due Date for RFI Submissions
	June 9, 2014, 3:00 p.m. Eastern Time



QUALIFICATION CRITERIA

RFI submissions will be evaluated by the State. Respondents to this RFI may be invited to participate in an FSSA mailing services procurement, if and when the State releases it.  

All responses will be evaluated to ensure that they are complete and adhere to Response Components on a responsive/non-responsive basis.  Any responses not meeting the Response Components may be removed from further evaluation.  
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