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Print and Mail Services
Dataprint Information for QPA# 15183 with Post Masters


	Resources for the Contract on the Print-Mail Webpage located at: https://www.in.gov/idoa/2455.htm

	Vendor Manager: Hailey Aycock
	Email: Printmailservices@idoa.IN.gov  

	We’re entering the end of the calendar year! Many agencies have increased volume and projects meaning higher demand on the contract. So we’re reminding everyone to plan in advance and be prepared for changes and test to take a little longer. We work hard to minimize the delays, but some are unavoidable.


	Templates for Process Change Requests, Test Requests, and Project Requests are all available on the webpage, but just in case they are also available here: 



[bookmark: _MON_1634551716]  
Copy Printmailservices@idoa.IN.gov  when you submit them to the vendor.


	· Include IDOA Vendor Management, Printmailservices@idoa.IN.gov,  on your correspondence and in meetings with the vendor. 
· Engaging IDOA early and throughout the lifecycle of the contract is highly encouraged. Preventing an issue is always the best choice. The more IDOA is aware of deadlines, requirements, ongoing work, the more they are able to manage and assist.


	Mailer Breakouts: 
1 – 4 pages in a #10 (1 ounce)
5 – 9 pages in a 6x9 (2 ounce)
6 – 13 pages in a 6x9 (3 ounce)
14+ pages in a flat envelope

Keep in mind if there is a return envelope or any other correspondences that typically adds a “page” to the count. 4 pages is the same as 3 pages and a Business Reply Envelope (BRE) for example.
	Is my address in the right spot?
You can request templates for your mailers from Post Masters to make sure it fits in the envelope window. 


	Explanation of Some of the Documents Related to the Contract

	Scopes of Work:

	Scopes of Work (SOWs) are a part of this contract to prevent agencies from being tied to sets of requirements and not easily being able to define and make changes as needed. A Scope of Work (SOW) is a sub-agreement to be utilized for defining the work to be performed by the Contractor during the contract period (as well as adding and modifying.)  A Scope of Work (SOW) is a document that describes the work involved in the definition, design, and production of the components for a project’s or service’s deliverables and their assembly into a satisfactory working whole. It defines the requirements, design, behavior, and/ or other characteristics of a system, component, product, result, and/or service. It defines the extent or scope of the anticipated effort and is a detailed description of the expectations of the contract.

Agencies have been provided a template that to be completed by the Agency for the purpose of formality and confirmation of the expectations of work provided by the Contractor. The final version of the document is approved by the Contractor, the Agency, IOT (when applicable) and IDOA and is made apart of the Master Agreement.

All SOWs must be written under the authority of, and consistent with, the terms and conditions of the “Prime Contract” or “Master Agreement”. Scopes of Work are living documents that may change throughout the term of the contract dependent on the operations and business conditions of the agency. Original signatures by the Contractor, the State Agency designee, and Indiana Department of Administration (IDOA) will be required for all sub-agreements/SOWs. The State and Contractor recognize that additional work and agencies may be added during the contract term and any renewals. The final version of this document shall be approved by the Agency Designee, the Contractor, IOT (when applicable) and the State, as part of the Master Agreement.

The Contractor will help the User Agencies complete the SOWs and provide expert opinion, industry standards, and analyze all the various factors that go into the operations of the Agency. The Contractor will offer their expertise to ensure the State is getting the appropriate services, finding efficiencies, and saving the State money.

A feature of the Scopes of Work is that agencies can create agency specific Service Level Agreements (SLA’s) that they have the option to tie credits to. The Contractor shall met or exceed the standards agreed to in the SOWs and shall report on their performance. Which can be expected and reviewed once executed. 

Once an agency has executed a SOW the agency can opt to begin doing business reviews with the Contractor and IDOA. Another great check point to talk about what has gone wrong, what can be improved, what is upcoming, future risks and concerns, etc.

	The Universe:

	Since data print jobs are ongoing jobs it would not be feasible for them to order the job like a normal print job every day. Thus, the Universe was created to document the basic “ingredients of the jobs.” Each agency provided these for their jobs and notify the vendor when there is a change. These fields are: 

	· Customer Number	
· Business Unit	
· Dept. Code	
· Agency	
· SLA Turnaround Time	
· Job ID	
· Description	
· Frequency (Daily, Monthly, Quarterly, Annual)	
· **Output Report Name	
· #of pages	
· Print Mode  
· Simplex or Duplex	
· Paper color	
· Type: (Perforated (D/S), 3-hole, card stock/weight, stapled)	
	· Enclosures/Inserts	
· Paper Size	
· Paper weight (per page in ounces)
· Return Envelope (Or if no Return Envelope)Return Envelope Description	
· Return envelope weight (per envelope in ounces)	
· "Fold (Standard, Half, Tri-Fold, Z-Fold)"
· Annual Total 
· Outer Envelope	
· Envelope Description
· Envelope Weight (in ounces)	
· National Change of Address (NCOA)
· Notes
· Insertion Method

	Project Plans:

	Since some jobs have more steps and details involved, especially annual jobs, a Project Plan is to be filled out and provided to the vendor. This should define the agencies expectations on dates and responsibilities, it also creates an understanding between the parties for what should be completed, by who, and when. It reestablishes what needs to be done and sets the expectations across all parties. This also creates a space to allow the parties to think through the project from start to finish. Thus, identifying milestones and potential constraints to then prepare for and resolve issues before they arise. 

It establishes the cadences and expectations, so all parties are working towards the same objectives and at the right times. Details such as when the agency will send the files, what folder it will be uploaded to, if file changes are required, or if testing will be required. If there are specific exchanges that should take place files will be sent, This becomes a guide for the vendor, so they know if something is missing when to reach out and how to proceed if a deadline is missed (for example, in the event the agency does not submit the approval on time, how the timeline should be shifted or if the parties must recomplete certain steps.)

IDOA requests and highly encourages the agency to include them in submission of these documents and meetings/ communication related to such projects, because it can help identify actions that are required and resolve issues in a more expedient manner. 

	Process Change Requests (PCRs) and Print Requests:

	At times changes will need to occur, for example an update to a file or even creating a new file. These are documented in a PCR as they document exactly what the agency wants. In non-emergency situations the vendor must provide an estimated amount of time to complete the work (the vendor cannot bill for excess time spent on completing work they quoted on, but must complete all the work.)  

	Corrective Action Plans:

	When an issue is identified the Contractor launches an investigation of the issue and takes steps to fix the existing issue. The Contractor performs a Root Cause Analysis to get to the base of the issue and investigate any points of failures such as what should have caught the issue, what failed, or what did not occur. Once the issue has been fully analyzed. The Contractor next identifies how to remediate these points of failures and documents it all in the Corrective Action Plan. Once completed the full plan is sent to the agency to review. The agency can then provide feedback or determine if it is acceptable. While the focus of these plans are to ensure improvement that will still fit their agency’s business needs and functions and prevent issues from recurring, this is also a time that the agency can offer costs and ramifications incurred to ensure that all issues have been addressed. The Contract has a few opportunities to recoup loss and be made whole. The philosophy the Contract was written with is the understanding that the objective of a Corrective Action Plan is to prevent issues from happening again and to drive continuous improvement. 

While the agency should seek remediation to issues the number one priority is to not have the issues happen again. While not always successful, it becomes very important that the agencies have the seat at the table to voice their concerns and perspectives. 

These can be points of discussion and do not have to be blindly accepted. Engaging IDOA early and throughout the lifecycle of the contract is highly encouraged. Preventing an issue is always the best choice. The more IDOA is aware of deadlines, requirements, ongoing work, the more they are able to manage and assist especially if an agency has an issue or if the vendor is not receptive 
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Post Masters Customer Production Print Test Request edit.pdf


CUSTOMER PRODUCTION TEST PRINT REQUEST


Name


Phone


Email


Job Information


INSTRUCTIONS


Please identify the agency or job type


Specify the name of the test file


What is being tested on this job? This will help us identify any changes, if necessary, are 


required on our end to ensure your job is printed properly


How is this job being transferred to us? (ie…print queue, FTP, email, etc…)


Should the job print one or two‐sided?


Please specify if only part of the job is to be printed.


How many copies do you require? (Note: jobs printed on all printers will still result in one 


customer copy unless otherwise specified here)


Will we be creating test mail pieces from this job?


Specify the paper type (default is 8.5 by 11 plain white 20#)


If inserted, will this job require us to insert anything else into the mail piece that is not 


already contained in the print job?


If inserted, what envelope does this job mail in?


What should we do when the test job is complete? (ie. notify customer for local agency 


review or ship samples out for review.)


Will this job require programming changes by Post Masters for this job to print correctly? 


If changes are required a Production Change Request may be required – contact your 


Post Masters CSR for details.


Any special instructions for this test


a)


b)


c)


d)


e)


f)


g)


h)


i)


j)


k)


l)


m)


n)


a) JOB TYPE


b) FILE NAME


c) REASON FOR TEST


d) METHOD OF DATA
     TRANSFER


e) DUPLEX     SIMPLEX   DUPLEX


f) SELECTIVE PRINT    PRINT ENTIRE FILE   PRINT ONLY PAGES ________


g) NUMBER OF COPIES


h) INSERT TEST   REQUIRES ENVELOPE INSERT TEST      DO NOT INSERT       SEAL ENVELOPES


i) PAPER TYPE


j) MAILING INSERTS


k) MAILING ENVELOPE


l) DISPOSITION


m) REQUIRE POST  YES NO
     MASTERS CHANGES?


n) SPECIAL INSTRUCTIONS





		Name: 

		Phone: 

		Email: 

		a JOB TYPE: 

		b FILE NAME: 

		c REASON FOR TEST: 

		d METHOD OF DATA TRANSFER: 

		PRINT ONLY PAGES: 

		PRINT ENTIRE FILE PRINT ONLY PAGESg NUMBER OF COPIES: 

		REQUIRES ENVELOPE INSERT TEST DO NOT INSERT SEAL ENVELOPESi PAPER TYPE: 

		REQUIRES ENVELOPE INSERT TEST DO NOT INSERT SEAL ENVELOPESj MAILING INSERTS: 

		REQUIRES ENVELOPE INSERT TEST DO NOT INSERT SEAL ENVELOPESk MAILING ENVELOPE: 

		REQUIRES ENVELOPE INSERT TEST DO NOT INSERT SEAL ENVELOPESl DISPOSITION: 

		YES NOn SPECIAL INSTRUCTIONS: 

		Group1: Off

		Group2: Off

		Group3: Off

		Group4: Off
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PrintMailServices_ProjectRequestTemplate.docx
Project Request Template



This is an example of the Project Request form that the State agencies will work with the Contractor to fill out and define projects and timelines. This form can change with written approval of IDOA Vendor Management. Before beginning any and all projects a copy of this or other approved form shall be submitted at least 30 days before the proposed start date of a project. 



If for any reason any party realizes that they may not be able to meet the deadlines or listed “End Dates” on the signed and approved timeline the party must notify all other parties assigned to the agreement. When the Contractor notifies the State of possible deadline being missed a mutually agreeable result will be determined in writing based on the Master Agreement QPA# 15183.



		Project Title: 



		Agencies Involved: 



		Points of Contact:

    Post Masters:

    State Agency:

    IDOA:



		Objective(s):



		Project Start Date: 

		Project Completion Date:



		What will be accomplished?

		Start Date:

		End Date:

		Service Level Agreements:



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

Signatures below are to show approval and acceptance of the proposed timeline. All acting agents are agreeing to make a good faith effort to complete all tasks as quickly and diligently as possible. Any missed deadlines, extra time taken, or failure to perform may cause delay for the entire project or even cancellation. In such cases, the State and the Vendor (Post Masters) will use the Master Agreement QPA# 15183 to find a mutually agreeable solution and will document it in writing. It is up to Post Masters to notify the State of any delays or failures to perform. 























Sub-Agreement Acknowledgement and Acceptance



This document is a Sub-agreement to the Master Services agreement, and is deemed to be in fulfillment of the Master Services Agreement.  Any inconsistency, conflict, or ambiguity between this Sub-agreement and the Master Services agreement shall be resolved by giving precedence and effect to the Master Services Agreement. Furthermore, the Contractor, Anthony Wayne Rehabilitation Center, shall be the Prime Contractor and shall be responsible for all work performed on this Sub-agreement. The State considers the Prime Contractor to be the sole point of contact with regard to contractual matters, including payment of any and all Subcontractor charges resulting from this Agreement. The State, other than approving such Subcontractors has no obligation, financial or otherwise, to any Subcontractor and shall not be deemed in privity with any Subcontractor. In Witness Whereof, the Prime Contractor and the State have, through their duly authorized representatives, entered into this Sub-agreement, as represented from the Master Services Agreement for QPA# 15183.  The parties, having read and understood the foregoing terms of this agreement, do by their respective signatures dated below hereby agree to the requirements thereof. 



Non-Collusion and Acceptance

1. The undersigned attests, subject to the penalties for perjury, that the undersigned is the Contractor, or that the undersigned is the properly authorized representative, agent, member or officer of the Contractor.  Further, to the undersigned’s knowledge, neither the undersigned nor any other member, employee, representative, agent or officer of the Contractor, directly or indirectly, has entered into or been offered any sum of money or other consideration for the execution of this Contract other than that which appears upon the face hereof.  Furthermore, if the undersigned has knowledge that a state officer, employee, or special state appointee, as those terms are defined in IC 4-2-6-1, has a financial interest in the grant, the Grantee attests to compliance with the disclosure requirements in IC 4-2-6-10.5.







Contractor: 		State of Indiana Agency:	

Anthony Wayne Rehabilitation Center           __________[AGENCY NAME]_________

(Post Master and Blue Octopus Printing)					

Signature:		Signature:	

Printed Name:		Printed Name:	

Title:		Title:	

Date:		Date:		



			

Indiana Department of Technology                          Indiana Department of Administration

(If applicable)

Signature:		Signature:	

                                                                                       Vendor Manager	

Date:	                                          	                     Date:	                              
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Post Masters Change Request.pdf


Change Request
Change Request Initiated by: Date Submitted


PCR Number


Revision # - Billing Codes


Type of Request


Priority


Describe Change Request  (Attach Additional Documentation If Required)


List All Attached Documentation (If Applicable)


Areas Affected (Attach Description of Affected Areas)


Technical Specifications (If Applicable)


Print  Postage Other 


Contract/SOW


Central Reprographies


Document Scan


Other


Programs


Files


Manpower


Schedules


Other


Documentation


Training


Costs


Equipment


Other Agencies


Correspondence Mail Services


Commercial Print


Inventory/Warehousing


Transaction Mail


Forms Management


Forms Graphic Design


High Priority Date action requiredURGENT  Requires immediate
attention!







Change Request
Set Up Cost


Billing Database


Production Costs


Acceptance


Revision History/PCR Updates


Billable?


Estimated Time Yes


No


Yes


No


Customer:


Signature


Name


Date


Require Update? Line Item Description


Yes


No


1


2


3


Billable? Line Item Quantity Cost


Postage Costs


Yes


No


Accepted


Accepted with annotated changes


Not Accepted


Billable? Postage Type Quantity Cost


Post Masters:


Signature


Name


Date


Accepted


Accepted with annotated changes


Not Accepted


Revision #  Accepted



andrew

Typewritten Text



andrew

Typewritten Text



andrew

Typewritten Text



andrew

Typewritten Text





		Change Request Initiated by: 

		Revision: 

		Date action required: 

		Describe Change Request  Attach Additional Documentation If Required: 

		List All Attached Documentation If Applicable: 

		Estimated Time: 

		Description: 

		Quantity: 

		Cost: 

		Quantity_2: 

		Cost_2: 

		Revision_2: 

		Name: 

		Name_2: 

		Date: 

		Date_2: 

		Revision HistoryPCR UpdatesRow1: 

		Other: 

		Postage: 

		Print: 

		Date Submitted: 

		PCR Number: 

		Technical Specifications: 

		Group8: Choice1

		programs: Off

		files: Off

		manpower: Off

		schedules: Off

		other: Off

		documentation: Off

		training: Off

		costs: Off

		equipment: Off

		other agencies: Off

		require update?: yes

		Text8: 

		set up billable: yes

		production billable: yes

		line item 1: 

		line item 2: 

		line item 3: 

		postage billable: yes

		customer: not accepted

		bacompt: revision # accepted

		type of request: Central Reprographies

		Postage Type: 






