


Specifications for the Printing and Mailing of 
Employer’s Returns of Louisiana Withholding Tax (Form L-1)
for Tax Year 2017

Part I – General Specifications

Scope:	These specifications are for the printing and mailing of approximately 48,000 withholding tax return packets for the Louisiana Department of Revenue (LDR).  Each packet will consist of up to 4 personalized return sheets (separate copy and differing variable data for each sheet, but same layout of the variable data on all 4 sheets), up to 4 courtesy reply envelopes, and 1 mailing envelope.  Thus, the total number of each packet part needed will be approximately:

Packet Part	Quantity

Personalized return sheets:
Return sheet—1st quarter	48,000
Return sheet—2nd quarter	48,000
Return sheet—3rd quarter	48,000
Return sheet—4th quarter	   48,000
Total	192,000

Courtesy reply envelope	192,000

Mailing envelope	48,000

The quantities above are estimations based on the prior year’s mailings; therefore, the actual quantities may vary.

Initially, approximately 39,000 packets will be mailed to taxpayers.  Subsequently, there will be 3 additional mailings of approximately 3,000 packets each.  These mailings will be no later than the following dates:

Mail Date	Packets
March 1, 2017	39,000
June 20, 2017	3,000
September 20, 2017	3,000
December 20, 2017	   3,000
Total	48,000

Copy:	Initial copy for the return sheets and envelopes will be sent via e-mail in PDF format to the successful bidder by December 9, 2016, or by a date mutually agreed upon by LDR and the successful bidder.  Copy can be provided on CD to the successful bidder upon request.

Proofs:	The successful bidder must deliver 3 hardcopy sets of proofs for each of the 4 return sheets and 1 set of hardcopy proofs for each of the 2 envelopes to LDR by December 19, 2016.  Proofs should be a laminate proof set with a color representation of the ink colors specified and must demonstrate the positioning of the copy and the trim edges.  A minimum of 5 working days from the date the proofs are received by LDR is to be allowed for reviewing the proofs by LDR.  Proofs should be delivered to:

Attention:  Fay Guidry
Tax Administration Division
Louisiana Department of Revenue
617 North Third Street
Baton Rouge, LA 70802-5428

Variable Data:	The variable data that will be used to personalize each return sheet will be sent by the Secure File Transfer Protocol (SFTP) method.  A record layout and variable data layout instructions will be provided by LDR to the successful bidder.  All data fields, except the scan line, will be printed in black, uppercase letters in a Sans Serif font.  The name and address fields must meet all postal regulations.  In addition, the vendor must print an Intelligent Mail (IM) barcode (meeting postal regulations) on the personalized return using a digit string that will be furnished in the variable data files and must ensure the barcode is visible in the window of the mailing envelope.  Additionally, a scan line that is unique to each return sheet will be printed in an ANSI-standard OCR-A font at 10 characters per inch and 6 lines per inch and in black non-magnetic ink.  The scan line will be furnished in the data files transmitted via SFTP.

	The test data will be transmitted to the successful bidder by January 5, 2017, or by a date mutually agreed upon by LDR and the successful bidder.  The production data will be transmitted no later than:

SFTP Transmission Date	Mail Date
February 1, 2017	March 1, 2017
June 1, 2017	June 20, 2017
September 1, 2017	September 20, 2017
December 1, 2017	December 20, 2017

Read Rate:	The return sheets will be processed on automated, high-speed scanners.  The printing’s clarity and character must be 100 percent readable to the OCR scanning system at least 95 percent of the time.

Test Samples:	After proofs have been approved by LDR and prior to the printing of the return sheets for mailing, the successful bidder must submit 1,300 test samples of personalized return sheets (325 of each of the 4 return sheets) to ensure that all form specifications have been met and the variable data, including the scan line, can be read by the high-speed scanners.  The test samples must be provided at the vendor’s expense.

	The test samples are to be printed with all data in the designated areas and delivered to LDR by January 20, 2017.  The test data will be transmitted to the successful bidder by January 5, 2017, or by a date mutually agreed upon by LDR and the vendor.  The test samples should be delivered to:

Attention:  Clarett Blount
Office of State Procurement
1201 North 3rd Street, Suite 2-160
[bookmark: _GoBack]Baton Rouge, LA 70802

	Test time required by LDR will be a minimum of 5 (five) business days.  Approval of the test samples must be given by LDR before production of the final product.

Mailing of Packets:	The mailing of the packets and the printing of the variable data shall conform in every way with U.S. Postal regulations.  It is the responsibility of the successful bidder to obtain complete information with regard to all necessary postal regulations and requirements in order to expedite mailing.  The successful bidder will obtain a Presort Standard mailing permit using LDR’s Mailer Identifier (Mailer ID or MID).  The owner of the permit shall be the Louisiana Department of Revenue.  Any CASS-certified non-deliverable mail pieces will be segregated and mailed at a First Class rate.  The successful bidder will be reimbursed for the First Class postage paid.  

	The successful bidder will bill LDR for the expected amount of the postage and mailing permit costs for all 4 mailings by January 13, 2017.  On or before February 10, 2017, LDR will establish a separate purchase order and furnish to the vendor a check payable to the U.S. Postal Service for payment of the billed permit fee and for depositing the remainder of the check amount into the permit account.  The successful bidder will obtain the necessary mailing permit prior to and in adequate time for the first mailing, which is scheduled for March 1, 2017.  All other handling charges will be included in the bid price.

	After each mailing, LDR will be billed for the packets that were mailed.  A copy of the receipt or other documentation of the number of mail pieces and the actual cost of postage from the U.S. Postal Service must be included with the billing.  For reimbursement of the First Class postage affixed to the CASS-certified non-deliverable mail pieces, the successful bidder will bill LDR on a separate invoice and include a copy of the receipt for postage paid with the separate billing.

Confidentiality:	All financial, statistical, personal, technical and other data and information relating to the state’s operations which are designated confidential by the state and made available to the selected vendor in order to carry out this contract, or which become available to the vendor in carrying out this contract, shall be protected by the vendor from unauthorized use and disclosure through the observance of the same or more effective procedural requirements as are applicable to the state. 

	If the selected vendor handles any returns of taxpayers or other records and files of the Louisiana Department of Revenue (LDR), or information derived therefrom, the vendor recognizes and acknowledges the confidential nature of said information, and shall comply with all the confidentiality restrictions embodied in La. R.S. 47:1508. Furthermore, the vendor recognizes that La. R.S. 47:1508.1 imposes fines up to $10,000 and/or imprisonment up to 2 years upon conviction for the disclosure of information in violation of La. R.S. 47:1508.

	The vendor shall disclose or make available said confidential information only to those of its employees, agents and representatives whose duties clearly justify the need to know or be exposed to such information, and then only on the basis of a clear understanding by said employees, agents and representatives of their obligation to maintain the confidential status of such information and to restrict its use in accordance with this contract. The vendor agrees and assures that data, material, and information gathered based upon this contract or disclosed to the vendor for the purposes of this contract will not be disclosed to other parties or discussed with other parties without the prior written consent of the state.
 
	Upon discovering a possible improper inspection or disclosure of LDR data, including breaches and security incidents, by an officer or employee or any other person, the individual making the observation or receiving information must contact LDR immediately, but not later than 24 hours after identification. 

Late Penalties:	The contractor will be solely responsible for the final product and for meeting all scheduled dates.  A late penalty may be imposed at the discretion of LDR for each day that the item remains undelivered.  Such late penalty may equal 1 percent of the bid amounts per day, but shall not be less than $500 per day.

Other Penalties:	The contractor will be solely responsible for the final product and for meeting the quality, printing, and addressing specifications.  Use of a subcontractor for meeting any portion of these specifications will in no way affect the responsibility of the contractor.  If the specified quality and addressing specifications are not met because of any fact or circumstance that is or was within the control of the contractor, a penalty may be imposed at the discretion of LDR equal to 1 percent of the bid amount for each specification not met, but shall not be less than $500 per specification.  Such penalty shall be in addition to any late penalty that may be imposed.


Part II – Specific Printing Specifications


Return Sheets:	Paper:	24-lb. OCR white bond (100% wood pulp paper) with a thickness of 0.0046” or equivalent subject to LDR’s approval

There should be no fluorescent additives or watermarks and zero rag content.  The background reflectance and the paper opacity ratio must be 80% or more.  Dirt count must not exceed 10 parts per million.  Dirt material less than .007” in diameter and reflectance of more than 50% are acceptable.  The paper grain must run length of the paper (or grain long).

	Size:	8-1/2” x 11”

	Printing:	front side only, separate and distinct copy for each of the 4 return sheets

	Ink:	2 colors—black (PMS black) and red (Flint J-19410, or PMS 178, screened at 90%)

	Personalization:	front side only, same layout on all 4 return sheets but data will differ from return sheet to return sheet

		Scan Line:  black, non-magnetic ink and in an ANSI-standard OCR-A font at 10 characters per inch and 6 lines per inch

		IM Barcode:  black ink, printed (meeting postal regulations) using a digit string that will be furnished in the variable data files and ensuring the barcode is visible in the window of the mailing envelope

		Other fields:  black ink, uppercase letters in a Sans Serif font

	Collation:	up to 4 personalized return sheets per addressee (separate copy and differing variable data for each sheet) in the following order:  1st, 2nd, 3rd, 4th quarter return sheet

		NOTE:  Some addressees will have less than 4 personalized return sheets.  For example, when an account for an addressee is opened effective during the 2nd quarter, the 2nd, 3rd, and 4th quarters’ return sheets will be mailed.  Thus, the variable data file provided by LDR will only contain data for those 3 return sheets.  The vendor will need to accommodate the potential of this type of variance from packet to packet. 

	Folding:	must be such that the IM barcode, name, and address on the return sheet will be visible through the window of the mailing envelope and meet postal requirements

	Perforations:	none




Courtesy Reply Envelope:	Paper:	24-lb. white wove

	Size:	#9 (8-7/8” x 3-7/8”)

	Printing:	front-side with a gold colored bar at the top that bleeds over onto the flap by 1/8”

	Ink:	2 colors—black and gold (PMS 137)

	Postal requirements:	It is the vendor’s responsibility to ensure that the envelope meets all postal requirements.

	Insertion:	The number of courtesy reply envelopes that will be inserted into each mailing envelope will correlate to the number of personalized return sheets that will be inserted into the same mailing envelope.  For example, if the addressee has only 1 personalized return sheet, then only 1 courtesy reply envelope will be inserted; if 2 personalized return sheets, then 2 courtesy reply envelopes; and so on.  

Mailing Envelope:	Paper:	24-lb. white wove

	Size:	#10 (9-1/2” x 4-1/8”)

	Window:	left-side window of sufficient size so that the IM barcode, name, and address on the return sheet will be visible through the window and meet U.S. postal requirements

	Printing:	front-side only

	Ink:	1 color—black

	Postal requirements:	It is the vendor’s responsibility to ensure that the envelope meets all postal requirements.



Part III – Summary of Scheduled Dates


December 9, 2016	LDR sends initial copy (PDFs of return sheets, courtesy reply envelope, and mailing envelope) to printer.

December 19, 2016	Printer delivers proofs (3 sets of each of the 4 return sheets and 1 set of each envelope) to LDR.

January 5, 2017	LDR transmits test data to printer.

January 13, 2017	Printer bills LDR for the expected amount of postage and mailing permit costs.

January 20, 2017	Printer delivers personalized test samples of the return sheets to LDR.

February 1, 2017	LDR transmits initial production data to printer for personalizing the return sheets.

February 10, 2017	LDR sends check for postage and permit costs to printer.

March 1, 2017	Printer mails packets to taxpayers.

June 1, 2017	LDR transmits production data to printer.

June 20, 2017	Printer mails packets to taxpayers.

September 1, 2017	LDR transmits production data to printer.

September 20, 2017	Printer mails packets to taxpayers.

December 1, 2017	LDR transmits production data to printer.

December 20, 2017	Printer mails packets to taxpayers.
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