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WEST VIRGINIA DIVISION GF MOTOR VEHICLES
DMV100352

SPECIFICATIONS FOR PRIVER LICENSE RENEWALS

Forms Packaoe Make Up

1.

2

[WS]

By

L

The Drivers License Renewal Form must consist of 28% white ledger paper and
measure 8-1/2 inches wide x 14 inches long.

Form must have a full width horizontal perforation of 3 -1/2 inches from the
bottom.

Form will be folded 5 inches from the bottom and 5 Y4 inches from the top of the
form fo create the finished mail piece.

To prevent unintentional opening during mailing, any method may be used to seal
the mailer, however, mailer must be sealed on all four sides.

Form must contain PMS287 blue on the front and back (Duplex).

Forms Imaging

I.

L2

Imaging must be in black toner at 2 minimum of 360 x 300 DPI, non-magnetic ink
CCR-A extended font, size 12, laser quality and scannabie by equipment
designated by West Virginia Division of Motor Vehicles.

Imaging will be contained on both the front and back of the form (Duplex).

On a monthly basis, West Virginia Division of Motor Vehicles will SFTP the
driver license files to the vendor for data processing and imaging purposes. A
record layout of the files that will be used is attached (Attachment A). The files
will not be altered by the vendor unless approved by West Virginia Division of
Motor Vehicles. Data on the files will not be reproduced or sold for any purposes.
Driver License renewal .information will not be reproduced or sold for any
purpose. Security of ail information is a major component and all inventories of
pre-printed and printed mailers/renewal cards will be maintained in a secure
environment to alleviate any opportunity of fraud.

The vendor must supply evidence of back-up production facilities in a least cne
separate geographic focation from the primary production facility with the same
printing, data processing, imaging and mailing capabilities as the primary
production facility. Vendor must designate production facility and must notify
West Virginia Division of Motor Vehicles prior to any changes in the facility
location. '

(=6



TESTING AND PROOFS

2

L2

Vendor must provide each month within 10 days of receipt at least 3 data print
proofs from each class and one class showing & motorcyele endorsement from the
live production tape showing the successful reading of all live data fields. Data
print proofs may be sent electronically.

Vendor must provide within 2 working days of the monthly mailing a biue line
litho proof of both sides of the form prior w live production. Blue line litho may
be sent electronically. No changes shall be made without West Virginia Division
of Motor Vehicles approval.

Vendor must provide with their bid atf least 2 samples of driver license renewal
forms or similar types of manufacture and composition that the vendor has
produced for other states or companies. Similar samples should represent monthly
production/mailings at & volume of at a minirmum 100,000 pisces.

PROCESSING

W

The Driver License Form must be duplex variable imaged, folded, and sealed in a
single preduction manufacturing process to assure 100% matching of the finished
mail piece.

West Virginia Division of Motor Vehicles representatives shall be permitted, by
appointment, to visit the contractor’s plant before or during the time the mail
pieces are produced.

Vendor must guarantee 100% mail out.

Vendor must have a quality control plan in place.

All processing, including layout, design, data processing, litho printing, imaging,
finishing and mail sorting, must be done in the same plant/facility location. It will
be acceptable for the vendor to purchase printed supplies from a subcontractor.
West Virginia Division of Motor Vehicles must be notified in advance of any
changes in plant location.

If a mailing is not processed correctly and the problem is determined to be the
fault of the vendor, the repeat mailing and postage will be the responsibility of the
vendor.

The vendor will provide to the DMV after the monthly mailing a report detailing
number of records received, number of records printed and number of records
mailed. Number of records received, printed and mailed must be in agreement.
Numbers must agree with the monthly invoice.

DELIVERY AND MATLING

N

DMV will SFTP driver license files on or before the fifth day of the month.

All regular Driver License Renewals must be mailed by the last working day of
the month, unless that day is a holiday, in- which case the mailing will occur on
the next to the last working day of the month.

~d



The vendor must provide the DMV with Audit Verification of the quantity printed

4R hours prior to mailing, Vendor must also provide a report which must include

the number received and the number printed. If the number does not match the

DMV is to be notified immediately.

4. The vendor must mail all Driver License Renewals at the lowest possible postage
rate. [n order to ensure that the lowest possible postage rate is used, the vendor
must be a licensed user of CASS Certified Sorting software. Vendor should
provide certification of their current USPS CASS certification along with their
bid.

5. The vendor will work with the DMV to determine the most cost effective
alternative to the USPS Move Update Requirements. These may include National
Change of Address, Address Correction Regquested, and FASTforward options.
The vendor will be reimbursed for actual costs associated with Move Update
Requirements.

6. The DMV will provide the postage, but the vendor must provide a monthly report

of postage used and the remaining available balance with each invoice. It will be

the responsibility of the vendor to have at least a three-month supply of postage

available for the mailings. Additional postage money shall be requested by a

separate invoice form the vendor. The cost of postage for mail that can not be

presorted and metered is to be added to the vendor’s monthly invoice.

Ced

CHANGES TO COMPOSITION AND/OR IMAGING

The DMV changes the scheduling information contained in the renewal form almost on a
monthly basis. See biue shaded area on example provided (Attachment I3)

1. Any changes to the above specifications must be in writing and mutually agreed
on by the vendor and the DMV,

2. Changes requested by the DMV to the composition (Litho Printing) will be
reimbursed for time and materials. Changes to data processing {imaging changes
to record layout or changes to data processing) will be reimbursed for time and
materials. Both of these changes are considered a one-time charge for each
change made and must be shown as a separate line item on the invoice.

3. Any changes to the Driver License Renewal form requested by the DMV that
result in the destruction of existing inventories of stock will be reimbursed by
DMV, In the event stock destruction is required, the DMV will only reimburse
the vendor for up to a three month supply of stock.



SPECIFICATIONS FOR VEHICLE LICENSE RENEWALS

FORMS PACKAGE MAKFE UP
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1.

The Vehicle Renewal Form shall be printed on 32# white ledger paper. Sample is
attached. (Attachment C)

The ragistration renewal package shall be 11 inches long and 9 inches wide and
shall be a two part form. One part is the registration card znd the other is the
instructions. There will be a perforated line 3 inches up frem the bottom of the
form.

The registration renewal card must detach from the rest of the form at the
perforation.

The registration renewal card will be a two part form that is 9 inches long and 3
inches high; there will be a vertical perforation 3 V4 inches from the left hand
edge. The left side will be 3 inches by 3 ¥ inches, The right side of the card will
be 3 inches by 5 % inches.

Name of the vehicle owner must appear on one line.

A sample of the registration card is attached (Attachment D). Vendor must
reproduce each regisiration renewal card according to the attached file layout
{ Attachment E)

Renewal package must contain a business reply envelope that will held the 3 inch
by 9 inch registration card without folding the card. The business reply envelope
must contain a blue stripe that is 2 inches long and % inch high on both sides of
the envelope. The strip must be located in the center of the envelope on the top.
Information above the 3 inch perforation will be static laser for each monthly run.
Any changes to the above information except the reguired personal property tax
receipt dates will be authorized with a change order.

Amnually in November, the required personal property fax receipt dates will
change

The DMYV reserves the right to change the forms design and or colors.

The vendor has the option of bidding the Vehicle Registration Renewal as either a

self-mailer or an envelope carrier.

BAR CODE

1.

A barcode will be placed on the back of the owner’s portion of the vehicle
registration. The barcode will be placed in an area starting at the bottom of the
card and extending up one inch.

The barcode will be a 2-D PDF 417 and comply with “Bar Code Data Encoding
Requirements — AAMVA International Specifications — Motor Vehicle
Documents”, inciuding the data elements listed in Annex B, “Registration
Documents”. AAMVA specifications for vehicle registration bar code can be
located on the AAMVA web-site at www.aamva.org



FORMS IMAGING
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Tmaging must be in black toner (minimum 300 x 300 DPI), non-magnetic ink, and
laser quality and scannable by equipment designated by the DMV,

Imaging will be contained on both the front and back of the registration renewal
card {duplex).

On a monthly basis, the DMV will SFTP the file to the vendor for data processing
and imaging purposes, The file may not be altered unless approved by the DMV.
Data on the file will not be reproduced or sold for any purpese. Security of all
information is a major component and &il inventories of pre-printed and printed
mailers/registration cards must be maintained in secure environment to alleviate
any opportunity of fraud,

Vendor must be able to image OCR-A font with a read rafe equal to, or greater
than 99.5%. Scan line must be readable on a Unisys NDP500 Remittance
processor, OCR Reader.

Vendor must supply evidence of back up production facilities in a least one
separate geographic locations from the primary production facility with the same
printing, data processing, imaging and mailing capabilities as the primary
production facility.

TESTING AND PROOFES

!\.)

Vendor must confirm with the DMV the number of records received each month
before any work begins.

Vendor must provide a least one data print proof of each month form each
registration class and one proof from each class containing two-year registration.
Data proofs must come from the live production tape showing the successiul
reading of ai! live data fields. Data proofs may be sent electronically.

Vendor must provide a biue line litho proof of both sides of the form prior to live
production. No change wiil be made without DMV approval. Blue line litho proof
may be transmitted electronically.

When any changes to the composition of the vehicle renewal occur, the vendor
must provide at least a live production sample or an electronic production sample
no later that the 15 of the month. If any composition change affects the scan line
the vendor must provide at least 50 live production samples containing the scan
line for reading on DMV designated scanning equipment. Prior to the initial
mailing the vendor will provide 250 live production cards containing the scan line
to be read on DMV designated scanning equipment.

Vendor should provide with their bid at least 2 (fwo) vehicle license renewal
forms produced for other states or similar samples of this type of manufacture and
composition produced for other states or companies. Samples should represent
ménthly production/ mailings at a volume of a minimum of 100,000 pieces.

Any changes to the composition and/or design must be approved by DMV.

10



PROCESSING
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Lad

DMV representatives shall be permitted, by appointment, to visit the vendor’s
plant/facility before or during the time the mail pieces are produced.

Vendor must guarantee 100% mail cut. Proof of a quality control plan to ensure
quality control procedures are in place and followed shall be provided with the
bid responge,

All processing, including layout, design, data processing, litho printing, imaging,
finishing and mail sorting, must be done in the same plant/facility location. It will
be acceptable for the vendor to purchase printed supplies from a subcontracior
which will include envelopes and blank stock. West Virginia Division of Motor
Vehicles must be notified in advance of any changes in plant location.

The vendor will provide to the DMV after the monthly mailing a repert detailing
number of records received, number of records printed and number of records
mailed. Number of records received, printed ‘and number mailed must be in
agreement. Numbers must agree with the monthly invoice.

If mailing i3 not processad correctly and the problem is determined to be the fault
of the vendor, the repeat mailing and postage will be the responsibility of the
vendor, or, the cost shall be reimbursed to the DMV for manually updating the
records,

DELIVERY AND MATLING

2

‘The DMV will provide live production tapes on or before the fifth day of the
month.,

All monthly renewals will be mailed by the last working day of the month,
unless that day is a holiday, in which case the mailing will occur on the next
to last day of the month. EXAMPLE: If the renewal is for the month of
March, the mailing would have to be mailed out to the customer at the end of
Januvary. This allows the customer nearly a month to process their renewal

with the DMV.
The vendor must mail all forms at the lowest possible postage rate. In order to

ensure that the lowest possible postage rate is used, the vendor must be a -

licenses user of CASS Certified Sorting software, and must provide their
current USPS CASS certification along with the bid.

Upon award of the contract the vendor will work with the DMV to determine
the most effective alternative to the USPS Move Update Requirements. This
may include National Change of Address Service, Address Correction
Requested, and FASTForward options. The vendor will be reimbursed for
actual additional costs associated with Move Update Requirements. Vendor
will not be permitted to change the address on the registration renewal card.
The DMV will provide the postage but the vendor must provide a monthly
report of postage used and remaining available balance with each invoice. It
will be the responsibility of the vendor to have at a minimum of a (3) three-
month supply of postage available for the mailings. Additional postage money
shall be requested by a separate invoice from the vendor. The cost of postage

T



for mail that can not e presorted and metered i3 to be added to the vendor’s
monthly inveice.

PROJECT MANAGEMENT"

1.

The vendor must assign a full-time project manager in the production facility to
handle all aspects of the project on a daily basis, Vendor must provide 2 detailed
explanation of a project management structure along with the bid.

DMV shall be notified immediately if there are any changes to project personnel
or changes to project management structure.

CHANGES TO COMPOSITION ANDVOR IMAGING

N

[Wh)

The DMV periodically changes the design of artwork on the envelope in addition
to the renewal form itself. Any changes to the above specifications must be in
writing and mutually agreed on by the vendor and the DMV.

Changes requested by the DMV to the compesition will be reimbursed at an
hourly rate. Changes to data processing (imaging changes to record layout or
changes to data processing) will be reimbursed at an hourly rate. Both of these
changes are considered a one-time charge for each change made and are to be
charged as a separate line item on the invoice.

Any changes to the renewal form or mailer requested by the DMV that results in
the destruction of existing inventories of stock will be reimbursed. In the event
stock destruction is required, the DMV will only pay for up to three month supply
of stock.

MOVE UPDATE

L

DMV is asking in this RFQ for the vendor to compare vehicle customer data base
files to the USPS NCOA Move update or equivalent software. The vendor must
determine using the vehicle file information and the NCOA or equivalent
software those customers whose address has changed. The successful vendor will
provide the DMV with a list of those addresses that have changed and using that
list the vendor will print and mail a postcard to the DMV customers.

An electronic file containing approximately 95,000 to 120,000 records will be
sent monthly to the vendor’s secure SFTP site. The division estimates that 1.4
million records will be processed per year. The file is a sequential file and will
consist of the vehicle owners name, address, city, state, zip code and title number
of the vehicle. Data an the files will not be reproduced or sold for any purposes.
The change of address mailing data files will be sent to the vendor 90 days before
the vehicie license file is sent to the vendor for data processing and imaging
purposes. '

The successful vendor will send an electronic report each month of the new
addresses. The report will contain the name, street address, city, state, zip code
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and vehicle title number. The vendor will also submit a second report of the
number of post cards printed and mailed. The number of post cards mailed and
printed will be equal to the number of changes on the report.

The vendor will print and mail for the DMV a posteard to ithe customer’s new
address, A postcard sample is attached (Attachment F). Specifications for the
postcard shall be:

SIZE  -8%” X 12” CUT SHEET
PAPER — WHITE 80# UNCOATED SMOCOTH COVER
PRINTS-BLACK & RED PMS 185 on face/black on black, no ble
(laser friendly inks are a must)

PERF — 127 long, 4 ¥4” from edge (fold perf first, tear off the)
QUNATITY-20,000 SHEETS YIELD 40,000 POST CARDS
847 X 127 SHEETS ARE DUPLEX LASER IMAGED
SHEETS ARE FOLDED TO 4 4 X 127, FUGITIVE GLUE SEALED,

AND CENTER TRIMMED TO A FINISHED SIZE OF

47X 6" -

The vendor must mail all posteards at the lowest possible postage rate. The cost of
postage to mail the postecards and number of posteards mailed must appear on the
monthly invoice on a separate line.

Vendor will not change any address on the DMV file.

8. Vendor will return the file immediately after checking the address changes to the

DOT secure web site. Web site address will be given to the vendor upen award.



PRICING SHEET

DRIVER LICENSE RENEWALS: (pricing should be based on an estimat ted anmug]
quantity of 372,000 iiles)

ITEM ANNUAL COST TOTAL
ESTIMATE COST

—t

. Cost per thousand produced 372,000 FILES f2L. 84 M fZﬁLL___S’ g
. Hourly cost for composition changes 40 HRS [00.00 HR jgﬁ@a’.o_o

. Howrly cost for data processing changes 40 HRS f15.00 HR 400

2

(W

VEHICLE LICENSE RENEWALS (pricing sheuld be based on en estimated annual
quaniity of 1,400,000 files)

1. Cost per thousand produced 1,400,000 FILES [20.[2. M Zﬂ_grgj_&b

2. Hourly cost for composition changes 40 HRS /00. 66 HR M
3. Hourly cost for data processing changes 40 HRS Jis. 06 HR £0p. 04

CHANGE GF ADDRESS (pricing should be based on an estimated annual quantity of
1,250,000 records checked and 2000 post cards mailed)
(tso/n

1. Cost per record sent through NCOA 1,250,000 FILES Oalr o/s "~  EA 44@4
). Printing, imaging, mailing of Post Cards 2,000 CARDS ﬂ:_EA i& 6
Igp

TOTAL 144 006.%%

Cost to Destroy Stock-Driver License Renewals -3months supply S §/M
Cost to Destroy Stock-Vehicle Renewals— 3 month supply g

NOTE: should it become necessary to destroy stock, DMV will reimburse for up to 3
months of stock only.
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DRIVER LICENSE RENEWALS: (pricing should be based on an estimated annual
guantity of 372,000 files

PRICING SHEET

1. Cost per thousand produced / /M

1~

. Cost for FASTForward Service / M

3. Hourly cost for compesition changes /M
4. Hourly cost for data processing changes M
5 /M

. Cost for destroying stoct

should be based on an estimated annual

VEHICLE LICENSE RENEWALS {(pricing
quantity of 1,400,000 files

1. Cost per thousand produced /M
2. Cost for FASTForward service M
3. Howurly cost for composition changes, /M
4. Hourly cost for data processing cl ™M
5. Cost for destroying stock Y\ /M

CHANGE OF ADDRESS (prigIng should be based on an\(as\nttated annual
quantity of 1,250,000 records checked and 2000 post cards mailed

1. Cost per record sent through NCOA | /E
2. Printing, imaging, mailing of Post Cards
And Electronic Reporting /E

15
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repewlay

monthly vehicle rRegistration Rznewal Layout

01 REG-LINEQL.

05

LINEQL-TWO-UP
10 FILLER

15 RG-EXYY-1
10 FILLER
10 REG-CLASS-1
10 FILLER
10 REG-AREA-1
10 FILLER

10 REG-LITERAL
10 FILLER

10 CONST-LITERAL
10 FILLER

01 REG-LINED2.

05

L INEQZ-TWO-UP
10 FILLER

10 CONST-LITERAL-TWO

10 DATE-LITERAL.
15 FILLER

10 DATE-FILLER.
15 REG-RENW-CODE
15 FILLER

" 15 REG-TITLE-DATE-I.

ATTACHMENT E

PTC X(01).
PIC X{D01).

PIC X(02). ]

PIC X(10).

PIC X(09).

PIC X(2L).

PEC X(21).

OCCURS 2 TIMES.

20 PR-ORGTITMO-1

20 PR-ORGTITDY-1
20 PR-ORGTITYR-1L

20 FILLER

.10 DATE-FILLERZ.

15 REG-EXDATEZ.
20 RG-EXMHI-2

20 FILLER

P:C-X(Ol).
PIC X(21).
PIC X(09).
PIC X(01).
PTIC X(023.
pIC X(02).
PIC X{(02).
PIC X(0Z).
pIC X(023.
PIC XX.
PIC X.



15 REG-RENW-CODEL

5 FILLER

| ]

10 REG-CNT.
15 REG-LIC-SERVE

15 FILLER

01 REG-LINEOR.
05 LINEQ3-TWD-UP

1C

.10
10

10
10

FILLER

REG-LICENSE-NO-Z
FILLER

REG-AREA-2

FILLER

01 REG-LINEDA.
G5 LINED4-TwWO-UP
10 FILLER

10 RFG-DAMAGE-LIT-1
10 FILLER

01 REG-LINEDS.
05 LINEQOS-TWO-UP
10 FILLER '

10 REG-VIN~1
10 FILLER

10 REG-DPSCAN-DATA.
15 REG-OP-CILASS
15 REG-OP-TITLE
15 REG-OP-LICENSE
15 REG-0OP-YR

15 REG-OP-AMT
10 FILLER

01 REG-LINED?Y.
05 LINED7-TWG-UP

FIC
PIC
FIC
PIC
PIC ¥(8&)
PIC
PIC X
DTC
PIC x(4),
PIC
OCCURS 2 TIMES.
pIC X(1RY.
PIC X(B).
PIC X(05).
prc x{01).
PIC X{47).
OCCURS 2 TIMES.
PIC x({01).
PIC X(19)..
: PIC x(53).
OCCURS 2 TIMES.
PIC X(8),
PIC X(20).
Prc X(3).
PTC XXX.
pIC X(75. -
pIC X(103. .
_ PIC X(4),
- PIC 9999609,
PIC X(15).

OCCURS Z2 TIMES.

bl

>



oL

10 FILLER
10 REG-MAKE-2
10 . FILLER

10 FILLER

10 REG-WEIGHT-2
10 FILLER

10 REG-TITLE-2

10 FILLER
10 REG-DAMAGE-LTT-2
REG-LINEDR.
05 1LINEDEB-Two-up
10 FILLEER

10 REG-BODY-1
10 FTLLER
10 FILLER

10 REG-LIC-SERVI
10 FILLER

10 REG-TITLE-DATE-?.
15 PR-ORGTITMO-7Z
15 FILLER -

15 PR-ORGTITDY-2
15 FILLER

15 PR~ORGTITYR-2
10 FILLER '

10 REG-BODY-2
10 FILLER
10 FILLER
10 REG-VIN-2

10 FILLER

PIC X(01).

PIC x(19).

DCCURS 2 TIMES.
- PIC X.

PIC XX.
PIC X(7).
PIC X(3).
PIC X (4). :
‘ PTC X(3).
PIC XX.
PIC X.

PIC XX.
PTC X.

PIC XX.
PIC XXX.

PIC XX.
PIC X(7).
PIC Xx(4).

PIC x(20).
CPIC X(15).

24
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01

01

01

REG-LINEDS,
05  LINEOS-Two-UP
10 FTLLER
0 REG-NAME-1
G-REYPHEN-1
LLER

i1

REG-LINELD,
05 LINEIO-TwO-uUPp
10 FILLER

10 REG-NAME-1-CONT
10 FILLER

10 REG-NAME-2-CONT
10 FILLER
REG-LINELZR,
05 LINEIl-TwWO-Up
10 FILLER

10 REG-ADDRESS-1
10 FILLER

10 REG-ADDRESS-2
10 FILLER

REG-LINE1Z.
05 LINELZ2-TWO-UP
10 FILLER
10 REG-CITY-1
10 FILLER
10 REG-CNTY-1
10 FILLER
10 REG-CTTY-2
10 FILLER
10 REG-CNTY-2

10 FILLER

REG-LINEI3.

05 LINEI3-Two-up
10 FILLER

10 REG-STATE-1
10 FILLER

10 REG-ZIP-1

renaw’lay

CCCURS 2 TIMES.
PIC

><

OCCURS 2 TIMES.
PI

s

PIC X(28).

PIC XXXX.

M

PIC X(26).

PIC X(22).

OCCURS 2 TIMES,

PIC X(01).
PIC X(20).
PIC X(02)-.
PIC X(04).
PIC X(04).
PIC X(20).
PIC X(02).
PIC X(04).
PIC X(22).

OCCURS 2 TIMES.

PIC X(13).
PTIC X(02).
PIC X(02).
PIC X(05).



10 REG-ZIP-DASH-1
10 REG-ZIP-FOUR-I
10 FILLER

10 REG-ZIP-DASH-2
10 REG-ZIP-FOUR-2
10 FILLER
REG-LINELL.
0%  LINEI4-Two-Up
10 FILLER
10 MESSAGE-LITERAL
10 FILILER
10 REG-LIC-SERYZ
10 EILLER
REG-LINELS,

05 LINELS-Two-up
10 FILE-DATE-LITERAL.
15 FILLER
15 ETLE-DATE-LTT
TRAILER-FILE-~DATE

REG-FEE-L.ITERAL.
Z0 RECORD-1.ITERAL

15
i5
20 TOTAL-REC-COUNT
10 REG-FEE
10 FILLER
10 REG-SEQ-NO

10 FILLER

5l
m
>¢
I
|~
w
w

5]
[

OCCURS 2 TIMES.
PIC x(01).
PIC X(22).
PIC X(D8).
PIC X(10).
PIC X(iD).
PIC §%,$59.93.
PIC X(4).
PIC X(E).
PIC X(8).



State of West Virginia - Request for oo S SRR i
Department of Administration Quotation DMV100352 1
Purchasing Division ,

2019 Washington Sireet East '
Post Office Box 50130
Charleston, WV 25305-0130

RANK WHITTAKER
804-558-2316

R¥Q COPY
TYPE NAME/ADDRESS HERE

OORE WILLaE. Lhertt fuoei
Jo1 Chrrusp. Pr—Sosie 307

Woktyemwe, Wi/ 2SS2L

(DIVISION OF MOTOR VEHICLES

1317 HANSFORD STREET
CHARLESTON, WV '
25311 ' 558-0002

_D7/15/2010 Arer 30 Do XS

kkkkEEkkkxhkkphrkipx ADDENDUM NO, 1 ***frdddhdkdhdkhdrdkdk

THIS ADDENDUM IS {SSUED TO PROVIDE THE|ATTACHED
MANDATORY PRE-BID| SIGN|IN SHEET, TECHNICAL
DUESTIONS AND ANSWERS.

FEkkkkkkkhxdkfrkkvf END| ADDENDUM NO. 1 *rkhkdkdkdkdhhhbdhs

D001 LS b66-30
1
PRINTING AND|MAILING SERVICES

deer o4 757-L( 7 3 21 /e

e o Acconsr P00 |16 0331490 | ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATICN (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be made in the best interest of the State of West Virginia.

2. The State may accept or reject in part, or in whaole, any bid.

3. Prior o any award, the apparent successful vendor must be properly registered with the Purchasing Division
and have paid the required $125 fee.

4. All services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
termm of the Purchase Order/Contracts, contingent upon funds being appropriated by the Legislature or otherwise
being made available. In the event funds are not appropriated or otherwise availabls for these services or goods
this Purchase Order/Contract becomes void and of no effect after June 30,

5. Payment may only be made after the delivery and acceptance of gaads or services.

6. Interest may be paid for late payment in accordance with the West Virginia Code.

7. Vendor preference will be granted upon written request in accordance with the West Virginia Code.

8. The State of Wast Virginia is exempt from federal and state taxes and will not pay or reimburse such taxes.

9. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written nofice to the seller,

10. The laws of the State of West Virginia and the Legisfative Rules of the Purchasing Division shall govern the
purchasing process.

11. Any reference to autematic renewal is hereby deleted. The Contract may be ranewed only upon muiual writien
agreement of the parties.

12. BANKRUPTCY: In the event the vendolcontractor files' for bankruplcy protection, the State may deem
this contract nuli and void, and terminate such contract without further order.

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The Wast Virginia State Government HIPAA Business Associate
Addendum (BAA}, approved by the Attorney General, is available online at www.state.wv.us/admin/purchasefvre/hlpaa,htm
and is hereby made part of the agresment. Provided that the Agency meets the definition of a Cover Enfity
(45 CFR §160.103) and will be disclosihg Protected Health Information {45 CFR §180.103) to the vendor.

14. CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone, directly or indirectly, any such
personally identifiable Information or other confidential information gained from the agency, unless the individual who is
the subject of the information consents fo the disclosure in writing or the disclosure is made pursuant fo the agency's
policies, procedures, and rules. Vendor further agrees fo comply with the Confidentiality Policies and Information
Security Accountability Requirements, set forth in http/Awvww state wv.us/admin/purchase/privacy/notice Confidentiality.pdf.

15. LICENSING: Vendors must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the West Virginia Secretary
of State's Cffice, the West Virginia Tax Department, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases fto obtain information to enable the director or spending unit to
verify that the vendor is licensed and in good standing with the above entities.

16. ANTITRUST: In submitting 2 bid to any agency for the State of West Virginia, the bidder offers and agrees that
if the bid is accepted the bidder will convey, sell, assign or transfer to the State of West Virginia ail rights, title and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and the State of
Wast Virginia for price fixing and/or unreasonable restraints of frade relating to the particular commodities or services
purchased or acquired by the State of Wast Virginia. Such assignment shall be made and become effective at the time the
purchasing agehcy tenders the initial payment to the bidder.

I certify that this bid is made without prior understanding, agreement, or conhection with any corporation, firm, limited
liability company, partnership, or person or entity submiting a bid for the same materal, supplies, equipment or
services and is in all respects fair and without collusion or Fraud. 1 further certify that | am authorized to sign
the certification on behalf of the bidder or this bid.

INSTRUCTIONS TO BIDDERS
1. Use the quotation forms provided by the Purchasing Division. Complete all sections of the quotation form.

2. items offered must be in compliance with the specifications. Any deviation from the specifications must be clearly
indicated by the bidder. Alternates offered by the bidder as EQUAL to the specificaions must be clearly
defined. A bidder offering an altenate should attach complele specifications and literature to the bid. The
Purchasing Division may waive minor deviations to specifications.

3. Unit prices shall prevail in case of discrapancy. - All quotations are considered F.O.B. destinafion unless altemate
shipping terms are cleatly identified in the quotation. '
4. All quotations must be defivered by the bidder to the office listed below prior to the date and time of the bid
opening. Failure of the bidder to deliver the quoations on time will result in bid disqualifications: Department.of
Administration, Purchasing Division, 2018 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130

§, Communication during the solicitation, bid, evalUation or award petiods, except through the Purchasing Division,
is sirictly prohibited (W.Va, C.5.R. §148-1-6.6). ’ : '
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DMV100352- West Virginia Division of Motor Vehicles

Questions/Answers

1. Pg.- Testing and Proofs-Why does DMV need to see a Blue Line form proof of the DLR form each
month prior to live production? Wouldn't a Blue Line Proof prior to each re-order of DLR
pre-printed shelfs be sufficient? The form will not change between reorders.

ANSWER: Biue Line Proof will be required at the initiat set-up only

2. What scanners are being used to read the PDF 417 Bar Code?

ANSWER: Various scanners are available, specifications required are located on the AAMVA web-site-
see AAMVA . org

3. Can you provide the mapping documentation for the data elements in the POF 417 Bar Code?
ANSWER: See AAMVAorg web-site for mapping documentation

4. Pg. 14 & 15 Pricing Sheets. The two pricing sheets appear to be very similar. Why are there two
_ sheets and can one sheet be eliminated?

ANSWER: Eliminate page 15, page 14 is the cormect pricing page

5. Pg. 14, why is it listed as 40 hirs for composition changes and 40 hrs for data processing changes?
On page 15 the same question asks for the amount to be expressed on a /M basis.

ANSWER: page 14 is correct
é‘.\ferify the annual quantity of postcards mailed for the MOVE update as 2,000 annually.
ANSWER: Estimate of 2000 postcards mailed is correct

7. Pg 12, MOVE UPDATE, #2 estimates 1.4 million records per year, the pricing page lists 1.26 million.
which is correct?

ANSWER: 125 million is correct

8. A continuous 9 x 12, 2up, sample is in the packet. This item is not identified in the sample
or in the RFQ. What does the sample represent?

ANSWER: Sample does not apply to the RFQ, please disregard

9:. Pg 9 - Vehicle License Renewal refers to the form as "two-part”. Does this refer to the plece
creating two parts or accomplishing two tasks?

ANSWER: Refers to the task, not the piece.
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Please see the attached documentation that is requested in this RFQ DMV100352
CASS Certificate

Project Management

Back up/Business Resumption Plan

Summary of Quality Controls



'CASS™ Quality Certification

for
Address Matching Software

This certified software performs the following functions:

ZIP + 4 Delivery Point Code Five-Digit Carrier Route
RDI™ Suite" ™™ eLOT™ DpPV™ LACS"™™

MANUFACTURER

PITNEY BOWES SOFTWARE INC

CODE-1 PLUS (3.04)

Configuration: MMM
Platform: MAINFRAME

This certificate is valid 042009 thru 07312010 for the following areas:

NATIONAL PROCESSING

Fz.#mc@ﬁmw w\ M\ §
POSTAL SERVICE. § LA

Manager
- Address Management
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PROJECT MANAGEMENT

Our approach to project management is streamlined and will promote ease of doing business between West
Virginia DMV and Moore Wallace BCS. In addition to your sales team, specialized project teams manage
most project functions that are normally handled in-house. These cross-functional teams provide a cohesive
and thorough approach to all projects and can handle many of the distracting tasks that interrupt the flow of
normal daily responsibilities.

A Project Manager will be assigned to the WV DMV Vehicle Renewal and Drivers License Renewal project
to understand your expectations, identify the project requirements, and develop a project plan that ensures
the project is delivered on time with flawless execution. The Project Manager heads up the team assigned
specifically to your project. He/she is responsible for planning, monitoring and controlling the project. This
includes:

8 [dentifying your needs.

§ Communications with WV DMV Staff.
§

S

Development of the project plan which includes the development, implementation and production
chedules.
§ Reviewing and securing your approval on lithographic proofs and data print proofs which test the
output of the program code.

§ Defining internal production requirements.

§ Internal production communications.

§ Monitoring and reporting on project development and implementation status.
§ Set up of the postage account.

§ Post production auditing and performance review.

§ Component inventory control,

§ Execution of changes to the project.

The Project Manager works directly with sales and key members of the facility staff during project
development and implementation.

Sales. Our sales representative reviews your business needs and brings the technical and service
capabilities of Moore Wallace BCS to address critical business communications issues. The Sales Team is



supported by project management, facility support functions, marketing, and sales and executive
management.

Project Management. The facility Project Manager provides a direct link for sales and The West Virginia
DMV to the project team and production facility. The Project Manager is a member of an overall facility
Value Added Service Team (VAS) Team dedicated to an indusiry market segment. Members of the VAS
Team are the Value Added Service Team Manager, Programming Project Leader, Project Managers,
Programmers, Composition Specialists, and project Logisticians.

Support. All of the facility resources are available to support the development and implementation of your
project. Critical roles are played by our quality systems department that assures conformance to ISO
Standards and all the production operations. In addition, we maintain an east and west coast Data Center to
process your incoming data and direct it to the production facility assigned to implement the project.

The team approach enables Moore WallaceBCS to offer West Virginia DMV maximum flexibility throughout
the life of the project. Changing needs can be addressed quickly by communicating them directly to the
project team. All processes affected by changes and enhancements are managed under one roof in a timely
and efficient manner. With this proven approach, flexibility to improve and make changes is simple and
enables our Logan Facility to adapt proactively to your changing needs and environment.

Project Management Team

The project team for your project will include the following individuals. Names and phone numbers will be
supplied upon implementation of this project.

Our Field Sales Team wili consist of:

§ Senior Sales Representative-Frovides Moore Wallace BCS solutions to new and current clients
§ Account Manager— Primary responsibility is to manage and develop relationships within
assigned accounts and to ensure client satisfaction.

§ Regional Vice President—Establishes direction, builds commitment, and develops accurate and

timely sales forecasts based on in-depth market analysis and a thorough understanding of client needs.
Qur facility project team will be comprised of:

Value Added Services (VAS) Team Manager—General management of team resources.
Senior Project Manager—New project development, project management resources.
Project Managers—General management of specific projects.

Programming Project Leader—New data development, programmer resources.
Programmers—Program development of specific projects.
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§ Composers—Composition of needed artwork and preprinted components.

§ Logisticians—Pricing, inventory, invoicing.

Project management is a critical piece of a business communication project. West Virginia DMV will receive
insight and support from a dedicated as well as knowledgeable and experienced team. Because this type of
expertise is so critical to the completion of a successful project, Moore Wallace BCS assigns each project
an industry specific Value Added Services (VAS) Team from the facility. The VAS Team members have
extensive industry experience and will come fo understand the West Virginia DMV's expectations as well as
ensuring that they are met.

Implementation

Design, development, and implementation of your project are a critical competency of Moore Wallace BCS.
Our best practices, developed over thousands of projects, are applied to ensure your complete satisfaction.
Program development and testing will be completed prior to the first live run. The project design,
development, and implementation life cycle follows seven basic steps:

Statement of Work (SOW)

Contract

Project plan and timeline
Application design and development
Testing and proofing

Client approval

Live production

L O CON LO LOD L0 LoD

We start with a thorough understanding of your expectations and project specifications and define them ina
SOW. Project design and development begins after project specifications are defined and West Virginia
DMV and Moore Wallace BCS approve terms of agreement.

The construction of each program includes a rigorous test plan to ensure that all program elements and the
overall system performs to design specifications. Test data is used to generate a data print proof which is
reviewed and approved by our Project Managers and WV DMV's subject matter experts. The same care is
taken to produce the printed paper components. Lithographic proofs are created to verify the accuracy of
design elements, logos, fonts, and color reproduction. The project migrates to live production once the
proofs are approved by West Virginia DMV.

An automated inventory system is monitored regularly to ensure that an adequate supply of each
component is maintained in inventory. individual documents are tracked by a unigue control number. Audit
reports are used to monitor the production and ensure quick recovery of documents which may be damaged
during production. Postage reconciliation reports are available to manage postage usage and remittances.



In summary, Moore Wallace BCS offers total project control and flexibility to give West Virginia DMV as
much or as little involvement as desired. While you focus your attention on other critical responsibilities, you
can be assured that we will remain in controt of your business communication project.
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The Primary Facility for WV DMV production is:

Moore Wallace/RR Donnelley BCS
630 West 1000 North
Logan, Utah 84321

The Back up Facility for Logan 1s:
Moore Wallace/RR Donnelley BCS

1 Poplar Ave
Thurmont, MD 21788
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BCS Business Continuity Plan

Business Communication Services
Disaster Recovery / Business Resumption Statement

To any business, a disaster is any unplanned, extended loss of one or more critical business
function(s) due to the lack of computer processing, and/or manufacturing capabilities for an
extended period of time. In the past, many companies have considered this time frame to be
48 hours. There are two basic methods for dealing with a disaster. The first is to “harden” the
site thereby reducing the possibility of a disaster. Most disasters start out small and cascade
into a major problem. By preventing the small problems or resolving them before they have a
chance to escalate, the chance for major disasters is reduced. The second method is to have a
Disaster Recovery Plan for the data center and Business Resumption Plans for the
manufacturing and administrative functions. These plans assist the employees in getting the
business operational after a disaster.

Reducing the possibility of a Disaster (Harden the Site)

BCS maintains an ongoing effort to harden each facility against business interruption. The
quantity of equipment employed at our facilities is extensive and diverse, involving both
proprietary and commercial electronic printing and finishing systems. Each BCS facility has
highly trained technical support staff available around the clock to solve any mechanical or
electronic malfunction. A large spare parts inventory is maintained on-site for immediate access.
Service contracts with Océ and Xerox have been negotiated that include telephone response
time within 30 minutes and on-site technical representation within two hours for any
mechanical or electrical malfunctions.

IBM has 24 x 7 coverage. IBM's response time is immediate for telephone contact and two
hours on-site for a top level severity problem. The escalation procedures are internal as well as
external. Internal escalation goes through each of the facility management team and up
through the Vice President of Information Systems. External escalation is through the regional
IBM teams and escalates through the duty manager from the support centers through the
regional VP’s assigned to the accounts.

Proprietary and commercial electronic printing systems are driven by standalone data systems
instead of channel attached to a mainframe computer. Therefore, the electronic printers at each
site are not coexistent on the mainframe. Additionally, our proprietary electronic printing
systems are used at Moore Wallace facilities worldwide.



Commercial inserting systems from Pitney Bowes, Bell & Howell, and Gunther are used. The
Pitney Bowes equipment is maintained by on-site service representatives from Pitney Bowes, as
well as our own technical support staff. The Bell & Howell equipment is maintained by our own
technical support staff. The Gunther equipment is supported by Moore Wallace employees that
have received technician certification from Gunther and are available to provide 24-hour
coverage for repairs. Service contracts with each company include telephone response time
within 30 minutes and on-site technical representation within two hours. Finally, a spare parts
inventory is maintained within each facility for immediate on-site access.

Each site has been evaluated with respect for patential Natural Disasters. Each site has
implemented appropriate preparations to minimize the effect of these disasters. Earthquake
resistant construction, fire extinguishing systems and other prevention measures have been
implemented to minimize the damage to infrastructure, equipment and other resources at each
facility. Backup electrical generators as well as feeds from multiple power grids are in place at
the production sites.

Approximately 20% of each facility's statement volume is shared statement processing. In the
event of a temporary business disruption at one of the Moore Wallace facilities, this statement
volume can be shifted to other facilities in a few hours minimizing the recovery time required
for the affected facility.

Disaster Recovery Plan and Business Resumption Plan

The plan consists of a description of the disaster recovery process and their related phases
including the disaster alert process, damage assessment, declaration, disaster recovery
management and communications, provisions for alternate site personnel, and home site
restoration. The Disaster Recovery Plan addresses all aspects of recovery including data,
software, hardware, and communications. BCS tests the plan for completeness and accuracy.

The plan identifies the members and responsibilities of each recovery team. The recovery teams
include:

- Recovery Team Leader

- Hot Site Team

- Human Resources Team

- Facility Administration Team

- Client Services Team

- Recovery Manufacturing Team

- Site Restoration/Construction Team

The plan includes the mainframe technical recovery, client services recovery, and manufacturing
recovery. It also includes an inventory of our Data Center hardware and software, production
equipment, and the minimum acceptable recovery configuration of PCs, telephones, desks,
chairs, tables, etc. The plan lists all hardware and software vendor contacts, local utility
contacts, local movers, local construction contractors, manufacturing equipment vendor
contacts, and equipment recovery specialists. Each facility tests and revises the plan as needed.



Moore Wallace Business Communication Services (BCS) has multiple data centers, each with its
own comprehensive Disaster Recovery Plan to support its backup and recovery, The two
primary data centers, Logan Utah and Thurmont Maryland have the capability of completely
backing up each other. Tape backups are created on a daily basis and stored at remote data
storage facilities and are maintained to enable complete recovery. The Disaster Recovery Plans
ensure data processing will continue to function in case of any disaster, natural or otherwise,
that would prevent processing at the principle site. The plans consist of a description of the
disaster recovery process and their related phases including the disaster alert process, damage
assessment, declaration, disaster recovery management and communications, provisions for
alternate site personnel, and home site restoration. Semi-annually tests are performed to
ensure completeness and accuracy.

Logan has an IBM 2066-001 running the 0S/390 operating system and an IBM 2066-001
running the Z/0S.e operating system. Each of these systems has 192 MIPS (speed and capacity
rating metric) with 173 MIPS available for batch processing. The total batch availability is 346
MIPS. Thurmont is retaining, through early 2005, is existing 9672-R45 (208 MIPS) running the
0S/390 operating system. Thurmont is running version 2.10 of that system. In addition,
Thurmont has a supplemental z800-2066-002 running Z/0S.e (350 available MIPS with 284
batch available MIPS). Thurmont’s combined capacity is 558 available MIPS or 492 batch
available MIPS.

In the event that Moore Wallace BCS did experience a disaster and lose a Data Center, our IBM
2066-001 machines are all capable of being upgraded by IBM through remote access within a
matter of hours. Each 2066 comes delivered with four processors. The 2066-001 only uses one
processor. A single 2066 could be upgraded to a 2066-004 rated at 636 MIPS and yielding 572
MIPS available for batch processing. The capability to expand a machine with 173 available
MIPS to 572 provides for an incremental potential of 399 MIPS. Within two to four hours, either
Data Center can be upgraded to a processing capacity level that exceeds our total planned
capacity.

The data storage capacity in each of the primary processing locations, Logan Utah and
Thurmont Maryland, is managed with Enterprise class storage systems. Logan has an EMC
Symetrics, 8830 with 7.8 TB usable and can upgrage that to 23 TB within a 48 hour period to
accommodate an increased load requirement, depending on available inventory. Thurmont has
a Hitachi 9980 with 3.8 TB expandable, depending on availability of drives, to full 118 TB to
accommodate an increase in load requirement. On demand capacity for each of these sites is
currently being studied to have the flexibility of capacity increases as required by the systems.

The Moore Wallace Mississauga facility exercises its Disaster Recovery Plan (DRP) procedures at
a minimum twice per year. The objective of these tests is to ensure that the formalized DRP
plans for the core IT computing infrastructures will be restored at the IBM site, in addition to
verifying our DRP readiness. Clientele, who have contracted to Moore Wallce for such DRP
services, will also be tested on a rotation basis against the customer specific DRP procedures.

The Moore Wallace BCS Canada Disaster Recovery Plan is designed to create a state of
readiness that will provide an immediate response to a disaster occurrence at the Mississauga
facility. The overall recovery objective of the plan is to restore critical functions within 24-48



hours of a disaster occurrence at the Mississauga facility. Service level guarantees are
negotiated on an individual customer basis.

The Disaster Recovery Plans address a worst case scenario involving loss of the facility, loss of
access to the facility and is also adaptable to lessor disasters. Included within the scope of the
plan are mainframe, peripheral equipment such as disk, printers and tape drive, voice and data
communications, essential record recovery and all data processing applications. These
functions will be managed, in the event of a disaster, by a disaster management team. This
team is also responsible for activating the Control Centre, activating all recovery teams, backup-
processing arrangements, and for carrying out the appropriate notification. The complete DRP
spans numerous binders of procedures and information.

Despite the precautions BCS takes and any preventive measures implemented, events may
occur that will preclude the usage of part or all of a manufacturing facility and/or administrative
office. The multiplicity of manufacturing systems, at geographically dispersed manufacturing
sites, provides alternate manufacturing abilities. BCS has 4 major print centers and 10 regional
print centers. BCS provides duplicate manufacturing capabilities to handle printing, imaging,
and inserting of print to mail. In case of a disaster, BCS can move manufacturing from the
effected facility to the other facilities. Capabilities not duplicated between facilities would be
temporally outsourced until replacement equipment was installed. BCS maintains Business
Resumption Plans for the manufacturing facilities and administration offices to assist in the
recovery from a disaster. To reflect manufacturing changes and advances in technologies, BCS
maintains an ongoing process of updating the Business Resumption Plan.

The current EDN ({Electronic Delivery Network) offering within the BCS organization is
strengthening and enhancing the organization’s ability to deal with business continuity and
disaster recovery logistics. The EDN network is a fully meshed architecture that allows
connectivity from any location to any location within the BCS production sites. An additional
component to the EDN innovation is the ability to move print jobs from site to site, using the
internal networking capacity, creating a distributed print environment without significant impact
to the functionality of the print jobs. This creates a condition where BCS can leverage all of it's
print fleet at any given point in time to maximize available capacity and to meet disaster
recovery demands.

The EDN offering adds the ability for all of the BCS sites to share, in real time, résources and
production relevant information creating an environment where many ]ObS have the ability to
print anywhere within the BCS organization at anytime.

Our Disaster Recovery Plan provides the guidelines and information necessary to recover from a
disaster at any of our sites. Due to heightened security and legal issues, Moore Wallace BCS
does not allow outside parties (except auditors hired by Moore Wallace BCS) to review our
Business Continuity/Disaster Recovery Plans. These plans contain information that is considered
confidential and cannot be distributed to our clients.

The Disaster Recovery Overview and Table of Contents are included to provide clients with an
overview of the Moore Wallace Business Communication Services Business Continuity Plans.
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Summary of Logan's quality controls.
Pre Production Review

Quality controls are designed into the project from the initial development stages. Before
a project is accepted by the facility it is reviewed in an Incoming Business Review
Comrittee (IBRC) meeting/ The IBRC consists of department managers and supervisors
for all areas of the facility including programming, project management and production.
The project is reviewed to insure the facility has the capabilities to meet the customer
expectations. The IBRC reviews the design of the document, volumes and SLA
requirements. Suggestions to improve manufacturability, quality and efficiency are
discussed. Quality requirements and potential issues are discussed and all information is
documented in an IBRC database.

Quality Controls Designed into the Project

Once the project is approved, the project management group holds a kick off meeting
with the development team to discuss the final project specifications. Development
timelines and requirements are discussed. All projects are required to have quality
elements programmed into the project. At a minimum these quality elements include a
control line, barcode, quality records, and production reports.

Control Line

The control line consists of a unique package number, postal weight, postage cost, postal
sort information, job number, unique sheet sequence number and inserts codes. Other
information can be appended to the control line. This main control line is printed above
the address for each package. Once the package is inserted this control line will be
visible through the envelope window. A secondary control line with the package
number, job number and sequence number is printed in the margin on each sheet of the
package.

Barcode

A 3 of 9 or 2 D barcode is printed on each sheet of a2 mechanically inserted document.
This barcode provides sequence and package integrity at the inserter. The 3 of 9 is one of
the most accurate and secure barcodes. Any page out of order, duplicated or missing will
be detected. The barcode also allows for selectable inserting.



Quality Records

Quality records are embedded into the production run to provide ongoing quality
verification without damaging or compromising live documents. Quality documents are
placed at the beginning of each job and usually placed every 500th document in a
production run. This can be adjusted to match the size of the project. The quality records
are checked for multiple quality criteria and then maintained as a record in the event any
questions arise after the job has mailed.

Production Reports
Production reports provide operations with detailed information regarding package

counts, sheet counts, batching groups and postal information.

Testing

Once development is completed a series of tests are conducted. Testing includes: unit
testing for each segment of the program, full program/ volume testing; and, a full
production test. Parallel testing may be conducted if the client requests. Once a project
has been approved it is migrated to a secure production environment

Live Production Quality and Integrity Process

During live production our verification process begins with the receipt of data. Once the
data is received the record count is reconciled with header or frailer records sent with the
data. Only if these match do we continue processing. Once the initial verification is
complete, we assign the unique package number to each mail piece and the unique sheet
number to each sheet in the run. The inserting barcode is added and production reports
created. The human readable control line is placed above the address on the first page of
the statement and on the margin on all other sheets.

Once the job has completed processing a manufacturing instruction book called EPIC is
send to the manufacturing floor with the production reposts. The imaging area sets up the
equipment according to the EPIC instructions, loads the files and prints the quality
document. A quality checklist is completed to verify all aspects of the document
including: correct components, orientation, print quality, correct data file, alignments,
and readability of MICR, OCR and barcodes. Once the operator has completed the
checklist a supervisor must verify and sign-off on the setup before live production can
begin. During the production run the intermittent quality documents are verified to insure
ongoing quality. At the end of the production run the production reports are used to
verify package and sheet counts to machine counters. Only after the job and production
reports are matched 100% is the job released from imaging.

The Inserting area sets up the equipment according to the EPIC instructions, loads the
documents and inserts the quality document. A quality checklist is completed to verify
all aspects of the insertion process including: correct components, orientation, fold,
alignment in the envelope, postal attributes and selectable or fixed inserts. Once the



operator has completed the checklist a supervisor must verify and sign-off on the setup
before live production can begin, During the production run the intermittent quality
documents are verified to insure ongoing quality.

As the statements are inserted the inserter reads the barcode and insures that each page is
verified to be present and in the correct order. Any missing pages or out of sequence
pages will divert or stop the machine with an error code. In addition to the barcode, our
inserters have two separate counters at the end of the machine. One counter is reconciled
by the first operator at intervals throughout their shift and at the end of the job. The
operator enters the beginning meter count in their time sheet and the beginning control
number. At the end of the job the meter count and ending control number is entered. The
timesheet program calculates the meter and control number change to verify all pieces
were counted and verified. If the numbers do not match, the operator cannot close their
timesheet. The operator assistant also has a separate meter. This meter is checked every
hundred documents to insure all packages are verified. As with the main operator, they
cannot close their time sheet until all packages are verified. At the end of the production
run the production reports are used to verify package and sheet counts to machine
counters. Only after the job and production reports are matched 100% is the job released.

A final verification is conduced by the mail/ shipping group. All documents that are
mailed, shipped, pulled, or other special handling are reconciled. The job is again
verified to the production reports to insure all batches and groups are counted and
verified. '



MOORE WALLACE

AN RR DONNELLEY COMPANY

Please see the requested samples enclosed from other states, as well as samples from our
last contract runs with WV DMV, from 2004-2007. Obviously, we have the ability to
produce the documents in this RFQ.

Thank you!

Michael Ross

Senior Account Representative
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WEST VIRGINIA DIVISION OF MOTOR VEHICLES
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VENDOR PREFERENCE CERTIFICATE

Certification and application™is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does notapply i
construction contracts). West Virginia Code, §5A-3-37, provides an opporiunty for qualifying vendors o raquest (at the time of bid)
prefarence for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid In
sceordancs with the West Virginia Code. This certificate for application is 10 be used to request stch preferance. The Purchasing

Oivision will make the determination ofthe Resident Vender Preference, if applicabie.

i Application is made for 2.5% resident vendor preference for the reason checked:
_xv aidder is an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
ing the date of ihis certification; or,

sigder is 2 partnership, association or corporation resident vendor and has maintained its headguarters o principal place of
business continuously in West Virginia for four (4) years irmmediately preceding the date of this certification; or 80% of the
ownership interest of Bidder is held by another individual, partnership, sssociation or corporation resident vendor who has
maintained its headquariers of orincipal place of business continuously in VWest Virginia for four (4} years immediately
preceding the date of this certification; of, .

Ridder is a nonresident vendorwhich has an affiiaie or subsidiary which employs a minimum ofone hundred state residents
nd which has maintained its headguarters or principal place of business within 'i\f\fest\f'rrginia continuously for the four (4)
years immediately preceding the date of this certification; or,

2. Application is made for 2.5% resident vendor preference for the reason checked:
Bidder is a resident vendor who certifies that, during the ke of the contract, or average at least 75% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continuously for the two years

irnmediately preceding submission of this bid; oF,

3 Application is made sor 2.5% resident vendor preference for the reasen checked:

sidder is a nonresident vendor employing a minimum of one hundred siafe residents oris a nonresident vendor with an
affiliate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing &
minimum of one nundred state residents who certifies that, during the fife of the confract, on average at least 75% of the
employees or gidders affiiate’s or subsidiary’s employees are residents of West Virginia who have resided in the state
continuously for the two years immediaisly preceding submission of this bid; or,

4, Application is made for 5% resident vendor preference for the reason chiacked:
Bidder meets either the requirernent of both subdivisions (1)and (2) or subdivision {1) and (3) as stated above; o,
5. Apptlication is made for 3.5% resident vendor preference whois a veteran for the reason checked:

Bidderis an individual resident vendorwhois a veteran of the United States armed forces, the reserves orthe National Guard
=nd has resided in Wesi Virginia continuously for the four years immediately preceding the date on which the bid is
submitted; o,
8, Application is made for 3.5% resident vendor preference whois a veferzn for the reason checked:
Bidder is a resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, if, for
ourposes of producing or distributing the commodities or completing the project which is the subject of the vendor's bid and
continuously over the enfire term of the project, on average ot least seventy-five percent of the vendor's employees are
residents of West Virginia who have resided in the state continuously for the twa immediatety preceding years.

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
requirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or (b) assess a panalty
against such Bidderin an amount not to exceed 5% of the bid arnountand that such penalfy will be paid to the contracting agency

or deducted from any unpaid balance on the contract or purchase order.
By submission of this certificate, Bidder agrees io disclose any reasonably requested smformation to the Purchasing Division and

authorizes the Department of Revenue {5 disclose fo the Director of Purchasing appropria® information verifying that Bidder has paid
the required business taxes. provided that such information does not contain the amou s of taxes paid nor any other information

desmed by the Tax Commissionerto be confidential.

Under penalty of [aw for false swearing (West Virginia Code, §61-5-3), Bidder hersby certifies that this certificate is true
and accurate in ail respecis; and that if a contract is issued to Bidder and if anything comni4 ined within this certificate

changes during the term of the contract, Bidder will notify the Purchasin Diyigfor ifx writiig immediately.
Bidder: llact £ (2. Signed: 4 f( Owr

7
Date: &zééo Title: e @g;@gf—yg}uz

*Check any combination of preference considerafion(s) indicafed above, which you are entitled 1o recelvas-
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STATE OF WEST VIRGINIA.

Furchasing Divisicn
PURCHASING AFFIDAVIT

West Virginia Cods §6A.3-10a states: No confract or renewal of any conirac may be awarded by the staie or any of iis
political subdivisions {o any vendor or prospastive vendor when the vendor or prospaciive vendor or 2 relaied oary to tha
vandor or prespective vendor is a dablor and the dabt owed is 2n amount greatar than ons thousand doiflars in the
aggregats.

DEFINITICNS:

‘Debl" means any assessment, pramium, penalty, fine, tax or oiher amount of money owed {o {he siste or any of iis
political subdivisions becaussa of a judgmsnt, fine, permit violation, licanse assessment, dafaulted workers' comoensation
pramium, penally or other essessment prasenily delinguent or due and reguired to be paid io ths siaie or any of iis
political subdivisions, Including any interest or addifional penaliies accrued therson,

“Debior” means any individual, corporation, parinership, associafion, Hmited Hzbility company oF any other form or
business association owing a debt to the state or anv of its pofitical subdivisions. “Political subdivision” maans any county
comraission; municipality; county board of education; any instrumentality astablished by a county or municipality; any
separate corporation or instrumentality establishsd by ons or more counties or municipalifies, as parmitied by law; or any
public body chargsd by law with the performance of a government function or whose jurisdiction is coextensive with ona
or more countiss or municipaliies. "Relaled parfy” means a party, whether an individual, corporation, partnership,
sssociation, fimited Habllity company or any other form or business association or other entity whatsoever, rslaied to any
vendor by blood, marriags, ownership or contract through which the party has 2 relationship of ownership or other interest
with the vendor so that the party will actually or by effect receive or control a portion of the benefit, profit or othar
censideration from pafermance of a vender coniract with the party receiving an amount that meets or exceed five percent
of the total contract amount.

EXCEPTION: The prohibition of this section does not epply where a vendor has contested any tax administered pursuani
io chapler eleven of this code, workers' compensation premium, permit fes or environmental fes or assessment and the
matter has not become final or whera the vendor has enterad inlo a payment plan or agreement and the vendor is not in
default of any of the provisiens of such plan or agreement.

Under penalty of law for false éwearing (West Virginia Code §61-5-3), it is hereby cerlified that the vendor affirms and
acknowledges the information in this affidavit and is in compliance with the requiresnents as stated,

WITNESS THE FOLLOWING SIGNATURE

Vendor's Name:

Authorized Signaturs:
State of L( J \/
County of P L[;/Tlafﬂ , to-wif:

Taken, subscribed, and sworn to before me this g’u day of _, 2; Z]g , 20_L0

My Commission expires a? ’/2’ 4')0/2 .20

AFFIX SEAL HERE NOTARY PUBLIC

r ot g e N,

Official Seal 4
 Notary Public, State of West Virginia  §
Sheliey L, Bowles P 4
94 Florida St. Rear )
! _ Milton, WY 25541 b1
B == My commission expires February 18, 2015 &

Purchasing Aifidavif (Revised 12/15/08)
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