MAILING SYSTEM POSTAGE METER RENTAL, MAINTENANCE, THE U.S. Navy & Marine Corps 
CONTRACT

STATEMENT OF WORK
1.0 GENERAL.
1.1 Scope.  The purpose of this contract is continued postage meter rental/maintenance support for 89 existing mailing systems at 42 U.S. Navy and Marine Corps locations, with the objective of extending the value/utility and otherwise takes advantage of the full life cycle of meter equipment.  The Contractor shall maintain mailing system equipment and service obtained for processing metered mail.  At a minimum, each mailing system includes a postage meter, scale, and desktop computer. Larger systems include a mailing base.  Contractor tasks for mailing systems shall include postage meter rental, refresher training, and maintenance.
1.2 Background.  The U.S. Navy and Marine Corps processes metered mail with 89 postage meters at locations throughout the world.  As a result, the equipment type and maintenance program must ensure that all locations can sustain meter operations.  While each of these locations has an Official Mail Manager, this is not always a full-time position and processing mail is sometimes a collateral duty shared by many different personnel.  Consequently, the Navy and Marine Corps rely on automation to minimize errors and the time spent handling and processing mail.  

Because the volume and type of mail processed at each location varies significantly, the Navy and Marine Corps requires mailing systems with different or adaptive levels of processing capabilities and features.  Additionally, the Navy and Marine Corps require the vendor to support and maintain each mailing system and train users to operate the equipment. Refresher training is also necessary as a result of continuous turnover of mail clerks.
Description of Supplies/Services— The period of performance for this requirement is base period of ???? to ???? and four concurrent one-year options (???? respectively). 
1.3  CONTRACTOR PERSONNEL.  

1.3.1 Account Manager (AM) The Contractor shall provide an Account Manager who will be responsible for all aspects of mailing systems, meter rental and maintenance, and services relating to this contract such as billing, technical, design, engineering, hosting services, etc.
1.3.2 Technical Account Manager (TAM).  The Contractor shall provide a Technical Account Manager who will be responsible for all aspects relating to the technology offered.  The TAM will be a single point of contact for the Navy Mail Manager as well as his/her designees to monitor, report and inform on – all technical aspects of the contract.  The Technical Account Manager is further designated as Key by the Government.
1.3.3 Qualified Personnel.  The Contractor shall provide qualified personnel to perform all requirements specified in this contract.  All Contractor employees supporting this contract shall also be citizens or legal residents of the United States.

1.4 HOURS OF OPERATION.  

The Contractor shall be available to provide training, routine maintenance, problem resolution, and emergency repair services between the hours of 0800 and 1600 (Navy unit’s location local time), Monday through Friday (except Federal holidays).

1.6 KICK-OFF MEETING.  

The Contractor shall attend a Kick-Off Meeting with the Contracting Officer and the COTR to discuss contract objectives and review the Contractor's project plan NLT 5 business days after the date of award.  

1.7 PROJECT PLAN.  

The Contractor shall provide a draft Project Plan three business days prior to the Kick-Off Meeting for Government review and comment.  The Contractor shall provide a final Project Plan to the COTR not later than 5 business days after the Kick-Off Meeting.

2.0 GOVERNMENT TERMS & DEFINITIONS.

None.

3.0 GOVERNMENT FURNISHED INFORMATION.  

The Government will furnish the Agency Code, and a list of cost codes at the kick-off meeting. These cost codes shall be listed on all reports and on-line systems.   

4.0 CONTRACTOR FURNISHED PROPERTY.  

The Contractor shall furnish all materials, equipment and services necessary to fulfill the requirements of this contract/task order, except for the Government Furnished Information and image specified in section 3.0 of this SOW.

5.0 REQUIREMENTS.  

The Contractor shall be responsible for providing postage meter rental, maintenance, account management, and hosting services for 42 U.S. Navy and Marine Corps field units.  Mailing systems maintenance encompasses the repair or replacement of mailing systems, postage meters, scales, PC workstation/notebook, training (to include refresher) and maintenance that will optimize each unit’s ability to efficiently process daily and peak mail volumes.  Although this procurement is for meter rental, meter maintenance, and server hosting for existing mailing systems throughout Navy, the contractor shall maintain current/existing requirements of this section (5.0 requirements) to meet the minimum processing rates for each unit’s mailing system that also meet current and future federal requirements (mail volume and cost data reporting) so that they may be maintained (in terms of capability) for the duration of the contract.  Repair and/or replacement of existing equipment must be maintained at current levels/capabilities for each unit’s mailing system.

The contractor shall ensure that postage meter licensing requirements of the U.S. Postal Service are met for each postage meter.  The meter license number, applicable Agency Code, the unit cost code, applicable model and serial numbers, unit address, and POC information shall accompany all documents (to the extent it is possible) in hard copy form, in database systems, and on reports.  The contractor shall list all equipment and supplies furnished herein, including applicable serial numbers on the unit’s inspection or receiving report. Additionally, the contractor shall obtain the receiving units Postal Manager’s signature certifying all equipment and supplies have been received, installed, tested, and personnel trained.

5.1 Mailing Systems - At a minimum, each mailing system shall include the following components:  A postage meter; a mailing system to process letter and flat mail; a scale that interfaces with the postage meter/PC capable of printing an indicia on mail matter and postage tapes, and desktop/monitor or laptop PC.   Each mailing system shall minimize the requirement for manual intervention by the user to process mail.  Contractor will update US Postal Service and commercial carrier rates/interfaces as necessary. 
5.1.1.1 Since each of the 42 Navy and Marine Corps installations’ mailing systems differ in terms of mail volume, the Contractor shall provide a mailing system that meets the minimum processing rate for each location, and sustain use over the life cycle of the equipment. 

5.1.1.2 To meet current and future federal requirements for mail volume and cost data reporting, each mailing systems must be able to compile data and track mail volume and costs and shall support a method for monitoring and collecting this type of data.  The contractor's project plan shall identify how each proposed system will provide mail volume and cost data in an automated manner.  

5.1.1.4 Postage Meters - The contractor shall assist the COTR by reporting in the account status reports when postage amounts currently on Navy and Marine Corps meters have been transferred to new meters or refunded as old meters are taken out of service, ensuring initial meter settings are accomplished at installations, and tracking refunds/reconciliation.

5.1.1.5 All meters shall be digital meters and shall be capable of being set for any class of postage, in any denomination up to a maximum of $99.99.
5.1.1.6 Postage meters shall be only those meters having approval letters from USPS stating that they meet USPS requirements for placement, and shall meet USPS meter migration requirements for the life of the contract.

5.1.1.7 Each postage meter shall produce postage meter tapes for items too large to process through the mailing machine.  

5.1.1.8 The meter resetting procedure shall allow Navy and Marine Corps personnel to add (reset) postage, with a minimum of manual intervention, in any amount, to their postage meter via either a toll free phone call to the vendor or electronic phone connection to the postage meter, which allows the vendor to electronically set additional postage on the meter through the phone connection or the internet. The resetting process shall not take more than 3 minutes.  
5.1.1.9 The contractor shall provide to each unit through electronic means, the Internet, or by use of a toll free number, a method of checking the history of their postage meter settings and credits, track service calls, and purchase supplies.  

5.1.1.10 The contractor shall provide the COTR through electronic means, the Internet, or by use of a toll free number, a method of reviewing all Navy and Marine Corps installation meter settings and credits, track service calls and monitor inventory of all equipment covered by this contract.  This shall be explained in detail at the kick-off meeting. 

 5.1.1.11 The contractor shall provide a monthly Postage Activity Summary Report (otherwise known as a population report) each month.  The report shall be mailed and provided electronically to the COTR within 10 days after each month.  The electronic version will be in a format that can be read or converted to Microsoft Word, Excel, or Access, with meter information current from the previous month, containing at minimum, the following data:

· Meter location to include  model type, unit name and complete address, and Cost Center Code listed by ZIP Code or State order.

· Unit's mailing system model numbers and meter model and serial number.

· Date meter installed at unit.

· Postage transaction dates for each unit.

· Amount set on meter for each unit.

· Total number of unit transactions and total reset amount since the start of the Fiscal Year.

In addition, the Postage Activity Summary Report shall have a summary page listing the total number of Navy meters in service, total amount set during the month, and total amount set on all meters since the start of the Fiscal Year.

5.3 Refresher Training – The Contractor shall provide onsite refresher training upon request from the individual unit, within 15 days of notification.  The training shall include at a minimum how to process and calculate postage for the different classes of mail and all special services, how to use the mailing system and perform preventative maintenance service, and answer any questions about mail processing.  The contractor shall also explain how to set the meter and track meter settings, make and track service calls, and purchase supplies. This shall include up to 200 onsite visits per year distributed among the Navy and Marine Corps locations, for the base and four (4) option years of this contract. The Contractor shall coordinate all onsite refresher-training visits with the installation prior to conducting any refresher training.  The number of training visits will be included in the account status report. The Government reserves the right to prioritize these visits.

5.4 Equipment Repair and Replacement Support - For each installed mailing system, the Contractor shall provide responsive maintenance support for the base period and the four (4) option years at each location. The Contractor shall indicate the ability to maintain a parts line for five (5) years in order to maintain proposed equipment.

5.4.1 The Contractor shall provide a toll free telephone number to each Official Mail Manager or designated representative at each Navy and Marine Corps location for customer service support (e.g. service requests, troubleshooting, subsequent training requests).    
5.4.2 The Contractor shall be responsible for providing both routine maintenance and emergency repair services for each installed mailing system, at each Navy and Marine Corps location. In the event of equipment breakdown or failure, the Navy or Marine Corps will call the toll free number provided as per section 5.4.1.  If a service representative is not immediately available to begin service call/troubleshooting upon the initial call, a call back will take place no later than two (2) hours from the initial call.  The contractor will make every attempt to remedy the situation either through phone support, by sending a replacement system depending on the component (service by replacement), and/or onsite repair/replacement.  In the event the system could not be repaired over the phone, the contractor will dispatch a local technician to the Navy or Marine Corps location within four (4) hours of receipt of the call.  If a service call is placed after 2:00PM (unit’s local time), the local technician will schedule the onsite repair for the next business morning.  Repair or replacement will be done either the same day or next day (depending on time of the initial call or if equipment/parts must be shipped overnight.  The Contractor shall complete all repairs, including labor, at no additional cost to the Navy. Except for laptops, all other equipment/systems will be repaired/replaced on-site.  Laptops will be repaired on site if possible, or replaced be a depot level system.  Overnight transportation costs of the replacement system will be at no additional expense to the Navy or Marine Corps.  Transportation costs of the defective unit back to the contractor will be the responsibility of the Navy and Marine Corps.
Since it is not likely that the above service standard can be met in all cases, below is the standard by which the contractor will be evaluated:

85% of maintenance/issue resolution will be completed the same day or next business day

10% of maintenance/issue resolution will be completed by the second business day

5% of maintenance/issue resolution will be completed by the third business day

5.5 Hosting Services and Web Based Application

5.5.1 Contractor shall provide a scalable web-based mailing/shipping solution.
5.5.1.2 Enterprise-wide solution characteristics

· Managed from a centralized server hosted by the contractor
· One database for all administration and configuration of data as well as all mail/shipping transactions

· Centralized control, enforcement and maintenance of business rules

· Business rules shall be defined as a set definition of carrier selection based on predefined carrier usage following Navy policy.  This solution must monitor, administer and police these business rules automatically without operator intervention.

· Distributed processing across multiple sites/mailing locations
· No concurrent user issues
6.0 REFERENCES.

6.1 U.S. Postal Service, Domestic Mail Manual
6.2 U.S. Postal Service, Postal Bulletins.

6.3 U.S. Postal Service, International Mail Manual

7.0 DELIVERABLES.

The Contractor shall consider items in BOLD as having mandatory due dates.  

	ITEM
	SOW
	DELIVERABLE / EVENT
	DUE BY

	1
	1.7
	Contractor DRAFT Project Plan
	 NLT 3 business days prior to the Kick-Off Meeting



	2
	1.6
	Kick-Off Meeting
	NLT 10 business days after date of award.



	3
	1.7
	Final Contractor Project Plan
	NLT 5 business days after Kick-Off Meeting.



	4
	5.1.1.12


	Postage Activity Summary Report
	Monthly

	5

	5.4


	Equipment Repair and Replacement Support


	Annually for Base year and four (4) Options years


8.0 Quality Assurance Surveillance Program
	ITEM
	SOW
	REQUIRED SERVICE
	PERFORMANCE STANDARD
	RESULT

	1
	5.4.2
	Response to a Maintenance service call
	85% same day/next day

10% by 2nd business day

5% by 3rd business day
	Service calls that take longer than 3 business days to resolve will be reflected in the contractor’s performance evaluation.

	2
	5.3
	Refresher Training
	Respond with onsite training within 15 days of notification
	Refresher training response that exceeds 15 days will be reflected in the contractor’s performance evaluation.

	3
	5.1.1.12
	Postage Activity Summary Report
	Delivered by the 10th day of the month
	Delivery beyond the standard will be reflected in the contractor’s performance evaluation.

	4
	5.1.1.3
	System data collection/reporting as programmed
	Systems must be able to collect/report data required
	Units unable to collect data/receive reports as designed will be reflected in the contractor’s performance evaluation.


