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1. INTRODUCTION
1.1 Purpose
The County of Santa Barbara, Department of Social Services invites responses that offer to provide CalWIN Client Correspondence Printing and Mailing Services. 
1.2 Term
Applicants are to submit proposals for the contract period of July 1, 2013 through June 30, 2016.  
1.3 Unfair Competitive Advantage
A contractor, subcontractor, or consultant who is employed by the County to develop specifications, requirements, statements of work, invitations for bid, request for proposals, or provided paid or unpaid consultant, monitoring, technical assistance, etc. in the subject program area during the twelve (12) months prior to the issuance of the RFP is prohibited from competing for the award (Attachment B, Statement of Experience, Question 11).
Vendors providing direct delivery services are not prohibited from competing.
1.4 Conflict of Interest
The County shall not contract with, and shall reject any bid or proposal submitted by the persons or entities specified below, unless the Board of Supervisors finds that special circumstances exist which justify the approval of such contract:

1. Employees of the County or public agencies for which the Board of Supervisors is the governing body.

2. Profit‑making firms or businesses in which employees described in Subsection (1) serve as officers, principals, partners or major shareholders.
3. Persons who, within the immediately preceding twelve (12) months, came within the provisions of Subsection (1), and who were employees in positions of substantial responsibility in the area of service to be performed by the contract, or participated in any way in developing the contract or its service specifications.
4. Profit‑making firms or businesses in which the former employees described in Subsection (3) serve as officers, principals, partners or major shareholders.
5. No County employee, whose position in the County enables him to influence the selection of a contractor for this RFP, or any competing RFP, and no spouse or economic dependent of such employee, shall be employees in any capacity by a bidder, or have any other direct or indirect financial interest in the selection of a contractor.
6. In addition, no County employee will be employed by the selected vendor to fulfill the vendor’s contractual obligations to the County.
Agencies employing or retaining employees of the County of Santa Barbara as contractors, subcontractors, or consultants or in any other capacity must make such information known within their proposal document (Attachment B, Statement of Experience, Question 10).  Failure to do so may result in disqualification of the proposal, cancellation of contract or contract award, or result in disciplinary action against individuals involved.
1.5 General Proposal Conditions

This RFP does not commit the DSS to award a contract or to pay any associated cost.  
The proposal preparation cost is solely the responsibility of the applicant and shall not be included as part of the proposal budget.
Applicants who plan to perform the work under a joint venture agreement must provide the information requested in this RFP separately for each of the partners. Each partner agency must provide Attachments B, and D.  The principal or lead agency must be identified.
Responses to this RFP must be according to the format, content and sequence set forth in this RFP. In order to be competitive, proposals must include all of the requested information, completed forms, and attachments. Unnecessarily elaborate or lengthy proposals or other representations beyond those needed to provide a sufficient and clear response to all the RFP requirements are not desired.
Applicants agree to provide the DSS with any other information the county determines is necessary for an accurate determination of the prospective contractor’s qualifications to perform services.     
Proposals without an original, authorized signature will be rejected.  Additionally, any proposal may be rejected if it is conditional, incomplete, or deviates from specifications in this RFP.  The DSS reserves the right to accept any part of the proposal and not be obligated in any way to accept those parts that do not meet with the approval.  The DSS reserves the right to waive, at its discretion, any procedural irregularity, immaterial defect or other impropriety not warranting rejection of the proposal.  Any waiver will not excuse an applicant from full compliance if awarded a contract.  Reasons for rejecting any proposal will be provided to the applicant.
Proposals are not to be marked as confidential or proprietary.  All proposals are subject to public disclosure by the California Public Records Act and State regulations.  Additionally, all proposals shall become the property of the County.  The County reserves the right to make use of any information or ideas in the proposals submitted.  
The DSS, in its sole discretion, reserves the right to cancel this RFP in whole or in part at any time during the selection process.  The DSS reserves the right to seek additional proposals beyond the final submission date, if, in the DSS sole discretion, the proposals received do not meet the needs.
Applicants should follow Generally Accepted Accounting Principles (GAAP) and standards when developing line item budgets.

Proposals must be valid for a minimum of 120 days from the due date of this RFP. Although cost is a major consideration, the DSS may choose not to award the contract to the applicant who submits the proposal with the lowest cost.
The County neither requires, encourages, nor discourages the use of lobbyists or other consultants for the purpose of securing business.

1.6 Questions

So that DSS staff members may prepare answers in advance, we ask that questions about this RFP be submitted before the Proposal Workshop.
Questions must be submitted either in writing by FAX or E-MAIL by 3:00 p.m. on February 15, 2013, or asked at the Proposal Workshop.  Those questions submitted in writing prior to the Proposal Workshop should be addressed as follows:
FAX:  805-346-8366

E-MAIL: l.rodriguez@sbcsocialserv.org  
Attn: Linda Rodriguez, Contracts Coordinator
Written responses to questions deemed material will be provided to all those that request a copy of the RFP and to those applicants that attend the Proposal Workshop. 
The DSS reserves the right to decline a response to any question(s) if, in the DSS assessment, the information cannot be obtained and shared with all potential applicants in a timely manner.
Applicants are directed to contact only the Contracts Coordinator to answer questions regarding this RFP. If it is discovered that an applicant contacted and received information from any County personnel, other than the person specified above, regarding this solicitation, DSS, in its sole determination, may disqualify their proposal from further consideration.
The DSS has attempted to provide all information available with regard to the services described.  It is the responsibility of each applicant to review, evaluate, and where necessary, request any clarification of information.
1.7 Proposal Workshop 
DSS considers the proposal workshop to be critical to understanding the proposal requirements, attendance is recommended to ensure a thorough understanding of the RFP process.  The purpose of the proposal workshop is to further explain program criteria, answer questions on proposal completion, and inform all applicants of the specific requirements and allowable activities under the RFP.
A proposal workshop will be held at the County of Santa Barbara Department of Social Services, 234 Camino Del Remedio, Santa Barbara, CA 93110 on February 21, 2013 at 10:00 a.m to 12:00 p.m.  
To confirm your attendance to the proposal workshop, contact Linda Rodriguez, Contracts Coordinator, at (805)346-7294.  
Please bring your copy of the RFP and arrive on time as information provided after the workshop has begun will not be restated. 
1.8 Proposal Deadline 
One (1) signed original and nine (9) (10 total) must be received on or before March 20, 2013 at 11:00 a.m. Proposals must be hand or courier delivered (no postmarks accepted) to:
County of Santa Barbara Department of Social Services

Contract Services

2125 S. Centerpointe Parkway

Santa Maria, CA 93455

Attn: Linda Rodriguez, Contracts Coordinator
OR



County of Santa Barbara Department of Social Services

Contract Services



234 Camino Del Remedio



Santa Barbara, CA 93110

Attn: Patty Teniente, Contracts Coordinator

We must receive your proposal as directed no later than the date and time shown above. Traffic, parking, courier service or other problems (including erroneous delivery to any other County office) are not excusable. We recommend you set yourself an earlier deadline.
Any proposal received at the office designated in the RFP after the exact time specified will not be considered unless it is determined by the county that late receipt was due solely to mishandling by the county.  

The only acceptable evidence to establish whether a proposal is late shall be the time of receipt at the DSS as determined by the time-date stamp of the County on the proposal wrapper or other evidence of receipt maintained by the County. 
Proposals will not be available for public inspection until the contract award is announced.
1.9 RFP Amendment and Cancellation 

The DSS reserves the unilateral right to amend this RFP in writing at any time. If an amendment is issued it shall be provided to all known prospective applicants. If necessary, a new Proposal Deadline will be established. Prospective applicants shall respond to the final written RFP and any exhibits, attachments, and amendments.
The DSS also reserves the right to cancel or reissue the RFP at its sole discretion.
1.10 Right of Rejection  


The DSS reserves the right, at its sole discretion, to reject any and all proposals. 

Any proposal received which does not meet the requirements of this RFP may be considered to be non-responsive, and the proposal may be rejected. The DSS may reject any proposal that does not comply with all of the terms, conditions, and performance requirements of this RFP. 

The DSS reserves the right, at its sole discretion, to waive variances which are immaterial or inconsequential in nature, and are neither affected by law nor at substantial variance with proposal conditions, provided such action is in the best interest of the DSS. Where the DSS waives minor variances in proposals, such waiver does not modify the RFP requirements or excuse the potential contractor or applicant from full compliance with the RFP. Notwithstanding any minor variance, the DSS may hold any Potential contractor or applicant to strict compliance with the RFP.  
Potential contractor or applicants may not restrict the rights of the DSS or otherwise qualify their proposals. If a potential contractor or applicant does so, the DSS may determine the proposal to be a non-responsive counteroffer, and the proposal may be rejected. 

1.11 Proposal Package

Proposal pages must be sequentially numbered throughout, 3-hole punched along the left border and bound with a single staple in the upper left hand corner or secured with a rubber band around each copy.  In addition to the paper copies, applicants are requested to remit their proposal packages in electronic format in Microsoft Office compatible programs to facilitate the incorporation of the proposal language into the contract document.
Failure to submit proposals in the order required and exceeding the allowable page limit, as stated in Exhibit 1 or to complete all required attachments fully will result in rejection of the proposal. Details about certain requirements are contained below.  The absence of a description in this area of the RFP does not mean that the other requirements are unimportant and should not be included.  Please follow the guidelines in the RFP to ensure that you return a complete proposal package for the County’s consideration.
Funding recommendations may be made on the basis of initial offers received without an additional written or oral discussion.
Cost Allocation Plan 
Applicants should include their organization’s cost allocation plan as an attachment to the proposal package in the order specified within this RFP. Such allocation plan shall be in compliance with federal regulations, state and federal directives, and federal OMB Circulars.
Insurance Requirements 
Upon submission of the proposal package, applicant must provide certificates of insurance for all policies.  Said certificates must clearly indicate limits of coverage.  Prior to contract execution, applicant must comply with the standard County insurance requirements should the required coverage differ from what the applicant currently has in place.  The County will be named as additional insured on general and automobile liability policies.   
Financial Statement Requirements   
At the time of proposal submission, agencies must provide a complete financial statement, prepared in conformity with Generally Accepted Accounting Principles (GAAP), based upon an audit that is not more than eighteen (18) months old by the time of the proposal submission deadline.  This statement must be certified by an independent Certified Public Accountant (CPA).  A complete un-audited statement, also prepared in accordance with GAAP, which is not more than three (3) months old by the time of the proposal submission deadline must also be included.  These statements should clearly identify the financial condition of the applicant's business entity as well as that of its corporate structure, if applicable.
The financial statement will be used in determining the applicant's financial condition, including the working capital position that would permit the applicant to perform a contract of the size indicated by this RFP.
Certification of Financial Support   
If the applicant intends that another corporation(s) and/or parent organization will provide financial support in any way to the contract, the other organization(s) involved must file a binding certification as to the extent of its (their) support.  Such certification must be dated and signed by a corporate officer authorized to make such a commitment.
If the other organization(s) intend(s) to be responsible for any or all operations of the applicant, this must be certified.
An applicant that intends to provide for working capital through loans from financial or other institutions must supply a certified commitment from the institution that it will provide a specified maximum line of credit.
Form of Business Organization 
The applicant must prepare and submit a notarized affidavit sworn to and executed by the applicant's duly constituted officers, containing the following information:
· The business name and legal form of the applicant's business organization, i.e. proprietorship, partnership, corporation or combination.
· A detailed statement indicating whether the applicant is totally or partially owned by another business, parent organization, or individual.
· A detailed statement indicating the relationship of the applicant to any business, subsidiary organization, or individual that will be providing services, supplies, material or equipment to the applicant or in any manner does business with the applicant under this Agreement.
· Copies of the applicant's articles of incorporation and bylaws, and any partnership papers and/or joint venture agreements, if applicable.
· Names and addresses of the Advisory Board and/or Board of Directors with brief statement of their qualifications.  Indicate whether there are any vacancies.
· The applicant must provide a complete list of contracts the applicant has currently or has had in the past with the County of Santa Barbara.

Partner and/or Sub Contractor Agreements

Applicant must provide copies of agreements or commitment letters that exist with partners and/or sub contractors. 
Job Descriptions or Resumes of Critical Staff

Job descriptions, including the minimum education and work experience requirements for all critical staff positions should be included with your proposal. Resumes of existing staff should be attached to your proposal.
1.12 Furniture/Equipment
Equipment is defined as tangible, nonexpendable personal property having a useful life of more than one year and an acquisition cost of $5,000 or more per unit, including all costs related to the property’s final intended use.

Before equipment is purchased by a Contractor, Contractor needs to make sure the equipment has been approved by the County.
Procedures for managing equipment, whether acquired in whole or in part with contract funds, until disposition takes place will, as a minimum, meet the following requirements:
· Equipment records will be maintained by the Contractor and include the following data: description, serial number, source of the equipment, If title vests with Contractor or County, acquisition date, acquisition costs (per unit), records showing maintenance procedures, location of equipment, use and condition of equipment. In the case of loss or theft, appropriate documentation, such as an incident report, insurance claim or law enforcement report must be completed and provided to the County.

· When original or replacement equipment acquired under the contract is no longer needed for the original contracted services, Contractor is to return the equipment to the County.

2. SCOPE OF SERVICES 
Exhibit 2 contains the Scope of Services.
3. GENERAL CONTRACTOR REQUIREMENTS 
3.1 Compliance
Potential contractors or applicants must comply with all applicable provisions of law and regulations. These shall include but not be limited to the Social Security Act, the Civil Rights Acts, the Clean Air Act, applicable federal regulations, State Efficiency Plan, California Welfare and Institutions Code, and the State Department of Social Services Manual of Policies and Procedures.   

3.2  Closeout Process
· Vendor shall submit within 90 calendar days after date of completion all financial, performance, and other reports
· Vendor shall liquidate all obligations and/or accrued expenditures incurred under the contract no later than 90 calendar days after funding period or date of completion
· County shall make prompt payments to vendor for allowable reimbursable cost under the contract
· Vendor shall promptly refund any balances of unobligated cash that the county has advanced or paid and that is not authorized to be retained
· When authorized by terms & conditions of the contract, County shall make a settlement for any upward or downward adjustments to the share of costs after closeout reports received
· Vendor shall account for any real or personal property acquired with Federal funds
· In the event a final audit has not been performed prior to closeout of an award, County retains the right to recover any appropriate amount after fully considering the recommendations on disallowed costs resulting from the final audit
3.3 Financial Audit & Retention     
Contractor shall maintain in good and legible condition all books, documents, papers, data files and other records related to its performance under this contract. Such records shall be complete and available to Santa Barbara County, the State of California, the federal government or their duly authorized representatives for the purpose of audit, examination, or copying during the term of the contract and for a period of at least four (4) years following the County’s final payment under the contract or until conclusion of any pending matter (e.g., litigations or audit) whichever is later. Such records must be retained in the manner described above until all pending matters are closed.
3.4 Site Review

An on-site fiscal and program review may be required. If a Site Review is determined to be necessary by DSS, the Contractor shall be provided with the evaluation criteria prior to the Site Review.
3.5 Monitoring 
Contractor will be subject to any monitoring activity necessary to assure compliance with regulations and contractual requirements.

3.6 Evaluation
Contractor will cooperate with DSS reviews and evaluations to:
· Determine the efficiency and effectiveness of social services delivery systems management, optimal utilization of resources and elimination of deficiencies in management information systems, and administrative procedures and structure.
· Determine if desired results or benefits are being achieved, and the objectives established by the regulations are being met.
3.7 Confidentiality
Contractor must comply with the same privacy and security safeguards required by State and Federal rules, regulations, and law as the county regarding the confidentiality, physical security, encryption, transmission, transport and disposal of electronic and printed data.  Confidential data is defined as:  name, date of birth, address, social security number, driver’s license or other identification numbers or any information that can be used to identify or locate an individual. 

A.  Contractor shall not capture or retain any information from the county’s mail. All information and processes made available to the Contractor by the County shall be kept confidential.  

B. Contractor must ensure:   
i. All data is used and stored in an area that is physically safe from access by   unauthorized persons during work and non-work hours.

ii. Access to secure areas is permitted only with properly coded key cards, authorized door keys or access authorization.  

C. Contractor must ensure that there is a monitored alarm system with or without security cameras or security guards twenty-four (24) hours a day, seven (7) days a week.  
D. Contractor must ensure:  
i. All portable computer devices (laptops, notebooks, etc.), workstations, and electronic files (thumb drives, floppies, CD/DVD, etc.) that process and/or store data are encrypted using a vendor product that is recognized as an industry leader for the intended solution, such as a product specified on the California Strategic Sourced Initiative (CSSI) located at the following link:  www.pd.dgs.ca.gov/masters/EncryptionSoftware.html.

ii. All workstations, laptops and other systems that process and/or store data have current security patches applied and are up-to-date.

iii. All data is wiped from systems when the data is not longer required.

iv. All remote access to data is established over an encrypted session protocol using a vendor product that is recognized as an industry leader in meeting the needs for the intended solution, such as products specified on the CSSI. 

E. Contractor must ensure that disks and other transportable media sent through the mail are encrypted using a vendor product that is recognized as an industry leader in meeting the needs for the intended solution, such as products specified on the CSSI.  
F. Contractor must ensure that all data transmissions are encrypted end-to-end using a vendor product that is recognized as an industry leader in meeting the needs for the intended solution, such as products specified on the CSSI.  The data shall be encrypted at the minimum of 128 bit AES or 3DES (Triple DES) if AES is unavailable.  
G. Contractor must ensure that a bonded courier, with signature receipt, is used for the transport of paper documents and electronic media.  
H. Contractor must ensure that paper documents are disposed of through confidential means, such as cross cut shredding and pulverizing.  
I. If a breach of data security occurs, the Contractor must:
i. Ensure that the County is notified immediately by telephone call or Email upon the discovery of a breach of data security.

ii. Ensure that the notification includes contact information, a description of the breach or loss with scope, time and location of the breach or loss, and a description of how the data was physically stored, contained or packaged (password protected, encrypted, locked container, etc.).

iii. Take prompt corrective action to mitigate any risks or damages involved with the breach. 

iv. Investigate the breach and produce a written report within five (5) working days of the incident, detailing what data elements were involved.  The report must include a description of:

· The unauthorized persons known or believed to have improperly used or disclosed the data.

· Where the data is believed to have been improperly transmitted, sent or used.

· The probable cause(s) of the breach and a detailed action plan including steps taken to stop or contain the breach.
3.8 Liquidated Damages

Failure on the part of the Contractor to provide satisfactory service on a timely manner will subject Contractor to liquidated damages as follows:

In event Contractor fails to perform the service as specified in this RFP, the parties to the Contract shall agree that County will sustain damages. Furthermore, since it is and will be extremely difficult and impractical to determine actual damage that may be sustained by County, it shall be agreed that the amount of liquidated damages to be paid by Contractor to County will be $.04 per letter. For this Contract, liquidated damage shall apply when there is an error involving 100 or more letters from a single mailing and/or when the letters are mailed after the targeted mailing date. Liquidated damages shall include the amount of any fines that the County may be assessed from regulatory bodies. Such amount shall be the actual cash value agreed upon as the loss to the County resulting from the Contractor’s default.
4. AGREEMENT FOR SERVICES OF INDEPENDENT CONTRACTORS
Exhibit 4 contains the standard terms and conditions for independent contractors for Santa Barbara County.  Some terms may be negotiable.  However, the insurance language contained in Exhibit C of the Contract Language Exhibit is not open for discussion.  Your proposal will be used to develop the Statement of Work (Exhibit A) and the Payment Arrangements (Exhibit B) within Exhibit 4.
5.
EVALUATION PROCESS  
The DSS intends to contract with the responsible vendor whose proposal is determined most responsive to the requirements of this RFP.  Our sole purpose in the evaluation process is to determine from among the proposals received which one is best suited to meet the DSS needs.  Any final analysis or weighted point score does not imply that one applicant is superior to another, but simply that in our judgment the applicant selected appears to offer the best overall solution for our current and anticipated needs. 
The proposal review process will include the following major activities to ensure that the County of Santa Barbara procurement meets all applicable regulatory and audit standards:
· All proposals will be reviewed for demonstrated capacity to provide the services/activities sought through this solicitation.  
· All proposals will be reviewed for costs that are reasonable, allowable, necessary, and competitive as measured by the review of the line-item budget, program design, staffing levels and structure, linkages, and standing in relation to all other applicants.
· Submitted proposals will be evaluated on all aspects of this solicitation, including references consulted.
· Proposals may be reviewed, scored, and ranked by a panel consisting of members of various Departments from within the County of Santa Barbara and/or other people with community-based service delivery expertise.
· Funding recommendations will be prepared for consideration by the Executive Team of the Department of Social Services.  Based upon Executive Team action, DSS staff will be directed to negotiate and execute a contract with the applicant recommended for funding.
· Final contract approval is the prerogative of the County Board of Supervisors.
6 Investigation 
Submittal of a proposal authorizes us to investigate without limitation the background and current performance of contractor and present staff. Discovery of any material misstatement of fact may lead to disqualification of an applicant or to cancellation of any resulting contract.
6 Acceptability 
We reserve the sole right to determine whether goods and/or services offered are acceptable for our use.
6 Protests   
The DSS shall consider any protest or objection regarding the award of a contract, provided it is filed within seven (7) calendar days immediately following the date of notification of the recommendation to award a contract. Protests must be addressed to: Linda Rodriguez, Contracts Coordinator, Department of Social Services, 2125 S. Centerpointe Parkway, Santa Maria, CA 93455.  FAX:  (805) 346-8366.  EMAIL: l.rodriguez@sbcsocialserv.org 
The DSS will respond in writing to the protester within seven (7) working days of the close of the protest period.  Notification will include the final decision on the protest and the basis for the decision.
6.
Scoring Value 
The scoring value of each section of the RFP is as follow:

	Criterion
	Points

	Proposal Summary Sheet (Attachment A)
	3

	Statement of Experience and References (Attachment B)
	30

	Description of Services (Attachment C)
	25

	Vendor Price Proposal (Attachment D)
	25

	Certification (E-J)
	3

	Responsive to elements described in Section 1.11, Proposal Package
	4

	Ability to implement an encrypted and dedicated layer 2 connection directly from HP Services CalWIN “Project” to the print vendor with a back up plan to pick up DVD’s each morning following the batch cycle from the HP Data Center in Rancho Cordova, process the print job for mailing and delivering of correspondence to the United States Postal Service (USPS), on the same day, in time  for next day delivery to the addressees
	10

	Total 
	                                  100


7. PROCUREMENT SCHEDULE
	2/6/13
	Release Requests for Proposals

	2/21/13
	Proposal Workshop

	3/20/13
	Due Date - Proposals Due at 11:00 a.m. Sharp

	3/20/13
	Email Notification to Applicants of Receipt of Proposal

	4/9/13
	Notify Applicants of Recommendation for Award of Proposal-Notification will be sent by e-mail and mail

	6/4/13
	Public Hearing / Execute Contract

	7/1/13
	Contract Commencement


(This schedule is only an estimate.  Dates after “Due Date” may vary)

EXHIBITS (EXHIBITS ARE PROVIDED AS INFORMATIONAL MATERIAL)
Exhibit 1 – Proposal Package Components
Exhibit 2 –Program Review/Scope of Services

Exhibit 3-Performance Measures

Exhibit 4– Agreement for Services of Independent Contractor or Standard Terms and Conditions
Please submit proposal package in this order.  The references in parenthesis refer to the area of this RFP which contains additional information about each item.  Some items require a response within the page limitations established. 

1. Proposal Summary Sheet (Attachment A) – Not to exceed 1 page

2. Statement of Experience (Attachment B) – Not to exceed 5 pages
3. Description of Services (Attachment C) – Not to exceed 21 pages

4. Vendor Price Proposal (Attachment D) – Not to exceed 3 pages

5. Agency Litigation Involvement (Attachment E)

6. Disclosure Regarding Lobbying  (Attachment F)
7. Certification Regarding Lobbying (Attachment G)

8. Certification Regarding Debarment (Attachment H)

9. Certification Regarding A Drug-Free Work Place (Attachment I)
10. Confidentiality Agreement (Attachment J)
11. Insurance Certificates (Section 1.11)

12. Financial Statements (Section 1.11)

13. Certification of Financial Support, if needed (Section 1.11)

14. Form of Business Organization (Section 1.11)

Scope of Services:

Note: It is anticipated that the language contained within this scope of services section will be included in the resultant contract.

The Welfare Client Data System (WCDS) is a consortium of eighteen California counties that have joined together to share automated systems for determining public assistance eligibility, computing and issuing benefits, and tracking the provision of public social services.  WCDS developed a primary business application for the member counties called CalWIN.  Santa Barbara County is one of the consortium counties and has been using the new CalWIN system since March 2006.  The printing and mailing of correspondence in the CalWIN System are the responsibility of the individual counties.  Although, some counties have chosen to partner with the Sacramento County vendor, it is our intention through this RFP to provide the opportunity for local business to competitively bid to provide these services.  However, we are looking for a vendor that currently has the ability to perform the services specified and has previous experience with producing high volume printing and mailing.
Requirements

CalWIN is the primary business application utilized by the Santa Barbara County Department of Social Services and seventeen (17) additional California counties. The processing for all of the CalWIN counties is integrated and run at Hewlett Packard (HP) Enterprise Services (formerly Electronic Data Systems) Data Center at 10888 White Rock Road, Rancho Cordova, California.
Under this contract, there are several types of client correspondence that will be printed and mailed out to clients.   The documents may: 1) be single or double sided, 2) require a duplicate copy to be sent, 3) require the data to be scanned and barcodes printed on the output, and 4) require that return envelopes or other items be included with them.  The different types of output are described in more detail in the sections below. 

Note: Responses for each requirement described below shall be answered by potential bidders in Attachment D, Description of Services.

A. A daily batch cycle process is normally run five nights a week, Monday- Friday, and a merged output file  for each county is produced the following day for encrypted download and, as a backup method, on DVDs and available for pick up by 6:00 a.m.  An additional batch process may occasionally be run on a weekend to process special jobs.  A separate output file and DVD will be created for these jobs.  In addition to the daily process jobs, a monthly job is run approximately the third week of the month to produce periodic reports.  A separate output file (s) and DVD(s) is prepared for this job.  See Appendix A for a list of the anticipated output.  

The CalWIN program supports the use of high bandwidth point-to-point (layer 2 Ethernet cross-connected) with secure transport from the site to the print destination. As a backup method, the CalWIN program supports physical DVD pickup of print files from the HP Project site. 

For this contract, the vendor will be responsible for the secure transport of the output files and, as a backup method, picking up the DVDs each morning following the batch cycle from the HP Data Center in Rancho Cordova, processing the print job for mailing and delivering of correspondence to the United States Postal Service (USPS), on the same day, in time for next day delivery to the addressees.

Discuss how and when you would receive the data, where the processing would take place, and how and when the output would be turned over to the USPS. 

B. Client correspondence created by the batch process is contained in multiple files of Printer Control Language 5 (PCL5) images.  Each document contains a header section.  The header section contains PCL 5 “non-op”.  The non-op section is a part of the PCL stream in each set of client correspondence – not a separate record.  This header section identifies the information regarding each correspondence.  A full description of this non-op layout is contained in Appendix E. These files are stored on up to 5 data DVD disks.  PCL5 images are used because the client correspondence is printed in up to the twenty-one (21) different languages listed in Appendix C.  The PCL5 images are sorted by client household address order by based on case serial number.  

C. Services include material (paper, envelopes, etc.), processing (receiving and batching data, printing, folding, inserting, presorting, delivery to USPS, etc.), and use of a postage meter.  The Contractor is reimbursed for metered mail at the same discounted postal rate that is actually applied to the letters.


D. For most client correspondence, a single page, 2-sided language insert must be included and dependent on the type of document, a return envelope may also be required.  Any additional charge for inserts must be billed separately to the organization supplying the insert.  Inserts must be approved and scheduled by the County.

Indicate any minimum requirement pertaining to inserts in your proposal response
E. Most correspondence will be printed on either 8.5” X 11” or 8.5” X 14” paper.  The text may be of varying length, printed on both sides of the paper, and possibly ten or more pages.  Page size can be no smaller than 8.5” X 11”, and no larger than 8.5” by 14”.  A standard piece (two pages, mailing and return envelopes), without additional inserts, should weigh only slightly more than 1/2-ounce. Documents of varying sizes may need to be inserted into the same envelope.  Paper should be close to 20# stock, OCR readable with recycled content.  “Printed on recycled paper” shall be printed on all recycled-content paper and envelopes.  Mailing envelopes should include pre-printed return address, necessary postal indicia; County specified TDD/TTY phone number, and glassine address windows.  

Indicate proposed letter size and weight of standard letter with envelopes, but without additional inserts in your proposal response.  

F. Barcodes are required and added to documents for several purposes. 

· To facilitate the addition of inserts and return envelopes.

· To allow the USPS to deliver the pieces (Post Net Barcode).

· To facilitate handling of return mail (when return envelopes are enclosed).  The barcode is included in the PCL5 image for Periodic Reporting (PR) forms: QR2, QR7, MC 176 S, and MC 176 TMC. The barcode contains a unique number generated by the CalWIN application to track the PR forms. 

· To facilitate the processing of correspondence for document imaging and other e-technology identified by the county. Some barcode values, like CASE_NUMBER are extracted from variables in the PCL5 header. Some values, like PERIODIC DATE (REPORT-MONTH), are not in the PCL5 header. They are extracted from the PCL5 code based on the data at a specific location on a page.
G. Documents produced in monthly cycles may need to be held for later mailing.

H. Other informational notices may need to be mailed to the clients, which are separate and apart from the correspondence produced by CalWIN.  The document and mailing labels will be provided to the vendor by the County in either electronic or paper format.

I.       The price per image for printing and mailing entered in the Vendor Price Proposal for each year must include the cost of materials (paper, envelopes, etc.) and cost of processing (pickup/courier service, receiving and batching data, printing, folding, inserting, presorting, delivery to the USPS, etc.).  The price per image shall equal one-side of printed page and shall include all applicable sales tax. The price for the initial setup charge shall include all costs associated with letter design/layout, fine-tuning, programming, and testing.  The proposal must include prices for additional inserts by machine and by hand and an hourly rate for continuous information technology (IT) changes/enhancement.  The price per image shall equal one-side of printed page and shall include all applicable sales tax. Finally, Contractor shall provide quarterly print volume reports at no additional charge to the County. Such reports shall be provided within two weeks following the end of each quarter (Quarter = January-March, April-June, July-September & October-December). 

J.       Invoices submitted for payment must be monthly in arrears.  Charges shall be itemized on invoices, e.g., initial setup charge, price per image for printing and mailing, additional inserts by machine and/or by hand, price per image to produce image on DVDs, postage and IT changes/enhancement.  

K.  Quality control measures must be inherent in the process.  Duplicated, missing and misprinted documents and inserts and other errors must be identified and remedied before mailing.  Mail must be in the hands of the USPS as described in A.  Items must be mailed so that they are received in California within 48 hours of mailing under normal circumstances.  Any errors or variation must be reported to the County immediately.  A report including the date and time items were mailed, the unique batch identifier, the number of documents printed, items mailed, inserts included, and postage used will be sent to the County daily at the completion of the process.  

The proposal must include documentation certifying that services are provided using fully automated production processes that are capable of tracking each individual mail piece through the printing, inserting, and mailing processes.

L. Errors not remedied by Contractor’s quality control, involving 100 or more pieces from a single mailing, will incur a penalty credit in favor of the county affected in the amount of $.04 per piece.  This will include client correspondence mailed after the target mailing date. 

M. Responding Contractors must be USPS CASS certified to ensure address cleansing and correction capability and comply with the Intelligent Mail Barcode requirements.  Letters shall be bar-coded and sorted for the best carrier route and delivery point available to maximize postage rate discounts. 

N. The successful firm shall be able to read and process PCL5 files, combine separate images, add or remove slip pages, add variable logos, insert into envelope of appropriate size and type of mailing, and mail to like addresses.

Reporting Requirements: 

Contractor shall supply report including the date and time items were mailed, the unique batch identifier, the number of documents printed, items mailed, inserts included, and postage used will be sent to the County daily at the completion of the process.

Performance Measures:   

Performance measures are based upon reporting from quality control measures which must be inherent in the process. Duplicated, missing and misprinted documents and inserts and other errors must be identified and remedied before mailing. Contractor will be responsible for picking up the DVD’s each morning following the batch cycle from the HP Data Center in Rancho Cordova, processing the print job for mailing and delivering of correspondence to the United States Postal Service (USPS), on the same day, in time for next day delivery to the addressees. Items must be mailed so that they are received in California within 48 hours of mailing under normal circumstances. 

1. Any errors or variation must be reported to the county immediately. 

2. A report including the date and time items were mailed, the unique batch identifier, the number of documents printed, items mailed, insert included, and postage used will be sent to each county daily at the completion of the process. 

3. Contractor shall also provide quarterly print volume reports at no additional charge to the county. Such reports shall be provided within two weeks following the end of each quarter (Quarter = January-March, April-June, July-September & October-December). 

Performance Measures dictate 100% compliance with Error and Variation reporting as well as Quarterly reports received within the two week time frame stated. Daily reporting requirement should not exceed a 10% late or failed report rate.

Note: It is anticipated that the language contained within this scope of services section will be included in the resultant contract.


AGREEMENT (hereafter Agreement) is made by and between the County of Santa Barbara, a political subdivision of the State of California (hereafter COUNTY) and {ENTER BUSINESS} having its principal place of business at {ENTER ADDRESS} (hereafter CONTRACTOR) wherein CONTRACTOR agrees to provide and COUNTY agrees to accept the services specified herein.



NOW, THEREFORE, in consideration of the mutual covenants and conditions contained herein, the parties agree as follows: 



1.
 DESIGNATED REPRESENTATIVE.  {ENTER REPRESENTATIVE’S NAME} at phone number {ENTER PHONE NUMBER} is the representative of COUNTY and will administer this Agreement for and on behalf of COUNTY.  {ENTER CONT REPRESENTATIVE} at phone number {ENTER PHONE NUMBER} is the authorized representative for CONTRACTOR. Changes in designated representatives shall be made only after advance written notice to the other party.



2. 
NOTICES.  Any notice or consent required or permitted to be given under this Agreement shall be given to the respective parties in writing, by first class mail, postage prepaid, or otherwise delivered as follows:


To COUNTY:

{ENTER NAME, BUSINESS, ADDRESS, STATE, ZIP}

To CONTRACTOR:
{ENTER NAME, BUSINESS, ADDRESS, STATE, ZIP}
or at such other address or to such other person that the parties may from time to time designate.  Notices and consents under this section, which are sent by mail, shall be deemed to be received five (5) days following their deposit in the U.S. mail.



3. 
SCOPE OF SERVICES.  CONTRACTOR agrees to provide services to COUNTY in accordance with EXHIBIT A attached hereto and incorporated herein by reference.



4. 
TERM.  CONTRACTOR shall commence performance on {ENTER DATE} and end performance upon completion, but no later than {ENTER DATE} unless otherwise directed by COUNTY or unless earlier terminated.




5. 
COMPENSATION OF CONTRACTOR.  CONTRACTOR shall be paid for performance under this Agreement in accordance with the terms of EXHIBIT B attached hereto and incorporated herein by reference.  Billing shall be made by invoice, which shall include the contract number assigned by COUNTY and which is delivered to the address given in Section 2 NOTICES  above following completion of the increments identified on EXHIBIT B. Unless otherwise specified on EXHIBIT B, payment shall be net thirty (30) days from presentation of invoice.



6. 
INDEPENDENT CONTRACTOR.  CONTRACTOR shall perform all of its services under this Agreement as an independent contractor and not as an employee of COUNTY. CONTRACTOR understands and acknowledges that it shall not be entitled to any of the benefits of a COUNTY employee, including but not limited to vacation, sick leave, administrative leave, health insurance, disability insurance, retirement, unemployment insurance, workers' compensation and protection of tenure.



7. 
STANDARD OF PERFORMANCE.  CONTRACTOR represents that it has the skills, expertise, and licenses/permits necessary to perform the services required under this Agreement. Accordingly, CONTRACTOR shall perform all such services in the manner and according to the standards observed by a competent practitioner of the same profession in which CONTRACTOR is engaged.  All products of whatsoever nature, which CONTRACTOR delivers to COUNTY pursuant to this Agreement, shall be prepared in a first class and workmanlike manner and shall conform to the standards of quality normally observed by a person practicing in CONTRACTOR's profession.  CONTRACTOR shall correct or revise any errors or omissions, at COUNTY'S request without additional compensation. Permits and/or licenses shall be obtained and maintained by CONTRACTOR without additional compensation.  



8. 
TAXES.  COUNTY shall not be responsible for paying any taxes on CONTRACTOR's behalf, and should COUNTY be required to do so by state, federal, or local taxing agencies, CONTRACTOR agrees to promptly reimburse COUNTY for the full value of such paid taxes plus interest and penalty, if any.  These taxes shall include, but not be limited to, the following: FICA (Social Security), unemployment insurance contributions, income tax, disability insurance, and workers' compensation insurance.  



9. 
CONFLICT OF INTEREST.  CONTRACTOR covenants that CONTRACTOR presently has no interest and shall not acquire any interest, direct or indirect, which would conflict in any manner or degree with the performance of services required to be performed under this Agreement. CONTRACTOR further covenants that in the performance of this Agreement, no person having any such interest shall be employed by CONTRACTOR.  



10. 
RESPONSIBILITIES OF COUNTY.  COUNTY shall provide all information reasonably necessary by CONTRACTOR in performing the services provided herein.  



11.
OWNERSHIP OF DOCUMENTS.  COUNTY shall be the owner of the following items incidental to this Agreement upon production, whether or not completed: all data collected, all documents of any type whatsoever, and any material necessary for the practical use of the data and/or documents from the time of collection and/or production whether or not performance under this Agreement is completed or terminated prior to completion. CONTRACTOR shall not release any materials under this section except after prior written approval of COUNTY. 



No materials produced in whole or in part under this Agreement shall be subject to copyright in the United States or in any other country except as determined at the sole discretion of COUNTY. COUNTY shall have the unrestricted authority to publish, disclose, distribute, and otherwise use in whole or in part, any reports, data, documents or other materials prepared under this Agreement.  



12. 
RECORDS, AUDIT, AND REVIEW.  CONTRACTOR shall keep such business records pursuant to this Agreement as would be kept by a reasonably prudent practitioner of CONTRACTOR's profession and shall maintain such records for at least four (4) years following the termination of this Agreement. All accounting records shall be kept in accordance with generally accepted accounting practices. COUNTY shall have the right to audit and review all such documents and records at any time during CONTRACTOR's regular business hours or upon reasonable notice.
 In accordance with Federal Government Accounting Standards, Contractor will only seek reimbursement from County for expenses that are allowable under the provisions of the specific Federal cost principles appropriate to their entity: OMB A-21 (Educational Institutions), OMB A-87 (State, Local, or Indian Tribe Governments), OMB A-122 (Non-Profit Organizations), 45 CFR part 74 Appendix E (Hospitals), and Federal Acquisition Regulation (FAR) at 48 CFR part 31 (commercial organizations and non-profit organizations listed in Attachment C to Circular A-122).  

 Additionally, Contractor is required to comply with all requirements and responsibilities in Circular A-133 Audits of State, Local Governments, and Non-Profit Organizations from the Office of Management & Budget (OMB A-133), as applicable to their specific entity and expenditures of federal funds.  Such requirements and responsibilities that may apply to the Contractor include Single Audits, program-specific audits, and/or pass-through entity responsibilities including identifying and monitoring subrecipients and vendors, as defined within OMB A-133. Contractor will substantiate to County annual compliance with those portions of OMB A-133 which apply to the Contractor.


13. 
INDEMNIFICATION AND INSURANCE.  CONTRACTOR shall agree to defend, indemnify and save harmless the COUNTY and to procure and maintain insurance in accordance with the provisions of EXHIBIT C attached hereto and incorporated herein by reference.


14. 
NONDISCRIMINATION.  COUNTY hereby notifies CONTRACTOR that COUNTY's Unlawful Discrimination Ordinance (Article XIII of Chapter 2 of the Santa Barbara County Code) applies to this Agreement and is incorporated herein by this reference with the same force and effect as if the ordinance were specifically set out herein and CONTRACTOR agrees to comply with said ordinance.



15. 
NONEXCLUSIVE AGREEMENT.  CONTRACTOR understands that this is not an exclusive Agreement and that COUNTY shall have the right to negotiate with and enter into contracts with others providing the same or similar services as those provided by CONTRACTOR as the COUNTY desires. 



16. 
ASSIGNMENT.  CONTRACTOR shall not assign any of its rights nor transfer any of its obligations under this Agreement without the prior written consent of COUNTY and any attempt to so assign or so transfer without such consent shall be void and without legal effect and shall constitute grounds for termination. 



17. 
TERMINATION.  



A. 
By COUNTY.  COUNTY may, by written notice to CONTRACTOR, terminate this Agreement in whole or in part at any time, whether for COUNTY's convenience or because of the failure of CONTRACTOR to fulfill the obligations herein.  Upon receipt of notice, CONTRACTOR shall immediately discontinue all services effected (unless the notice directs otherwise), and deliver to COUNTY all data, estimates, graphs, summaries, reports, and all other records, documents or papers as may have been accumulated or produced by CONTRACTOR in performing this Agreement, whether completed or in process.  




1.
For Convenience.  COUNTY may terminate this Agreement upon thirty (30) days written notice.  Following notice of such termination, CONTRACTOR shall promptly cease work and notify COUNTY as to the status of its performance.




Notwithstanding any other payment provision of this Agreement, COUNTY shall pay CONTRACTOR for service performed to the date of termination to include a prorated amount of compensation due hereunder less payments, if any, previously made.  In no event shall CONTRACTOR be paid an amount in excess of the full price under this Agreement nor for profit on unperformed portions of service.  CONTRACTOR shall furnish to COUNTY such financial information as in the judgment of COUNTY is necessary to determine the reasonable value of the services rendered by CONTRACTOR. In the event of a dispute as to the reasonable value of the services rendered by CONTRACTOR, the decision of COUNTY shall be final.  The foregoing is cumulative and shall not affect any right or remedy which COUNTY may have in law or equity.  




2. 
For Cause.  Should CONTRACTOR default in the performance of this Agreement or materially breach any of its provisions, COUNTY may, at COUNTY's sole option, terminate this Agreement by written notice, which shall be effective upon receipt by CONTRACTOR.  



B. 
By CONTRACTOR.  Should COUNTY fail to pay CONTRACTOR all or any part of the payment set forth in EXHIBIT B, CONTRACTOR may, at CONTRACTOR's option terminate this agreement if such failure is not remedied by COUNTY within thirty (30) days of written notice to COUNTY of such late payment.


1. For Convenience: Contractor for any reason, prior to the expiration date of this contract, may terminate the contract upon ninety (90) days notice in writing to the County. 


18. 
SECTION HEADINGS.  The headings of the several sections, and any Table of Contents appended hereto, shall be solely for convenience of reference and shall not affect the meaning, construction or effect hereof. 



19. 
SEVERABILITY.  If any one or more of the provisions contained herein shall for any reason be held to be invalid, illegal or unenforceable in any respect, then such provision or provisions shall be deemed severable from the remaining provisions hereof, and such invalidity, illegality or unenforceability shall not affect any other provision hereof, and this Agreement shall be construed as if such invalid, illegal or unenforceable provision had never been contained herein.   



20. 
REMEDIES NOT EXCLUSIVE.  No remedy herein conferred upon or reserved to COUNTY is intended to be exclusive of any other remedy or remedies, and each and every such remedy, to the extent permitted by law, shall be cumulative and in addition to any other remedy given hereunder or now or hereafter existing at law or in equity or otherwise. 



21. 
TIME IS OF THE ESSENCE.  Time is of the essence in this Agreement and each covenant and term is a condition herein.



22. 
NO WAIVER OF DEFAULT.  No delay or omission of COUNTY to exercise any right or power arising upon the occurrence of any event of default shall impair any such right or power or shall be construed to be a waiver of any such default or an acquiescence therein; and every power and remedy given by this Agreement to COUNTY shall be exercised from time to time and as often as may be deemed expedient in the sole discretion of COUNTY.



23. 
ENTIRE AGREEMENT AND AMENDMENT.  In conjunction with the matters considered herein, this Agreement contains the entire understanding and agreement of the parties and there have been no promises, representations, agreements, warranties or undertakings by any of the parties, either oral or written, of any character or nature hereafter binding except as set forth herein.  This Agreement may be altered, amended or modified only by an instrument in writing, executed by the parties to this Agreement and by no other means.  Each party waives their future right to claim, contest or assert that this Agreement was modified, canceled, superseded, or changed by any oral agreements, course of conduct, waiver or estoppel. 



24. 
SUCCESSORS AND ASSIGNS.  All representations, covenants and warranties set forth in this Agreement, by or on behalf of, or for the benefit of any or all of the parties hereto, shall be binding upon and inure to the benefit of such party, its successors and assigns.



25. 
COMPLIANCE WITH LAW.  CONTRACTOR shall, at his sole cost and expense, comply with all County, State and Federal ordinances and statutes now in force or which may hereafter be in force with regard to this Agreement. The judgment of any court of competent jurisdiction, or the admission of CONTRACTOR in any action or proceeding against CONTRACTOR, whether COUNTY be a party thereto or not, that CONTRACTOR has violated any such ordinance or statute, shall be conclusive of that fact as between CONTRACTOR and COUNTY.



26. 
CALIFORNIA LAW.  This Agreement shall be governed by the laws of the State of California.  Any litigation regarding this Agreement or its contents shall be filed in the County of Santa Barbara, if in state court, or in the federal district court nearest to Santa Barbara County, if in federal court.   



27. 
EXECUTION OF COUNTERPARTS.  This Agreement may be executed in any number of counterparts and each of such counterparts shall for all purposes be deemed to be an original; and all such counterparts, or as many of them as the parties shall preserve undestroyed, shall together constitute one and the same instrument.



28. 
AUTHORITY.  All parties to this Agreement warrant and represent that they have the power and authority to enter into this Agreement in the names, titles and capacities herein stated and on behalf of any entities, persons, or firms represented or purported to be represented by such entity (ies), person(s), or firm(s) and that all formal requirements necessary or required by any state and/or federal law in order to enter into this Agreement have been fully complied with.  Furthermore, by entering into this Agreement, CONTRACTOR hereby warrants that it shall not have breached the terms or conditions of any other contract or agreement to which CONTRACTOR is obligated, which breach would have a material effect hereon. 

29. PRECEDENCE.  In the event of conflict between the provisions contained in the numbered sections of this Agreement and the provisions contained in the Exhibits, the provisions of the Exhibits shall prevail over those in the numbered sections.
30.  NONAPPROPRIATION CLAUSE.   Notwithstanding any other provision of this Agreement, in the event that no funds or insufficient funds are appropriated or budgeted by federal, state, or County governments, or funds are not otherwise available for payments in fiscal year(s) covered by the term of this Agreement, then COUNTY will notify CONTRACTOR of such occurrence and COUNTY may terminate or suspend this Agreement in whole or in part, with or without a prior notice period.  Subsequent to termination of this Agreement under this provision, COUNTY shall have no obligation to make payments with regard to the remainder of the term.

In the event that funds have been appropriated or budgeted, CONTRACTOR understands that monies paid to CONTRACTOR by COUNTY are derived from federal, state, or local sources, including local taxes, and are subject to curtailment, reduction, or cancellation by government agencies or sources beyond the control of COUNTY. COUNTY shall have the right to terminate this agreement in the event that such curtailment, reduction, or cancellation occurs.
IN WITNESS WHEREOF, the parties have executed this Agreement to be effective on the date executed by COUNTY. 

ATTEST:





COUNTY OF SANTA BARBARA
CHANDRA L. WALLAR





CLERK OF THE BOARD









By: ______________________________

By: ______________________________


Deputy Clerk 


     

       Chair, Board of Supervisors









Date: _____________________________

APPROVED AS TO FORM:



APPROVED AS TO ACCOUNTING FORM:
DENNIS MARSHALL




ROBERT W. GEIS, CPA

COUNTY COUNSEL




AUDITOR, CONTROLLER
By: ______________________________

By:  _______________________________

Deputy County Counsel      


        Deputy
APPROVED AS TO FORM:

RAY AROMATORIO

RISK MANAGEMENT

By:  _____________________________
Agreement for Services of Independent Contractor between the County of Santa Barbara and
 Name of Contractor

IN WITNESS WHEREOF, the parties have executed this Agreement to be effective Date 

CONTRACTOR
By:
______________________________________________________


Date:  _______________
EXHIBIT A

STATEMENT OF WORK

xx


//

//

//

//

 EXHIBIT B

PAYMENT ARRANGEMENTS
Periodic Compensation (with attached Schedule of Fees)
A.
For CONTRACTOR services to be rendered under this contract, CONTRACTOR shall be paid a total contract amount, including cost reimbursements, not to exceed $ xx.

B.
Payment for services and /or reimbursement of costs shall be made upon CONTRACTOR's satisfactory performance, based upon the scope and methodology contained in EXHIBIT A as determined by COUNTY. Payment for services and/or reimbursement of costs shall be based upon the costs, expenses, overhead charges and hourly rates for personnel, as defined in Attachment B1 (Schedule of Fees).  Invoices submitted for payment that are based upon Attachment B1 must contain sufficient detail to enable an audit of the charges and provide supporting documentation if so specified in EXHIBIT A.  

C.
{ENTER PERIOD(i.e., monthly, quarterly, annually)}, CONTRACTOR shall submit to the COUNTY DESIGNATED REPRESENTATIVE an invoice or certified claim on the County Treasury for the service performed over the period specified.  These invoices or certified claims must cite the assigned Board Contract Number.  COUNTY REPRESENTATIVE shall evaluate the quality of the service performed and if found to be satisfactory and within the cost basis of Attachment B1 shall initiate payment processing.  COUNTY shall pay invoices or claims for satisfactory work within 30 days of presentation.

D.
COUNTY's failure to discover or object to any unsatisfactory work or billings prior to payment will not constitute a waiver of COUNTY’s right to require CONTRACTOR to correct such work or billings or seek any other legal remedy.

E. Tracking of Expenses: CONTRACTOR shall inform County when seventy-five percent (75%) of Maximum Agreement Amount has been incurred based upon CONTRACTOR’s own billing records. CONTRACTOR shall send such notice to those persons and addresses which are set forth in the Agreement, Section 2 (NOTICES).
F. Six-Month Billing Limit: Unless otherwise determined by state or federal regulations all original invoices under this Agreement must be received by County within six (6) months from the date of service to avoid possible payment reduction or denial for late billing.
EXHIBIT C

STANDARD INDEMNIFICATION AND INSURANCE PROVISIONS

for contracts NOT requiring professional liability insurance

Two forms of Exhibit C are provided, one of which will cover many of the kinds of contracts you're likely to prepare.  In consultation with the Risk Management office (x2640), select the one that best fits your circumstance and delete the other.  If neither is correct, delete both; Risk Management will supply you with a suitable alternative form.

INDEMNIFICATION

CONTRACTOR shall defend, indemnify and save harmless the COUNTY, its officers, agents and employees from any and all claims, demands, damages, costs, expenses (including attorney's fees), judgments or liabilities arising out of this Agreement or occasioned by the performance or attempted performance of the provisions hereof; including, but not limited to, any act or omission to act on the part of the CONTRACTOR or his agents or employees or other independent contractors directly responsible to him; except those claims, demands, damages, costs, expenses (including attorney's fees), judgments or liabilities resulting from the sole negligence or willful misconduct of the COUNTY.

CONTRACTOR shall notify the COUNTY immediately in the event of any accident or injury arising out of or in connection with this Agreement.

INSURANCE

Without limiting the CONTRACTOR's indemnification of the COUNTY, CONTRACTOR shall procure the following required insurance coverages at its sole cost and expense.  All insurance coverage is to be placed with insurers which (1) have a Best's rating of no less than A: VII, and (2) are admitted insurance companies in the State of California.  All other insurers require the prior approval of the COUNTY.  Such insurance coverage shall be maintained during the term of this Agreement.  Failure to comply with the insurance requirements shall place CONTRACTOR in default.  Upon request by the COUNTY, CONTRACTOR shall provide a certified copy of any insurance policy to the COUNTY within ten (10) working days.

1. Workers' Compensation Insurance:  Statutory Workers' Compensation and Employers Liability Insurance shall cover all CONTRACTOR's staff while performing any work incidental to the performance of this Agreement.  The policy shall provide that no cancellation, or expiration or reduction of coverage shall be effective or occur until at least thirty (30) days after receipt of such notice by the COUNTY.  In the event CONTRACTOR is self-insured, it shall furnish a copy of Certificate of Consent to Self-Insure issued by the Department of Industrial Relations for the State of California.  This provision does not apply if CONTRACTOR has no employees as defined in Labor Code Section 3350 et seq. during the entire period of this Agreement and CONTRACTOR submits a written statement to the COUNTY stating that fact.

2. General and Automobile Liability Insurance:  The general liability insurance shall include bodily injury, property damage and personal injury liability coverage, shall afford coverage for all premises, operations, products and completed operations of CONTRACTOR and shall include contractual liability coverage sufficiently broad so as to include the insurable liability assumed by the CONTRACTOR in the indemnity and hold harmless provisions of the Indemnification Section of this Agreement between COUNTY and CONTRACTOR.  The automobile liability insurance shall cover all owned, non-owned and hired motor vehicles that are operated on behalf of CONTRACTOR pursuant to CONTRACTOR's activities hereunder.  CONTRACTORS shall require all subcontractors to be included under its policies or furnish separate certificates and endorsements to meet the standards of these provisions by each subcontractor.  COUNTY, its officers, agents, and employees shall be Additional Insured status on any policy.  A cross liability clause, or equivalent wording, stating that coverage will apply separately to each named or additional insured as if separate policies had been issued to each shall be included in the policies.  A copy of the endorsement evidencing that the policy has been changed to reflect the Additional Insured status must be attached to the certificate of insurance.  The limit of liability of said policy or policies for general and automobile liability insurance shall not be less than $1,000,000 per occurrence and $2,000,000 in the aggregate.  Any deductible or Self-Insured Retention {SIR} over $10,000 requires approval by the COUNTY.

Said policy or policies shall include a severability of interest or cross liability clause or equivalent wording. Said policy or policies shall contain a provision of the following form:

"Such insurance as is afforded by this policy shall be primary and non-contributory to the full limits stated in the declarations, and if the COUNTY has other valid and collectible insurance for a loss covered by this policy, that other insurance shall be excess only."

If the policy providing liability coverage is on a ‘claims-made’ form, the CONTRACTOR is required to maintain such coverage for a minimum of three years following completion of the performance or attempted performance of the provisions of this agreement.  Said policy or policies shall provide that the COUNTY shall be given thirty (30) days written notice prior to cancellation or expiration of the policy or reduction in coverage.

CONTRACTOR shall submit to the office of the designated COUNTY representative certificate(s) of insurance documenting the required insurance as specified above prior to this Agreement becoming effective.  COUNTY shall maintain current certificate(s) of insurance at all times in the office of the designated County representative as a condition precedent to any payment under this Agreement.  Approval of insurance by COUNTY or acceptance of the certificate of insurance by COUNTY shall not relieve or decrease the extent to which the CONTRACTOR may be held responsible for payment of damages resulting from CONTRACTOR'S services of operation pursuant to the contract, nor shall it be deemed a waiver of COUNTY'S rights to insurance coverage hereunder.

In the event the CONTRACTOR is not able to comply with the COUNTY’S insurance requirements, COUNTY may, at their sole discretion and at the CONTRACTOR’S expense, provide compliant coverage.

The above insurance requirements are subject to periodic review by the COUNTY.  The COUNTY’s Risk Manager is authorized to change the above insurance requirements, with the concurrence of County Counsel, to include additional types of insurance coverage or higher coverage limits, provided that such change is reasonable based on changed risk of loss or in light of past claims against the COUNTY or inflation.  This option may be exercised during any amendment of this Agreement that results in an increase in the nature of COUNTY's risk and such change of provisions will be in effect for the term of the amended Agreement.  Such change pertaining to types of insurance coverage or higher coverage limits must be made by written amendment to this Agreement. CONTRACTOR agrees to execute any such amendment within thirty (30) days of acceptance of the amendment or modification.

ATTACHMENTS (Attachments must be returned as part of the proposal package.)
Attachment A – Proposal Summary Sheet

Attachment B - Statement of Experience
Attachment C – Description of Services

Attachment D – Vendor Price Proposal
Attachment E – Agency Litigation Involvement
Attachment F - Disclosure Regarding Lobbying 
Attachment G - Certification Regarding Lobbying 
Attachment H - Certification Regarding Debarment
Attachment I - Certification Regarding a Drug-Free Work Place
Attachment J – Confidentiality Agreement
PROPOSAL to PROVIDE

Year – Year  Please be precise on the title 
County of Santa Barbara, Department of Social Services 

	Applicant Organization:
	

	Tax ID #:
	     

	Name and Title of Contact Person:

(Note: From point of proposal submission, only person(s) listed on this section will be notified about status of RFP.)
	     

	Address, Phone, E-mail & Fax Numbers:
	     

	Organization Type : 
	 FORMCHECKBOX 
 Public                    FORMCHECKBOX 
 Educational Institution         

 FORMCHECKBOX 
 Private for Profit    FORMCHECKBOX 
 Private Non-Profit 

 FORMCHECKBOX 
 Other 

	Address(es) Where Services Will Be Delivered:
	      

	Proposed Cost
	$     

	Address (es) where services will be delivered:
	     


Proposal Executive Summary:

	     


An unsigned proposal will be rejected.

	I certify that the information provided in this proposal is true and correct to the best of my knowledge and that I have been duly authorized by applicant's governing body or other authority to file this proposal. This proposal is submitted as a firm and fixed offer valid from 120 days of the submission deadline. 

	Signature:__________________________________________________
	Date:      

	Name and Title of Person Signing:      



In the table below, list all contracts with other agencies/organizations during the last five (5) years. DSS reserves the right to conduct reference checks with all contacts furnished and consider the responses in evaluating the proposals.  
	Agency/Organization

and Address
	Contract Period

(Mo/Yr-Mo/Yr)
	Contract Amount
	Services Provided
	Target Population and Location 
	Agency Contact Person and Phone Number

	EXAMPLE:
SB County

2125 S. Centerpointe
Santa Maria, CA  93455
	10/11-01/12
	$1,000,000
	Enhanced family reunification services.
	FC, Juvenile, and Probation youth 

In Santa Maria & Lompoc
	John Doe, Director

(805) 928-5525

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     


	1. Has your agency failed or refused to complete a contract?   FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO

If YES, please explain:      

	2. Has your agency ever exceeded the budget of a contract beyond 1%?   FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
If yes, please explain:
     

	3. Has your agency or any of its principal officers ever been involved in litigation in connection with contracts for providing services similar to those being proposed? 
     
 FORMCHECKBOX 
 YES      FORMCHECKBOX 
 NO

If YES, please complete the Agency Litigation Involvement attachment.
            

	4. Does your agency have any controlling interest in any other firms providing equivalent or similar services?   FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO

If YES, please provide information regarding other business interests: 
     

	5. Does your agency have financial interests in other lines of business?   FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO

If YES, please provide information regarding other financial interests: 
     

	6. Provide the names of persons with whom your agency has been associated in business as partners or business associates within the last five years: 
     
7. Provide a brief descriptive statement indicating your credentials to deliver the services sought under this RFP. 

     
8. Provide a brief description of your background and organizational history.

          

	9. Provide a list of commitments, and potential commitments which may impact assets, lines of credit, guarantor letters, or otherwise affect ability to perform the contract. 
     
10. Is your agency employing or retaining employees of the County of Santa Barbara as contractors, subcontractors, or consultants or in any other capacity? 

            
11. Do you or your agency currently have a contract or had one 12 months prior to the issuance of the RFP with the Department of Social Services? If yes, in what capacity.      
12. Number of years in business under present business name, prior business names.      


	

	

	


Name of Applicant Agency:      
1. Discuss how and when you would receive the data, where the processing would take place, and how and when the output would be turned over to the USPS. (Refer to: Exhibit 2, Requirements, A) 

2. Indicate any minimum requirement pertaining to inserts in your proposal response. (Refer to: Exhibit 2, Requirements, D) 

3. Indicate proposed letter size and weight of standard letter with envelopes, but without additional inserts in your proposal response.  (Refer to: Exhibit 2, Requirements, E) 

4. Include documentation certifying that services are provided using fully automated production processes that are capable of tracking each individual mail piece through the printing, inserting, and mailing processes.  (Refer to: Exhibit 2, Requirements, K) 

5. Provide a description of your firm’s disaster recovery plan. 

6. Provide a description of your firm’s processing and electronic data interchange capabilities. 

7. Provide a description of your firm’s processes that would be used to produce these letters and proposed data flow. 

8. Provide a description of your firm’s inventory management capabilities. 

9. Provide a description of your firm’s equipment, labor force, facility and address where the work will be processed. 

10. Describe your firm’s working relationship with the USPS. (List the names of principal process contacts, including their titles, telephone, cellular, and/or pager numbers and their e-mail addresses.) 

11. Discuss available and preferred avenues of communication between your firm and County.  

12. Provide Business license and USPS CASS certification: Include a copy of your firm’s current business license(s) and USPS CASS certification with your proposal submittal.  
13. Clarification, exception or deviation: Each respondent may clarify or describe any exception or deviation from the requirements as set forth herein. Each clarification, exception or deviation must be clearly identified and submitted with your proposal. If there is no clarification, exception or deviation indicated, it will be considered none exist.
14. Provide complete information regarding your existing and/or proposed local organizational structure within Santa Barbara County, and where applicable, outside Santa Barbara County.  An organizational chart must be attached.
15. Describe how this project will be administered.  Include job descriptions and minimum qualifications, as well as experience and resumes for other designated staff.  

16. If Contractor’s organization envisions using more than one person to accomplish the work required by the RFP, illustrate on the organization chart the key people who shall be assigned to accomplish tasks under this RFP as well as the lines of authority and what component of the services and deliverables will be completed by those designated people. 

17. Describe past education, training, experience, and language capabilities in the delivery of services for those staff that will have an active role in accomplishing the Scope of Services. 

18. Include proposed deliverables and time/phase schedule for this project 

19. Provide information regarding projected span of supervisory control.

20. What do you propose as a fair method of resolving any contractual issues related to non-compliance or failure to achieve agreed upon performance measures.
21. Define the service hours.  What will be your days and hours of service delivery? Specify length of time and total number of hours per service that will be provided during the contract period.
Name of Applicant Agency:______________________________________________

(Refer to: Exhibit 2, Requirements, Items I & J before completing the price proposal.)

Enter your prices for the first, second, and third years respectively. 

Additionally, please include your competitive price list for other services that you can offer to enhance the services as indicated below.
Printing and Mailing:
	Task
	Year 1
	Year 2
	Year 3

	Initial Set-up Charge*
	$
	
	

	Price per Image (Virgin Stock Paper & Envelopes)
	$
	$
	$

	Price per Image (Recycled Paper & Envelopes)
	$
	$
	$

	Additional Inserts by Machine per 1000 (shall include folding and inserting)
	$
	$
	$

	Additional Inserts by Hand per 1000 (shall include folding and inserting)
	$
	$
	$

	IT Changes/ Enhancement Per Hour
	$
	$
	$


*
The initial Set-up Charge shall include all costs associated with letter design/layout, fine-tuning, programming, and testing.

Agency Name and Address: ____________________________________________________________________________

Agency Involvement in Litigation

Check YES or NO to the following questions.  If a YES answer is checked, please explain fully the circumstances and include discussion of the type of program involved as well as the potential impact on this program, if funded.

	1. Is the organization or any of its principal officers involved in litigation now or within the last two years?
	( Yes
	( No

	2. Is the Executive Director involved in litigation? 
	( Yes
	( No

	3. Are any members of the Board of Directors unable to be bonded?
	( Yes
	( No

	4. Are any key staff members unable to be bonded?
	( Yes
	( No

	5. Has the Agency or Project Director ever been cited for improper management?
	( Yes
	( No

	6. Has the Agency or Project Director ever had public or foundation funds withheld?
	( Yes
	( No

	7. Has the Agency, if nonprofit, ever had its nonprofit status revoked or withheld?
	( Yes
	( No

	8. Has the Agency, Project Director, or any Key staff member ever been involved in, or cited for, any civil rights violation?
	( Yes
	( No


Response Section (Use extra pages, as necessary)

Completed By: _____________________________________________________________________

Name and Title

Complete this form to disclose activities pursuant to 31 U, S, C, 1352

(See reverse for public burden disclosure.)

	1. Type of Federal Action

a. Contract

b. Grant

c. Cooperative Agreement

d. Loan

e. Loan Guarantee

f. Loan Insurance
	2. Status of Federal Actions

a. Bid / Offer / Application

b. Initial Award

c. Post-Award
	3. Report Type:

a. Initial Filing

b. Material Change

For Material Change Only:

Year _______ Quarter _______

Date of Last Report _________

	4. Name and Address of Reporting Entity: 

5. Prime                       Subwardee Tier __________, if known:

Congressional District, if known:
	6. If Reporting Entity in No. 4 is Subawardee, Enter Name and Address of Prime:

Congressional District, if known:

	7. Federal Department / Agency:
	8. Federal Program Name / Description:

CFDA Number, if applicable:

	9. Federal Action Number, if known
	10. Award Amount, if known:

	11. a. Name and Address of Lobbying Entity

(if individual, last name, first named, MI)
	b.  Individual Performing Services

(include address if different from No. 10a.)

(last name, first name, MI)

	12. Amount of Payment (check all that apply):

$                actual                  planned
	13. Form of Payment (check all that apply):

a.  FORMCHECKBOX 
 Cash

b.  FORMCHECKBOX 
 In-kind; specify:   nature __________

value ___________

	13. Type of Payment (check all that apply):

a.  FORMCHECKBOX 
 Retainer 

b.  FORMCHECKBOX 
 One-time free

c.  FORMCHECKBOX 
 Commission

d.  FORMCHECKBOX 
 Contingent fee

e.  FORMCHECKBOX 
 Deferred

f.  FORMCHECKBOX 
 Other; specify: _______________________
	14. Brief description of services performed or to be performed and date(s) of service, including officer(s), employee(s), or member(s) contacted, for payment indicated on No. 11:

	15. Continuation Sheet(s) SF-LLL-A attached:   

Yes  /  No
	16. 

	16. Information requested through this form is authorized by Title 31 U.S.C. Section 1332.  This disclosure of lobbying activities is a material representation of fact upon which reliance was placed by the tier above when this transaction was made or entered into.  This disclosure is required pursuant to 31 U.S.C. 1352.  This information will be reported to the Congress semiannually and will be available for public inspection.  Any person who fails to file the required disclosure shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.
	Signature: _____________________________________

Print Name: ____________________________________

Title: __________________________________________

Telephone No.: ________________________________

Date: _________________________________________


DISCLOSURE OF LOBBYING ACTIVITIES

Continuation Sheet

Reporting Entity: 




  Page 


  of 



CERTIFICATION REGARDING LOBBYING

Certification for Contracts, Grants, Loans

And Cooperative Agreements

The undersigned certifies, to the best of his or her knowledge and belief, that:

1. No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned to any person for influencing or attempting to influence an officer or employee of an agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan or cooperative agreement.

2. If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer of employee of Congress, or an employee of a Member of Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard Form – “Disclosure Form to Report Lobbying” in accordance with its instructions.

3. The undersigned shall require that the language of this certification be included in the award documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose accordingly.

4. This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into.  Submission of this certification is a prerequisite for making or entering into this transaction imposed by Section 1352 Title 31, U. S. Code.  Any person who fails to file the required certification shall be subject to a civil penalty of not less that $10,000 and not more that $100,000 for each such failure.

AGREEMENT NUMBER










CONTRACTOR/AGENCY _______________________________________________






   




_____________________________________________________________________



NAME AND TITLE OF AUTHORIZED REPRESENTATIVE



_____________________________________________________________________



SIGNATURE







DATE

INSTRUCTIONS FOR CERTIFICATION

1. By signing and submitting this document, the prospective recipient of Federal assistance funds is providing the certification as set out below.

2. The certification in this clause is a material representation of fact upon which reliance was placed when this transaction was entered into.  If it is later determined that the prospective recipient of Federal assistance funds knowingly rendered an erroneous certification, in addition to other remedies available to the Federal Government, the Department of Labor (DOL) may pursue available remedies, including suspension and/or debarment.

3. The prospective recipient of Federal assistance funds shall provide immediate written notice to the person to whom this agreement is entered if at any time the prospective recipient of Federal assistance funds learns that its certification was erroneous, when submitted or has become erroneous by reason of changed circumstances.

4. The terms “covered transaction”, “debarred”, “suspended”, “ineligible”, “lower tier covered transaction”, “participant”, “person”, “primary covered transaction”, “principal”, “proposal”, and “voluntarily excluded”, as used in this clause, have the meanings set out in the Definitions and Coverage sections of rules implementing Executive Order 12549.

5. The prospective recipient of Federal assistance funds agrees by submitting this proposal that, should proposed covered transaction be entered into, it shall not knowingly enter into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction, unless authorized by the department or agency with which this transaction originated.

6. The prospective recipient of Federal assistance funds further agrees by submitting this proposal that it will include the clause title “Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion – Lower Tier Covered Transactions”, without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions.

7. A participant in a covered transaction may rely upon a certification of prospective participant in a lower tier covered transaction that it is not debarred, suspended, ineligible or voluntarily excluded from the covered transaction; unless it knows that the certification is erroneous.  A participant may decide the method and frequency by which it determines the eligibility of its principals.  Each participant may, but is not required to check the List of Parties Excluded from Procurement or Non-Procurement Programs.
8. Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification required by this clause.  The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.

9. Except for transactions authorized under Paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment. 

CERTIFICATION REGARDING

DEBARMENT, SUSPENSION, INELIGIBILITY AND VOLUNTARY EXCLUSION

LOWER TIER COVERED TRANSACTIONS

This certification is required by the regulations implementing executive Order 12549, Debarment and Suspension, 29 CFR Part 9B Section 98.510 Participants Responsibilities.  The regulations were published as Part VII of the May 26, 1983 Federal Register (pages 19160 – 19211).

(READ ATTACHED INSTRUCTIONS FOR CERTIFICATION BEFORE COMPLETING)

1. The prospective recipient of Federal assistance funds certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.

2. Where the prospective recipient of Federal assistance funds is unable to certify to any of the statements in this certification, such prospective participant shall attach explanation to this proposal.

AGREEMENT NUMBER ________________________________________________

CONTRACTOR/BORROWER/AGENCY

NAME AND TITLE OF AUTHORIZED REPRESENTATIVE

SIGNATURE






       DATE

COMPANY / ORGANIZATION NAME

The contractor or grant recipient named above certifies compliance with Government Code Section 8355 in manors relating to providing a drug-free workplace.  The above named contractor will:

1. Publish a statement notifying employees that unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited and specifying actions to be taken against employees for violations required by Government Code Section 8355 (a).

2. Establish a Drug-Free Awareness Program as required by Government Code Section 8355 (b), to inform employees about all of the following:



(a)
the dangers of drug abuse in the workplace,



(b)
the person’s or organization’s policy of maintaining a drug-free workplace,



(c)
any available counseling, rehabilitation and employee assistance programs,                         and



(d)
penalties that may be imposed upon employees for drug abuse violations.

3. Provide as required by Government Code Section 8355 (c) that every employee who works on the proposed contract or grant:

(a) will receive a copy of the company’s drug-free policy, statement, and.

(b) will agree to abide by the terms of the company’s statement as a condition of employment on the contract or grant.

CERTIFICATION

I, the official named below, hereby swear that I am duly authorized legally to bind the contractor or grant recipient to the above described certification.  I am fully aware that this certification, executed on the date and in the county below, is made under penalty of perjury under the laws of the State of California.

OFFICIAL’S NAME

DATE EXECUTED


EXECUTED IN THE COUNTY OF

CONTRACTOR or GRANT RECIPIENT’S SIGNATURE

TITLE

FEDERAL I.D. NUMBER


COUNTY OF SANTA BARBARA DEPARTMENT OF SOCIAL SERVICES

CONTRACTOR ACKNOWLEDGEMENT

AND CONFIDENTIALITY AGREEMENT
CONTRACTOR __________________________________________________

CONTRACTOR ACKNOWLEDGEMENT:

I understand and agree that I am an independent Contractor and that I am not an employee of the County of Santa Barbara for any purpose whatsoever and that I do not have and will not acquire any rights or benefits of any kind from the County of Santa Barbara by virtue of my performance of work under an agreement awarded by the County of Santa Barbara. I understand and agree that I do not have and will not acquire any rights or benefits from the County of Santa Barbara pursuant to any agreement between any person or entity and the County of Santa Barbara. 
CONFIDENTIALITY AGREEMENT: 
As an Independent Contractor, you may be involved with work pertaining to services provided by the County of Santa Barbara and, if so, you may have access to confidential data and client protected information pertaining to persons and/or entities receiving services from the County. This information includes but is not limited to client name, address, social security number, date of birth, driver’s license number, identification number, or any other information that identifies the individual. In addition, you may also have access to proprietary information supplied by the County of Santa Barbara or by other vendors doing business with the County of Santa Barbara. The County has a legal obligation to protect all such confidential data and client protected information in its possession, especially data and information concerning health, mental health, criminal and public assistance records. If you are to be involved in County work, the County must ensure that you, too, will protect the confidentiality of such data and client protected information. Consequently, you must sign this agreement as a condition of your work for the County. Please read this agreement and take due time to consider it prior to signing.

CERTIFICATION:

I hereby agree that I will not divulge to any unauthorized person any data or information obtained while performing work pursuant to an agreement awarded by the County of Santa Barbara. I agree to forward all requests for the release of any data or client protected information received by me to the County Designated Representative. 

I agree to keep confidential all financial, health, criminal and public assistance records and all data and client protected information pertaining to persons and/or entities receiving services from the County, design concepts, algorithms, programs, formats, documentation, County proprietary information and all other original materials produced, created or provided to or by me under an agreement awarded by the County of Santa Barbara. I agree to protect these confidential materials against disclosure to other than County employees who have a need to know the information. I agree that if proprietary information supplied by the County or by other County vendors is provided to me during this engagement, I shall keep such information confidential. 
I agree to report to the County Designated Representative any and all violations of this contract by myself and/or by any other person of which I became aware. I agree to return all confidential materials to the County Designated Representative upon completion of termination of this contract. 

I acknowledge that violation of this agreement may subject me to civil and/or criminal action and that the County of Santa Barbara may seek all possible legal redress. 
NAME: _______________________________
DATE:_________________ 

(Signature) 
NAME: _______________________________(Please print)
POSITION: CONTRACTOR

There are several major types of client correspondence produced by the CalWIN System.

Status Reports

Status reports are one-page, double-sided documents that are mailed to the clients to complete and return.  A postage-paid envelope is enclosed with each report.  Each County has a different return address on the envelope.  Occasionally, inserts (stuffers) may need to be included with these reports.   There are several different status report forms and each type of status report may require different inserts.  Only one status report is mailed in each envelope.  Most of the status reports are printed in a single batch process near the end of the month.

Notices of Action (NOA)

The notices are a particular type of correspondence.  They may be one or two pages of text on the front, and have standard text on the back, which varies from County to County.    An insert must be included with the notices.  The notices are generated throughout the month with peak days around the 11th of the month and the 20th of the month.

Other Correspondence and Forms

Other correspondence and forms are generally one page in length and one-sided.  An insert must be included with this type of correspondence and forms.  Return envelopes must be included with all forms.   This type of correspondence and forms are generated throughout the month.

Multiple correspondence and forms may be created for the same addressee during the daily batch process cycle.  The correspondence and forms must be mailed together in the same envelope to save on postage costs.

Note:
The estimated volumes are based upon actual CalWIN output the County. The volume may change due to an increase/decrease in caseloads and/or Federal and State regulation changes.

	SANTA BARBARA COUNTY’S MONTHLY IMAGES



	Correspondence Type
	Return Envelope?
	Frequency Produced
	No of Copies
	Total Images

	Client Correspondence
	Yes
	Daily
	1
	2

	MSR’s


	Yes
	Monthly
	1
	2

	TMC 176


	Yes
	Monthly
	1
	2

	QR7’s


	Yes
	Monthly
	1
	2

	CW7-Gr’s


	Yes
	Monthly
	1
	2

	QR2’s


	No
	Monthly
	1
	2

	Data Size
	800 megabytes per day, and doubled on a peak day. Approximately 3.8 gigabytes per month.

	Number of DVD’s
	1


	
	12/2012
	11/2012
	10/2012
	Totals

	Print Volume

(Measured in Images)
	198,903
	166,639
	166,797
	532,339

	Postage
	$15,470
	$11,142
	$11,339
	$37,951


MAIL PIECE SPECIFICATIONS

All correspondence is printed on paper with a size no smaller than 8.5” by 11” and no larger than 8.5” by 14”. 

Outgoing mail is placed in size #10½ envelopes and measure 4½” by 9½”.

Postage paid return envelopes are size #9½, measure 4¼” by 8⅞”, and have a custom 2 ½” by ½” window on the back for barcode scanning.

POSTAGE

Contractor shall apply postage with a meter showing the date of mailing; Contractor shall be reimbursed for metered mail at the same discounted postal rate that is actually applied to the letters. 
	#
	LANGUAGE

	1
	English

	2
	Spanish

	3
	Russian

	4
	Chinese

	5
	Vietnamese

	6
	Hmong

	7
	Laotian

	8
	Farsi

	9
	Arabic

	10
	Armenian

	11
	Cambodian

	12
	Korean

	13
	Tagalog

	14
	Cushite*

	15
	Formosan*

	16
	Japanese*

	17
	Mein*

	18
	Punjabi*

	19
	Portuguese*

	20
	Syriac*

	21
	Ukrainian*


*To be added per ACL 08-1

The following table summarizes the columns requested to be added to the PCL string as a Header and the corresponding TAGs, notes, and CalWIN variables. 
	Requested Variable
	TAG to be Used
	Notes
	CalWIN Variable

	Sending Name Line 1
	SENDING_LINE_1
	
	Addressee

	Sending Name Line 2
	SENDING_LINE_2
	
	Addressee

	Street Address
	STREET_ADDRESS
	
	Addressee’s Mailing Address – Street Address

	City
	CITY
	
	Addressee’s Mailing Address – City

	State
	STATE
	
	Addressee’s Mailing Address – State

	Zip + 4
	ZIP5

ZIP4
	
	Addressee’s Mailing Address – Zip + 4

	Correspondence ID
	CORR_ID
	It has been agreed that even though this is an internal system generated sequence number, maintained by the CC Team, this will be used in the layout
	Correspondence ID

	County ID
	COUNTY_ID
	e.g. 31, 34, etc.
	County Code

	Language Code
	LANG_CODE
	This is the language in which the correspondence has been generated
	Generated Correspondence language

	Document Type (Individual Document ID)
	CORR_NUMBER
	e.g. CW7, M41-D etc.
	Correspondence Number


	Requested Variable
	TAG to be Used
	Notes
	CalWIN Variable

	Number of Pages
	NUM_PAGES
	NOAs and OCCs:

Number of PCL pages contained in each individual Correspondence. 

For Forms based on PCL pages and also based on the position and "ONEADRSLIP" switch setting in county process control table.

For VCL 2 or 3 Acceptable Verification Source Pages in a single PCL depends on language. Therefore application is counting them as 1 page, which makes the total page count 2 including the first page of VCL containing the pending verification item information.
	Logical Page count

	Document Category (Other, Form, NOA)
	CORR_TYPE
	O – Other Client Correspondence

F – Form

A – Notice Of Action


	Correspondence Type


	Requested Variable
	TAG to be Used
	Notes
	CalWIN Variable

	CalWIN Case #
	CASE_NUMBER
	Will be present only if correspondence is Case specific.
	Case Number

	Program ID
	PROGRAM_CODE
	If there is more than one program present in the Case, the hierarchy documented in the CC workbook will be used to print a single program. Will be present only if correspondence is Case specific.
	Case Program

	Caseload Number/Worker Number
	CASELOAD_NUMBER
	This will be the caseload number that is attached to the Program ID listed above. Will be present only if correspondence is Case specific.
	Caseload Number

	Office Location
	OFFICE_ID
	This will be the Office ID to which the Caseload Number listed above has been attached. Will be present only if correspondence is Case specific.
	Office ID

	Production Date
	SYSTEM_DATE
	This will contain the system date on which the correspondence was actually generated
	Current System Date


	Requested Variable
	TAG to be Used
	Notes
	CalWIN Variable

	Delivery Point, and Check Digit
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration
	

	Customer ID/Account # (CalWIN Client ID)
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration
	

	Ending Period (YYYYMMDD)
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration.
	

	Cycle # (if CalWIN uses)
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration.
	

	Special Processing Flag
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration.
	

	Delayed Mail Date (YYYYMMDD)
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration
	

	Template ID
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration
	


	Requested Variable
	TAG to be Used
	Notes
	CalWIN Variable

	Aid Code
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration
	

	Employment Services Indicator
	
	Decision made to not include this in the layout by the Application Team along with the WCDS Team – Moved to future consideration
	

	Case Load Number
	
	Duplicate
	



