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PIGGYBACK AGREEMENT FOR MAIL SERVICES 
 

THIS PIGGYBACK AGREEMENT (the "Agreement") is entered into as of the 
Effective Date defined in Section 3A, below, by and between Polk County (the "County"), a 
political subdivision of the State of Florida, situated at 330 W. Church Street, Bartow, Florida 
33830, and Northeast II, Inc., dba TC Delivers (the "Vendor"), a Florida corporation, 5911 Phillips 
Highway, Jacksonville, FL 32216, and whose Federal Employer Identification Number is 23-
2096759. 

 
WHEREAS, the County's Procurement Ordinance and Procurement Procedures permit it to 

enter into piggyback purchasing agreements; and 
 
WHEREAS, the County requires the services of a vendor who can provide printing 

and mailing services for Utilities customer billing services; and 
 
WHEREAS, the Vendor has contracted with the State of Florida to provide 

printing and mailing services pursuant to that certain Contract No. 80141800-21-STC dated as of 
July 1, 2021, (the “State Agreement") which those parties entered for mailing services; and 

 
WHEREAS, the County and the Vendor have determined that the State Agreement is an 

acceptable agreement upon which the County and the Vendor may establish a piggyback 
agreement; and 

 
NOW, THEREFORE, in consideration of the promises contained herein, the parties 

hereby agree, as follows: 
 
1. Recitals. The above stated recitals are true and correct. 
2. Terms and Conditions; Conflict. Except as otherwise stated herein, the terms 

and conditions of the State Agreement shall form the basis of this Agreement, with the County 
having the rights, duties, and obligations of the "State of Florida" thereunder. A true and correct 
copy of the State Agreement is attached as Exhibit "A" and incorporated herein. If any provision of 
this Agreement conflicts with any provision of the State Agreement, then the terms, conditions, 
and provisions of this Agreement shall control. 

3. Supplemental Terms and Conditions. The terms and conditions of the State 
Agreement are hereby modified or supplemented, as follows: 

 
A. Term. The term of this Agreement shall commence on November 20, 2023, 

(the "Effective Date") and, unless sooner terminated pursuant to Section 3.D herein, 
shall continue until the first to occur of the following: (i) upon expiration or earlier 
termination of the State Agreement (it being acknowledged and understood that the 
latest possible termination date for the State Agreement, with all renewal options 
exercised, is June 30, 2027); or (ii) upon termination by the County, for any reason or 
no reason, following 30 days’ written notice to the Vendor. 
 

B. Insurance. The Vendor shall maintain at all times the following minimum 
levels of insurance and shall, without in any way altering its liability, obtain, pay for 
and maintain insurance for the coverage and amounts of coverage not less than those 
set forth below. The Vendor shall provide the County original Certificates of 
Insurance satisfactory to the County to evidence such coverage before any work 
commences. The County shall be named as an additional insured on General and 
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Automobile Liability policies. General Liability and Workers’ Compensation 
policies shall contain a waiver of subrogation in favor of Polk County. The 
commercial General Liability Policy shall (by endorsement if necessary) provide 
contractual liability coverage for the contractual indemnity stated in Section 10, 
above. All insurance coverage shall be written with a company having an A.M. Best 
rating of at least the “A” category and size category of VIII. The Vendor’s self-
insured retention or deductible per line of coverage shall not exceed $25,000 without 
the permission of the County.  In the event of any failure by the Vendor to comply 
with the provisions of this Section 11, the County may, at its option, upon notice to 
the Vendor suspend Vendor's performance of the Services for cause until there is 
full compliance. Alternatively, the County may purchase such insurance at the 
Vendor’s expense, provided that the County shall have no obligation to do so and if 
the County shall do so, the Vendor shall not be relieved of or excused from the 
obligation to obtain and maintain such insurance amounts and coverage. 
 
Comprehensive Automobile Liability Insurance. $1,000,000.00 combined single 
limit of liability for bodily injuries, death and property damage resulting from any 
one occurrence, including all owned, hired, and non-owned vehicles. 
 
Commercial General Liability. $1,000,000.00 combined single limit of liability for 
bodily injuries, death and property damage, and personal injury resulting from any 
one occurrence, including the following coverages: 
Premises and Operations: 

Broad Form Commercial General Liability Endorsement to include 
Blanket Contractual liability (specifically covering, but not limited 
to, the contractual obligations assumed by the Firm); Personal Injury 
(with employment and contractual exclusions deleted); and Broad 
Form Property Damage coverage. 

 
Independent Contractors: 

Delete Exclusion relative to collapse, explosion and underground; 
Property Damage Hazards; Cross Liability Endorsement; and 
Contractual liability (specifically covering, but not limited to, the 
contractual obligations assumed by the Firm) 

 
Workers Compensation. The Vendor shall provide, pay for, and maintain 
workers compensation insurance on all employees, its agents or subcontractors 
as required by Florida Statutes. 
 

C. Indemnity. Vendor, to the maximum extent permitted by law, shall 
indemnify, defend (by counsel reasonably acceptable to County) protect and hold 
the County, and its officers, employees and agents harmless from and against any 
and all, claims, actions, causes of action, liabilities, penalties, forfeitures, damages, 
losses, and expenses (including, without limitation, attorneys’ fees costs and 
expenses incurred during negotiation, through litigation and all appeals therefrom) 
whatsoever including, but not limited, to those pertaining to the death of or injury to 
any person, or damage to any property, arising out of or resulting from (i) the failure 
of Vendor to comply with applicable laws, rules or regulations, (ii) the breach by 
Vendor of its obligations under this Agreement, (iii) any claim for trademark, patent 
or copyright infringement arising out of the scope of Vendor’s performance or 
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nonperformance of this Agreement, or (iv) the negligent acts, errors or omissions, 
or intentional or willful misconduct, of Vendor, its professional associates, 
subcontractors, agents, and employees provided, however, that Vendor shall not be 
obligated to defend or indemnify the County with respect to any such claims or 
damages arising out of the County’s sole negligence.  
 

D. Force Majeure. Either party hereunder may be temporarily excused 
from performance if an Event of Force Majeure directly or indirectly causes its 
nonperformance. An “Event of Force Majeure” is defined as any event which results 
in the prevention or delay of performance by a party of its obligations under this 
Agreement and which is beyond the reasonable control of the nonperforming party.  
It includes, but is not limited to fire, flood, earthquakes, storms, lightning, epidemic, 
war, riot, civil disturbance, sabotage, and governmental actions. Neither party shall 
be excused from performance if non-performance is due to forces which are 
reasonably preventable, removable, or remediable and which the non-performing 
party could have, with the exercise of reasonable diligence, prevented, removed, or 
remedied prior to, during, or immediately after their occurrence. Within five (5) days 
after the occurrence of an Event of Force Majeure, the non-performing party shall 
deliver written notice to the other party describing the event in reasonably sufficient 
detail, along with proof of how the event has precluded the non-performing party 
from performing its obligations hereunder, and a good faith estimate as to the 
anticipated duration of the delay and the means and methods for correcting the delay. 
The non-performing party’s obligations, so far as those obligations are affected by 
the Event of Force Majeure, shall be temporarily suspended during, but no longer 
than, the continuance of the Event of Force Majeure and for a reasonable time 
thereafter as may be required for the non-performing party to return to normal 
business operations. If excused from performing any obligations under this 
Agreement due to the occurrence of an Event of Force Majeure, the non-performing 
party shall promptly, diligently, and in good faith take all reasonable action required 
for it to be able to commence or resume performance of its obligations under this 
Agreement. During any such time period, the non-performing party shall keep the 
other party duly notified of all such actions required for it to be able to commence 
or resume performance of its obligations under this Agreement. 
 
E. Default and Remedy. If Vendor materially defaults in its obligations under this 
Agreement, then the County shall have the right to (i) immediately terminate this 
Agreement by delivering written notice to Vendor, and (ii) pursue any and all remedies 
available in law, equity, and under this Agreement. If the County materially 
defaults in its obligations under this Agreement, then Vendor shall have the right to 
immediately terminate this Agreement by delivering written notice to the County and to 
seek payment from County for those services Vendor has provided but for which has not 
yet been paid. 
 
F. Attorneys' Fees and Costs. In connection with any dispute or any litigation 
arising out of, or relating to this Agreement, each party shall be responsible for its own 
legal and attorneys' fees, costs and expenses, including attorneys' fees, costs, and 
expenses incurred for any appellate or bankruptcy proceedings. 
 
G. Dispute Resolution. Notwithstanding anything in the State Agreement to the 
contrary, there shall be no arbitration of any dispute arising or pertaining to this 
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Agreement. The parties shall resolve all such disputes via voluntary and non-binding 
mediation or negotiation. 
 
H. LIMITATION OF LIABILITY. IN NO EVENT SHALL THE 
COUNTY BE LIABLE TO THE VENDOR FOR INDIRECT, 
INCIDENTAL, CONSEQUENTIAL, SPECIAL, EXEMPLARY, OR 
PUNITIVE DAMAGES OF ANY KIND OR NATURE WHATSOEVER 
INCLUDING LOSS OF PROFIT, WHETHER FORESEEABLE OR NOT, 
ARISING OUT OF OR RESULTING FROM THE NONPERFORMANCE 
OR BREACH OF THIS CONTRACT BY THE COUNTY WHETHER 
BASED IN CONTRACT, COMMON LAW, WARRANTY, TORT, 
STRICT LIABILITY, CONTRIBUTION, INDEMNITY OR 
OTHERWISE. 
 
I. Governing Law. This Agreement shall be governed in all respects by the 
Laws of the State of Florida, without regard to conflicts of the laws principles. 
 
J. Venue. Any litigation with respect to this Agreement shall be brought and 
prosecuted only in the courts of Polk County, Florida or in the United States District 
Court, Middle District of Florida, located in Hillsborough County, Florida. 
 
K. Notice. All notices, requests, consents and other communications required or 
permitted under this Agreement shall be in writing, and shall be, as elected by the person 
giving such notice, hand delivered by nationally recognized messenger or by courier 
service, or mailed by registered or certified mail, return receipt requested, and addressed, 
as follows: 
 
If to the County: 
 
 
 
If to Vendor: 

Polk County Utilities Division  
Attention: Utilities Director 
P.O. Box 9005, Drawer UT01 
Bartow, FL 33831-9005 
TC Delivers 
Attention: General Manager 
5911 Phillips Highway 
Jacksonville, FL 32216  

L. Non-exclusive Agreement. This Agreement does not grant the Vendor the 
exclusive right to provide the County printing and mailing services during the 
Agreement term. The County may utilize its own personnel to perform such services 
or it may employ other vendors or contractors to provide such services. 
 
M. Public Records Law. 
 

(a) The Vendor acknowledges the County’s obligations under Article I, Section 
24, of the Florida Constitution and under Chapter 119, Florida Statutes, to release 
public records to members of the public upon request and comply in the handling of 
the materials created under this Agreement. The Vendor further acknowledges that 
the constitutional and statutory provisions control over the terms of this Agreement. 
In association with its performance pursuant to this Agreement, the Vendor shall not 
release or otherwise disclose the content of any documents or information that is 
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specifically exempt from disclosure pursuant to all applicable laws. 
(b) Without in any manner limiting the generality of the foregoing, to the extent 

applicable, the Vendor acknowledges its obligations to comply with Section 
119.0701, Florida Statutes, with regard to public records, and shall: 
  (1) keep and maintain public records required by the County to perform the 
services required under this Agreement; 

 (2) upon request from the County’s Custodian of Public Records or his/her 
designee, provide the County with a copy of the requested records or allow the 
records to be inspected or copied within a reasonable time at a cost that does not 
exceed the cost provided in Chapter 119, Florida Statutes, or as otherwise 
provided by law; 
 (3) ensure that public records that are exempt or confidential and exempt 
from public records disclosure requirements are not disclosed except as 
authorized by law for the duration of the term of this Agreement and following 
completion of this Agreement if the Vendor does not transfer the records to the 
County; and  
 (4) upon completion of this Agreement, transfer, at no cost, to the County all 
public records in possession of the Vendor or keep and maintain public records 
required by the County to perform the service. If the Vendor transfers all public 
records to the County upon completion of this Agreement, the Vendor shall 
destroy any duplicate public records that are exempt or confidential and exempt 
from public records disclosure requirements. If the Vendor keeps and maintains 
public records upon completion of this Agreement, the Vendor shall meet all 
applicable requirements for retaining public records. All records stored 
electronically must be provided to the County, upon request from the County’s 
Custodian of Public Records, in a format that is compatible with the information 
technology systems of the County.  
(c) IF THE VENDOR HAS QUESTIONS REGARDING THE 

APPLICATION OF CHAPTER 119, FLORIDA STATUTES, TO 
THE VENDOR’S DUTY TO PROVIDE PUBLIC RECORDS 
RELATING TO THIS AGREEMENT, CONTACT THE 
COUNTY’S CUSTODIAN OF PUBLIC RECORDS AT: 

RECORDS MANAGEMENT  LIAISON OFFICER 
POLK COUNTY 
330 WEST CHURCH ST. 
BARTOW, FL 33830 
TELEPHONE: (863) 534-7527 
EMAIL:RMLO@POLK-COUNTY.NET 

 
N. Scrutinized Companies and Business Operations Certification; 
Termination. 
A. Certification(s). 
 (i) By its execution of this Agreement, the Vendor hereby certifies to the County 

that the Vendor is not on the Scrutinized Companies that Boycott Israel List, 
created pursuant to Section 215.4725, Florida Statutes, nor is the Vendor 
engaged in a boycott of Israel, nor was the Vendor on such List or engaged in 
such a boycott at the time it submitted its bid, proposal, quote, or other form of 
offer, as applicable, to the County with respect to this Agreement. 
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 (ii) Additionally, if the value of the goods or services acquired under this 
Agreement are greater than or equal to One Million Dollars ($1,000,000), then 
the Vendor further certifies to the County as follows: 

(a) the Vendor is not on the Scrutinized Companies with Activities in 
Sudan List, created pursuant to Section 215.473, Florida Statutes; and 
(b) the Vendor is not on the Scrutinized Companies with Activities in 
the Iran Petroleum Energy Sector List, created pursuant to Section 
215.473, Florida Statutes; and 
(c) the Vendor is not engaged in business operations (as that term is 
defined in Florida Statutes, Section 287.135) in Cuba or Syria; and 
(d) the Vendor was not on any of the Lists referenced in this 
subsection A(ii), nor engaged in business operations in Cuba or Syria 
when it submitted its proposal to the County concerning the subject of 
this Agreement. 

(iii) The Vendor hereby acknowledges that it is fully aware of the penalties that 
may be imposed upon the Vendor for submitting a false certification to the 
County regarding the foregoing matters. 

B. Termination. In addition to any other termination rights stated herein, the County 
may immediately terminate this Agreement upon the occurrence of any of the 
following events: 
(i) the Vendor is found to have submitted a false certification to the 
County with respect to any of the matters set forth in subsection A(i) 
above, or the Vendor is found to have been placed on the Scrutinized 
Companies that Boycott Israel List or is engaged in a boycott of Israel; 
or 
(ii) the Vendor is found to have submitted a false certification to the County with 
respect to any of the matters set forth in subsection A(ii) above, or the Vendor 
is found to have been placed on the Scrutinized Companies with Activities in 
Sudan List, or the Scrutinized Companies with Activities in the Iran Petroleum 
Energy Sector List, or has been engaged in business operations in Cuba or Syria, 
and the value of the goods or services acquired under this Agreement are greater 
than or equal to One Million Dollars ($1,000,000). 

 
O. No Construction Against Drafter. The Parties acknowledge that this 
Agreement and all the terms and conditions contained herein have been fully 
reviewed and negotiated by the Parties. Accordingly, any rule of construction to the 
effect that ambiguities are to be resolved against the drafting party shall not apply 
in interpreting this Agreement. 
 
P. Public Entity Crimes. The Vendor declares and warrants that neither the 
Vendor nor any of the Vendor’s affiliates, as that term is defined in Section 287.133, 
Florida Statutes, are subject to the restrictions in Section 287.133, Florida Statutes, 
regarding the commission of a public entity crime.  If during the term of this 
Agreement, the Vendor or any affiliate is convicted of a public entity crime or is 
otherwise prohibited from performing work for or transacting business with the 
County pursuant to Section 287.133, Florida Statutes, then the Vendor shall be in 
material default of this Agreement, and in such case, the County shall have the rights 
and remedies as provided herein. 
 
Q. Unauthorized Alien(s) 



 7 Rev 3.7.23 

The Vendor shall not employ or utilize unauthorized aliens in the performance of 

the Services provided pursuant to this Agreement. The County shall consider the 

employment or utilization of unauthorized aliens a violation of Section 274A(e) of 

the Immigration and Naturalization Act (8 U.S.C. 1324a) and a cause for the 

County’s unilateral termination of this Agreement. When delivering executed 

counterparts of this Agreement to the County, the Vendor shall also deliver a 

completed and executed counterpart of the attached “AFFIDAVIT 

CERTIFICATION IMMIGRATION LAWS” form. 

R. Employment Eligibility Verification (E-VERIFY) 
A. Unless otherwise defined herein, terms used in this Section which are 

defined in Section 448.095, Florida Statutes, as may be amended from time to time, 
shall have the meaning ascribed in said statute.   

B. Pursuant to Section 448.095(5), Florida Statutes, the contractor 
hereto, and any subcontractor thereof, must register with and use the E-Verify 
system to verify the work authorization status of all new employees of the contractor 
or subcontractor. The contractor acknowledges and agrees that (i) the County and 
the contractor may not enter into this Agreement, and the contractor may not enter 
into any subcontracts hereunder, unless each party to this Agreement, and each party 
to any subcontracts hereunder, registers with and uses the E-Verify system; and (ii) 
use of the U.S. Department of Homeland Security’s E-Verify System and 
compliance with all other terms of this Certification and Section 448.095, Fla. Stat., 
is an express condition of this Agreement, and the County may treat a failure to 
comply as a material breach of this Agreement.   

C. By entering into this Agreement, the contractor becomes obligated to 
comply with the provisions of Section 448.095, Fla. Stat., "Employment Eligibility," 
as amended from time to time. This includes but is not limited to utilization of the 
E-Verify System to verify the work authorization status of all newly hired 
employees, and requiring all subcontractors to provide an affidavit attesting that the 
subcontractor does not employ, contract with, or subcontract with, an unauthorized 
alien. The contractor shall maintain a copy of such affidavit for the duration of this 
Agreement. Failure to comply will lead to termination of this Agreement, or if a 
subcontractor knowingly violates the statute or Section 448.09(1), Fla. Stat., the 
subcontract must be terminated immediately. If this Agreement is terminated 
pursuant to Section 448.095, Fla. Stat., such termination is not a breach of contract 
and may not be considered as such.  Any challenge to termination under this 
provision must be filed in the Tenth Judicial Circuit Court of Florida no later than 
20 calendar days after the date of termination. If this Agreement is terminated for a 
violation of Section 448.095, Fla. Stat., by the contractor, the contractor may not be 
awarded a public contract for a period of 1 year after the date of termination.  The 
contractor shall be liable for any additional costs incurred by the County as a result 
of the termination of this Agreement.  Nothing in this Section shall be construed to 
allow intentional discrimination of any class protected by law.   

 
S. Entire Agreement. This Agreement sets forth the entire understanding and 
agreement between the parties. This Agreement may only be modified or changed 
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in writing, and such modifications and changes signed by both parties. 
 
 
 
 







State Term Contract 
No. 80141800-21-STC 

For 
Mail Services 

Page 1 of 2 

This Contract is between the State of Florida, Department of Management Services (Department), 
an agency of the State of Florida and Northeast II, Inc., dba TC Delivers (Contractor), collectively 
referred to herein as the “Parties.” 

The Contractor was awarded to provide Mail Services: 

Accordingly, the Parties agree as follows: 

I. Initial Contract Term.

The Initial Contract Term shall be for three (3) years. The Initial Contract Term shall begin
on July 1, 2021.The Contract shall expire on June 30, 2024 unless terminated earlier in
accordance with the Special Contract Conditions.

II. Renewal Term.

Upon mutual written agreement, the Parties may renew this Contract, in whole or in part,
for a Renewal Term not to exceed the Initial Contract Term, pursuant to the incorporated
Special Contract Conditions.

III. Contract.

As used in this document, “Contract” (whether or not capitalized) shall, unless the context
requires otherwise, include this document and all incorporated Attachments, which set
forth the entire understanding of the Parties and supersedes all prior agreements.  All
modifications to this Contract must be in writing and signed by all Parties.

All Attachments listed below are incorporated in their entirety into, and form part of, this
Contract.  The Contract Attachments shall have priority in the order listed:

a) Attachment J, Customer Specific Scope of Work (if applicable)
b) Attachment C, Scope of Work
c) Attachment B, Special Contract Conditions
d) Contractor’s submitted Attachment F, Cost Proposal
e) Attachment I, Subcontracting

EXHIBIT "A"
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IV. Contract Management. 

Department’s Contract Manager:  
Tommy Bower 
Division of State Purchasing 
Florida Department of Management Services 
4050 Esplanade Way, Suite 360 
Tallahassee, Florida 32399-0950 
Telephone: (850) 488-6904 
Email: Thomas.Bower@dms.fl.gov  
 
Contractor’s Contract Manager: 
Mark Mazurkiewicz 
Northeast II, Inc., dba TC Delivers 
5911 Philips Highway 
Jacksonville, Florida 32216 
Telephone: (904) 281-2604 x 754 
Email: Mark.Mazurkiewicz@tcdelivers.com 
 

IN WITNESS THEREOF, the Parties hereto have caused this Contract, which includes the 
incorporated Attachments, to be executed by their undersigned officials as duly authorized.  This 
Contract is not valid and binding until signed and dated by the Parties. 

 

Northeast II, Inc., dba TC Delivers   STATE OF FLORIDA, 
      DEPARTMENT OF  
      MANAGEMENT SERVICES 

 
 
 

_____________________________  _______________________________  
Mark Mazurkiewicz    Secretary or Delegate 
Corporate Vice President and  
General Manager        
 
 
_____________________________  _______________________________      
Date:      Date:   
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Attachment C 
Scope of Work (SOW) 

 
 
1. Purpose 
To provide statewide Mail Services for use by Customers. 
 
2. Definitions 
Definitions contained in section 287.012, F.S.; Rule 60A-1.001, Florida Administrative Code 
(F.A.C.); Attachment B - Special Contract Conditions; and the PUR 1001, General Instructions 
to Respondents (10/06), are incorporated by reference. In the event of a conflict, the definitions 
listed in this section supersede the incorporated definitions. All definitions apply in both their 
singular and plural sense. 
 

a) Accountable Mail – A Mail Piece that requires the signature of the addressee upon 
receipt.  

 
b) Barcode – A series of vertical bars and spaces that represent any numerical series 

used for tracking production-printed pages or Mail Pieces, such as the Full-Service 
Intelligent Mail barcode.   

 
c) Business Days – Monday through Friday, 8:00 a.m. to 5:00 p.m. ET, not including 

days observed as holidays by state agencies in accordance with section 110.117, 
F.S. 

   
d) Classification – The grouping of Mail Pieces into mail classes and subclasses as 

defined by the USPS, according to USPS content, weight, size, and preparation 
standards. 

 
e) Contractor – The vendor(s) selected to provide services under the Contract. 

 
f) Copying – (Color)– Reproduction of original work in color. 

 
g) Copying – (Black and White)– Reproduction of original work in black and white. 
 
h) Correspondence – All Mail Pieces that are not Postal Mail. 

 
i) Customer – An ordering entity including state agencies and eligible users. 

 
j) Customer Specific Scope of Work – A document executed by a Customer of this 

Contract that details the work activities, deliverables, expectations, financial 
consequences, and timelines that a Contractor shall provide in performance of work 
for that Customer. Reference the Customer Specific Scope of Work Attachment, as 
an example which is not mandatory for Customers.  

 
k) Delayed Delivery– Mail Processing and transportation to the USPS that is not 

designated to be performed on the Same Day or Next Day, as requested by the 
Customer. 
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l) Document Composition Services–The formatting of large amounts of electronic 
information into a printable document. Document Composition Services is used to 
make the electronic information compatible with the vendor’s printing program. 

 
m) Envelope – A flat paper container with a sealable flap, used to enclose a letter or 

document.         
                                                                                                                                                               

n) Flat – Mail Piece that is sealed or otherwise enclosed and is not intended to be bent 
or folded and has one dimension that is greater than 6-1/8 inches high OR 11-1/2 
inches long (the side parallel to the address as read) OR 1/4 inch thick.  
 

o) Folding and Inserting – Process of folding and inserting documents into envelopes.  
 

p) Full-Service Intelligent Mail – A 31-digit barcode consisting of the routing code and 
four additional fields which add additional information such as mail class, service 
requested, mailer identification, and unique serial number for tracking. 

 
q) Fulfillment Services – Process of picking items from a warehouse and packing the 

order.  
 
r) Impression – The product of each page printed or copied. Production Printing or 

Copying only the front side of a single piece of paper constitutes one Impression. 
Production Printing or Copying of the front and back side of a single piece of paper 
constitutes two Impressions.     

 
s) Imprint Postal Mail – Permit imprint is the most popular and convenient way to pay 

for postage, especially for high volume mailings. Instead of using precanceled 
stamps or a postage meter, the mailer prints postage information in the upper right 
corner of the mail piece. This postage block is called an "indicia." May be used 
interchangeably with Pick and Pack. 

 
t) Letter – Mail Piece that is sealed or otherwise enclosed and within the dimensions of 

11-1/2 inches long, 6-1/8 inches high, 1/4-inch-thick and does not weigh in excess of 
3.5 ounces. 

 
u) Local Courier Service Route(s) – The Local Courier Service Route(s) taken to 

transport Correspondence. Local Courier Service Route(s) are applicable to where 
the Customer(s) are located. These routes may change during the Contract period. 
These services are not the same as the Alternate Contract Source 78102200-17-
ACS for Courier Services, which uses FedEx and UPS to transport mail.  

 
v) Mail Piece – A single addressed article, including but not limited to: Letter(s), Flat(s), 

Correspondence, card(s), and parcel(s). 
 
w) Mail Processing – The pickup of Mail Pieces from the Customer, receipt of 

electronic files from the Customer, copying, folding, inserting, printing, sorting, 
Metering, Barcoding, processing and transportation of Mail Pieces to the USPS for 
delivery to the addressee. 
 

x) Mail Services – All of the services within this solicitation and Customer Specific 
Scope of Work, including but not limited to Mail Processing, Local Courier Service, 
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Scanning and Indexing, and Storage and Warehousing. Contractors may be required 
to provide Customers with On-Site Staff.     

 
y) Meter – The process of affixing postage with a USPS approved machine. 
 
z) Next Day Delivery – Mail Processing and transportation to the USPS that is 

performed on the next Business Day after the date the order is received by the 
Contractor, excluding weekends and state and federal holidays (as observed by the 
USPS). 
 

aa) On-Site Staff – A person with an employment or contractual relationship with the 
Contractor who reports to the Customer’s location on a part time or full-time basis to 
perform employment functions, and does not have an employment relationship with 
the Customer.  
 

bb) Postal Mail – Mail Pieces that are subject to Mail Processing by the contractor and 
transported to the USPS for delivery to the addressee. 
 

cc) Production Print – High-speed printing of Customer(s) orders, including but not 
limited to, the printing of Mail Pieces and Envelopes. 

 
dd) Same Day Delivery – Mail Processing and transportation to the USPS on the same 

Business Day that the order is received by the Contractor. 
 

ee) Scanning and Indexing – Capturing information from paper documents and 
converting the information into digital formats for ease of storage, search, retrieval, 
and use. Per page scanning and indexing means one page of information.  

 
ff) Sorting – Separating Mail Pieces and Correspondence into specific groups, zip 

codes, or other criteria. 
 

gg) Storage and Warehousing – A planned space for the efficient storage and handling 
of Correspondence.  

 
hh) USPS – The United States Postal Service.  

 
3. Contractor’s Duties 
 
3.1 General 
 

3.1.1 The Contractor shall provide Mail Services to the Customer. Mail Services are 
vital to the Customer to successfully meet the Customer’s operational missions 
and shall be provided seamlessly, without interruption, to the normal operations 
of the Customer’s business.  

3.1.2 The Contractor shall assume sole responsibility and liability for any Mail Pieces 
it accepts. 
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3.1.3 The Contractor shall have the ability to provide Mail Processing for an average 
volume between 5 million and 7 million Postal Mail pieces per month. This 
equates to approximately 200,000 to 250,000 Postal Mail Pieces per day. 
Actual quantities may deviate from estimated quantities subject to Customer 
need, market conditions, change in law, increase in Eligible Users, or any other 
reason. 

3.1.4 The Contractor shall have authorization from USPS in the ability to provide Mail 
Services, at a minimum, in the following Florida counties: Leon, Duval, Orange, 
Hillsborough, Miami-Dade, and Escambia. If requested by the Customer, the 
Contractor shall obtain authorization from USPS for any additional counties.  

3.1.5 The Contractor shall furnish everything required to provide cost-efficient Mail 
Services as defined in this Scope of Work. 

 
4. Duties and Responsibilities  
 
4.1 Establishment of Mail Services 
 

4.1.1 The Customer may require the Contractor to adhere to a Customer Specific 
Scope of Work prior to providing any Mail Services to the Customer.  

4.1.2 The Contractor shall meet with the Customers and prospective Customers to 
discuss service needs and, if needed, perform an on-site assessment in order 
to determine the most cost-effective combination of personnel, processes, and 
technology to meet the Customer’s needs.  

4.1.3 The Contractor shall consider a number of variables in customizing services to 
meet the Customer’s needs. These variables include, but are not limited to, the 
type of Mail Piece; volume of Mail Pieces to be handled; the time required for 
completion of the Mail Services; the number of On-Site Staff and staff support 
needed; and the site configuration. Customers shall ensure that any proposed 
Customer Specific Scope of Work complies with federal, state, and local law, 
including but not limited to chapter 283, F.S. 

 
5. Customer Service 
 
5.1 Communication 
The Contractor shall establish effective lines of communication with the Customer. 
  

5.1.1 The Contractor shall provide Customers with contact information for the 
Contractor’s primary and secondary points of contact. This information shall 
include: 
 Name 
 Title 
 Email address 
 Office Telephone number(s) 
 Cellular Telephone number(s) 

5.1.2 The Contractor shall resolve all contractual and Customer concerns, issues, or 
complaints to the satisfaction of the Customer. 

5.1.3 The Contractor shall provide a toll-free telephone and facsimile (fax) number to 
the Customer.   

5.1.4 The Contractor shall provide Customers with the ability to leave voice 
messages.   
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5.1.5 The Contractor shall work with the Customer to determine if additional security 
measures are necessary for entry and delivery to Customer’s location(s).  

5.1.6 The Contractor shall report the daily volume of Mail Pieces processed and any 
other operational statistics when requested by the Customer in an agreed upon 
format.  

5.1.7 The Contractor shall attend meetings as requested by the Customer.  
5.1.8 Upon request by the Customer, the Contractor shall provide the Customer with 

consultation and training to enable the Customer to take advantage of postage 
discounts and other cost-saving measures.    

5.1.9 The Contractor shall notify the Customer immediately if it believes it cannot 
meet the level of service required in the Contract or Customer Specific SOW 
and shall provide remedies and alternatives.  

5.1.10 The Contractor shall respond to inquiries from the Customer within one hour 
during Business Days unless a different response time is specified in the 
Customer Specific SOW. 

 
5.2 Procedures Manual 
No later than 30 calendar days after the Customer’s contract effective date, the Contractor shall 
provide a procedures manual to the Customer that addresses the Contractor’s procedures on 
the following topics: Mail Services, Classification, Accountable Mail, address labeling, and 
additional Customer-specific guidance. The Contractor shall maintain the procedures manual 
and timely provide updates to the Customer. The Contractor shall provide initial training to the 
Customer regarding the procedures manual and when it is updated.  
 
6. Continuity of Operations 
 
6.1 Contractor’s Continuity of Operations Plan (COOP)  
The purpose of the COOP is to ensure that the Contractor has made adequate preparations to 
continue Mail Services in the occurrence of events including, but not limited to, acts of god, 
including hurricane and flood, power outage, terror, pandemic, civil unrest, equipment failure, 
computer attacks, including ransomware, virus, and other malicious code, and other events 
outside of the Contractor’s control. 
 

6.1.1 The Contractor shall create a comprehensive COOP within 30 calendar days of 
the Customer’s contract execution and submit to the Customer. 

6.1.2 The Contractor shall review and update the COOP annually. 
6.1.3 The Contractor shall ensure that the plan addresses any potential operational 

interruption on a short-term and long-term basis. The COOP shall include: 
 Roles and responsibilities 
 Alternate location(s) of operations 
 Backup processes and procedures 
 Start-up and recovery procedures 
 A process for regularly testing the COOP 

 
6.2 COOP Minimum Requirements 
The Contractor shall continue to perform Mail Services while the USPS is open and receiving 
mail, ensure that the Customer’s mail remains secure and undamaged, and take any and all 
actions necessary to continue to perform regardless of whether those actions are specifically 
described in the COOP. 
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7. Human Resources 
 
7.1 Contract Administrator 
The Contractor shall provide a Contract Administrator who will work with the Department 
contract manager to manage the State account, which includes handling questions and 
resolving issues. The Contract Administrator will be responsible for addressing contract issues 
and requests brought to them by the Customer. The Contract Administrator must have the 
authority and ability to address and correct any issues related to the implementation and 
operation of the Contract. The Contractor shall notify the Department contract manager of any 
changes in assignment of the Contract Administrator, in writing via email, within 5 Business 
Days of the new assignment.  
 
7.2 Staffing Times of Operations 
The Contractor shall provide Mail Services throughout each Business Day. In addition, the 
Contractor shall provide Mail Services on other days and at other times to meet requirements 
for Mail Services established in the Contract or Customer Specific SOW. 
 
7.3 Personnel 
The Contractor shall provide an adequate number of properly trained staff members to support 
all Mail Services, including On-Site Staff.  
 

7.3.1 The Contractor shall immediately dedicate the appropriate number of qualified, 
trained staff to the Customer if Mail Services are hindered due to the 
Contractor’s insufficient staffing levels or inadequate man hours to complete 
the tasks. 

7.3.2 The Contractor shall have one or more key personnel on duty anytime the 
Contractor is performing Mail Services.  

7.3.3 The Contractor and its employees shall comply with each Customer’s policies 
and procedures, so long as they do not conflict with USPS rules, regulations, 
policies, and procedures.  

7.3.4 Customers shall have the right to require Contractor’s removal or replacement 
of On-Site Staff without cause. 

7.3.5 When performing Mail Services, the Contractor shall not interfere with the 
operations of a Customer or the duties and responsibilities of a Customer’s 
personnel.   

 
7.4 Key Personnel 
The Contractor shall provide primary and secondary contact information for On-Site Staff and 
the key personnel performing the following functions: 

 Contract Administration 
 Facility Management  
 Operations Management 
 Billing & Invoicing 

 
The key personnel shall be knowledgeable of the Contract requirements and responsible for 
handling and performing the services as defined in the Contract or the Customer Specific SOW. 
The listing of key personnel shall be provided to the Department contract manager and the 
Customer. 
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The Contractor, with reasonable discretion, may make substitutions with appropriate key 
personnel. Replacements may be made as long as the substituted personnel are equally 
qualified and skilled to accomplish the tasks and services required. The Contractor shall provide 
written notice to the Department contract manager and Customers of any proposed change in 
key personnel involved in providing services under this Contract. All updates shall be submitted 
in writing to the Department contract manager within 5 Business Days of any changes. 
 
7.5 Qualifications 
When performing Mail Services, the Contractor shall ensure that there is at least one employee 
on-site at each of Contractor’s facilities at all times that possesses one of the following 
certifications:  

 Certified Postal Consultant (CPC)  
 Certified Mail and Distribution Systems Manager (CMDSM)  
 Certified Mail Center Professional  
 Certified Mail Piece Quality Control Specialist 

 
8. Mail Services Facility 
The Contractor shall establish, maintain, and operate a centralized Mail Services facility within 
Leon County, Florida, that is fully operational and ready to begin providing Mail Services within 
60 days of executing a Contract with a Customer for services under this State Term Contract. 
The Contractor may establish additional Mail Services facilities in other locations to meet 
Customer requirements. The Contractor shall furnish all equipment, vehicles, machinery, 
software, and hardware necessary to provide Mail Services and meet the volume requirements 
of Customers within the facility(ies). The Contractor shall allow representatives of Customers 
and the Department to conduct on-site visits at the Contractor’s facility(ies), with or without prior 
notification.  
 
9. Security 
The Contractor shall ensure the physical security of all Mail Pieces from the point of original 
pickup through delivery to the USPS. The Contractor shall ensure the integrity and 
confidentiality of Mail Pieces in its possession. Unauthorized personnel shall not have access to 
facilities, vehicles, or equipment used to pick up, transport, process, or store Mail Pieces or 
supplies or property of the Customer. Access to separately secured areas within any Mail 
Services facilities shall be limited to the Contractor or Customer personnel with proper 
authorization to access those areas.  
 
The Contractor shall employ physical and cyber security measures to secure any Mail Pieces 
and Customer property and information in its possession from theft, forgery, alteration, or 
exposure to the elements. In addition, the Contractor shall have the ability to meet additional 
Customer security needs as specified in the Customer’s contract or the Customer Specific 
SOW, such as security policies, facility access restrictions, security cameras, and secured 
cages.  
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9.1 Safety Screening 
 

9.1.1 At the request of the Customer, the Contractor shall provide safety screening 
and testing of Mail Pieces for hazardous materials (any article or substance 
designated by the U.S. Department of Transportation (DOT) as being capable 
of posing a risk to health, safety and property during transportation). The 
Contractor shall test for biological, chemical and explosive agents of suspicious 
Mail Pieces transmitted through the mail stream. If questionable, suspicious, or 
hazardous materials are found, the Contractor shall follow the instructions 
contained USPS Publication 166, Guide to Mail Center Security and, when 
reasonably safe to do so, shall notify the Customer.     

9.1.2 When approved by the Customer, testing may be conducted by an independent 
certified laboratory and additional costs for such testing may be negotiated with 
the Customer.  

 
10. Mail Processing 
Mail Processing includes pick up of Mail Pieces from the Customer, receipt of electronic files 
from the Customer, printing, copying, folding, inserting, sorting, Metering, Barcoding, processing 
and transportation of Mail Pieces to the USPS for delivery to the addressee. Mail Pieces may be 
machine or hand-addressed. Contractor shall perform Mail Processing services under the 
Contract using the best practices and methodology and shall comply with all applicable laws, 
statutes, and procedures. 
 
10.1 General  
 

10.1.1 The Contractor shall prepare all Postal Mail in accordance with USPS mailing 
standards, including those in the most current version of the USPS Domestic 
Mail Manual.  

10.1.2 The Contractor shall provide Full-Service Intelligent Mail barcode services.  
10.1.3 The Contractor shall establish unique Customer mailer identification accounts.   
10.1.4 The Contractor shall ensure that the best possible USPS Classification is 

selected to obtain maximum postage discounts for all Postal Mail based on 
cost, policy, timeliness, and delivery requirements.  

10.1.5 The Contractor shall provide Mail Processing of permit imprint Postal Mail (an 
authorization to mail without postage affixed by using an imprint).    

10.1.6 The Contractor shall process hand-addressed Mail Pieces through manual or 
remote encoding.  

10.1.7 Contractor shall provide Customers with all USPS forms required for Mail 
Processing. Customers may specify additional USPS forms to the Contractor if 
Customers require additional forms. 

10.1.8 The Contractor shall use Mail Processing software approved and certified by 
the USPS and shall install all software updates, patches, and fixes on all Mail 
Processing equipment upon release. 

10.1.9 The Contractor shall routinely update address/zip code information using 
Multiline Accuracy Support System and Coding Accuracy Support System 
(CASS) certified software.  

10.1.10 The Contractor shall provide Mail Processing supplies at the request of the 
Customer. Supplies include USPS forms, Accountable Mail materials, mail 
trays, bins and other items that may be required by the USPS.  
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10.1.11 The Contractor shall pick up Metered and unmetered Postal Mail from the 
Customer for Mail Processing. 

10.1.12 When required by the Customer, the Contractor shall pick up Postal Mail more 
than once daily from locations and shall ensure that the last afternoon Postal 
Mail pickup is made in time to meet USPS daily deadlines.   

10.1.13 The Contractor shall have the ability to provide controlled storage of                     
supplies for Customers. The Contractor shall maintain an inventory 
management system for supplies purchased on behalf of a Customer. The 
Contractor shall report inventory levels of supplies as required by the 
Customer.   

10.1.14 The Contractor shall provide Fulfillment Services, which is the mailing of items 
currently being stored by the Contractor. The Contractor shall select the 
specific items and quantities of items as required by the Customer. The 
Contractor shall package and mail the Customer’s items in accordance with the 
Contract requirements or as specified in the Customer Specific SOW. 

10.1.15 The Contractor shall provide document scanning and indexing.  The software 
used shall have the ability to provide single and multiple indexing based on the 
needs of the Customer.  

10.1.16 The Contractor shall have the ability to accept Customer orders physically, 
electronically, and telephonically. 

10.1.17 The price per Impression for Copying and Production Print is calculated on a 
per Impression basis. (e.g., a one-sided Impression on the front side of a single 
piece of paper is calculated as one Impression and a two-sided Impression on 
the front and back side of a single piece of paper is calculated as two 
Impressions). 

10.1.18 The price per page for Scanning and Indexing is calculated on a per page 
basis. (e.g., a one-sided scan on one piece of paper is calculated as one page 
and a two-sided scan on one piece of paper is calculated as two pages). 

10.1.19 The Contractor is responsible for providing standard envelopes to the 
Customer.  The Customer is responsible for all other types of envelopes. 

 
10.2 On-Site Staff Support 
 

10.2.1 The Contractor shall have the ability to provide On-Site Staff support to 
Customers. On-Site Staff shall have the necessary training and ability to 
provide Mail Services at the location(s) specified by the Department or 
Customer. The Contractor is responsible for furnishing all equipment for On-
Site Staff. 

10.2.2 Before assigning On-Site Staff to support a Customer, the Contractor shall 
perform an on-site needs assessment and consult with the Customer about the 
appropriate levels of staff needed to perform the services.  

10.2.3 The Contractor shall continually monitor the performance of its On-Site Staff 
located at the Customer’s site and routinely meet with the Customer to ensure 
they are receiving optimal service levels. The Contractor shall remove and 
replace any unsatisfactory personnel. 

10.2.4 On-Site Staff shall comply with the Customer’s human resource, security, and 
employment policies, as designated by the Customer.  

10.2.5 On-Site Staff shall perform the functions included in the descriptions below: 
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10.2.5.1 Mail Services Customer Service Associate – duties may include, 
but are not limited to pick up, receive and sort incoming 
Correspondence Mail; deliver outgoing Correspondence Mail; pick 
up outgoing Postal Mail in preparation for Mail Processing by the 
Contractor; perform various mail service activities (sorting, 
Metering, folding, inserting, delivering; adhere to business 
guidelines and safety procedures; scanning incoming mail; create 
and ship files; sort and deliver mail. 

10.2.5.2 Mail Services Supervisor– duties may include, but are not limited 
to supervise and manage other on-site personnel; oversee the 
daily performance of on-site Mail Services required by the 
Customer; ensure customer satisfaction via well-trained staff, use 
of proper work instructions, adhere to Scope of Work, cross 
training; shipping and receiving; handle time-sensitive materials 
such as confidential or urgent packages.  

 
10.3 Printing and Related Services 
 

10.3.1 Standard print production services shall utilize plain white 20# bond paper in 
either 8 ½ x 11 or 8 ½ x 14 size. If the Customer determines that they need a 
different type of paper and the paper is not available in any State Term 
Contract,https://www.dms.myflorida.com/business_operations/state_purchasin
g/state_contracts_and_agreements, the Customer may allow the Contractor to 
purchase the specific paper needed for print production service.  

10.3.2 The Contractor shall have the capability of accepting or sending electronic 
production mail files and data in the formats and software listed below: 
 Exstream 
 IBM data streams 
 PCL 
 PDF 
 PostScript files 
 Image files 
 Database files 

10.3.3 The Contractor shall maintain a total production file count received from 
Customers and compare it to the actual production file to ensure counts are 
accurate. The Contractor shall notify the Customer in the event of a miscount 
and request a re-transmission of the production files.  

10.3.4 The Contractor shall maintain Mail Processing information about print 
production orders received from Customers, and when requested by the 
Customer, provide reports.   

10.3.5 The Contractor shall process encrypted postscript files without any 
modifications in accordance with the requirements of the Customer. 

10.3.6 The Contractor shall split unencrypted postscript files into separate documents 
or pages, as necessary, and insert Barcodes on those documents or pages in 
accordance with the requirements of the Customer. The Contractor shall apply 
Barcoding and further sub-sorting by page count in order to group the individual 
files for envelope insertion. 
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10.3.7 The Contractor shall have the ability to provide Document Composition 
Services by creating postscript files in accordance with the requirements of the 
Customer. The Contractor shall have the ability to perform the following 
functions: generate software scripts for breaking the print stream up by page 
count/envelope type; index by document numbers; generate files capable of 
being processed on multiple inserters; and barcode the documents for inserting 
into envelopes. Document composition service needs may vary by Customer. 

10.3.8 The Contractor shall have the ability to provide copying services as part of Mail 
Processing when requested by the Customer. The Contractor shall have the 
ability to make black and white and color copies. The Contractor shall have the 
ability to make copies of various sizes, which may include index cards, 
postcards, letter-size paper, and legal-size paper.  

 
10.4 Folding and Inserting 
 

10.4.1 The Contractor shall provide folding and inserting services. 
10.4.2 The Contractor shall guarantee Mail Processing integrity by implementing file-

based processing for inserters that has the ability to match inserted envelope 
counts with the print production file counts. 

 
10.5 Presorting 
 

10.5.1 The Contractor shall sort Flat and Letter Postal Mail. 
10.5.2 The Contractor shall provide sorting with a machine that has an Optical 

Character Reader (OCR) that will interpret the address information on Letter 
Postal Mail pieces and spray the corresponding ZIP Code information onto the 
piece as a Barcode. 

10.5.3 The Contractor shall sort Postal Mail pieces to achieve the best available 
postage discount as priced by USPS for the applicable size, weight, and mail 
type.  

10.5.4 On a daily basis, the Contractor shall comingle all Postal Mail printed and 
prepared  by the Contractor with all Postal Mail printed and prepared by the 
Customer to obtain the lowest possible postage rate, pursuant to the 
Customer’s preference for Same Day, Next Day, or Delayed mailing. 

 
10.6 Address Update Services 
 

10.6.1 The Contractor shall provide address update services to Customers based on 
the current requirements of the USPS National Change of Address.  

10.6.2 The Contractor shall maintain software to provide address update services and 
shall upload all updates as they are available.   

10.6.3 The Contractor shall ensure that the latest USPS move update requirements 
are used.  

10.6.4 The Contractor shall comply with any statutory restrictions pertaining to 
address updates that are provided by the Department or Customer. The 
Contractor shall ensure that, if a Customer has a statutory restriction on the 
forwarding of mail to new addresses, that the legally required endorsements 
are printed on the envelopes.  
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10.6.5 The Contractor shall provide Customers a listing of all address update service 
activities, (i.e. copy or image of envelope, report listing the old and new 
addresses, or other suitable method to provide old and new address).  
Customers may request the listing on a weekly, monthly, or quarterly basis.    

 
10.7 Removal of Postal Mail Prior to Transport 
 

10.7.1 The Contractor shall establish a process by which the Customer may remove 
Postal Mail from Mail Processing prior to transportation to the USPS. 

10.7.2 The Contractor shall remove Postal Mail as requested by the Customer. 
10.7.3 The Contractor shall provide a list of all removed pieces of Postal Mail and 

return the pieces to the Customer, requiring signature upon receipt. 
 
10.8 Rejected, Returned and Damaged Mail 
 

10.8.1 The Contractor shall work with each Customer to assist in minimizing the 
pieces of Postal Mail rejected or returned and establish procedures for handling 
rejected or returned Postal Mail.  

10.8.2 The Contractor shall have the capability to track, record, and report the number 
of Postal Mail pieces rejected or returned.  

10.8.3 The Contractor shall deliver to the Customer all rejected or returned Postal Mail 
pieces on the same day of receipt. 

10.8.4 The Contractor shall notify the Customer immediately when damage occurs to 
Postal Mail.  The Contractor shall return damaged Postal Mail to the Customer 
within one Business Day.  The Contractor shall maintain a record of any 
supplies, documents, and Mail Pieces damaged while in the Contractor’s 
possession.  

  
10.9 Postage 
 

10.9.1 The Contractor shall ensure that all Postal Mail is Metered in accordance with 
current USPS standards and regulations. 

10.9.2 Unless previously approved in writing, the Contractor shall guarantee that all 
eligible Postal Mail with a destination address in Florida is Metered at the 3-
digit postage rate or better. This requirement shall not be set aside for 
equipment failure, natural disaster, Contractor error, or any other reason 
without the express written consent of the Customer. 

10.9.3 The Contractor shall always obtain all available postage discounts. Any savings 
shall be credited to the Customer. 

10.9.4 The Contractor shall notify Customers of all USPS service promotions that may 
generate additional postage discounts and comply with the Customer’s 
directions with respect to participation in such promotions. Any savings 
generated by participation shall be credited to the Customer. 

10.9.5 The Contractor shall be reimbursed by the Customer for necessary postage. 
Upgrades for Accountable Mail or additional required postage SHALL BE 
PREAPPROVED by the Customer. These charges shall be included and 
clearly identified in the Contractor’s invoices. 

10.9.6 In the event of future USPS postage rate changes, the Contractor shall provide 
the new postage rates on the effective date of the change as determined by the 
USPS.  
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10.9.7 The Contractor shall bill the Customer by each USPS account or mailer 
identification number in arrears for postage used each billing cycle, unless 
otherwise stated in the Customer Specific SOW. Customers may purchase 
postage directly from the USPS or reimburse the Contractor for postage 
expenses. 

10.9.8 The Contractor shall provide USPS postage statements upon request by 
Customers. 

10.9.9 The Contractor shall provide, to the Customer, postage inventory and internal 
charge back accounts, including but not limited to, business reply and postage 
due funds.  

10.9.10 The Contractor shall provide monthly reports to the Customer containing 
postage information, by Classification, and, if requested by the Customer, the 
amounts of postage used by the operating units. 

10.9.11 The Contractor shall not back-Meter a Mail Piece.  
 
11. Local Courier Services and Route(s) 
 

11.1.1 The Contractor shall perform Local Courier Service Route(s) for 
Correspondence as directed by the Customer. Routes will be established by 
the Department or Customers. 

11.1.2 The Contractor shall not assess Local Courier Service Route(s) fees for 
handling Postal Mail. The handling of Postal Mail is a component of Mail 
Processing. 

11.1.3 When requested by the Customer, the Contractor shall sort Correspondence in 
order to group pieces for distribution to a common destination.   

11.1.4 The Contractor shall provide Local Courier Service Route(s) in the following 
Florida counties: Leon, Duval, Orange, Hillsborough, Miami-Dade, and 
Escambia.  Additional locations may be required by the Department or 
Customer.   

11.1.5 The Contractor shall obtain, and maintain a record of, signatures from the 
Customer for Accountable Mail. The Contractor shall electronically track and 
report Accountable Mail delivery. 

  
12. Holidays 
The Contractor shall provide Customers all services during Business Days. The following days 
are observed as holidays by state agencies in accordance with section 110.117, F.S.:  

 New Year’s Day 
 Birthday of Martin Luther King, Jr., third Monday in January 
 Memorial Day 
 Independence Day 
 Labor Day 
 Veterans’ Day, November 11 
 Thanksgiving Day 
 Friday after Thanksgiving 
 Christmas Day   

 
If any of these holidays falls on Saturday, the preceding Friday shall be observed as a holiday. If 
any of these holidays falls on Sunday, the following Monday shall be observed as a holiday. 
Customers may have additional holiday(s) observed specifically by the Customer which will be 
detailed in the Customer’s contract or Customer’s Specific Scope of Work. 



Page 14 of 18 
 

 
13. Routine Communications 
Contractor shall send all routine communications and reports related to the Contract to the 
Department’s contract manager. If any information listed on the Vendor Information and 
Ordering Instructions attachments changes during the life of the Contract, then the Contractor 
shall update the attachments and submit to the Department’s contract manager. 
Communications relating to a specific order should be addressed to the contact person 
identified on the order. Communications may be by e-mail, regular mail, or telephone. 
 
14. Purchasing Card 
The State of Florida has implemented a purchasing card program. Purchasing Card 
acceptance for purchase is a mandatory requirement for the Contract but is not the exclusive 
method of payment. If the state changes its Purchasing Card platform during the term of 
Contract, the Contractor shall make any necessary changes to accommodate the state‘s new 
Purchasing Card platform within 30 days of notification of such change. 
 
15. Contract Reporting 
The Contractor shall report information on orders received from Customers associated with this 
Contract.  The Contractor shall submit reports in accordance with the following schedule: 
 

Report Period Covered Due Dates 

MFMP Transaction Fee 
Report Calendar month 15 calendar days after the end of each 

month 

Quarterly Sales Report State’s Fiscal 
Quarter 

30 calendar days after close of the 
period 

Diversity Report 
(submitted to the Customer) State Fiscal Year 30 calendar days after close of the 

period 

Preferred Pricing Affidavit Annual Contract anniversary date 

Proof of Insurance Annual Upon policy renewal 

 
16. MFMP Transaction Fee Reports 
The Contractor is required to submit monthly MFMP Transaction Fee Reports in the 
Department’s electronic format. Reports are due 15 calendar days after the end of the 
reporting period. For information on how to submit Transaction Fee Reports online, please 
reference the detailed fee reporting instructions and vendor training presentations available 
online at the Transaction Fee and Reporting section and Training for Vendors subsections 
under Vendors on the MFMP website. Assistance with Transaction Fee Reporting is also 
available from the MFMP Customer Service Desk by email at feeprocessing@
myfloridamarketplace.com or telephone 866-FLA-EPRO (866-352-3776) from 8:00 a.m. to 
6:00 p.m. Eastern Time. 
 
17. Quarterly Sales Report 
The Contractor shall submit a quarterly sales report electronically, in the required format, to the 
Department contract manager within 30 calendar days after close of each quarter. The quarterly 
sales report can be found here: 
https://www.dms.myflorida.com/business_operations/state_purchasing/vendor_resources/quart
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erly_sales_report_format. Failure to provide the quarterly sales report, or other reports 
requested by the Department, may result in the imposition of financial consequences or the 
Contractor being found in default and may result in termination of the Contract. Initiation and 
submission of the quarterly sales report are the responsibility of the Contractor without 
prompting or notification by the Department. Sales will be reviewed on a quarterly basis. If no 
sales are recorded in two consecutive contract quarters, the Contractor may be placed in 
probationary status or the Department may terminate the Contract. 
 

Quarter 1 – (July-September) – due 30 calendar days after the close of the period 
Quarter 2 – (October-December) – due 30 calendar days after the close of the period 
Quarter 3 – (January-March) – due 30 calendar days after the close of the period 
Quarter 4 – (April-June) – due 30 calendar days after the close of the period 
 

The Department may not consider renewal of a Contract or price adjustments if the Contractor is 
late on submitting required reports or for outstanding fees owed. 

 
18. Diversity Report 
At the Customer’s request, the Contractor shall report the Customer’s specific spend with certified 
and other minority business enterprises. These reports shall include the period covered, the 
name, minority code and Federal Employer Identification Number of each minority business 
utilized during the period, commodities and services provided by the minority business enterprise, 
and the amount paid to each minority business on behalf of each Customer ordering under the 
terms of this Contract. 
 
19. Ad-hoc Report 
The Department may require additional Contract information such as copies of purchase orders 
or ad hoc sales reports. The Contractor shall submit these specific ad hoc requests for reports 
within the specified amount of time as requested by the Department. 
 
20. Business Review Meetings 
In order to maintain the partnership between the Department and the Contractor, each 
quarter the Department may request a business review meeting. The business review 
meeting may include, but is not limited to, the following: 

 Successful completion of deliverables 
 Review of the Contractor’s performance 
 Review of minimum required reports 
 Addressing of any elevated Customer issues 
 Review of continuous improvement ideas that may help lower total costs and/or 

improve business efficiencies. 
 
21. Financial Consequences 
Financial Consequences may be assessed for failure to timely perform or submit a report as 
required by the Contract and shall be paid via check or money order in US Dollars, and made 
out to the Department of Management Services, within thirty (30) calendar days after the 
required report submission date. Financial consequences may be assessed on a daily basis for 
each individual failure until the performance or submittal is accomplished and will apply to each 
target period beginning with the first full month or quarter of the Contract’s performance and 
each and every month and quarter thereafter. The State of Florida reserves the right to withhold 
payment or implement other appropriate remedies, such as Contract termination or nonrenewal, 
when the Contractor has failed to comply with these provisions of the Contract. The Contractor 
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and the Department agree that the financial consequences for non-performance are an estimate 
of damages which are difficult to ascertain and are not penalties. In addition to Customer 
Specific Financial Consequences within the Customer Specific Scope of Work, the following 
Financial Consequences shall apply: 
 
  
 
 
 
 

22. Price Adjustments 
Prices may not be adjusted during the initial term of the Contract.  For the renewal term of the 
Contract, the prices will be the renewal term prices specified on the Cost Proposal; however, the 
renewal term prices may be adjusted no earlier than twelve (12) months after the start date of 
the renewal term and, thereafter, or no earlier than twelve (12) months after the effective date of 
the previous price adjustment.  Price increases must be supported by a change in the Producer 
Price Index (PPI) for the Series ID(s) shown in the table below.  This information is published by 
the U.S. Department of Labor, Bureau of Labor Statistics (BLS), and is available at 
http://www.bls.gov/data/. 
 

Service Series ID Product 

Production Print 
Copying 

PCU32311K32311K5 Digital printing 

Sorting PCU323120323120 Support activities for printing 

Deliverable Performance Metric 

 

Performance 
Due Date 

Financial 
Consequence 

for Non-
Performance   
(Per Calendar 
Day Late/Not 
Received by 
the Contract 

Manager) 

Contractor will timely 
submit complete 
Quarterly Sales 
Reports 

All Quarterly Sales 
Reports will be submitted 
timely with the required 
information 

Reports are 
due on or 
before the 

30th calendar 
day after the 
close of each 
State fiscal 

quarter 

$250 

Contractor will timely 
submit complete 
MFMP Transaction 
Fee Reports 

All MFMP Transaction 
Fee Reports will be 
submitted timely with the 
required information  

Reports are 
due on or 
before the 
15th calendar 
day after the 
close of each 
month 

$100 
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Folding and Inserting 
Scanning and Indexing 

Fulfillment Services 
Mail Services Customer 

Service Associate 
Mail Services Supervisor 

PCU561380561380102 Temporary help services, light and 
heavy industrial 

Local Courier Service 
Route(s) 

PCU4921104921101 Standard courier services 

Storage/Warehousing PCU493110493110 General warehousing and storage 

Document Composition PCU561380561380101 Temporary help services, office and 
clerical 

 
The change in PPI for the first price adjustment after the start date of the renewal term shall be 
determined using the PPI for the month in which the renewal term began and the latest 
available non-preliminary PPI at the time of the price adjustment request (a preliminary PPI is 
indicated on the BLS website with a “(P)” notation).  The change in PPI for second and 
subsequent price adjustments shall be determined using the latest PPI that was used to support 
the previous price adjustment and the latest available non-preliminary PPI at the time of the 
request. 
 
When requesting a price increase, the Contractor shall submit a written justification to the 
contract manager detailing the reason(s) for the request; an increase in the PPI is not sufficient 
justification for a price increase by itself.  Price increases shall not exceed the percent change in 
PPI or three percent (3%), whichever is less.  The percent change in PPI shall be calculated 
using the following formula: 
 

 
 
Where: 
A = earliest PPI (PPI at the time the renewal term began or previous price adjustment) 
B = latest PPI (latest available non-preliminary PPI at the time of price adjustment request) 
Z = percent change in PPI 
 
The Department reserves the exclusive right to approve or deny any price adjustment request.  
Price adjustments will not be considered for any Contractor with any contractual non-
performance issues including, but not limited to, outstanding fees or monies due under this 
Contract or overdue reports or documentation including, but not limited to, a Quarterly Sales 
Report or an MFMP Transaction Fee Report.   
 
A price adjustment does not constitute a change to the Contract requiring an amendment 
executed by both Parties. After the Department approves a price adjustment in a written 
communication to the Contractor, it will incorporate the price adjustment onto the price sheet listed 
on the State Purchasing Contract website.  Price adjustments may not be applied retroactively.  
The Department reserves the right to request price decreases at any time during the term of the 
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Contract if it is found to be in the best interest of the State.  Price decreases issued by the 
Contractor are permissible at any time during the initial and renewal terms. 
 
23. Product/Service Adjustments  
Requested product/service adjustments/changes may be submitted once annually and must be 
approved by the Department and added to the Contract before being offered to Customers. 
 
24. Subcontracting 
Contractor and Applicable Subcontractors, Resellers, Distributors and Dealers: By execution of 
a Contract, the Contractor acknowledges that it will not be released of its contractual obligations 
to the Department because of any subcontractor, reseller, distributor or dealer. The Contract 
terms are applicable to subcontractors, resellers, distributors and dealers and shall apply to the 
Contractor’s affiliates, partners, teammates, or any other third-party vendors providing 
commodities and performing services in furtherance of the Contract. The Contractor is fully 
responsible for satisfactory completion of all work performed under the Contract. 
25. E-Verify 
 
The Contractor (and its subcontractors) have an obligation to utilize the U.S. Department of 
Homeland Security’s (DHS) E-Verify system for all newly hired employees. By executing this 
Contract, the Contractor certifies that it is registered with, and uses, the E-Verify system for all 
newly hired employees. The Contractor must obtain an affidavit from its subcontractors in 
accordance with paragraph (2)(b) of section 448.095, F.S., and maintain a copy of such affidavit 
for the duration of the Contract. In order to implement this provision, the Vendor shall provide a 
copy of its DHS Memorandum of Understanding (MOU) to the Contract Manager within five 
days of Contract execution.  
 
This section serves as notice to the Contractor regarding the requirements of section 448.095, 
F.S., specifically sub-paragraph (2)(c)1, and the Department’s obligation to terminate the 
Contract if it has a good faith belief that the Contractor has knowingly violated section 448.09(1), 
F.S. If terminated for such reason, the Contractor will not be eligible for award of a public 
contract for at least one year after the date of such termination. The Department reserves the 
right to order the immediate termination of any contract between the Contractor and a 
subcontractor performing work on its behalf should the Department develop a good faith belief 
that the subcontractor has knowingly violated section 448.095(1), F.S. 
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Attachment J 
Customer Specific Scope of Work  

 
 

Page 1 of 1 
 

This Customer Specific Scope of Work (SOW) is between the [Customer Name] an agency or 
eligible user of the State of Florida, with offices at [Customer address], and [Company Name] 
(“Contractor”), authorized to transact business in the State of Florida with offices at [Company 
address]. 
 
The Parties agree to this Customer Specific SOW pursuant to State Term Contract No. 
80141800-21-STC in accordance with the terms and conditions of the Contract. The Parties 
therefore agree as follows. 
 
SECTION 1. ADDITIONS TO THE STATE TERM CONTRACT SCOPE OF WORK 
REQUESTED BY THE CUSTOMER 
 
1.1 [insert if applicable: Work Activities] 
1.2 [insert if applicable: Deliverables] 
1.3 [insert if applicable: Expectations] 
1.4 [insert if applicable: Timelines] 
1.5 [insert if applicable: Financial Consequences] 
1.6 [insert if applicable: Description of Mail Services required] 
1.7 [insert if applicable: Compensation for services to be rendered] 
1.8 [insert if applicable: Special handling instructions] 
1.9 [insert if applicable: Mail Processing requirements] 
1.10 [insert if applicable: Billing and remittance instructions] 
1.11 [insert if applicable: Contact information] 
1.12 [insert if applicable: Estimated Volume] 
1.13 [insert if applicable: Reporting requirements] 
 



Attachment I  
Subcontracting 

 
Complete the information below on all subcontractors that will provide services to the Respondent 
to meet the requirements of the resultant contract, should the Respondent be awarded. 
Submission of this form does not indicate the Department’s approval but provides the Department 
with information on proposed subcontractors for review during the procurement process. 
 
Please complete a separate sheet for each subcontractor. 

There will be subcontractors for this solicitation YES  NO  (place a checkbox where 
applicable). If not, Respondents are not required to complete the remainder of this form. 
 

Service:    Inbound Mail Processing and Local Courier Services 

Company Name:   BrightKey, Inc. 

Contact Name:   Dana Robison 

Address:    9050 Junction Drive, Annapolis Junction, MD 20701 

Telephone:    (301) 604-3305 

Email:                drobison@brightkey.net 
 

 
In a job description format, describe below the responsibilities and duties of the subcontractor 
based on the technical specifications or scope of work outlined in this solicitation. 
 
The proposed Subcontractor shall provide the necessary personnel to perform the functions specified in 
the job descriptions below: 
 
Mail Services Supervisor 
 

 Supervise and manage on-site Subcontractor personnel 
 Oversee the daily performance of on-site Mail Services required by the Customer 
 Ensure customer satisfaction via well-trained staff, use of proper work instructions, cross training, 

and adherence to the Scope of Work 
 Handle time-sensitive materials such as confidential or urgent packages 

 
Mail Services Customer Service Associate 
 

 Receive and sort incoming mail, including correspondence mail 
 Provide inbound mail scanning and indexing as directed by the Customer 
 Perform local courier service route(s) for correspondence as directed by the Customer 
 When requested by the Customer, sort correspondence in order to group pieces for distribution to a 

common destination 



 Deliver outgoing correspondence mail  
 Pick up metered and unmetered postal mail from the Customer for mail processing 
 Deliver inbound mail 
 When required by the Customer, pick up postal mail more than once daily from locations and 

ensure that the last afternoon postal mail pickup is made in time to meet USPS daily deadlines 
 Obtain, and maintain a record of, signatures from the Customer for accountable mail  
 Electronically track and report accountable mail delivery 
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Document Number
FEI/EIN Number
Date Filed
Effective Date
State
Status

Department of State /  Division of Corporations /  Search Records /  Search by Entity Name /

Detail by Entity Name
Florida Profit Corporation
NORTHEAST II, INC.

Filing Information

P07000107204
23-2096759
09/26/2007

03/29/1979
FL

ACTIVE

Principal Address

5911 PHILLIPS HIGHWAY
JACKSONVILLE, FL 32216

Mailing Address

5911 PHILLIPS HIGHWAY
JACKSONVILLE, FL 32216

Registered Agent Name & Address

ANSBACHER LAW, P.A.
8818 GOODBYS EXECUTIVE DRIVE
SUITE 100
JACKSONVILLE, FL 32217

Name Changed: 03/15/2018

Address Changed: 04/07/2009

Officer/Director Detail

Name & Address

Title D

FREEMAN, TERRY L
5911 PHILLIPS HIGHWAY
JACKSONVILLE, FL 32216

Annual Reports

Report Year Filed Date
2021 04/08/2021

Division of CorporationsFlorida Department of State

http://dos.myflorida.com/
http://dos.myflorida.com/sunbiz/
http://dos.myflorida.com/sunbiz/search/
http://search.sunbiz.org/Inquiry/CorporationSearch/ByName
http://dos.myflorida.com/sunbiz/
http://dos.myflorida.com/
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2022 02/23/2022
2023 03/24/2023

Document Images

03/24/2023 -- ANNUAL REPORT View image in PDF format

02/23/2022 -- ANNUAL REPORT View image in PDF format

04/08/2021 -- ANNUAL REPORT View image in PDF format

06/22/2020 -- ANNUAL REPORT View image in PDF format

04/04/2019 -- ANNUAL REPORT View image in PDF format

03/15/2018 -- ANNUAL REPORT View image in PDF format

04/21/2017 -- ANNUAL REPORT View image in PDF format

03/22/2016 -- ANNUAL REPORT View image in PDF format

04/07/2015 -- ANNUAL REPORT View image in PDF format

04/03/2014 -- ANNUAL REPORT View image in PDF format

03/19/2013 -- ANNUAL REPORT View image in PDF format

03/22/2012 -- ANNUAL REPORT View image in PDF format

03/30/2011 -- ANNUAL REPORT View image in PDF format

03/16/2010 -- ANNUAL REPORT View image in PDF format

04/07/2009 -- ANNUAL REPORT View image in PDF format

04/28/2008 -- ANNUAL REPORT View image in PDF format

09/26/2007 -- Domestic Profit View image in PDF format

Florida Department of State, Division of Corporations
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