RFQ VLM-16-001
Technical Proposal, Attachment D
INTRODUCTION
The State of Indiana desires to complete Voter List Maintenance (VLM) Activities under the provisions of the National Voter Registration Act of 1993 (“NVRA”) and applicable Indiana statutes (IC 3-7-38.2). The services required for this project include the following: (a) a first mailing to all active registered voters in Indiana; (b) a follow-up second mailing to each voter whose first mailing was returned by the United States Postal Service (USPS) as undeliverable (as defined in IC 3-5-2-49.7), and (c) processing and reporting services to identify voters for specific action with respect to their registration status depending upon the response, or lack of response, to the second mailing.
By Statute, this program must:
a. Be uniform, nondiscriminatory, and in compliance with the Voting Rights Act of 1965 (42 U.S.C. 1973)

b. Not result in the removal of the name of a person from the official list of voters solely due to the person's failure to vote

c. Be completed not later than ninety (90) days before a primary, general, or municipal election

d. Comply with IC 3-7

The timeline below outlines the State’s expectations for vendor activities and timelines under this program.

Expected VLM Timeline
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Instructions:  Please respond to each requirement in the areas shaded yellow and indicate any attachments that have been included.  Where a Yes / No response is required, please answer as follows:  
· Yes, our proposed services will meet this requirement; or we have included the required information in an attachment.

· No, our proposed services will not meet this requirement; or we have not included the required information in an attachment.

If required, provide an explanation for your response.

Please note the following in preparing your response

a. State of Indiana is comprised of 92 counties

b. Approximately 4.5 million active voters
c. The State has implemented Quest SVRS solution
EXECUTIVE SUMMARY

Respondent proposals shall include an executive summary explaining why the respondent is the best vendor for VLM services, how the services will be completed, and critical success factors to complete this initiative to meet Indiana’s requirements.
	<Please Provide Executive Summary>


TECHNICAL PROPOSAL REQUIREMENTS
SECTION 1: First Mailing
1. The first mailing shall serve as a residence confirmation and outreach procedure as described in Indiana Code 3-7-38.2-16, contain election-related information provided by the State, and be sent to each “active voter” (as defined in IC 3-11-18.1-2) listed in the Indiana Statewide Voter Registration System by non-forwardable mail. The name, UID, county of residence, and mailing address of each active voter will be provided to vendor in electronic format on or around May 10th.
	<Yes / No>


2. The first mailing shall be sent to the voter’s mailing address within one calendar week after receiving the file (expected to be May 17th).  
	<Yes / No>


3. The first mailing must be designed in such a manner as to minimize the mailing costs for state while still meeting our requirements. The State shall specify the content of the mailer and approve of the final design of the mailer before it is sent.
a. The card shall be designed without the use of glue to prevent return cards being stuck together. 

b. The card shall be designed to reduce incidence in USPS processing or handling.
	<Yes / No>


4. The first mailing shall include instructions to avoid unnecessary confusion and concern from those voters who are properly registered. Example: “If you are the addressee on the postcard then you are registered to vote at this address and no further action is needed."

	<Yes / No>


5. The first mailing shall include instructions for voters to return the card properly. Example: “If you are NOT the addressee please place card back into the mail and mark it ‘not at this address.’” This is so cards that should have been returned undeliverable are in fact returned undeliverable.

	<Yes / No>


6. The first mailing must be coded with the active voters UID assigned by the Statewide Voter Registration System so that mail returned undeliverable by USPS for an “unknown or insufficient address” (as defined in IC 3-5-2-49.7) may be processed by automated means, and so that names and addressees on the first mailing are identified as individuals who will be sent a second mailing.   

	<Yes / No>


7. The vendor shall automatically read the USPS bar code to identify and sort returns based upon the USPS reason for return so that mail returned for an unknown or insufficient address as prescribed by state statute shall be identified and captured and associated with a voter by automated means.   This data must be provided to the State in electronic format (csv file) as prescribed by the state as part of the process.  

a. The vendor shall maintain an adequately sized and accessible PO Box (or equivalent delivery point) to support this process through December 31st, 2016.

b. The file should be provided weekly (State has right to specify particular day of week) through August 10th, 2016, 

c. After August 10th, 2016, the file should be provided monthly until December 31st, 2016.  
	<Yes / No>


8. Provide detail regarding how you would perform the mailing.  Please address the following steps: 

a. Your process and timeline for working with the State to develop postcard design, artwork and content, which shall then be approved by the State prior to being sent.  

b. Your process for the printing, preparation and mailing of a postcard to each active voter in the state.  Note that postcard and its delivery shall have specifications in compliance with USPS requirements for bulk mail post cards with return of non-delivery information.  
c. Your procedure for the processing of every postcard from the first mailing that is returned by the USPS as undeliverable for an unknown or insufficient address (as defined by IC 3-5-2-49.7) so as to capture the UID from the voter and the reason for return by automated means, such that these can be summarized in a standardized electronic database (excel or CSV file) and uploaded to the SVRS (and printed on reports described herein). 
	<Please provide process details>


SECTION 2:  Second Mailing

9. The proposal should include a second postcard. The postcard and its delivery shall have specifications in compliance with USPS requirements for bulk mail post cards with return of non-delivery information. The Vendor will work with the State to develop postcard design, artwork and content, which shall then be approved by the State prior to being sent.  The vendor shall print, prepare, and mail the postcards.
	<Yes / No>


10. This second postcard shall be sent first class via forwardable mail to all voters whose first mailer was returned by USPS for an unknown or insufficient address.  The second postcard must be sent as soon as possible so as to allow for a 30 day response period from the recipient, and after which the State will receive a report in an electronic format that may be uploaded to the SVRS with results for the second mailing with adequate time for counties to process the data August 10th.  Please provide details around the timeline you will need to meet this requirement with relevant assumptions.  
	<Please provide process details>


11. The second mailer shall contain a detachable postage prepaid address verification postcard that may be returned by the voter (assuming it has been delivered to the voter) to a PO Box maintained by the vendor (as noted in above requirements).   The postage should ensure delivery within 5 days.
	<Yes / No>


12. The second postcard must state a date (which must be at least thirty (30) days after the date the notice was mailed) by which the card must be returned or the voter's registration will become inactive until the information is provided to the county voter registration office.
	<Yes / No>


13. The detachable portion of the second mailer must allow for the following elements so that the voter can provide the corresponding information:
a. A check box or oval to indicate whether the voter’s residence address listed on the card (which will be the residence address listed in state voter registration records) is their current residence address. Boxes or ovals must be provided next to each response on the detachable portion of the second mailer and designed so that the response may be read by automated means and summarized in electronic format in a file associated with the voter.
b. A check box or oval to indicate the voter has moved their residence address listed on the card to another residence address in another county in Indiana.  Boxes or ovals must be designed so that the response may be read by automated means and summarized in electronic format in a file associated with the voter.
c. A check box or oval to indicate the voter has moved their residence address listed on the card to another residence address within the same county and a space below this check box that will permit the voter to indicate their new residence address within the same county as well as a space that will permit the voter to indicate a new mailing address if different than their new residence address. The response and any new residence and mailing address provided by a voter must be capable of being read by automated means and stored in electronic format in a file associated with the voter.
d. Instructions to the voter to contact the county voter registration office in their new county of residence if the voter has indicated on the card that they have moved their residence address as listed on the card to another county in Indiana.
e. A signature line for the voter to sign the detachable portion of the card and a place for the signature to be dated and a place to provide a telephone number. Immediately beside or above the signature line there must be the statement “You must sign this card for it be effective.” In addition, immediately above the signature line must be a statement indicating the card is signed under the penalties of perjury and that authorization is given to cancel the voter’s registration residence if the voter has indicated on the card that they have moved their residence address as listed on the card to another county in Indiana.. The state will provide the exact wording of this statement. The card must be designed so as to capture the signature of the voter by automated means and summarized in electronic format in a file associated with the voter.
14. The second mailing must be designed in such a manner as to minimize the mailing costs for the State while still meeting our requirements. The State shall specify the content of the mailer and approve of the final design of the mailer before it is sent.
a. The card shall be designed without the use of glue to prevent return cards being stuck together.

b. The card shall be designed to reduce incidence in USPS processing or handling.

c. The detachable portion of the card shall be designed to reduce privacy concerns involving the display of information provided by the voter on the card.
	<Yes / No>


15. The UID (number and corresponding barcode) assigned by the Statewide Voter Registration System to the voter shall be affixed to both parts of the second mailer so that the UID may be read from either cards returned by USPS as undeliverable for an unknown or insufficient address (as defined by IC 3-5-2-49.7) or read from the detachable postage prepaid address verification postcard returned by the voter with the responses, if any, described above.
	<Yes / No>


16. The proposal should describe the processing of every postcard from the second mailing that is returned by the USPS as undeliverable for an unknown or insufficient address.
	<Please provide process details>


17. The proposal should describe the processing of every detachable postcard returned by a voter from the second mailing, including the process by which responses and categories shall be captured and summarized in a single file electronic format and associated with the voter.

	<Please provide process details>


18. The proposal should describe the capture of voter information from the second mailing in which the voter does not respond within 30 days.
	<Please provide process details>


19. If there's a name change reference on the voter response card, the county shall respond by sending a new voter registration card. The Vendor shall not process that voter response unless the voter also indicated an address change. In this scenario, the processed voter response would only include an address change. 

	<Yes / No>


SECTION 3: Reporting and General VLM RFQ Proposal Specifications

20. The result of the processing of the second postcard should result in an electronic file containing information regarding postcards returned by the USPS for an unknown or insufficient address and information contained on detachable postcards returned by the voter. The information should be formatted in a csv file, or as prescribed by the state so that it can be uploaded to the SVRS for processing by the counties and printed on reports described herein.  The file should be provided weekly to the State.  After August 10th, this can be provided monthly.
	<Yes / No>


21. A report shall be developed and provided to the State reflecting the response, or lack of response, of each voter to the second mailing so that the State can forward this information to a county voter registration offices with directions to process the information in accordance with the requirements of federal and state law in conducting voter list maintenance.  The report should be provided weekly starting 7 days after the second mailing.   

a. After the 30 day response period has ended for the 2nd mailing, the report must include the list of all postcards (including voter UID) that were not returned by USPS or the voter.
	<Yes / No>


22. All postcards for the first and second mailing that are returned undeliverable by the USPS and all postcards from the second mailing that are returned by the voter shall be sorted by county, bundled and delivered at least monthly to each county through January 31, 2016.

	<Yes / No>


23. The State would like the vendor to quote the cost to send correspondence to Voter Exceptions within the RFQ Deliverable Schedule of Attachment C.
	<Yes / No>


24. The State developed a letter to respond to those voters who indicated they have moved outside their county. The State would like the vendor to quote the cost to send these letters and forms using the 3500 estimate within the RFQ Deliverable Schedule of Attachment C.
	<Yes / No>


25. The proposal shall provide a Cost Estimate schedule within Cost Proposal so that all work is done in the timeline specified in the requirements above.  The Cost Estimate shall assume 4,500,000 cards for the first mailing.  The Cost Estimate shall also assume 1,000,000 for the second mailing to those first mailings returned undeliverable by the U.S. Post Office for an unknown or insufficient address. Assume 40% of the individuals who were sent the second mailing will return the attached postage-prepaid response card.  The State expects that the actual numbers will not be exactly as assumed above, so the Cost Estimate should provide visibility and clarity to the State relative to how changes in these numbers will impact the total cost.
	<Yes / No>


26. The vendor shall confirm that their services will comply with the following requirements legal and contractual requirements relative to VLM:
a. Be uniform, nondiscriminatory, and in compliance with the Voting Rights Act of 1965 (42 U.S.C. 1973)

b. Not result in the removal of the name of a person from the official list of voters solely due to the person's failure to vote

c. Be completed not later than ninety (90) days before a primary, general, or municipal election
d. Comply with IC 3-7

e. Information obtained through this program shall:

i. remain confidential;

ii. not used for any other purposes outside of the VLM program; and
iii. not be shared with any third party.

	<Yes / No>


27. Please include a pertinent sample of designs for the first and second mailing which meet the requirements with the State’s VLM maintenance program and provide suggestions for design consideration with mailers, file extracts and reporting templates noted in the above requirements.
	<Refer to attachment>


SECTION 4: WORK PLAN AND TIMELINE

28. Please include a work plan and a high-level timeline that includes the milestone dates for major activities within the proposed work plan.
	<Identify attachment if required>


SECTION 5: SHIPPING  
29. Vendor shall provide a separate price to sort, package, and ship response cards by response type and zip code. 
	<Yes / No>


30. Vendor shall meet with USPS in advance to ensure mail handling procedures are adhered to. Vendor shall use meta-track capabilities in order to track and follow-up on mailing issues. 
	<Yes / No>


31. Vendor shall use specifications for shipping boxes that are appropriate for the weight of response cards. 
	<Yes / No>


32.  Vendor shall use specifications for packing material that is deemed appropriate by the State. 
	<Yes / No>


33. Vendor shall label the box before it is sealed.

	<Yes / No>


34. Vendor shall include messaging to County recipients: 

a. If you receive this shipment with inappropriate packing material, please contact IED.
b. Outside of the boxes will be marked as "VLM" to avoid county package rejection and Vendor shall list box "# of #." 

c. Vendor shall notify Counties of expected shipment(s).

d. Vendor shall package UAA mail and VRC mail separately with clear information to package contents.  

	<Yes / No>


SECTION 6: MISCELLANEOUS VENDOR RESPONSIBILITIES 
35. Vendor shall be responsible for and schedule communications, in advance, to address the education of counties regarding image viewing methods, actions, and communication content.
	<Yes / No>


36. Vendor shall be responsible for adherence to SVRS (Statewide Voter Registration System) import file requirements referenced in Attachment F: Quest_SVRS_VLM_Import_File_Requirements_v0-8. 
	<Yes / No>


37. Data submitted by the Vendor shall go through Quest data validation to determine if data is verified or unverified. Vendor shall be responsible for resubmitting unverified data. 
	<Yes / No>


38. Statewide Voter Registration System (SVRS) Hoppers for self-requested cancellations and updates within the counties may be kept open past August 10th. Vendor shall provide an additional 30 days of limited services to capture most of these late responses. 

	<Yes / No>


39. Vendor shall provide a card viewing option via the internet so that Counties can view individual return cards. The vendor shall provide the State with a Card Viewing sign-off to approve the following metrics:

a. All data can be easily read 

b. View and sorting by response category

c. Disabling option for Counties to make password changes, if Vendor chooses to use a single sign-on interface

d. Print size of voter name and address on return card when viewing images

e. Alignment and layout are not requirements, and are considered complimentary preferences.

f. Vendor shall provide a pricing option for Counties to print data based on selected viewing preferences 

g. Vendor shall provide a pricing option for Counties to review and update exceptions prior to the uploading of exceptions

	<Please provide process details>


40. Manual viewing is required for UAA pieces to ensure they meet statute for reason of return. Manual viewing and data entry for address updates is required for VRC. 
	<Yes / No>
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