RFP 15-028 COURIER SERVICES
ATTACHMENT F

TECHNICAL PROPOSAL TEMPLATE
Instructions:  Please supply all requested information in the areas shaded yellow and indicate any attachments that have been included to support your responses.

2.4.1
Materials shipping and delivery. Contractor shall ensure the delivery of all materials shipped from one dropsite to another using a single shipping system with a set list of libraries for regular, daily service. Please describe the shipping system to be used to accomplish this level of service, which should include the elements below. 

	



2.4.1.1
 Undeliverable items. Contractor shall ensure the return of any undeliverable items to the sender, at no additional cost.  All items which cannot be delivered because of no label, mis-labeled or other reasons shall be delivered to the ISL. How do you plan to ensure the return of undeliverable items and do so at no additional cost?

	


2.4.1.2
 Responsibility for parcels, etc. Contractor shall be responsible for parcels, including the library materials and containers (such as reusable shipping bags, boxes and reusable totes) while such materials are in the possession of Contractor or Contractor’s courier. Contractor must be insured.  Please show proof of insurance that covers all library materials and containers while in your care.

	


2.4.1.3
 Delivery location. Materials shall be delivered to a designated location inside each dropsite.  Please demonstrate your ability to deliver materials to a specific location inside each drop site.

	


2.4.1.4 Transit equipment. Contractor shall provide all equipment necessary to move materials to and from vehicles and in transit, such as hand trucks or transit cartons.  Please list all the necessary equipment required to move materials to and from vehicles and in transit.

	


2.4.1.5
 Packaging. Participating libraries employ the use of approximately 32,000 reusable courier bags.  In the event a dropsite does not have access to such bags, please confirm the acceptable use of padded envelopes and boxes. A few locations use reusable totes. See Attachment J for volume and types of packages shipped and received by the sites.

	


2.4.1.6 Labeling. Contractor shall accommodate the use of standard shipping labels (see Attachment H) indicating originating and destination library, of a size and format approved by Program Administrator. A label system utilizing barcodes for tracking is required.  Are you able to utilize the particular packing label found in Attachment H?  What is your experience with a barcode tracking system?

	


2.4.2
Schedule. Contractor will set and maintain a delivery schedule that serves dropsites on a fixed, recurring basis. Libraries elect to receive service on 1 to 5 days per week. See the bottom of Attachment I for details on the number of stops per week and seasonal schedule change information.  Not all participating libraries are open five days a week from 8 am to 5 pm.  For libraries with shorter hours, the courier shall make a best effort to schedule deliveries and pickups during their open days and times. If no workable schedule can be worked out, the courier shall work with the library to arrange for a secure pickup and drop off location, or offer the option of purchasing a secure dropbox. Please indicate how such a schedule will be established and sustained, while incorporating the following expectations.
	


2.4.2.1 Pick-up and delivery times. Contractor shall ensure pickup and delivery at each dropsite for their designated service days. Permitted exceptions to daily pickup and delivery schedule are road closures and severe inclement weather, as evidenced by library, school or other public building closures. Missed deliveries caused by illness, mechanical failures or scheduling errors will be rescheduled by the courier at no charge.  Service shall be within a fixed recurring period between 8:00 a.m. and 5:00 p.m. each business day, plus or minus two (2) hours. If these times fall outside of a dropsite’s normal business hours, alternate delivery and pick-up methods may be arranged with the dropsite at no extra charge. 

The Contractor shall notify affected dropsite of any expected delayed or missed service due to emergency or exceptions noted above. Dropsite may also notify Contractor 24 hours in advance if pick up is not needed. How will you communicate with the dropsite to ensure deliveries occur within the given timeframe or to notify someone at the dropsite of emergencies or exceptions?

	


2.4.2.2  Service to dropsites. Contractor shall work with Program Administrator to set the service schedule for dropsites. Program Administrator may require Contractor to contact dropsites to discuss location or schedule details. How will you communicate with the Program Administrator regarding schedule details or other changes in service to dropsites?

	


2.4.2.2.1 Current dropsites. How quickly will the number of dropsites indicated in Attachment I be integrated into your current operation?

	


2.4.2.2.2 Removing/adding dropsites. Program Administrator has the ability to discontinue service to a dropsite within one business day notice to vendor. Program Administrator has the option to add new dropsites with one week's notice. How will you accommodate the addition of new dropsites beyond those listed in Attachment I?

	


2.4.2.2.3 Pre-service visit. In the past, vendors have used pre-site visits to introduce each dropsite.  Please explain how you plan to familiarize yourself with each dropsite.

	


2.4.2.2.4 Maps, parking, etc. If necessary, the Program Administrator may supply Contractor with vicinity map, parking instructions, etc. upon request. How do you propose to meet these standards?
	


2.4.2.3
 Seasonal variations to schedules. It will be necessary for the Contractor to adjust to seasonal variations in dropsite schedules due to holidays, school vacation periods (especially summer vacation), or other similar period that may call for modifications to normally scheduled deliveries.

Courier pickup and delivery service does not run on dates when the Indiana State Library is closed.  The dates of these closures are available at http://www.in.gov/library/2348.htm. How will you accommodate these seasonal changes?

	


2.4.2.4 Updates to delivery schedules. Contractor shall supply Program Administrator with delivery schedules and updates quarterly, for all dropsites. How quickly will you be able to communicate this information to the Program Administrator?

	


2.4.3
Transit time. Transit time will be tracked at regular intervals by the Program Administrator.  How will you ensure the transit and delivery expectations below will be consistently maintained?

	


2.4.3.1 Total time. Average transit will not take longer than three (3) working days. How do you propose to meet this standard?
	


2.4.3.2 Delivery time. Contractor will ensure that shipments between dropsites are delivered as follows.

• 90% or more will arrive within two (2) working days
• 10% may arrive within three (3) working days

How do you propose to meet this standard?

	


2.4.4 
Service. Contractor shall provide certain services to dropsites and the Program Administrator. Please indicate how the following service requirements will be met.

	


2.4.4.1
 Communication with Program Administrator. Contractor shall communicate with Program Administrator regarding the program, including service issues and potential changes in service. What methods will you be able to use to communicate with the Program Administrator?

	



2.4.4.2
 Problem reporting. In what ways will dropsites and the Program Administrator be able to report problems and make inquiries?

	



2.4.4.3
 Significant organizational changes. How will notifications of organizational changes be communicated to the Program Administrator?

	


2.4.4.4
 Service problems. How will the Program Administrator be notified pro-actively of problems with service and resolutions to those problems?

	



2.4.4.5
 Route changes. How will the Program Administrator be notified of route changes? What information will be included in these notifications?

	



2.4.4.6
 Sustainable service. How will you guarantee uninterrupted service to all dropsites?

	



2.4.4.7
 Service reports. Contractor will supply quarterly service reports (problems and solutions; statistics or narrative; describing types and locations or areas of service problems). How will quarterly service reports be delivered? What information beyond what is indicated are you able to provide in such a report, if any?

	



2.4.4.8
 Transit surveys. Contractor will conduct transit time surveys on a semi-annual basis. How will transit time surveys be conducted? What information are you able to provide in such a report?

	



2.4.5
Contract administration and billing. Contractor will provide certain administrative, claims and financial reports. Please provide examples of reports and forms that will be used to convey such information. In addition, please indicate how the administrative and reporting expectations shall be met.

	


2.4.5.1 Reports. What kind of systems do you have in place for reporting activities dealing with damaged or lost materials?

	



2.4.5.2 Annual meeting. Contractor will hold an annual meeting with the Program Administrator. What data and information will be provided at the annual meeting?

	



2.4.5.3
 Invoicing. Contractor shall submit an invoice to Program Administrator at the end of each month for services performed during the month. The Indiana State Library will invoice dropsites based on the Contractor’s invoice. In what format will invoices be submitted to the Program Administrator? What details will appear on the invoice in addition to the number of deliveries made, and the locations, dates and reasons for missed deliveries?

	



2.4.5.4 Payments. Payment to Contractor will be made monthly after service is rendered. Upon receipt of invoice, Program Administrator will make payment to Contractor in accordance with the Indiana State Library’s regular payment procedures. Payment will be made within 35 days of the end of the invoice service month provided an accurate invoice has been received. No prepayments shall be made. How will you accommodate this method of payment?

	


2.4.5.5
 Contractor will be expected to provide to the Program Administrator a monthly list of scheduled drop sites for which there was no pick-up or drop off for each given service day, including the reason for the missed stop. The Contractor’s invoices will reflect actual physical stops (deliveries and/or pick-ups); there will be no charge for cancelled stops regardless of the reason. How will this list be communicated to the Program Administrator?

	


2.4.5.6
 Contractor shall make all available price decreases, cost-reduction incentives, or other discounts available to the Indiana State Library. If Contractor enters into other contracts for like services on more favorable terms, Contractor shall make said terms available to the Indiana State Library. How will you ensure that the Indiana State Library is receiving the best price available?

	


2.4.6
Termination. The Contractor is advised that any agreement entered into may be terminated according, but not limited to, the conditions below:

The contract, including extensions, may be terminated by the Indiana State Library in its sole discretion, upon 30 days written notice. 

Please indicate how these conditions align with your current practices.
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