ATTACHMENT F

REGISTRATION DOCUMENT PRODUCTION & DISTRIBUTION

MANDATORY REQUIREMENTS:

1) Respondent must generate registration documents “on-demand” and must meet or exceed current State of Indiana specifications – Attachments O, P, Q, R, S, T, & U.
2) Respondent must generate expiration year sticker (that affixes to the license plate), for all customer transactions that do not include a new license plate – only a new registration document. The expiration year sticker must include the year as well as the license plate number. The sticker must include a security feature.
3) Respondent understands and agrees that PEN Products employee(s) or inmate(s) must never have access to BMV customer personal information related to the registration documents being produced.

4) Respondent must be willing to coordinate with the license plate vendor to ensure the corresponding registration document and license plate is mailed in a single mail piece to the customer. Additionally, Respondent will be responsible for providing the license plate vendor with appropriate equipment/supplies to print the registrations at the facility in which the plates are being mailed from, to ensure that the registrations are not being printed at a facility and then shipped in the mail to the license plate facility to be matched up. All registrations must be printed at the facility where they are being shipped directly to the customer from. This requirement does not apply to registration documents that do not require a new license plate.
5) Respondent must provide a web portal that provides real-time status updates (30 minute maximum refresh time) for all registration document transactions – from order receipt to order completion/shipment. The vendor must also provide read only access to this web portal to the BMV, in order for the BMV to provide customers status updates via the BMV STARS System. The portal must have the ability to generate daily production reports and management summary reports on performance including, but not limited to, volumes, quality, and turn-around time. 
6) Respondent must provide a secure facility (both physical and cyber environments) for registration document production that includes space for a server, supply inventory, registration printing equipment, etc. for the complete solution.
7) Respondent is responsible for all shipping and packaging costs related to registration document distribution (excludes registrations being mailed with a license plate from the license plate facility) – to include postage, envelopes, etc.

8) Respondent should base their postage rates for this RFP evaluation on current United States postage rates as of October 1, 2013.

9) Respondent must utilize “house-holding” when applicable. “House-holding” is defined as: once all address verification processes are complete, the solution shall combine all records that have exact matches on the First Name field, Last Name field, address1, address2, city, state, and five digit zip code. This process will assign barcode data to each registration form so that the inserting equipment will automatically insert up to six matching registrations in the same envelope to provide maximum postal savings. 
10) Respondent must provide a service level of 2 business day “turn-around time” for all registration documents. “Turn-around time” is defined as the amount of time that elapses between the Contractor receiving an accurate order file from the State and the completed package entering the mail stream. The BMV shall make available daily files seven (7) days a week between 12:00 am and 5:00 am. If the file is available prior to 5:00 am EST, day one of the turn-around time schedule begins that business day.  If the file is available after 5:00 am EST, day one of turn-around time schedule begins the next business day.  The required turn-around time is two (2) business days.  Vendor is required to have one hundred percent (100%) of the completed packages into the mail stream within the required turn-around time. 
11) The BMV requires that certain registration documents be batched and shipped to the BMV or to 3rd party entities. Dealer transactions shall be processed manually per BMV established instructions if record contains specified office identifiers. Specified office identifiers shall include fulfillment services such as fleet services at the BMV or 3rd party entities. Respondent must be able to deliver manually processed dealer registrations to the BMV or 3rd party entity via specified delivery procedures.
By signing below, the Respondent acknowledges and agrees to these mandatory requirements.

Authorized Representative Signature                                                                                             Date

