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LANE COUNTY 

request for proposal #LCP 2009-05
Election Processing Services

Proposals due: 

August 13, 2009
3:00 p.m.

LANE COUNTY

Department of Management Services

Financial Services Division

125 East 8th Avenue

Eugene, Oregon 97401
Project Lead: Sandra Hahn

sandra.hahn@co.lane.or.us
541-682-3681
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PURPOSE & Goal OF THE RFP

Lane County, Oregon invites qualified Contractors to submit a proposal to provide election processing services, including ballot ink jetting, inserting, and mail services, for a three-year period. The Request for Proposal is open to any qualified Contractor with the knowledge and expertise to provide the requested operations, management services and products.  Lane County is an Affirmative Action - Equal Opportunity Employer.  Interested minority businesses or joint ventures are encouraged to submit proposals.  This Request for Proposal (“RFP”) is not to be construed as a contract or commitment of any kind.

Criteria for submittal of the proposal, time frame and all other pertinent information for the solicitation are encompassed in this RFP.  
organization overview

Lane County (“County”), established in 1851, encompasses 4,620 square miles and has a population of approximately 343,000.  The County operates under a Home Rule Charter, which is its basic law and can be amended only by a vote of its citizens. The County also operates within the framework of the Lane County Code, the Oregon Constitution, and Oregon State law.  A full-time, compensated, five-member Board of County Commissioners legislate and administer County government. A Board-appointed County Administrator is responsible for general management of the County. 

CURRENT OPERATION
The primary stakeholders of this RFP include the Chief Deputy County Clerk, the Elections Program Supervisor, and the Director of Management Services.
The Lane County Elections office (“Elections”) is responsible for the conduct of all elections, and meeting all statutory deadlines to mail ballots at specified time lines, meeting state election guidelines for mailing complete ballot material, and meeting postal requirements.  Elections may require Contractor services for as many as four scheduled elections annually.  Additionally, Elections may require ink jetting, inserting, mailing services for unscheduled elections such as recalls.  The number of ballots processed could be as high as 250,000 or as low as 1,000.  The Contractor shall provide ink jetting, inserting, and mailing services as outlined in this document.

SCOPE of WORK
The Department of Management Services is leading this effort in collaboration with the County Clerk’s office. The Project Lead is the Program Supervisor, Management Services. 

Please refer to the Scope of Work section of the contract (Appendix B, page 36) for a detailed description.
proposal SUBMISSION REQUIREMENTS
Due Date: 

August 13, 2009; 3 pm (Pacific standard time)
Submission Format:

a) From the issue date of this RFP until a Contractor is selected, the sole point of contact will be Sandra Hahn, unless stated otherwise.

a) Please provide responses directly into the “RFP Response” section of this document.

b) Please do not skip questions. If a question is not applicable, please state reason. 

c) After completing this RFP document: an authorized representative of the Contractor shall sign a master printed copy of the proposal in ink.  The master and one electronic copy shall be supplied.  The electronic copy shall be provided in Microsoft Word format. Do not “Protect” in Word. (The master printed copy is the document of record.)The person signing the proposal shall initial alterations or erasures in ink on the master printed copy.  The Contractor is responsible for ensuring all such initialed changes have been made to the electronic copy submitted.  The master printed copy must bear an original signature.  In the event there are any discrepancies among the master printed copy and any other copies provided, the original signed printed master document shall control and take precedence.

d) Returning response:

i) Printed Copy: Return the executed master printed copy in a sealed envelope, clearly marked on the outside with the Contractor’s name, address, RFP name and number to the following address:
Submit to: 

Name:
 
Sandra Hahn

Address:

Lane County, Management Services




OFFICIAL PROPOSAL



125 E. 8th Avenue




Eugene, Or. 97401
Sealed proposals, as well as the electronic copy, will be accepted until 3:00 p.m., August 13, 2009 PST, at which time all proposals received in proper form will be opened and recorded.  Any proposal received after this specified time and date will be considered late and rejected.

e) Any proposer that discovers an ambiguity, inconsistency, error or omission on examining the RFP shall promptly notify Sandra Hahn by email notification. Any correction or change to this RFP will be distributed via email to all Contractor participants, specifically to Contractor’s stated central RFP contact.
f)  Small Contractors or Contractors owned and controlled by socially and economically disadvantaged individuals are encouraged to apply.  Subcontracting between such Contractors and others in order to meet the requirements of this RFP would also be permissible.  If this is to be done, that fact, and the name of the proposed subcontracting firm must be clearly identified in the proposal.  Following the award of the contract, no additional subcontracting or substitutes will be allowed without the express, prior written consent of Lane County.

g) Copies of the Request for Proposals (RFP’s) will be available at the above address. Requests for documents may be made in person, mail, telephone, or email to Sandra Hahn, or online at www.lanecounty.org under the RFB/RFP heading.
SITE VISITS 
Lane County reserves the right to conduct a site visit of your operational facility. In such a case, you will be asked to walk through the site operations with one or more of the Lane County committee members to help clarify any remaining questions regarding operational capabilities.

key dates

The key dates below are guidelines during the selection process and are subject to change.  
	Key Dates
	Description
	Definition

	7-17-09
	RFP posted
	RFP posted on Lane County internet site.

	 7-23-09
	Deadline to submit written questions 
	Contractors submit any RFP related questions via email to Sandra Hahn.

	7-28-09
	County publishes response to questions
	Lane County will distribute a Q & A report addressing all submitted questions to ALL participants of the RFP.

	8-3-09
	Last day to File Protest of Process 
	(If applicable)

	8-13-09
	Proposal Due 
	Master printed proposal and electronic copy due to Sandra Hahn no later than 3pm Pacific Standard Time to be considered for selection.

	9-3-09
	Shortlist complete
	Contractors will be informed as to whether they will become finalists in the process.

	9-9-09
	Site visits completed 
	The project team may conduct site visits of operational facility.

	9-16-09
	Finalize negotiations
	Negotiations conducted. Implementation proposal finalized.

	9-17-09
	Finalize selection
	Final selection made. Notices sent to all finalists.

	9-24-09
	Last day to file Protest of Intent to Award
	(If applicable)

	10-5-09
	Contract executed
	Contract signed by both parties


QUESTION AND ANSWER TIMELINE

Please email questions regarding the Request for Proposal NO LATER than 5pm (PST) July 23, 2009 to Sandra Hahn.  (Email: sandra.hahn@co.lane.or.us)

Lane County will distribute a Q&A report via email with all general participant questions and corresponding answers to all participants by 5pm (PST) July 28, 2009. All participants will be required to confirm receipt of the Q&A form via email.
EVALUATION OF PROPOSALS

   Contractors should be aware that the findings of County staff will result in a

recommendation for the award of a contract. The final decision of actual award of a contract rests with the Board of County Commissioners or the County Administrator, as appropriate.

RFP Review Committee:

All proposals received in proper form will be evaluated by a committee composed of:

Program Supervisor, Purchasing

Chief Deputy County Clerk
Elections Supervisor
Records Supervisor
Management Services Director

During the evaluation process, the RFP Review Committee reserves the right, where it may serve Lane County’s best interest, to request additional information or clarifications from proposers, or to allow corrections of errors or omissions.  

Scoring Criteria:

The proposals will be scored as follows:

Criteria:




         Possible Points










Capabilities & Demonstrated Ability 
 

80
Total Cost to County

70
References  
            25
Proposed Team

10
Cultural Competency

15
Total Possible Evaluation Points

200
Final Selection:
1. The recommended firm may be determined at this point in the evaluation process. If not, the highest ranked group (not to exceed three) of Proposers may be invited to participate in an interview with an additional fifty points weight applied.

2. Lane County will conduct competitive negotiations in regards to Scope of Work and proposed cost). 

3. The selection, if a satisfactory response is found, shall then result in a recommendation for award to the Board of Commissioners.  All respondents will be notified of the selection in writing.  



Additional Notes:

In evaluating the proposals and selecting a Contractor, Lane County reserves the following rights:

· To reject any proposal not in compliance with the RFP document or applicable procedures and requirements, and may for good cause, reject any or all proposals when it is in the public interest to do so;

· To issue subsequent requests for proposals, if desired;

· Not to award a contract for the requested services and cancel the process;

· To waive any minor irregularities or informalities in any proposal; 

· To negotiate with any Contractor to further amend, modify, refine, or delineate its proposal, and the contract price as it is affected by such negotiation of scope of work, and specific contract terms;

· To negotiate and accept without re-advertising the RFP, the proposal of the next highest scoring Contractor in the event that a contract cannot be successfully negotiated with the selected Contractor.  This process may continue with any other Contractor submitting proposals before the evaluation committees' final recommendation is forwarded to the Board of Commissioners or the County Administrator, as appropriate; and

· To award a contract for all or part of services proposed and to award multiple contracts 
legal compliance and ADDITIONAL RFP TERMS 
1. Compliance with State and Federal Law - All Contractors are required to comply with the provisions of ORS 279A and ORS 279B and the applicable provisions of the Equal Opportunity Act of 1972 and the Civil Rights Act of 1964, as amended.
This is not a contract for a public improvement, and Prevailing Wage Rate for Public Works contracts in Oregon are not required for this project. All parties responding with a proposal shall be required to comply with the provisions of ORS 656.017 regarding Workers Compensation.

No proposal will be accepted by Lane County unless the Contractor agrees to comply with all applicable laws in responding to the RFP and carrying out the contract. Such agreement will be authorized in the Required Information and Authorization section of this RFP document below.

2. Binding Terms - This RFP is considered an integral part of the RFP process, and matters noted herein shall be binding on the Contractors.

3. No Offer to Contract - This RFP does not constitute an offer to contract.  Lane County reserves the right to accept or reject any or all proposals if it is considered in its best interest to do so.  

4. No Obligation to Reimburse Contractor - There is no expressed or implied obligation for Lane County to reimburse responding Contractors for any expenses incurred in preparing, submitting, or presenting this proposal in response to this request.

5. Ownership - Lane County reserves the right to retain all proposals submitted, and to use any ideas in a proposal, regardless of whether that proposal is selected.  Submission of a proposal indicates acceptance by the Contractor of the conditions contained in this request for proposal, unless clearly and specifically noted in the proposal submitted and confirmed in the contract between Lane County and the Contractor selected.

6. Adjoining Entities - Lane County departments, divisions, other purchasing contracting agencies may use this competitive selection and contract with no material change in terms, conditions, or prices as a basis for executing a separate agreement in their own name with Contractor.  As a condition to this use, other political subdivisions and agencies shall be fully liable for the appropriateness of the decision to use this process or form of contract.  Any work performed by the Contractor for other political subdivisions shall be ordered by, delivered to, invoiced to, and paid by that agency.  Lane County, its Commissioners, agents, employees, and officers shall expressly be indemnified and held harmless from any claim arising out of the performance or failure to perform contractual obligations of the Contractor, political subdivision, and public agency.  

7. Public Records – This Request for Proposal and all responses, together with copies of all documents pertaining to the award of a Contract, shall be kept by the County for a period of six years and shall be made part of a file of records which shall be open to the public after notice of the evaluation committee’s recommendation/intent to award.
8. Generally, proposals are not required to be open for public inspection until after the notice of the evaluation committee’s recommendation/intent to award the contract.  However, information in the proposal that is exempt or conditionally exempt from disclosure under Oregon Public Records law may be treated as confidential by the County subject to any disclosure obligations under that law and the following: If a proposer reasonably believes that information in the proposal meets an exemption or conditional exemption under Oregon law: 1) Each page of such information must be marked "Confidential Information", AND 2) If County receives a request for disclosure of information labeled confidential by proposer pursuant to Oregon Public Records law or a subpoena, the County will provide notice to proposer before a response is due, and it shall be proposer's responsibility to establish that such information is exempt from disclosure, AND 3)  Proposer shall defend, indemnify, and hold County harmless from any claim or administrative appeal, including costs, expenses and attorney fees, related to a request to disclose information proposer has labeled as "Confidential Information," AND 4)  Information labeled "Confidential Information" shall be readily separable from the proposal in order to facilitate eventual public inspection of the non-confidential portion; AND 5)  The County shall be entitled to use information marked "Confidential Information", in whole or in part, for proposal evaluation, and may make copies for this purpose.  In addition, any document/information which becomes a part of a subsequent contract is a public record; AND 6)  Notwithstanding 1 - 5 above, any restrictions related to information marked "Confidential Information" do not apply if the County has the right to or has obtained the information from another source, and cost(s), price(s) to be charged the County shall not be considered confidential and shall be open to public inspection. 

9. The above restriction shall not include cost, price or delivery information, which must be open to public inspection.

10. Protest of Process and Solicitation Document - A prospective proposer may protest the competitive selection process or provision(s) in the solicitation document if they believe the process is contrary to law, or that a solicitation document is unnecessarily restrictive, is legally flawed or improperly specifies a brand name pursuant to requirements in ORS 279B.405(2) and (4). Unless otherwise specified, the protest must be filed no later than ten (10) calendar days before proposal opening (date proposals are due). The County shall issue a written decision no less than three (3) business days before proposals are due, unless otherwise decided by the County. The County may exercise the response options set forth in OAR 137-047-0730(4) and (5). 

11. Protest of Intent to Award - Anyone responding to an RFP who is not recommended for award by the evaluation committee may protest the recommendation to the decision maker, either the Board or the County Administrator, depending upon which has authority to execute the contract pursuant to LM 21.105(13).  References to “proposal documents” include “request for proposal documents” and references to “proposal” include “proposal,” except for the grounds in LM 21.105(13)(a).  The applicable grounds for this protest are set forth below. 

(a) A protest must be made in writing, be received before the contract is awarded by the decision maker, clearly state the ground(s) for the protest, and indicate what condition(s) resulted in the proposal not being recommended for award.  Any protest which does not comply with the applicable procedures may be rejected. 

(b) Unless otherwise stated in the RFP, the protest must be received by the department which issued the RFP not later than seven (7) calendar days after notice of the evaluation committee's decision was mailed.  Lane County may decline to review a late protest. Upon receipt of the protest, the department shall notify the Contractor recommended for award of the protest and the evaluation committee's recommendation.  The Contractor and the committee shall have three calendar days from the date the protest was filed to respond to the protest in writing if they so desire. 

(c) When a protest is filed, the department responsible for preparing the RFP shall prepare a written analysis of the protest and make a recommendation to the decision maker as to appropriate action to be taken. 

(d) The grounds for protest include any one or more of the following: 

(i) Different criteria were used to evaluate different proposals.

(ii) The evaluation committee unfairly applied the evaluation criteria to a proposal. 

(iii) A member or members of the evaluation committee had a relationship with a Contractor that represented a conflict of interest.

(iv) The criteria used to evaluate the proposals did not pertain to the services or products requested.

(v) A member or members of the evaluation committee demonstrated bias toward a proposal or a Contractor. 

(vi) The County abused its discretion in rejecting the protestor’s proposal as nonresponsive.

(vii) The evaluation of the proposals is otherwise in violation of any application provisions of ORS 279A or ORS 279B. 

(viii) The evaluation committee has failed to conduct the evaluation of proposals in accordance with the criteria or processes described in the solicitation materials.

(ix) All higher ranked proposals are nonresponsive. 

(e) If the decision maker is the Board, the department which issued the RFP shall present the issues orally or in writing at a public meeting.  The appellant shall then have 10 minutes to specifically address the protest criteria, and the evaluation committee's recommendation and the recommended Contractor(s) shall have a total of 10 minutes to respond, divided between them as they wish.  If the decision maker is the County Administrator, the decision shall be made on the written record. 

(f) If a protest is timely filed, the Board or County Administrator, as appropriate, shall consider the evaluation committee's recommendation and the allegations of the protest before rendering a final decision.  The decision maker may grant or deny the protest, reject proposals, or cancel the solicitation pursuant to LM 21.107(12) or remand to the department or evaluation committee for further information or consideration.  In the event of remand, the department will report back to the decision maker as soon as reasonably possible if the protest remains pending.  The County Administrator’s response to the protest will be in writing.  If the Board is the decision maker, it shall evaluate any protest before rendering a decision and shall state reasons and conclusions reached either in writing or on the record in a public meeting, with a Board Order referencing reasons for its decision on the protest.  Any decision to overturn the recommendation shall be based on a finding that one of the criteria of LM 21.107(14)(d) above occurred to the substantial prejudice of the protestor.  The protestor must be eligible and next in line to be awarded the contact if the protest was successful.

(g) The procedures above are mandatory to the extent they establish the time and manner for protests to be submitted to the County, including that the protest be in writing specifying the grounds and timely filed, and that there be a written response.  The County will not consider late protests.  The other protest procedures above are directory and failure to follow or complete the action in the manner provided shall not invalidate the County’s decision, and the goal is to provide a reasonable time and manner process for the County to consider a protest. 

RFP RESPONSE SECTIONS:

The following sections are to be addressed by each Contractor and will help LANE COUNTY gain a better understanding of each Contractor’s capabilities.  Please provide responses directly into this document except where otherwise indicated. 
RFP SEction A:

rfp cONTACT information 
	Company Name:


	

	Address of U.S. Headquarters:
	

	Headquarters Phone Number:
	

	Headquarters Fax Number:
	

	Contact Email:
	

	Name of Key Legal Contact for RFP (if any):
	

	Contact Phone Number:
	

	Contact Email:
	


RFP SEction B:

authorization
The undersigned, as Contractor, declares that s/he has carefully examined the Specifications and General Provisions and that Contractor agrees, if the proposal is accepted, that Contractor will contract with Lane County to furnish the services as specified, in accordance with the proposal offered here.

Contractor further understand that in responding to this RFP, Contractor agrees to comply with all applicable laws related to the RFP and the contract, as identified in this document. Contractor further understands that in responding to this RFP, Contractor agrees to comply with all applicable federal, state, and local laws, regulations and requirements related to the RFP and performance of any resulting contract, including but not limited to those referenced in this RFP. 
The Contractor may withdraw the proposal at any time prior to the day of the proposal opening.  However, all proposals shall be irrevocable for a period of sixty (60) days from the day of the proposal opening.

By signing this page Contractor hereby certifies that Contractor has not discriminated against minority, women, or emerging small business enterprises in obtaining any required subcontracts, and Contractor hereby certifies that to the best of Contractor’s knowledge, Contractor is in compliance with all Oregon tax laws described in ORS 305.380(4).

The Contractor represents that the proposal is made without connection or agreement to any person, firm or corporation making a proposal for the same services, and is in all respects fair and without collusion.

Identification of resident Contractor status

“Resident Proposer” defined: A proposer that has paid unemployment taxes or income taxes in the State of Oregon during the 12 calendar months immediately preceding submission of the proposal, and who has a business address in Oregon. (ORS 279A.120)

Contractor is  FORMCHECKBOX 
   is not  FORMCHECKBOX 
   a Resident Proposer, as defined in ORS 279A.120. (Please double-click on the appropriate checkbox and choose “Checked/Ok” to respond.)
                                                    
 

                                             
      
 ________________________________

_____________________________

Firm's Name (Print or type name)

Authorized Signature
Address




Print or type name
                                                    

______________________________                                      







Title
Business I.D. No.                                  


Notary:

Subscribed and sworn to before me this                     day of                               , 20         .
_____________________________

Signature

Notary Public for the State of  

                  .

My commission expires                  
       .

RFP SECTION C:

capabilities and demonstrated ability
80 points possible altogether
CAPABILITIES:
Please fill out the following questionnaire to help Lane County assess Contractor capabilities.
PRE-INK JETTING/INSERTING
1.       Please describe your experience ink jetting a voter file for an elections office.

2.       Please describe your ballot inserting experience for an elections office.
3.       As Contractor, we will be able to arrange and hold an organizational meeting
          between elections staff and Contractor assigned personnel prior to each county-
          wide election, or as required by Lane County Elections or the Contractor.


YES FORMCHECKBOX 

NO FORMCHECKBOX 

4.      As Contractor, we will be able to schedule and complete the ink jetting by the
         Friday before the beginning of the inserting, with the understanding that the 
         maximum days allowable to inkjet is 2 days.

YES FORMCHECKBOX 

NO FORMCHECKBOX 

5. 
As Contractor, we will be able to schedule and complete the inserting within 3
          business days.
    YES FORMCHECKBOX 

           NO FORMCHECKBOX 

INK JETTING/ADDRESSING PROCESS


Please Note: If YES to any of the following questions, * you must attach 10 samples of Signature Envelopes with ink jet information from data provided.

6.
As Contractor, we will be able to sort voter registration by precinct first, then by 
ballot style within each precinct from the data extracted from an FTP site, 
provided by Lane County Elections. In addition to precinct and ballot style sort, 
we will sort by 
specific party codes for the primary election.

 FORMCHECKBOX 
YES
          If YES, *


 FORMCHECKBOX 
NO, unable to perform 

If NO, comments:                                                                                             

7. 
As Contractor, we will be able to ink jet, using Verdana font: voter name,
            address, zip+4, and 3 of 9 barcode (Ballot Identifier number) on Signature 
            Envelopes, and must include the additional fields of information such as 
            Voter ID number, Precinct Code, Split Code, Election Date, Party Mailing
            Code on a Primary Election, and Ballot Style Name, specifics to be provided
            for each election in a 
location pre-determined by Lane County Elections.


 FORMCHECKBOX 
YES 

 If YES, *


 FORMCHECKBOX 
 NO, unable to perform 

 If NO, comments:   
8.
As Contractor, we will be able to print consecutive lines of voter name and address on return envelope removing any blank lines between each line of information if any. 

      
 FORMCHECKBOX 
YES 


If YES, *


 FORMCHECKBOX 
 NO, unable to perform 


If NO, comments:                                                                                         

9.
As Contractor, we will be able to print 5 digit zip code, suppressing any +4 (0000) information included on the voter registration file.


 FORMCHECKBOX 
YES 


If YES, *


 FORMCHECKBOX 
 NO, unable to perform 


If NO, comments:   
10.
As Contractor, we will be able to print residence address in blank space between Voter’s Statement and signature line on Signature Envelopes.
 
 FORMCHECKBOX 
YES 

If YES, *

· NO, unable to perform.


     If NO, comments:
11.
As Contractor, we will be able to ensure proper alignment of all required information to view through the Window Envelopes, meeting post office standards.

 
 FORMCHECKBOX 
YES 


 If YES, *


 FORMCHECKBOX 
 NO, unable to perform 


 If NO, comments:   
12.
As Contractor, we will be able to match quantities ink jetted by sorting based on instructions provided by Lane County Elections. For example, we will be able to match quantities ink jetted by ballot style number within a precinct, against a report of quantities received from tape write-off.  As Contractor, we can track discrepancies in quantities and reconcile amounts. 


 FORMCHECKBOX 
YES 


 If YES, *


 FORMCHECKBOX 
 NO, unable to perform 


 If NO, comments:   
13. 
As Contractor, we will be able to ink jet 11 digit post net barcode on Signature Envelopes ensuring they show through the Window Envelope meeting Post Office Standards.

 FORMCHECKBOX 
YES
Please indicate if you are able to ink jet on 10 5/16” x 4 ½” or #14 signature envelope

 FORMCHECKBOX 
10 5/16” x 4 ½”


 FORMCHECKBOX 
#14


 FORMCHECKBOX 
NO, unable to perform.
     If NO, comments:  
14.
As Contractor, we will be able to inkjet IMB (Intelligent Mail Barcode), on Signature Envelope location as predetermined by Lane County Elections, when required by USPS.


 FORMCHECKBOX 
YES 


 If YES, *


 FORMCHECKBOX 
 NO, unable to perform 


 If NO, comments:   
15.
As Contractor, we will be able to ink jet the 6-9 digit, numeric precinct number and 1-4 digit numeric ballot style on the far right side of the Voter’s Statements, on the Signature Envelope. Minimum bolded 18 point font.


 FORMCHECKBOX 
YES 


 If YES, *


 FORMCHECKBOX 
 NO, unable to perform 


 If NO, comments:   




INSERTING PROCESS

16.
Contractor will be able to provide a locked storage area, approved by Lane County Elections, which will be used for the storage of ballots during on-site processing, if so requested.


 FORMCHECKBOX 
YES


If YES, is there an extra charge for this service?


 FORMCHECKBOX 
YES (if marked, complete cost breakdown on cost worksheet, Attachment C)

 FORMCHECKBOX 
 NO (there is no additional charge for this service)


 FORMCHECKBOX 
 NO, cannot provide locked storage.

    If NO, comments:        
17.
Contractor will assign personnel to match up the appropriate ballot number with the ink jetted signature envelopes, and Voting Instructions if variations of this document apply. Contractor will match ballots by party affiliation color for the May Presidential Primary and May Biennial Primary elections held in even numbered years. Contractor will stage all insert materials, matching ballot style to inkjetted signature envelopes, and Voting Instructions if variations of this document apply prior to arrival of County staff, to ensure that actual inserting may begin immediately upon arrival of County staff. 


 FORMCHECKBOX 
 YES


 FORMCHECKBOX 
 NO, unable to perform.

If NO, comments:                                                                                                         

 18.
Contractor has ability to insert up to 5 of the following pieces in the Window Envelope:


a.
One Signature Envelope, labeled with required ink jet information


b.
One Secrecy envelope


c.
One ballot


d.
One ballot instructions/drop site locations sheet. (May be single 


sheet, folded sheet, or multiple page folded insert that fits into 


window envelope.)

e.
Voter's pamphlet, if applicable OR other required insert


 FORMCHECKBOX 
YES

 FORMCHECKBOX 
NO, unable to perform

If NO, comments:                                                                                                         

19.
Contractor will be able to schedule inserting 3rd week prior to election to be completed in 3 consecutive days for a countywide election, excluding weekends, holidays and evening hours, with completion 2 days prior to delivery to post office.


 FORMCHECKBOX 
YES

 FORMCHECKBOX 
NO, unable to perform

If NO, comments:        




STAGING/MAILING PROCESS

20.
Contractor will schedule adequate number of trained personnel to sort completed inserted ballot envelopes by zip code for Contractor preparation of mailing.


 FORMCHECKBOX 
YES

 FORMCHECKBOX 
NO, unable to perform

If NO, comments:                                                                                                         

21.
Contractor will maintain current CASS Certified Software for post net barcodes.


 FORMCHECKBOX 
YES


 FORMCHECKBOX 
NO, unable to perform

If NO, comments:                                                                                                         

22.
Contractor will address standardize.


 FORMCHECKBOX 
YES


 FORMCHECKBOX 
NO, unable to perform

If NO, comments:                                                                                                         

23.
Contractor will forward any ballots containing an out-of-country or out-of-state address to Lane County Elections, no later than completion of the inserting process.


 FORMCHECKBOX 
YES


 FORMCHECKBOX 
NO, unable to perform

If NO, comments:                                                                                                     

 24.
Contractor will provide copies of any rejected ballots for inadequate addresses to Lane County Elections at the time of mailing.


 FORMCHECKBOX 
 YES


 FORMCHECKBOX 
 NO, unable to perform

If NO, comments:                                                                                                         




DELIVERY TO THE POST OFFICE

25.
Contractor will deliver all inserted ballots at predetermined agreed upon time on the agreed upon delivery date to the Eugene Post Office (bulk mailing unit), unless delivery arrangements have been established at a pre-election meeting with the Eugene Post Office.


 FORMCHECKBOX 
YES


 FORMCHECKBOX 
 NO, unable to perform

If NO, comments:    
26.
Contractor will prepare mailing paperwork including Lane County's permit number for delivery to Eugene bulk mailing unit and complete mailing as a non profit organization using a bulk third class permit.


 FORMCHECKBOX 
 YES


 FORMCHECKBOX 
 NO, unable to perform

If NO, comments:   
27.
Contractor will complete delivery made in the manner and form agreed upon by the Post Office.


 FORMCHECKBOX 
YES


 FORMCHECKBOX 
 NO, unable to perform

If NO, comments:       
28.
Contractor will assign an employee with adequate responsibility to respond to postal office inquiries in submitting the required mailing forms upon delivery of ballots to Eugene Bulk Mailing Unit, with this representative of the Contractor to handle any problems with the delivery process.


 FORMCHECKBOX 
 YES


 FORMCHECKBOX 
 NO, unable to perform

If NO, comments:       
29.
Contractor will provide proof of current CASS Certification to the Post Office at the time of delivery of the ballots for mailing.


 FORMCHECKBOX 
YES


 FORMCHECKBOX 
NO, unable to perform

If NO, comments:      
30.
Contractor will deliver all unused ballot supplies to Lane County Elections on same day ballots delivered to bulk mail unit.


 FORMCHECKBOX 
 YES


 FORMCHECKBOX 
 NO, unable to perform

If NO, comments:                                                                                                         

31.
Contractor will provide a faxed copy of what was submitted to the Post Office to provide Lane County Elections (the estimated cost) within one day of delivery to the Post Office.  The final copy of all mailing forms to be provided to Lane County Elections upon receipt by the Post Office.


 FORMCHECKBOX 
 YES


 FORMCHECKBOX 
 NO, unable to perform


If NO, comments:          



POST MAILING REQUIREMENTS

32.
Contractor will invoice the County following each mailing for services used, submitting itemized invoices identifying items billed, directed to Lane County Elections, 275 West 10th Avenue, Eugene, Oregon  97401.


 FORMCHECKBOX 
YES

 FORMCHECKBOX 
NO, unable to perform

If NO, comments:  



     SPECIFIED TIME FRAME

33.
Ability to meet required deadline based on projected elections scheduled.  CONTRACTOR would have up to, but no more than 5 working days to complete entire process.  (Election's full-time staff may be present for the ink jetting process and must be present for the inserting process, to periodically audit material. There would be the possibility of the election staff working more than an eight hour day if required to meet the deadline, but during daytime hours.  This would need to be coordinated in advance with the Election's supervisor.)


 FORMCHECKBOX 
 YES, Contractor could perform all tasks in the specified time frame.

 FORMCHECKBOX 
  NO, Contractor unable to perform all tasks in the specified time frame.

If NO, comments:      
DEMONSTRATED ABILITIES                                     
Upon receipt of Contractor’s references and  “Notice of Intent to Participate in RFP” form, Elections will provide Contractor with Test Election Data (sample voter data in a file entitled inkjetballotlabelexport.txt), and will forward (via U.S. mail) blank Signature Envelopes to Contractor. In return, Contractor will provide Lane County with a sample of a minimum of 10 ink jetted and barcoded signature envelopes, meeting the requirements as instructed in this proposal. To qualify for any points, Contractor must be able to demonstrate ability to perform required processes. 
Preparation

A. Open and examine Test Election Data file (inkjetballotlabelexport.txt.) The formatting layout of this file is explained in Exhibit A below. The Test Election Data should include at least 10 voter names. 
B.  Please note sample of an unprocessed Signature Envelope (flap side), shown in Exhibit B. The actual test envelopes you will receive via U.S. mail should look like this.
C. Please examine a sample of the desired finished product (same flap side), as shown in Exhibit C – Example of Finished Return Envelope, which is posted in the Addenda section of Lane County’s website (www.lanecounty.org under RFB/RFP section.)
Task

Objective: To ink jet samples of TEN DIFFERENT voters on TEN signature (10 5/16” x 4.5” or #14) envelopes provided by Elections. 

A. Left side of Signature Envelope:

The barcode and address are to go on the left of the envelope since there is a voter statement on the right side of our ballot return envelopes. It is located underneath the pre-printed line “Postal Clerk: Deliver to address on other side.” Again, refer to Exhibit C for reference of each line, as follows:
1st Line:
Print Barcode: 3 of 9 Barcode, which is the BALLOT IDENTIFIER 9 numeric digits – do not print leading zeros)

2nd Line:
Print: IDENTIFYING COMPUTER CODES underneath barcode (be sure to use three spaces between each column unless indicated otherwise) in the following order: BALLOT IDENTIFIER (9 digits-do not print leading zeros), VOTER ID # (1-9 digits), PRECINCT CODE (up to 10 digits), SPLIT CODE (up to 10 digits) (one space between precinct & split)), ELECTION DATE Use 05/09, BALLOT STYLE (up to 10 digits) 


Example: 308488687   400208   102102 02   05/09   0140
3rd Line:

VOTER NAME
4th Line:

MAILING ADDRESS LINE 4
(Be sure to note that the Exhibit A Test Election Data contains two addresses per voter. The 1st address is the Mailing Address.)
5th Line:

ADDRESS LINE 5

(You will need to apply your CASS certified information to the mail information.)
B. Right side of Signature Envelope:
a) Ink jet RESIDENCE STREET ADDRESS in blank space between Voter’s Statement and signature line, allowing sufficient space for voter’s signature.
 (Be sure to note that the Test Election Data contains two addresses per voter. The 2nd address is the Residence Street Address.)
b) Ink jet the PRECINCT CODE (6 digits) in precinct number to the right of the Voter’s Statement on the far right side of the envelope in bold 18 point font (or as large as right margin provides on envelope)  Example:  102102
c) Inkjet the Ballot Style (4 digits) directly below the Precinct Code on the far right side of the envelope in bold 18 point font.  Example: 0140
Return to County
A.  Final check: The bar code must be readable and all factors above to be included to meet minimum qualifications.
B.  Return finished samples: Return the envelopes by 8-13-09 (which is the RFP due date). The envelopes must be RECEIVED by 8-13-09 at the following address:

Lane County Elections
Attn: Roxann Marshall

275 West 10th Avenue
Eugene, Oregon  97401
EXHIBIT A
VOTER FILE LAYOUT

sample:

Voter electronic data – layout of file’s columns
Comma separated, quote delimited.

	Field Name
	Comments

	Column 1: Ballot Style Name
	

	Col. 2: Ballot Identifier
	

	Col. 3: Original
	Not applicable. Can be skipped.

	Col. 4: Election Date
	

	Col. 5: Precinct Code
	

	Col. 6: Split Code
	

	Col. 7: Party Mailing Code
	

	Col. 8: Voter Id Number
	

	Col. 9: Voter Name
	First Middle Last Suffix concatenated and trimmed.

	Col. 10- (Varies): Address 1
	Mailing Address

	After Address 1: Address 2
	Residential Address


EXHIBIT B
Scanned Image of our 10 5/16” x 4 ½” Signature Envelope

(Image is not to scale. Refer to above dimensions for exact envelope size)

[image: image2.png]N M
RETURN ENVELOPE

IMPORTANT! FAILURE TO SIGN BELOW WILL INVALIDATE YOUR BALLOT.
'YOUR BALLOT MUST BE RECEIVED BY 8 P.M. ON ELECTION DAY TO BE COUNTED.

POSTAL CLERK: Deliver to address on other side.

VOTER'S STATEMENT
BY SIGNING | CERTIFY THAT:

« Iam the person to whom this ballot was issued;
« I'am legally qualified to vote in the county that issued this balot;

« Istil live at the address printed below or on the label;

« Ivoted this ballot and this is the only ballot | have voted this election.

SIGNATURE OF VOTER

WARNING. Signing another person's name to this envelope s a Class C Felony. |





section D:

cost to county
70 possible points
Please fill out Appendix D (page 44 and 45)
RFP Section e:

reference calls
25 points possible
We seek 3 references from customers that your firm has provided similar products and services to.  You were instructed to return reference contacts by July 22nd so no further action is necessary after that point. As a reminder, the County reserves the right to investigate the past performance of any proposer with respect to its successful performance of similar projects, compliance with specifications and contractual obligations, and its completion or delivery of a project on schedule. 

RFP SECTION f:

PROPOSED TEAM
10 points possible

1. Please attach an organizational chart showing names and titles of key staff personnel responsible for the key processes required.

2. Please provide the following information regarding your proposed team, including representative management and key team members you envision employing on this engagement. For each team member, please provide the following:
a) Name and title

b) Length of time with your company
c) A brief overview of proposed responsibilities. 

d) Overview of qualifications, experience in the industry, and any unique skills they bring. 
3. Describe your standard expectations of customer service protocols and how you train your counter staff to meet them on an everyday basis.

RFP section g:

cultural competency
15 points possible

Lane County is fully committed to equal opportunity & diversity. To make this happen and to insure that businesses owned by minorities, women, and persons with disabilities, emerging small businesses, and other disadvantaged business enterprises are provided with full and equal opportunity in gaining access to all County public contracting opportunities, the County expects its Contractors to maintain high marks in their Cultural Competency.

Cultural Competency is defined as having developed the behaviors, attitudes and policies that will enable the organization and its employees to deliver services in ways that will meet the wants and needs of diverse groups.
a) Describe the goals and policies of your firm relating to diversity.
b) How does this impact your operations, and how will it be reflected in your operational plans.
additional attachments to RESPONSE
Please include the following in your RFP response package. (You may submit either a hard copy or electronic version via email to Sandra Hahn.)

1. A copy of your audited financial statements for the last 2 years, including balance sheet, income statement, and cash flow statement. (If your company is privately held and you require legal confidentiality, please mark as indicated in section 8 of the “Legal Compliance and Additional Terms” section above.)

2. Copy of Insurance certificate as described in Appendix E.
CONTRACT 
Please review the contract template below. It should be noted that the standard terms of the contract are generally not flexible.
MATERIALS AND SERVICES CONTRACT LCP 2009-05
(This number to be referenced on all invoices)

This Contract is entered into by and between Lane County, Oregon, a political subdivision of the State of Oregon, hereinafter called County, and __________________________ hereinafter called Contractor, and shall become effective on XXXX.
Now, therefore, the parties agree to the following:

1. Contractor shall comply with all terms and conditions of this agreement, including all terms and conditions of the attached Appendices.  
2. This contract is further subject to the following, which are hereby incorporated by ref​erence as if fully set forth herein:


a) the applicable public contract provisions of the Oregon Revised Statutes, ORS 279A and 279B


b) Lane Manual Chapter 21


c) the applicable provisions of the Lane Manual setting forth standard provisions for public contracts (LM 21.130), Refer to Appendix A – Standard Provisions.
3. Cost Agreement. County agrees, in consideration, to pay Contractor in accordance with Appendix D – Cost Schedule.  Contractor agrees that the quoted prices in Appendix D will remain the same for the duration of the agreement.

4. Payment Process. Payments will be duly processed following satisfactory performance of the contractual services, in accordance with all of the provisions, and upon receipt of a properly completed invoice. Payment shall normally be made within thirty (30) days of receipt of the invoice. 

Payment will be made on a per-mailing basis and in accordance with all of the provisions per the attached specifications, proposal and Request for Proposals attached hereto and incorporated herein in full.

5. Term. This Contract shall commence on the effective date above for a three (3) year period (the “Initial Term”), unless otherwise terminated as provided in Section 17 (Termination) of this Contract. It is understood that County and Contractor shall not be obligated to extend the term, and that neither party shall, as a result of entry into or performance under this contract, be obligated to negotiate and enter into a new Contract upon its termination.

6. Contractor as Independent Contractor.  Contractor understands that:


a) Contractor is not currently employed by County, and will not be under the direct control of County. 


b) the performance of this Contract is at Contractor’s sole risk.  The service or services to be rendered under this Contract are those of an inde​pendent Contractor who is not an officer, employee or agent of the County as those terms are used in ORS 30.265.  Notwithstanding the Oregon Tort Claims Act or provisions of any other contract, Contractor is acting as and assumes liability of an independent Contractor as to any claims between County and Contractor. Contractor is solely liable for any workers' compensation coverage; social security, unemployment insurance or retirement payments; and federal or state taxes due as a result of payments under this Contract.  Any sub-contractor hired by the Contractor shall be similarly responsible. 

7.No Benefits. Contractor will not be eligible for any Federal Social Security, State Workers' Compensation, unemployment insurance or Public Employees Retirement System benefits from this contract payment.  

8. Public Records. County will report the total amount of all payments from Contractor in accordance with Federal Internal Revenue and State of Oregon Department of Revenue regulations.
9. Indemnification. The Contractor agrees to indemnify, defend, and hold Lane County, its Commissioners, agents, officers, and employees harmless from and against all claims, suits, actions, losses, damages, liabilities, costs and expenses of any nature resulting from or arising out of the activities of, or failure to perform by Contractor or its officers, employees, sub-contractors, or agents under this Contract. 

Contractor shall not permit any lien or claim to be filed or prosecuted against the County on account of any labor or material furnished, shall assume responsibility for satisfaction of any lien so filed or prosecuted and shall defend against, indemnify and hold County harmless from any such lien or claim. 

10. Insurance. 


a) Contractor shall provide all insurance outlined in Appendix E - Insurance Coverage Required.  As evidence of the insurance coverage’s required by this contract, the Contractor shall furnish a certificate of insurance to:  Lane County Risk Management Division, 125 E. 8th Ave., Eugene, Oregon, 97401.  The certificate will specify parties who are Additional Insured and must include a notice provision regarding cancellations.  Insurance coverage’s required under this Contract shall be obtained from insurance companies authorized to do business in the State of Oregon.  If Contractor is self-in​sured under the laws of the State of Oregon, Contractor shall provide ap​propriate declarations of coverage.

b) Contractor shall not cancel, materially change, or not renew insurance coverage’s.  Contractor shall notify Lane County Risk Manager, 125 E. 8th Ave., Eugene, Oregon, 97401, of any material reduction or exhaus​tion of aggregate limits.  Should any policy be canceled before final payment by Lane County to Contractor and should Contractor fail to immediately procure other insurance as specified, County reserves the right to procure such insurance and to deduct the cost thereof from any sum due Contractor under this Contract.  Any insurance bearing any adequacy of performance shall be maintained after completion of the Contract for the full guaranteed period, and should the Contractor fail to immediately procure such insurance as speci​fied, County reserves the right to procure such insurance and to charge the cost thereof to Contractor. 

11. Responsibility for payment of damages. Nothing contained in these insurance requirements is to be construed as limiting the extent of Contractor’s responsibility for payment of damages resulting from Contractor’s operation under this Contract.
12. Changes to Contract. Modifications or amendments to this Contract shall be effective only if in writing and executed by both parties.
13. Dispute Resolution.  The parties shall exert every effort to cooperatively resolve any disagreements they may have under this Contract.  In the event that the parties alone are unable to resolve any conflict under this Contract, they agree to present their disagreements to a mutually selected mediator. The mediation will occur in Lane County, Oregon.  Each party shall bear its own costs for mediation and the parties shall share the cost of the mediator.  This procedure shall be followed to its conclusion prior to either party seeking relief from a court, except in the case of an emergency.  

If the dispute remains unresolved through mediation, the parties may agree in writing to submit the dispute to arbitration, using such arbitration process as they may choose at the time and which includes the following conditions:

a.
The location of the arbitration shall be in Eugene, Oregon; 

b.
Each party shall bear its own costs (except arbitration filing costs), witness fees, and attorney fees; 

c.
Arbitration filing costs and any arbitrator’s fees will be divided equally between the parties; and 

d.
Judgment upon award rendered by the Arbitrator may be entered in a court in Lane County, Oregon.

14. Termination. The County may terminate this Contract at any time for any reason or for no reason with no liability on its part, except to pay for services previously provided,  by giving Contractor 60 days written notice. The Contract may also be canceled at the election of County for any substantial breach, willful failure or refusal on the part of Contractor to faithfully perform the contract according to its terms.
15. Waiver.  Failure of the County to enforce any provision of the Contract shall not constitute a waiver or relinquishment by the County of the right to such performance in the future nor of the right to enforce that or any other provision of this Contract.
16. Severability.  If any provision of this Contract is declared by a court to illegal or in conflict with any law, the validity of the remaining terms and provisions shall not be affected; and the rights and obligations of the parties shall be construed and enforced as if the Contract did not contain the particular provision held to be invalid.
17. Compliance with Law and Requirements.  Contractor agrees to comply with all applicable federal, state, and local laws, and requirements concerning the performance of this Contract, including but not limited to those referenced in this Contract. 
18. Nonperformance.  In the event of nonperformance under the resulting contract, the County shall have the right to obtain from other sources such services and/or products as may be required to accomplish the work not performed, and it is agreed that the difference in cost, if any, for said work or goods shall be borne by the Contractor.  For purposes of this section, nonperformance shall be defined as failure to appear and perform work and/or deliver goods as specified and scheduled.



LANE COUNTY, OREGON

DATE:



BY:  










Jeff R. Spartz





County Administrator



CONTRACTOR
DATE:



BY:  











Title: 











Address:  










Business ID No.: 





APPENDIX A
STANDARD CONTRACT PROVISIONS

Lane Manual 21.130


The following standard public contract clauses shall be included expressly or by reference where appropriate in every contract of the County.


(1)
Contractor shall make payment promptly, as due, to all persons supplying to such Contractor labor or material for the prosecution of the work provided for in the contract, and shall be responsible for payment to such persons supplying labor or material to any sub-contractor.


(2)
Contractor shall pay promptly all contributions or amounts due to the State Industrial Accident Fund and the State Unemployment Compensation Fund from Contractor or any sub-contractor in connection with the performance of the contract.


(3)
Contractor shall not permit any lien or claim to be filed or prosecuted against the County on account of any labor or material furnished, shall assume responsibility for satisfaction of any lien so filed or prosecuted and shall defend against, indemnify and hold County harmless from any such lien or claim.


(4)
Contractor and any sub-contractor shall pay to the Department of Revenue all sums withheld from employees pursuant to ORS 316.167.


(5)
Contractor shall make payment promptly, as due, to any person, co-partnership, association or corporation furnishing medical, surgical, hospital or other needed care and attention, incident to sickness or injury, to the employees of Contractor, of all sums which the Contractor agreed to pay or collected or deducted from the wages of employees pursuant to any law, contract or agreement for the purpose of providing payment for such service.


(6)
With certain exceptions listed below, Contractor shall not require or permit any person to work more than 10 hours in any one day, or 40 hours in any one week except in case of necessity, emergency, or where public policy absolutely requires it, and in such cases the person shall be paid at least time and a half for:



(a)
All overtime in excess of eight hours a day or 40 hours in any one week when the work week is five consecutive days, Monday through Friday, or



(b)
All overtime in excess of 10 hours a day or 40 hours in any one week when the work week is four consecutive days, Monday through Friday, and



(c)
All work performed on the days specified in ORS 279B.020(1) for non-public improvement contracts or ORS 279C.540(1) for public improvement contracts.



For personal/professional service contracts as designated under ORS 279A.055, instead of (a) and (b) above, a laborer shall be paid at least time and a half for all overtime worked in excess of 40 hours in any one week, except for individuals under these contracts who are excluded under ORS 653.010 to 653.261 or under 29 U.S.C. Sections 201 to 209, from receiving overtime.



Contractor shall follow all other exceptions, pursuant to ORS 279B.235 (for non-public improvement contracts) and ORS 279C.540 (for public improvement contracts), including contracts involving a collective bargaining agreement, contracts for services, and contracts for fire prevention or suppression.  For contracts other than construction or public improvements, this subsection (6) does not apply to contracts for purchase of goods or personal property.


(7)
The Contractor, its sub-contractors, if any, and all employers working under the contract are subject employers under the Oregon Workers' Compensation Law and shall comply with ORS 656.017, or otherwise be exempt under ORS 656.126.

(8)
The contract may be canceled at the election of County for any substantial breach, willful failure or refusal on the part of Contractor to faithfully perform the contract according to its terms.  The County may terminate the contract by written order or upon request of the Contractor, if the work cannot be completed for reasons beyond the control of either the Contractor or the County, or for any reason considered to be in the public interest other than a labor dispute, or by reason of any third party judicial proceeding relating to the work other than one filed in regards to a labor dispute, and when circumstances or conditions are such that it is impracticable within a reasonable time to proceed with a substantial portion of the work.  

(9)
If the County does not appropriate funds for the next succeeding fiscal year to continue payments otherwise required by the contract, the contract will terminate at the end of the last fiscal year for which payments have been appropriated.  The County will notify the Contractor of such non-appropriation not later than 30 days before the beginning of the year within which funds are not appropriated.  Upon termination pursuant to this clause, the County shall have no further obligation to the Contractor for payments beyond the termination date.  This provision does not permit the County to terminate the contract in order to provide similar services or goods from a different Contractor.


(10)
By execution of this contract, Contractor certifies, under penalty of perjury that:



(a)
To the best of Contractor's knowledge, Contractor is not in violation of any tax laws described in ORS 305.380(4), and



(b)
Contractor has not discriminated against minority, women or small business enterprises in obtaining any required subcontracts.


(11)
Contractor agrees to prefer goods or services that have been manufactured or produced in this State if price, fitness, availability or quality are otherwise equal.


(12)
Contractor agrees to not assign this contract or any payments due hereunder without the proposed assignee being first approved and accepted in writing by County.


(13)
Contractor agrees to make all provisions of the contract with the County applicable to any sub-contractor performing work under the contract.


(14)
The County will not be responsible for any losses or unanticipated costs suffered by Contractor as a result of the Contractor's failure to obtain full information in advance in regard to all conditions pertaining to the work.


(15)
All modifications and amendments to the contract shall be effective only if in writing and executed by both parties.


(16)
The Contractor certifies he or she has all necessary licenses, permits, or certificates of registration (including Construction Contractors Board registration or Landscape Contractors Board license, if applicable), necessary to perform the contract and further certifies that all sub-contractors shall likewise have all necessary licenses, permits or certificates before performing any work.  The failure of Contractor to have or maintain such licenses, permits, or certificates is grounds for rejection of a proposal or immediate termination of the contract.


(17)
Unless otherwise provided, data which originates from this contract shall be "works for hire" as defined by the U.S.  Copyright Act of 1976 and shall be owned by the County.  Data shall include, but not be limited to, reports, documents, pamphlets, advertisements, books, magazines, surveys, studies, computer programs, films, tapes, and/or sound reproductions.  Ownership includes the right to copyright, patent, register and the ability to transfer these rights.  Data which is delivered under the contract, but which does not originate therefrom shall be transferred to the County with a nonexclusive, royalty-free, irrevocable license to publish, translate, reproduce, deliver, perform, dispose of, and to authorize others to do so; provided that such license shall be limited to the extent which the Contractor has a right to grant such a license.  The Contractor shall exert all reasonable effort to advise the County, at the time of delivery of data furnished under this contract, of all known or potential invasions of privacy contained therein and of any portion of such document which was not produced in the performance of this contract.  The County shall receive prompt written notice of each notice or claim of copyright infringement received by the Contractor with respect to any data delivered under this contract.  The County shall have the right to modify or remove any restrictive markings placed upon the data by the Contractor.


(18)
If as a result of this contract, the Contractor produces a report, paper, publication, brochure, pamphlet or other document on paper which uses more than a total 500 pages of 8 1/2" by 11" paper, the Contractor shall conform to the Lane County Recycled Paper Procurement and Use policy, LM 2.440 through 2.448, by using recycled paper with at least 25% post-consumer content which meets printing specifications and availability requirements.


(19)
The Oregon Standard Specifications for Construction adopted by the State of Oregon, and the Manual on Uniform Traffic Control Devices, each as is currently in effect, shall be applicable to all road construction projects except as modified by the proposal documents.


(20)
When a public contract is awarded to a nonresident proposer and the contract price exceeds $10,000, the Contractor shall promptly report to the Department of Revenue on forms to be provided by the department the total contract price, terms of payment, length of contract and such other information as the department may require before the County will make final payment on the contract.  (Revised by Order No. 98-12-2-4, Effective 12.2.98; 04-6-30-12, 6.30.04; 05-2-16-8, 2.28.05; 05-12-14-9, 1.1.06; 08-2-13-1; 2.13.08)
APPENDIX B
SCOPE OF WORK

Elections seeks to contract with a qualified Contractor for the provision of ballot ink jetting, inserting, and mail services for a 3-year term. Contractor will provide the following capabilities as part of this relationship: (See Appendix C – Projected Election Schedule).
A. Preparation:


COUNTY will be responsible for:

1. A critical dates calendar will be forwarded to Contractor within thirty days of mailing of ballots. Calendar will include approximate number of ballots and approximate number of variations, as well as designated mail delivery date to Eugene Post Office.

2. Deliver ballot material to the Contractor for processing approximately eight calendar days before ballots must be delivered to the post office for mailing. Delivery time may vary depending on the size and number of variations for each specific election.

3. The County will furnish the following:

a.
Data posted to FTP site for Contractor to access

b.
Window envelopes

c.
Signature envelopes 
d.
Secrecy envelopes

e.
Ballots

f.
Ballot Instructions/drop site locations

g.
Voter’s Pamphlets, if applicable OR other required insert

4. Elections personnel will be on-site at all times during ballot insertion 


 processing for quality control of inserted ballots.
B. Ink Jetting/Addressing Process:


CONTRACTOR will be responsible for:
1.
Conducting an organizational meeting to be arranged and held between elections staff and Contractor personnel assigned to this project as required by Lane County Elections or the Contractor.
2.
Providing County with a written inventory of materials
 
received, to include: 
· # of cartons (or trays) of ballots, by precinct and style

· # of cartons of mailing (window) envelopes. Separate count for those with tax verbiage and without tax verbiage

· # of cartons of signature envelopes

· # of cartons of secrecy envelopes

· # of cartons of ballot instructions/drop site locations

· # of cartons of any other insert

3. 
Sorting voter registration per instructions specific to an election, such as 



sort by precinct first, then by ballot style, from the data transmittal to an 



FTP site. (Will need to sort additionally by specific party mailing codes for 



primary election.)

4.
Ink jetting: voter name, address, zip+4, and 3 of 9 barcode (voter ID number) on Signature Envelopes, and must include the additional fields of information (such as voter ID number, precinct code, election date, a party mailing code on a Primary Election, and ballot style, specifics to be provided for each election) in a location predetermined by Lane County Elections.

5.
Printing consecutive lines of voter name and address on return envelope removing any blank lines between each line of information if any. 

6.
Printing residence street address in blank space between Voter’s Statement and signature line on Signature Envelopes.

7. 
Printing 5 digit zip code, suppressing any +4 (0000) information included on the voter registration file.

8.
Ensuring that alignment allows visibility of all required information when inserted in the window envelopes.

9.
Completing ink jet address must be OCR readable (sample ink jet addressed envelope must be pre-approved by Lane County Elections).

10.
Matching quantities ink jetted by ballot style number against a report of 



quantities received from tape write-off.  Discrepancies in quantities must be tracked and all amounts reconciled.

11.
Providing a written report to on-site Lane County Elections at the conclusion of the ink jetting process confirming that ink jetted totals to tape write-off reports match.

12.
Ink jetting 11 digit post net barcode, or IMB when required by USPS, on Return Envelopes in a manner that ensures they will show through the Window Envelope (meeting Post Office Standards.) 
13.
Ink jetting bolded, 18 point font size, 6-9 digit, numeric precinct number and 1-4 digit numeric ballot style on the far right side of the Voter’s Statement on the signature envelope.
14.
Ensuring that ink-jetting is complete prior to beginning inserting process.
Please Note: A full-time Elections staff person may be present for this process.

C.  INSERTING PROCESS


ELECTIONS may: Conduct audits of inserted ballot throughout the inserting 
process.  

ELECTIONS may: Assist Contractor staff with hand-inserting.

CONTRACTOR may: Hand insert ballots for those ballot styles with 50 or less in 
quantity (same precinct and ballot style combination).

CONTRACTOR required to:

1.
Provide a locked storage area, approved by Lane County Elections, which will be used for the storage of ballots during on-site processing.

2.      Be able to schedule inserting 3rd week before election, on consecutive days, excluding weekends, holidays and evening hours.

3.
Match precinct number with the appropriate ballot style number. That
 
same precinct number / ballot style number should match the precinct 



number / ballot style number ink jetted on the signature envelopes. Match 
ballots by party affiliation color, in addition to precinct number / ballot style 
number, for the May Primary elections held in even numbered years.

5.          Insert the following 3 to 5 pieces in the window envelope:


a.
One Signature Envelope, labeled with required ink jet information.


b.
One Secrecy envelope.


c.
One ballot


d.
One ballot instructions/drop site locations (may be single sheet, folded sheet, or multiple page folded insert that fits into window envelope.

e. Voter's pamphlet, if applicable OR other required insert.

6.
Utilize a special mailing envelope for ballot measures which contain a tax 



increase. The Contractor would be required to utilize this envelope for 



only those districts with a tax increase, at an all mail election only, and at 



the direction of Lane County Elections. A specific ballot style would be 



assigned to those districts and consequently would require the special 



envelope.  In a full countywide election, not all districts would necessarily 



have the special envelope.

7.
Ensure that the voter’s name and address appears in the window envelope 
and meets all postal mailing requirements.

8. 
Ensure that ballots are kept in an exact order based on specifications 


            provided by Lane County Elections.

9.        Prepare area and provide staff for hand-inserting each ballot style/precinct     

           combination that contains 50 or fewer “voters”. 



Prior to arrival of County staff, area should be prepared with ink jetted 



signature envelopes that fall into this category, corresponding ballots, and 



voting instructions/drop-site locations insert. The area should be stocked

with a sufficient number of secrecy envelopes and, when applicable, 


          voter’s pamphlets or other required inserts to complete the number of     

          hand-inserted ballots.

10.
Machine-seal and zip sort all window envelopes.

11.
Return all damaged items to Lane County Elections or reviewed by the 



onsite elections staff person prior to destroying.  (The onsite elections staff 
person has the authority to dispose of damaged materials without returning 
them to elections headquarters based on specific items damaged and 



following election procedures.)

Please note: A full-time Elections staff person may be present for this 
process.
D. STAGING/MAILING PROCESS


ELECTIONS may provide a staff person to assist in handling any mailing problems associated with the staging process.


ELECTIONS will not provide staff to do the staging process.


CONTRACTOR responsible for:

1.
Obtaining the following:



    a. General purpose carriers (GPC's) or appropriate mail 




         pallets.



    b. Cardboard or corrugated plastic letter size mailing trays and 



         sleeves.

2.
 Providing a work area for Contractor personnel to stage and merge the mail envelopes.

3.
Providing trained personnel to sort completed inserted ballot envelopes by zip code for preparation of mailing.

4.
Postal verification forms prepared utilizing Lane County Election's mailing permit number (non-profit status).

5.
Prepare all required mailing forms for third class mailing classifications (five digit zip code).

6.
Software for post net barcodes must be current CASS Certified.

7.
Must address standardize.

8.
Forward any ballots containing an out-of-country or out-of-state address to Lane County Elections, no later than completion of the inserting process.

9.
Provide copies of any rejected ballots for inadequate addresses to Lane County Elections at the time of mailing.

E. DELIVERY TO THE POST OFFICE


ELECTIONS may provide a staff person to accompany each truck while in transit to the Post Office. Ballot delivery driver will not offload truck until Elections staff is on site to validate that pallet tally offload matches pallet tally loaded at Contractor site.


CONTRACTOR responsible for:

1.
Delivering all inserted ballots at pre-determined and agreed upon time on the agreed upon delivery date to the Eugene Post Office (bulk mailing unit).  All ballots must be delivered at the same time to the post office.

2.
Delivery made in the manner and form agreed upon by the Post Office.

3.
Upon delivery of ballots to the bulk mailing unit, providing an employee with adequate responsibility to respond to postal office inquiries to manage the delivery of the mail ballots and deliver the required mailing forms.  This representative of the Contractor to handle any problems with the delivery process.

4.
Provide proof of current CASS Certification to the Post Office at the time of delivery of the ballots for mailing.

5.
Delivery of all unused ballot supplies to Lane County Elections on same day ballots delivered to bulk mail unit.

6.
Provide a faxed copy of what was submitted to the Post Office to Lane County Elections (the estimated cost) within one day of delivery to the Post Office.  The final copy of all mailing forms to be provided to Lane County Elections upon receipt by the Post Office.
F.       POST MAILING REQUIREMENTS

1.
Contractor shall invoice the County following each mailing for services used. Contractor shall submit itemized invoices identifying items billed.  Invoices should be directed to Lane County Elections, 275 West 10th Avenue, Eugene, Oregon  97401.

2.
Price per thousand charges shall include all other ancillary charges such as storage  of envelopes, pick up and delivery, and start-up costs.  Any costs not clearly defined in the proposal will not be paid by the County.

G. 
TURN AROUND TIME

Contractor must be able to meet County’s ink-jetting/inserting scheduling requirements. Contractor would have up to, but no more than 5 working days to complete entire process.  (Election's full-time staff person must be present for the inserting process, to periodically audit inserted material. There would be the possibility of the election staff working more than an eight hour day if required to meet the deadline, but during daytime hours.  This must be coordinated in advance with the Election's supervisor.)
H.         ADDITIONS/DELETIONS

The County reserves the right to add similar items/services or delete similar items/services in the contract as requirements change during the period of the contract.  Prices for items/services to be added to the contract will be mutually agreed to by Lane County and the Contractor.

I.          LIABILITY

1. Ink Jetting Error:  If an error or portion of an election is invalidated due to an error or omission in the process of ink jetting by the Contractor, the Contractor will bear the cost or the price to redo the portion in error by the Contractor.

2. Inserting Error: If an election or portion of an election is invalidated due to an error or omission by the Contractor, the Contractor will bear the full cost to redo the portion in error.

3. Meeting Postal Requirements to submit the entire mailing to the US Postal Service by the Mailing Deadline:  If an election or portion of an election is invalidated due to a mailing error or mailing omission by the Contractor, the cost of a new election or portion thereof will be the responsibility of the Contractor, whichever is less.

4. Error Omission by Lane County Elections:  If an election or portion of an election is invalidated due to an error or omission by Lane County, the cost of a new election or portion thereof will be the responsibility of Lane County.

5. Natural Disaster:  Due to the time sensitive nature of election responsibilities, time is of the essence for performance under this agreement.  Neither party shall be responsible to the other for failure to perform to the extent that such failure is caused by acts beyond that party’s control, such as acts of God or the enemy, strikes, riots, wars, earthquakes.  However, the parties shall make all reasonable efforts to remove or eliminate such a cause of delay or default and shall, upon the cessation of the cause, diligently pursue performance of the obligations under this agreement.  A party unable to perform under this provision shall immediately notify the other party.

J.          OTHER REQUIREMENTS

1. None of the services listed in this agreement may be subcontracted to another Contractor without written authorization from Lane County Elections.

2. A security agreement must be signed prior to each election by all Contractor staff involved in the processing of ballots.

APPENDIX C
PROJECTED ELECTION SCHEDULE
SCHD ELEC
TYPE



SIZE


TYPE
Mar 2010                Special Election                  Will Vary                           Measure 

May 2010
           Primary Election

 Countywide

    Candidate/Measure

Sept 2010
           Special Election

 Will Vary

    Measure

Nov 2010
           General Election

 Countywide

   Candidate/Measure

Mar 2011                Special Election                  Will Vary                           Measure

May 2011               Special Election                  Countywide                        Candidate/Measure

Sept 2011               Special Election                  Will Vary                            Measure

Nov 2011               Special Election                  Will Vary                           Measure

Mar 2012               Special Election                   Will Vary                           Measure

May 2012              Primary Election                  Countywide                       Candidate/Measure

Sept 2012             Special Election                    Will Vary                           Measure

Nov 2012           General Election                    Countywide                       Candidate/Measure

Notes:

1. Legislation can change the dates and types of elections conducted, including the addition of an unscheduled Special Election.

2. Dates, sizes and types of elections are all subject to change.

3. The primary elections will require 3 to 5 different colored ballots for the different party affiliations.

APPENDIX D
COST SCHEDULE
INK JETTING / CASS CERTIFICATION,  ADDRESS STANDARDIZATION, POSTNET or IMB BARCODES

Ink jetting of voter registration/election data from data cartridge or data transmittal by Internet to an FTP site by Lane County Elections to a signature envelope; tape sorted by predetermined criteria as set forth in instructions, specific to each election.  Includes address standardization.  Exact placement of voter information on envelope with required information.  Apply postnet barcode (which includes the zip +4 from the CASS certification or IMB when required by USPS) to all ballots according to postal requirements.  Include 6-9 digit bolded alpha/numeric precinct numbers and 1-4 digit numeric ballot style numbers in 18 point font. Print residence address in blank space between Voter’s Statement and signature line of Signature Envelope. Preparation of mailing paperwork and delivery to post office on designated deadline.  (This would include any hand sorting of rejected ballots or any special handling of ballots required for mailing.  This would include delivery of unused election material to Lane County Elections.)

A. Price per 1,000:                       
(This total is to include all processes noted above. If there are charges for the different functions, they need to be submitted here as a total.)
B. # of hours to ink jet 250,000 pieces: ________       
INSERTING

Inserting of ballots, which includes matching up inserting materials insertion of 4 or 5 items into a window envelope; maintaining an exact order.  Full-time election staff person present during this entire process to be able to audit inserted ballots.

C. Price per 1,000 (hand inserting):                                       (Not to be included in price above.)
D. Price per 1,000 (machine inserting):                                   (Not to be included in price above.)                               

E. Number of hours required to insert 250,000 ballots on 4-station inserter: __________       
F. Number of hours required to insert 250,000 ballots on 5-station inserter: __________       
If machine inserting:
G. Number of 4-station inserting machines available at mailing company: ____________

H. Number of 5-station inserting machines available at mailing company: ____________ 
I. Number of consecutive days to complete 250,000 ballots: ______________________

J. Number of inserters designated to complete 250,000 ballots: ____________________

ADDITIONAL CHARGES

Any additional charges for alterations, quantity or specification changes, for any services or materials not covered in the county’s request for proposal must be itemized in writing by the Contractor and approved by the Elections’ Supervisor with whom the project is being coordinated.

APPENDIX E
INSURANCE COVERAGE REQUIRED

Contractor shall not commence any work until Contractor obtains, at Contractor's own expense, all required insurance as specified below.  Such insurance must have the approval of Lane County as to limits, form and amount.  The types of insurance Contractor is required to obtain or maintain for the full period of the contract will be:

_X__
COMPREHENSIVE COMMERCIAL GENERAL LIABILITY insurance including personal injury, bodily injury and property damage with limits as specified below.  The insurance shall include:


COVERAGES





LIMITS
___
Explosion & Collapse



_X_
$2 million per occurrence

___
Underground Hazard



___
Limits of the Oregon Tort










Claims Act (ORS 30.270),

_X_
Products/Completed Operations


present limits $500,000










per occurrence

_X_
Contractual Liability



___
Other



_X_
Broad Form Property Damage






__
Owners' & Contractors' Protective





FORM
All policies must be of the occurrence form with combined single limit for bodily injury and property damage.  Any deviation from this must be reviewed by the Risk Manager.  All claims-made forms must have the prior approval of Risk Manager.  Submit a complete copy of claims-made policies and endorse​ments with the certificate of insurance.

_X_
AUTOMOBILE LIABILITY insurance comprehensive form with limits as specified below.  The coverage shall include owned, hired and non-owned automobiles.    


LIMITS

_X_
$1 million per occurrence


___
Not less than the limits of the Oregon Tort Claims

___  Other



Act (ORS 30.270) presently at $500,000 per occur​rence

_X_
ADDITIONAL INSURED CLAUSE  The liability insurance coverage’s required for performance of this contract shall be endorsed to name Lane County and its divisions, its commissioners, officers, agents and employees as additional insureds on any insurance policies required herein with respect to Contractor's activities being performed under the Contract.  The additional insureds must be named as an additional insured by endorsement, and the policy must be endorsed to show cancellation notices to the Lane County department who originated the contract.  Coverage shall be primary and non-contributory with any other insurance and self-insurance.

_X_
WORKERS' COMPENSATION AND EMPLOYER'S LIABILITY as statutorily required for persons performing work under this contract.  Any sub-contractor hired by Contractor shall also carry Workers' Compensation and Employers' Liability coverage.

Any questions concerning insurance and indemnity should be


directed to Lane County Risk Management at 541-682-4392.
APPENDIX F

NOTICE OF INTENT TO PARTICIPATE

In acknowledgement of receipt of this Request for Proposal and that Contractor intends to submit a proposal, the undersigned agrees that he/she has received a complete copy of the RFP # LCP 2009-05 for Election Processing Services.

This Notice of Intent to Participate form should be signed and returned to Sandra Hahn no later than 5:00 p.m. PST on July 22, 2009.  Only Contractors who return this form completed with the intention of submitting a proposal will receive all necessary materials to submit the proposal as instructed in this RFP document and will also be notified via email of changes to the RFP.

COMPANY NAME:______________________________________________________

REPRESENTED BY:_____________________________________________________

TITLE:__________________________________ PHONE NO.:___________________

E-MAIL:_________________________________ _____________________

ADDRESS:____________________________________________________________

CITY: _________________________________STATE: _____ZIP CODE:___________
SIGNATURE: ___________________________________________ 
DATE:______________

REFERENCES:
We seek 3 references from customers that your firm has provided similar products and services to.  The County reserves the right to investigate the past performance of any proposer with respect to its successful performance of similar projects, compliance with specifications and contractual obligations, and its completion or delivery of a project on schedule. Please ensure that your references are prepared to speak to us regarding your service and operation.
1. Name of Organization:
                                                                                      
     Length of Time as Customer:                                         

     City or region service is conducted with this client:  

     Name of Contact:

     Contact’s Telephone and Email:

2.  Name of Organization:
                                                                                      
     Length of Time as Customer:                                         

     City or region service is conducted with this client:  

     Name of Contact:

     Contact’s Telephone and Email:

3.  Name of Organization:
                                                                                      
     Length of Time as Customer:                                         

     City or region service is conducted with this client:  

     Name of Contact:

     Contact’s Telephone and Email:

Return this form as follows:

Sandra Hahn, Department of Management Services, Financial Services Division

125 East Eighth Avenue

Eugene, OR 97401

FAX 541-682-6743

E-mail sandra.hahn@co.lane.or.us
FINAL CHECKLIST OF RFP SUBMISSION

Before submitting your final RFP package, did you remember to fill-out the following?

RFP sections A-G
Did you remember to attach or send the following- to be RECEIVED by  8/13/09?

1. A copy of your audited financial statements for the last 2 years, including balance sheet, income statement, and cash flow statement. 

2. Copy of Insurance certificate as described in Appendix E
3. An organizational chart showing names and titles of key staff personnel responsible for the key processes required.
4.  Ink jetted samples of Lane County Signature Envelopes
Please don’t forget:
To send an electronic copy of the RFP via email ON 8/14/09

Thank you for your interest in Lane County and for your cooperation in responding to this RFP in accordance with the provisions established herein.

APPROVED AS TO FORM





Date _________________ Lane County





_________________________________________


LANE COUNTY OFFICE OF LEGAL COUNSEL
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