STATEMENT OF WORK
 For Bid Number 6100058914

I. OVERVIEW: The Department of General Services, on behalf of the Agencies of the Commonwealth, is soliciting bids via an IFB, for Security Documents.  This covers all operations, services and materials furnished by the contractor which are required for the manufacturing, printing, packaging, repackaging, storage, and distribution of printed material as required by the specifications herein.

Issuing Office and BDISBO have determined that the SDB and/or VBE participation opportunities for the scope of work for this procurement are de minimis or are not appropriate. 

II. ESTIMATED QUANTITIES:  The quantities listed in this IFB are based on historical data on a yearly basis and may be increased or decreased in accordance with the actual requirements of the Commonwealth.

III. RENEWAL:  The Contract may be renewed for a maximum of 4 additional 1-year term(s), so long as Commonwealth provides written notice to Contractor of its intention to extend the Contract by letter prior to the expiration of the term of the agreement, or any extension thereof. The Commonwealth may exercise the renewal as individual year or multiple year term(s). Any renewal will be under the same terms, covenants and conditions, provided, however, that the rates under the contract may be adjusted as set forth below. 

IV. ELIGIBILITY REQUIREMENTS:

A. In order to be eligible to bid on the contract,

1.  Bidder must be the owner or lessee of sufficient equipment and machinery to perform the work required by this IFB.  Included in the IFB in Attachment B is a sample of an acceptable lease satisfying the requirement for leasing in the event the Bidder does not own sufficient equipment to produce all work under this contract.

2.  Bidder shall have backup capabilities, disaster recovery procedures, disaster recovery sites that have been tested in the event of disasters, failures, etc.  The Commonwealth reserves the right to review these procedures upon request.

3.  Bidder must have previous experience in providing relevant and comparable printing services for clients of similar size and complexity as the Commonwealth. 

B. Bidder should submit with their bids the following items:  

1. A complete bid package to this IFB, including all responses and documentation.

2. A complete Company Profile contained in Attachment A, along with all requested documentation (Plant Security, Quality Control procedures)

3. If subcontractors will be used, provide complete subcontractor information in the Subcontractor Profile section contained in Attachment A.

4. A copy, signed by all parties, of the agreement(s) between contractor and subcontractor(s) must be supplied by the primary contractor.

5. Documentation of contractors/subcontractor’s capabilities of performing all phases of the production process.

6. Documentation of previous experience in printing services of similar nature.  Include references for each listed engagement along with the name, address, and phone number of a contact person.

7. Provide an outline of the manufacturing process, including the steps taken to maintain quality throughout the process. Include the names, addresses and phone numbers of all facilities used in the manufacturing process. 
 
8. Provide a complete outline of internal testing procedures, as well as company quality assurance procedures which will be used to certify that the product meets all aspects of the specifications of this IFB.

9. Complete and submit the Reciprocal Limitations contained in Attachment D.

10. Complete and submit the Lobbying Certification and Disclosure Form contained in Attachment G

11. Complete and submit the Iran Free Certification contained in Attachment F.

12. SAMPLES:  Contractor shall supply all paper stock.  A paper sample containing all safety features, and sample of security tape, must accompany this bid.  In addition, samples displaying appropriate process compatible inks and designs must accompany bid to indicate the vendor’s ability to provide this feature and meet the applicable specifications.  Since this bid will be submitted electronically, samples should be mailed in time for arrival prior to bid opening time or bid may be rejected.  Mail samples to:

Bid - c/o Dan Covell
Department of General Services
Bureau of Procurement
555 Walnut Street, 6th Floor 
Harrisburg, PA  17101

V. INSPECTION OF FACILITIES: 

A.   The Commonwealth reserves the right to conduct an inspection of contractor’s or any subcontractor’s facilities prior to award of contract to assure that the contractor and/or subcontractors can meet all specifications. 

B.    After awarding the contract, representatives of the Commonwealth must have access to an awarded contractors/subcontractor’s plant or place of business at any time to inspect work in progress.

C.  Facilities, equipment, or any part of the manufacturing process may not be relocated without prior approval from the Contracting Officer.

VI. OPTIONS TO ADD OR REMOVE ITEMS:  The addition and/or deletion of any items during the life of the contract will be at the discretion of the Commonwealth if it is deemed to be in its best interest.  If there are additional items added to the contract, fair and accepted pricing will be comparable to market value and similar items covered by the contract.

VII. SUBSTITUTIONS OR CHANGES:  Although the Commonwealth encourages contractors to suggest changes to specifications where such changes will save the Commonwealth time, money or effectiveness of the printed materials, no substitutions or changes to the specifications are allowed without the approval of the Commonwealth.

VIII. SUBCONTRACTING:  Contractor is prohibited from subcontracting or outsourcing any part of this contract without the express written approval from the Contracting Officer.  Upon award of the contract, subcontractors included with the bid submission are deemed approved.

IX. ACCOUNT MANAGEMENT:  The Bidder will designate an Account Representative to oversee the Contract and serve as the single point of contact with the Commonwealth regarding this contract.  The awarded contractor must inform the Contracting Officer as soon as possible of any change in Account Management, preferably before a change is made.

The Account Representative will be responsible for:
· Meeting with the Commonwealth within 48 hours of notice to discuss contract requirements.
· Proper operation and administration of the Contract by the contractor, its agents and any subcontractors.
· Responding in a timely manner, in writing unless instructed otherwise, to all information requests from the Commonwealth.
· Attend meetings as requested by the Commonwealth.
· Providing all periodic reports required by the Commonwealth.
· Meet within 24 hours of notice to troubleshoot and resolve problems or issues.
· Representative must contact agency immediately upon receipt of the PO to discuss layout and security features.

The Commonwealth may require the awarded contractor to relieve the Account Representative if, in the opinion of the Commonwealth, it appears that the Account Representative does not perform at the applicable skill level required.

X. QUALITY:  An awarded contractor is required to provide quality materials to the Commonwealth.  See the Commonwealth Print Specification Standards, Attachment C.

The Commonwealth may hold periodic meetings with the awarded Contractor(s) to review the quality of service provided. These meetings are likely to be held monthly or quarterly after the successful transition of the contract unless issues arise.  It is at this time that the Commonwealth will discuss the Contractor performance. If any service deficiencies are identified across the entire contract, the awarded Contractor(s) and the Commonwealth representatives will determine a plan of action to ensure that the level of service improves.

XI. MATERIALS:  Upon expiration of the contract, all printing plates must be destroyed under supervision of DGS or the Agency (ies).  Camera copies, negatives and artwork are the property of the Commonwealth and must be returned within five (5) business days after contract expiration.  If the manufacturer has different procedures that insures the security and protection of the Commonwealths Prelim materials, detail those procedures in your response.

XII. SHIPPING/STORAGE COSTS:  The contract unit prices cover all costs of shipment FOB destination including local cartage and any other costs of inside delivery.  Specifications for the individual items have very specific delivery requirements.   Those are to be met and unless specified those costs are to be included in your price. 

XIII. ADJUSTMENT TO THE SHIPPING SCHEDULE:  In the event an adjustment of schedule has been requested by the Contractor and is approved by the Agency in writing, the Contractor will be required to meet the adjusted shipping date and will be considered to be delinquent if he fails to do so.  Vendors are encouraged to communicate clearly and often with updates on delivery of the printed product.  

XIV. PLANT SECURITY:  The Bid Proposal shall be accompanied by a full explanation of the security precautions which the prospective Supplier proposes to initiate within its plant and organization, to protect the Commonwealth against potentially fraudulent activity, such as unlawful production, theft of raw and/or finished materials, etc.  Failure to provide this information with the bid proposal may cause rejection of your bid.
All items listed on this contract must be manufactured at a secure facility.  This facility must have at a minimum, the following security features:
(a) 24-hour uniformed security patrol, 7 days per week.  
(b) All plant exits are monitored by uniformed security officer through centralized alarm and video system.  
(c) All cameras 100% video recorded 24 hours per day, 7 days per week, with tapes archived for at least 6 months.  
(d) Secured area provided for storage of paper, manufacture of documents, and warehousing of finished products.  All authorized persons working in, entering, or leaving the secured areas are monitored by the security officer.  
(e) All plates and make-ready material stored in locked vault.  During set-up, make-ready forms and all press spoilage must be placed in locked scrap box in the press area.  When full, contents of the locked scrap box must be shredded under bonded supervision.  All used plates are mutilated.  All quality control samples are voided.
(f) Restricted access to all digital files, with multiple levels of security and access tracked and recorded through an administrative system.

XV. QUALITY CONTROL:  The quality of these documents is very important.  The quality philosophy and methods of the selected supplier must be “zero defects”.  Each bidder must submit with the bid their plan for accomplishing the “zero defects” quality process for the production of these documents.

XVI. PRESSWORK:  All work must be performed in a thorough, accurate, and first-class manner.  Presswork shall be of first grade, producing clear, crisp, clean, sharp impressions.  Finished documents shall be free of all defects in paper and printing that may degrade the appearance, performance, and serviceability.  Ink coverage must be full and uniform, free from grayness, pin points, feathering or other Imperfections.  PMS colored inks are required.

XVII. AUTHOR’S ALTERATIONS:  Contractor shall be compensated for major author’s alterations made after proofs are received, at the rate of thirty dollars ($30.00) per hour, for all alterations authorized by Agency (ies) in writing.  Major alterations are defined as those requiring significant copy and/format changes.  For minor alterations or corrections due to Contractor error, charges will not apply.  Contractor must, upon request by Agency (ies), furnish evidence to substantiate the alteration charges, and must make its records accessible to the Commonwealth for audit and investigation.

XVIII. COMPOSITION:  See Printing Specification sheets for each document for details.  The contract prices shall cover all composition costs.  No separate composition charges will be allowed for this contract.

XIX. PACKAGING:  Pack in cartons not to exceed forty (40) lbs.  Boxes must be packed to allow no shifting of contents.   Mark the outside of each carton with the purchase order number, material number, form number and the quantity per carton.  Number each carton consecutively starting with one (1) and indicating starting and ending numbers of the forms packed therein.  Palletize per DGS Supplier Shipping and Receiving Guidelines.  Place boxes on skids with the lowest numbers on top.  Any other specifics not covered here will be provided in individual specifications if needed.

XX. PROOFS:  Color proofs required in triplicate with all colors in register to assure valid edit.  In addition, two (2) color-copier proofs must be furnished to check accuracy of screens.  Proofs of both formats must be provided no later than ten (10) business days after receipt of purchase order and any copy changes.

XXI. PRODUCTION:  Contractor must notify Agency (ies) 48 hours in advance of scheduled press time so that agency representative (s) can be present during printing, at Agency(ies) discretion 

XXII. DELIVERY:  Orders must be delivered within forty-five (45) business days after final proof approval, unless otherwise specifically agreed to by the Contractor and Agency (ies).  In the event an earlier delivery date is requested, the Contractor shall use “best efforts” to supply items in a shorter timeframe.   The vendor will notify the Commonwealth of papers that require longer lead times.   These lead times must be clearly communicated to the using departments so that they may plan accordingly.  

[bookmark: OLE_LINK1]Contractor must verbally notify Agency (ies) of each delivery 24 hours in advance of the delivery date; a telephone call is required to Agency (ies) on day of delivery, giving the approximate delivery time (within 2 hours).  Name of contact person and telephone number will be provided to successful Contractor.

The specifications of some of the items calls for the finished documents to be shipped via a secured carrier in a locked and sealed truck with return receipts.  Seal must NOT be broken except in the presence of authorized Agency personnel.  Failure to enforce this requirement will result in entire delivery being rejected and returned to Contractor at Contractor’s expense.

All shipments shall contain a packing list which includes, at a minimum:  purchase order number, shipping address, form number, quantity shipped, and sequential number series beginning and ending numbers.

XXIII.   Custom Clause for Escalation: The Contract may be renewed for a maximum of 4 additional 1-year term(s), so long as Commonwealth provides written notice to Contractor of its intention to extend the Contract by letter prior to the expiration of the term of the agreement, or any extension thereof. The Commonwealth may exercise the renewal as individual year or multiple year term(s). Any renewal will be under the same terms, covenants and conditions, provided, however, that the rates under the contract may be adjusted as set forth below. 

The Commonwealth will allow the vendor to increase their prices based on increases from the Producer Price Index by Commodity: Pulp, Paper, and Allied Products: Writing and Printing Paper (WPU091301).  The current July 2023 Index is XXX.XXX.  The price increase will be effective at time of renewal. Only price increases occurring in the previous year prior to the renewal date will be considered (Example: Renewal date 11/1/20, only price increases occurring between 11/1/19-10/31/20 will be considered).  In the event of no change in the PPI or the change in unit price does not exceed 5% of the current contract price, the Commonwealth will not adjust the rates at the time of renewal.


The Commonwealth has determined that 60% of the bid price is affected by the paper pricing and subject to price increases. The Commonwealth will take the percentage increase or decrease and multiply it by 60% to come up with the increase.
	Example:
April 2023 PPI: 248.885
March 2022 PPI: 221.289

Increase in PPI: 12.5%

Current Unit Price - $100
New Price= $100 x (12.5%x60%) + 100) = $107.50

After an increase is given that will become the new base and any new increases will start with that as the current price.  The PPI used will become the new base PPI (in the example above the April 2023)
The Commonwealth will issue a change notice informing the Contractor of such changes.  No further document is required to be executed to renew the term of the contract.  




XXIV. QUESTIONS: All questions must be submitted 5 business days prior to the close of the bid.

XXV. BID/CONTRACT LIASION:  All questions regarding this IFB and subsequent Contract should be addressed to:

Dan Covell, Commodity Specialist/Contracting Officer
Department of General Services
Bureau of Procurement
555 Walnut Street, 6th Floor
Harrisburg, PA  17101
717.346.3828
dcovell@pa.gov
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