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SECTION I – Terms and conditions

1. INTENT

The Department of Enterprise Services, Contracts & Legal Division, hereinafter referred to as "the state," pursuant to RCW Chapter 39.34 and 43.19, as authorized agent for the State of Washington, herewith contracts mail services provided for herein. This document, including all addenda and subsequently issued change notices, comprises the entire Contract between the following parties: all state agencies, institutions, community colleges, colleges, and universities, hereinafter referred to as an "agency(s)," and the Department of Enterprise Services Consolidated Mail Services, hereinafter referred to as "CMS," and shall be governed by the laws of the State of Washington.

Consolidated Mail Services in accordance with RCW 43.19.710-720, is committed to providing timely, efficient, and cost effective mail services.

This Contract replaces existing contracts, implied, written or otherwise, between the aforementioned parties for services provided for herein.  No other understandings, oral or otherwise, regarding the subject matter of this Contract shall be deemed to exist or to bind any of the parties hereto.

Acceptance and continuation of existing services by agencies sixty (60) calendar days beyond effective date of Contract and subsequently issued change notices shall constitute acceptance by participants.

2. STATEMENT OF WORK

This Contract, which closely resembles a statement of work, serves the purpose of contractually committing Consolidated Mail’s services to its customers without the necessity of formally signing and tracking hundreds of individual contracts.  

CMS shall furnish and maintain all materials, personnel, training, institutional knowledge, equipment and/or services necessary to perform contractual requirements. CMS will appropriately pursue advances in machinery and vendor services to provide optimal performance and pricing for customer needs.
CMS will provide all required licenses, bonding, facilities, equipment and trained personnel necessary to perform the work as specified unless otherwise provided for herein.  Proof may be required upon request and CMS is allowed ten (10) business days to comply.  Licensing, bonding, facilities, equipment and trained personnel requirements will flow down to all subcontractors and satellites inclusive.  CMS is responsible for all services provided for by subcontractors, satellites or future parties assigned.

Agencies will provide whatever products are necessary for completion of work.

All rights and obligations of the parties to this Contract shall be subject to and governed by the Terms and Conditions contained in the text of this Contract.  Agencies take no responsibility for CMS's responsibilities, liabilities or agreements with other agencies.

3. TERMINATION OF SERVICES

1. General Termination

Except as otherwise provided in this Contract, either party may terminate this Contract in whole or part at any time as set out in “Termination Procedures” below and the terminating party shall be liable only for performance in accordance with the terms of this Contract for performance rendered prior to the effective date of termination.

2. Termination for Cause

The agency may terminate this Contract in whole or in part whenever it is determined that CMS has failed to comply with the conditions of this Contract.  See “Termination Procedures” below except that for termination under these subsection agencies shall:

· Mail the written notification of termination return receipt requested; and 

· Set an effective date for termination, which may be either; upon receipt of written notification by CMS, or any time after receipt of written notification.

Payments made to CMS or recoveries by the agency shall be in accord with the legal rights and liabilities of the parties.

3. Termination for Funding Reasons

In the event funding from state, federal, or other sources is withdrawn, reduced or limited in any way after the effective date of this Contract and prior to normal completion, either party may unilaterally terminate the Contract as provided under “Termination Procedures."

4. Termination Procedures

Either party's notice to the other party of termination must:

· Be given in writing at least thirty (30) days before the effective date of termination;

· State the reasons for termination;

· State the effective date of termination; and

· Be sent to the other party's primary point of contact.

4. PRICING

As mandated by legislation, CMS is a fee for service program.  In consideration for services rendered by CMS and their assigns, there is a charge to agencies.  For campus and incoming mail services, pricing and billing is based on historic volumes; for outgoing insert and presort services, pricing and billing is based on actual counts.

The USPS and the Postal Rate Commission regulate postage rates.  Note that USPS rates may change without notice during the term of this document. 

Postage applied to envelopes versus postage invoiced:

United States Postal Service (USPS) regulations regarding submission of State Government mail were changed in April 2016.  As a result, one, two, and three-ounce letter mail submitted by CMS is required by USPS to be posted on the envelope at $.373, $.373, and $.623, respectively.  

However, a portion of the state’s mail doesn’t actually qualify for that rate, requiring the payment of additional postage on a daily basis.  To cover the difference, CMS invoices customers at a slightly higher rate: 

· 1 and 2 ounce charged postage will be up to $0.413
· 3 ounce charged postage will be up to $0.663
5. POSTAGE

CMS initially pays for all postage and shipping costs used for processing outbound USPS, FedEx, and UPS letters and packages, then will bill agencies one month in arrears.  Agencies do not need to maintain USPS postage accounts.  Large agencies may be asked to make postage deposits in advance. Please contact CMS for a copy of the current Contract rates.

6. PERFORMANCE BASIS

This is a Performance Based Contract. CMS has established performance standards and operates this Contract on a fee for service basis. A review of established performance standards will be scheduled at least annually. If performance fails to meet established standards, CMS will prepare a plan to bring activities back to agreed upon levels. If these steps do not result in appropriate performance, a meeting will be scheduled with affected customers and the Contract Administrator to discuss remedies.  

7. LIABILITY

CMS and assigns shall be held liable for all reasonable claims for damages resulting from loss or damage of agency mail that may occur during the performance of services provided for herein. CMS shall be liable for any costs associated with non-adherence to agency confidentiality requirements.  In no event shall CMS be liable for consequential damages.

8. SEVERABILITY

Any provision of this document found to be prohibited by law, shall be ineffective to the extent of such prohibition without invalidating the remainder of the document.  If any provision of this Contract or any provision of any document incorporated by reference shall be held invalid, such invalidity shall not affect the other provisions of this Contract which can be given effect without the invalid provision, and to this end the provisions of this Contract are declared to be severable.

9. NON-DISCRIMINATION AND AFFIRMATIVE ACTION

Contractors, Bidders and Proposers shall not create barriers to open and fair opportunities for all businesses including Minority and Women’s Business Enterprises (OMWBE) to participate in all State contracts and to obtain or compete for contracts and subcontracts as sources of supplies, equipment, construction and services.  In considering offers from and doing business with subcontractors and suppliers, the Contractor shall not discriminate on the basis of race, color, creed, religion, sex, age, nationality, marital status or the presence of any mental or physical disability in an otherwise qualified disabled person.

10. DISPUTES AND REMEDIES

In the event that a dispute arises under this Contract, it shall be determined in the following manner: the agency shall appoint a member to a dispute panel; CMS shall appoint a member to a dispute panel.  The agency and CMS shall mutually agree on a third person to chair the dispute panel.  The dispute panel shall thereafter decide the dispute with the majority prevailing.  The determination of the dispute board shall be final and binding on the parties hereto.

11. PERSONAL LIABILITY

It is agreed by and between the parties hereto that in no event shall any official, officer, employer or agent of the State of Washington be in any way personally liable or responsible for any covenant or agreement herein contained whether expressed or implied, nor for any statement or representation made herein or in any connection with this Contract.
12. SUPERVISION AND COORDINATION

1. Each party shall:

· Completely and efficiently supervise and direct the implementation and completion of all Contract requirements specified herein.

· Facilitate the work described herein under the coordination of the appropriate designee, or their successors, for handling and direction of mail.  All communication given or received from the designee shall be binding.

· Upon request provide names, addresses and phone numbers of primary and alternate representatives for each service provided for herein.

2. Representatives shall:

· Function as the primary point of contact.

· Ensure supervision and coordination and shall take corrective action as necessary to meet contractual requirements.

· Be available at all times during normal working hours throughout the term of the Contract.

· Upon request of either party, CMS and the agency will schedule and meet to resolve any operational issues.  The meetings can be set or canceled by mutual agreement. 

3. CMS shall make available during all shifts a person or persons with the capability and authority to handle all of agency emergency needs regarding agency mail.

13. HOLD HARMLESS

Each party shall defend, protect and hold harmless the other party from and against all claims, suits and/or actions arising from any negligent or intentional act or omission of that party's employees, agents and/or authorized subcontractor(s) while performing this Contract.  In the case of joint negligence, any damages allowed shall be levied in proportion to the percentage of negligence attributed to each party.

14. SUBCONTRACTS/ASSIGNMENT

CMS shall not subcontract work or services provided under this Contract except as provided for otherwise herein.  At the agency's request, CMS will forward copies of subcontracts and fiscal, programmatic and other material pertaining to any and all subcontracts.  (See Section I, Invoicing and Billing).

For any subcontractor, CMS shall:

1. Be responsible for Subcontractor compliance with these Terms and Conditions and the subcontract terms and conditions; and

2. Ensure that the Subcontractor follows agency reporting formats and procedures as specified by the agency.

Licensing, bonding, facilities, equipment and trained personnel requirements will flow down to all subcontractors, satellites inclusive.  CMS is responsible for all services provided by subcontractors, satellites or future parties assigned.
15. FEES AND LICENSES

Both parties shall:

1. Pay for and maintain in a current status, any license fees, and assessments, permit charges, etc., which are necessary for Contract performance.

2. Monitor and determine any changes or the enactment of any subsequent regulations for said fees, assessments or charges and to comply with said changes or regulations.

16. WARRANTIES
CMS warrants that services provided for under this Contract shall be fit for the purpose(s) for which intended, and shall conform to the requirements herein.  Acceptance of a service by an agency shall not alter or affect the obligations of CMS or the rights of the agency.
17. DOCUMENT IDENTIFICATION

The applicable account and order/contract number shall identify invoices, payments and other written communication affecting this Contract.

18. INVOICING AND BILLING

CMS shall provide an e-link or original copy of invoice where applicable.  Each invoice shall be submitted as required by this Contract.  Invoices shall identify applicable service and transaction count by mail process type provided.

Invoices shall be submitted for payment to a single location as requested by each agency.

Invoice charges may be rounded to the nearest dollar.


CMS will provide mail count and cost information.  Each party shall notify the other party of any discrepancy in the count of mail items received, processed and mailed by CMS.  CMS and the agency will work together to resolve the discrepancy.

Unusually high volumes in campus mail activity counted during a survey will be invoiced separately, if it does not reflect the average daily volume for the agency.  

It should be noted that a portion of the state’s mail doesn’t qualify for the minimum rate, requiring CMS to pay additional postage on a daily basis. CMS invoices customers at a slightly higher rate to cover this difference.
19. PAYMENT

Payment will be made by the agency in less than thirty (30) calendar days after receipt of a properly completed invoice and satisfactory performance of CMS has been attained.

Vouchers and other written communication shall include such information as is necessary for the agency to determine the exact nature of all expenditures.  Invoices must be received by the agency no later than ninety (90) calendar days after the Contract expiration date.

The agency shall reimburse CMS an amount not to exceed the invoiced amount for items the agency has not contested in writing to CMS; for the performance of all things necessary for, or incidental to, the performance of work, as set forth in each service section herein; and in accordance with the rate structure defined in each service section herein.

If there is open credit against an invoice, agencies shall pay CMS only the invoiced amount remaining after credit is applied.  If there is no open credit against an invoice, agencies shall pay CMS the full amount of the invoice.
20. CHANGES, ADDITIONS OR DELETIONS

Each party reserves the right to add, change or delete items, services, agencies or locations.  Added items, services, agencies or locations will be related to those on contract.  Notification of any proposed change by each party shall be in writing to CMS.

Any waiver by any party hereto, with regard to any of its rights there-under, shall be in writing and shall not constitute a waiver to any future rights which such party might have there-under.
21. FORCE MAJEURE

1. Definition:  Except for payment of sums due, neither party shall be liable to the other nor deemed in default under this Contract if and to the extent that such party's performance of this Contract is prevented by reason of force majeure. The term "force majeure" means an occurrence that is beyond the control of the party affected and could not have been avoided by exercising reasonable diligence.  Force majeure shall include acts of God, war, riots, strikes, fire, floods, earthquakes, epidemics or other similar occurrences.

2. Notification:  If either party is delayed by force majeure, said party shall provide written notification within forty-eight (48) hours.  The notification shall provide evidence of the force majeure to the satisfaction of the other party.  Such delay shall cease when practicable and written notification of same shall be provided.  The time of completion shall be extended by Contract modification for a period of time equal to the time that the results or effects of such delay prevented the delayed party from performing in accordance with this Contract.

3. Rights Reserved:  The state reserves the right to cancel the Contract and/or purchase materials, equipment or services from the best available source during the time of force majeure, and agencies shall have no recourse against the state.

Please note: On any given day, inclement weather, traffic and road conditions may delay pick-up and delivery.

22. OSHA AND WISHA REQUIREMENTS

Both parties agree to comply with conditions of the Federal Occupational Safety and Health Acts of 1970 (OSHA), as may be amended, and the Washington Industrial Safety and Health Act of 1973 (WISHA), as may be amended, and the standards and regulations issued there-under and certifies to the extent that each party's performance of this Contract will conform to and comply with said standards and regulations.  Each party further agrees to indemnify and hold harmless the other party from all damages assessed against either party as a result of either party's failure to comply with the acts and standards there-under.

23. RETENTION/MAINTENANCE OF RECORDS

Each party to this Contract shall maintain books, records, documents and other evidence which sufficiently and properly reflect all direct and indirect costs expended by either party in the performance of the service provided for herein.  These records and other material regardless of form or type, pertinent to the performance of this Contract, shall be subject to inspection, review or audit by personnel of parties to this Contract, other personnel duly authorized by either party, the Office of the State Auditor, and federal auditors so authorized by law (where federal funds are involved).

Parties to this Contract shall retain all books, records, documents and other material relevant to this Contract for six (6) years after expiration.

Access shall be at all reasonable times during the record retention period.

Upon request, CMS shall make available mailing statements and services documents for review within one day of completion.

24. FUNDING

In the event funding from state, federal or other sources is withdrawn, reduced or limited in any way after the effective date of this Contract and prior to normal completion, either party may terminate the Contract under the "termination" clause (Section 1, Par. 3), subject to re-negotiation under those new funding limitations and conditions.

25. ASSIGNMENT TO SUCCESSOR
Assignment to successor Washington State government entity due to transfer of authority in the event that the authority of DES is withdrawn by operation of law or otherwise, and that authority is transferred and vested in a successor Washington State government entity, with written notice to Contractor from an authorized agency of the state of Washington, this Agreement may be assigned to such successor Washington State government entity.  The assignment of this Agreement under the aforementioned conditions shall not operate to relieve the parties of their duties and/or obligations hereunder.
26. ASSURANCES AND ORDER OF PRECEDENCE

Both parties agree that all activity pursuant to this Contract will be in accordance with all applicable current or future federal, state and local laws, rules, and regulations.

This Contract shall be construed and interpreted in accordance with the laws of the State of Washington.  The venue of any action brought hereunder shall be in the Superior Court for Thurston County.

In the event of an inconsistency in this Contract, unless otherwise provided herein, the inconsistency shall be resolved by giving precedence in the following order:

1. Applicable federal and state statutes and regulations;

2. The terms and conditions of this Contract, including the statement of work; and

3. Any other provisions of the Contract whether incorporated by reference or otherwise.

27. INSPECTIONS

The agency reserves the right to perform an unannounced inspection to determine whether or not CMS is meeting contractual requirements.

The Office of the State Auditor, federal auditors and any persons duly authorized by the agency shall have the right of access at all reasonable times in order to examine and inspect any site where any phase of the program is being conducted, controlled or advanced in any way.  Such sites may include the home office, any branch office or other locations of CMS if such sites or the activities performed thereon have any relationship to the program covered by this Contract.
28. DELAY OF MAIL

CMS commits to turnaround of mail processing as scheduled by mutual agreement of both parties.  Prior notification of unscheduled mail jobs for processing is required.  Processing time is dependent on volume and quality of material presented for processing, as well as prior commitments. CMS shall notify agency contact person on file of any delay in processing immediately or by the next work day as requested by the agency. Notification may be made to the agency by e-mail, telephone, or by FAX, on the day of the delay in processing or as requested by the agency.

If scheduled mail is not available for processing, the agency will coordinate with CMS a revised schedule.  Agencies are required to contact CMS as soon as it is known that mail will be delayed.

Should time-sensitive mail, such as "warrants" and/or "no-pay mailers", be delayed and cannot be processed and delivered to the Post Office by the Tumwater processing plant departure schedule, CMS, when the United States Post Office has determined it is possible, will transport said mail to the Tacoma or Seattle Post Office in time for their, normally later, departure times.

29. DAMAGED MAIL

CMS maintains written procedures and training for damaged mail. CMS shall notify agency contact person on file and provide expedited return or proper disposal of damaged material (Proper disposal shall be determined by mutual agreement of both parties).

Upon request by the agency, if any portion of a piece of mail is damaged, CMS agrees to return the entire piece of mail including its related inserts and envelope to the agency contact on file by the next scheduled Campus Mail Delivery.  Mail damaged on Saturdays or Holidays shall be returned to the agency at the first Campus Mail Delivery of the next working day.  The agency shall not be charged for handling or postal charges for damaged mail.

30. SCHEDULING

Many services require pre-scheduling.  Processing time is dependent on the volume, quality of mail presented, equipment capabilities and equipment performance (speed).  Prior notification of unscheduled volumes of mail for processing is required.  

CMS will meter the appropriate postmark date and deliver mail to the USPS.  CMS shall provide pick-up services of scheduled agency mail as required by each agency at a mutually agreed upon location in a timely manner to ensure compliance with each schedule.

If scheduled mail is not available for processing, the agency will coordinate a revised schedule with CMS.

31. ASSIGNABILITY

Neither party shall assign this Contract or any claims arising there-from, either in whole or in part without the prior approval of the other party.  Said approval shall not be unreasonably withheld.

32. DEBARMENT AND SUSPENSION - (Federal Audit Requirement)

By executing this Contract, CMS certifies to the agencies that it is not debarred, suspended or otherwise excluded from or ineligible for, participation in Federal Assistance Programs under Executive Order 12579 "Debarment and Suspension".  CMS certifies that it will not contract with a subcontractor that is debarred or suspended.

33. USPS MAIL GUIDELINES 

CMS will monitor and determine any USPS charges and the enactment of any subsequent regulations for fees, assessments or changes.

CMS will comply with USPS Domestic Mail Manual (DMM) regulations (For Federal Mail: Section E060 Official Mail, Penalty) when applicable.
34. SECURITY OF WARRANT DOCUMENTS 
CMS will follow all signature and warrant handling procedures as coordinated with agency customers.
35. PHYSICAL SAFEGUARDS AND CONFIDENTIAL DATA

Mailers are not considered directly responsible for meeting standards of the legislative Acts listed below, but CMS understands the intent of the regulations and is attentive to the impact these requirements have on business processes and our customers.

· HIPAA, the American Health Insurance Portability and Accountability Act of 1996, is a set of rules to be followed by doctors, hospitals and other health care providers.  HIPAA took effect on April 14, 2003. It regulates the security and privacy of protected health information kept in electronic format. 

· The Financial Modernization Act of 1999, also known as the "Gramm-Leach-Bliley Act" or GLB Act, has provisions to protect consumers’ personal financial information held by financial institutions.  The GLB Act applies to "financial institutions" - companies that offer financial products or services to individuals, like loans, financial or investment advice, or insurance.

· The Sarbanes-Oxley Act of 2002 includes provisions addressing audits, financial reporting and disclosure, conflicts of interest, and corporate governance at public companies.

To ensure confidentiality, timeliness, accountability, and to have a recorded chain-of-custody, payroll sent by Campus mail is required to be tracked through the CMS accountable mail tracking system.  A fee is applied for this service.

CMS agrees to the following minimum confidential data safeguards:

1. Access to confidential data provided by agencies will be restricted to only those employees and officials who need it to perform their official duties.

2. Confidential data will be kept in a secure area that is safe from access by unauthorized persons during duty hours as well as non-duty hours or when not in use.

3. CMS shall instruct all personnel with access to confidential data regarding the confidential nature of the data, and the sanctions specified in agency program laws (e.g., ESD's & L&I’s Compensation Laws, RCW 51.16.070, RCW 51.28.070, etc.) against unauthorized disclosure of data covered by this Contract.

4. CMS will limit access to its facilities.  Only: 

· CMS staff and management

· Pre-authorized customers

· Customers in the accompaniment of a CMS employee

· Pre-authorized vendors will be allowed access to the mailroom while agency mail is processing.

As a matter of course, CMS puts all USPS Incoming letters and parcels through a high quality x-ray machine.  Certain executive agency Campus mail is also x-rayed.  For security reasons, those agencies will not be identified in this public document.  X-raying mail is done primarily to attempt an early identification and intervention of bombs or Improvised Explosive Devices.  It should be noted that small quantities of powders like those typically sent in envelope mail are invisible to an x-ray.  Nonetheless, CMS has a procedure in place with trained operators to attempt to identify and interrupt the delivery of such mail.  The procedure has been reviewed by a private mail security firm and the Washington State Patrol.

36. CONFIDENTIALITY AGREEMENT

CMS employees who have access to agency confidential data will sign a Confidentiality Agreement that is consistent with the Revised Code of Washington 50.13, 51.28, 51.16 and the terms and conditions of this Contract, if required by the agency.

37. DISASTER RECOVERY PLAN

A common disaster setback is loss of electrical power.  CMS owns and maintains a building wide back-up power generator, controlled by an automatic power transfer switch with manual override.

In the case of a disaster in which CMS cannot process mail in-house, CMS will transfer mail to a private presort house for presorting and/or inserting.  CMS shall be responsible for the costs associated with increased transportation when outside vendors are used.  Normal accounting may be disrupted during emergency situations if outside vendors are used.  The agency shall be responsible for the cost of processing.

In the case of a statewide disaster, CMS will arrange with DES Production Services and/or DES Printing and Imaging Services and the agency to establish back-up coordination with a Mail Processing Hot Site in an alternate location to print and process their mail.  The agency would assume prime responsibility.  CMS would work in concert with the agency.

The CMS Disaster Recovery Plan is reviewed and updated twice per year.

38. MAILING INSTRUCTION FORM (Pink Slips)

CMS requires the use of “pink slips” to identify agency outgoing mailing preference (e.g., First Class, FedEx, UPS, Same Day, Next Day, etc.) and agency charge back account numbers.  CMS provides “pink slips” free of charge, customized with your information.  To order or inquire: 




CALL:

(360) 664-9617

E-MAIL:
cmsmail@des.wa.gov
WEB:

http://des.wa.gov/services/PrintingMail/mail/Pages/default.aspx
39. CMS HOURS AND AFTER HOURS ENTRY

CMS normal business hours are 8 AM to 5 PM.  The office entrance is on 7th Street.  Mail staff is in the building processing mail:



Monday -Friday:
4:00 AM – 11:00 PM.



Saturday:               
4:00 AM – 2:30 PM.

For emergency services after normal business hours, please call: 

Outgoing Presort Section 

(360) 664-9619 

Insert Section 



(360) 664-9618

Incoming Mail Section


(360) 664-9617

For after-hours emergency access, ring the doorbell at the corner of Legion and Cherry.  Please be patient.  While the bell rings throughout the building, staff may be located at the opposite end.  If possible, please call the numbers above in advance.  Customers may arrange for access any time their mail is in process.

40. AGENCY RESPONSIBILITIES

Agencies shall adhere to the following requirements:

1. When applicable, a legible, prepaid postage stamp/imprint must be affixed on all presort mail with appropriate date.  Mail presented must be metered at the Five Digit Automated Rate.

2. Pre-metered mail presented for presort will be physically segregated from all other mail.

3. Outgoing mail must have a CMS ‘pink slip” attached, on which the agency identifies processing instructions to CMS.

4. Adhere to USPS regulations in all cases.

5. Transport all trays of mail from the mailroom to the mutually agreed upon site for pick-up.  If such mail is not at the location by the mutually agreed-upon time, CMS is under no obligation to wait for agency representative.

6. Separate 1, 2, and 3 oz. letters from pieces greater than three ounces before CMS picks up.  Separate letter size pieces from non-letter (flats) size pieces.

7. Separate non-Move Update mail from Move Update requested mail.

41. CUSTOMER SERVICE

CMS operates a dedicated Customer Service section for assistance with general questions, issue resolution, service changes or responding to customer needs. CMS Customer Service fosters respectful and cooperative partnerships with customers and acts as a liaison to vendors to create a productive and mutually beneficial service environment.

42. TRANSPARENCY

CMS maintains detailed accounting and processing records of work. Data in addition to standard submitted material is available upon request. Access to CMS software and electronic resources is negotiable.


SECTION II – SERVICES

MAILING and SHIPPING SERVICES
CONTACTS: Jubel Abear, John Miller, John Ensley
PHONE: (360) 664-9619

1. PRESORT SERVICES 

Presort is a commercial mailing program designed to meet USPS automated First Class mail customer's unique cost and service needs.  By using the CMS presort service, agencies save postage on each piece of qualifying letter and flat mail because the postal service saves operating steps.  The presort service results in much of the mail getting to its destination more quickly.

Use of a fully computerized sorting system to meet submittal regulations for postal service automation discounts, CASS certification, and Move Updating, has enabled CMS to take advantage of even greater cost savings as reflected in the presort service rates.  There are no additional fees or charges for CASS certification.

For customers to receive postage discounts, Move Update requirements must be followed.  Presort and automated presort mailers must demonstrate that their address lists have been updated to reflect moves that may have occurred in the six months prior to the mailing date.  There are also envelope endorsement options available.  At your request CMS will perform a move update on your automated letter-sized mail.  This Move Update system is authorized by the USPS.  This will be done during the presorting of your mail if you select this option on the Mailing Instruction Form (“Pink Slip”) attached to your mail.  Pink Slips contain your job information and a personalized barcode. 

CMS accepts “Same Day” outgoing USPS mail for processing until 6 P.M. Monday through Friday.  

Same Day means it will be processed and delivered to the USPS the same day CMS receives it.

CMS job tests mailings for OCR/BCR automation compatibility free of charge.

In most cases, outgoing USPS mail will be picked up during scheduled campus pick up/deliveries.  A single point of pick-up/delivery for all mail types (outgoing, incoming, and campus) is the standard for each mail stop.

CMS may use sub-contractors on an emergency basis or when volumes are too large to meet processing cut-off times.  

2. PRESORT LETTER REQUIREMENTS

Presort mail must meet USPS Domestic Mail Manual (DMM) requirements to qualify for postage discount. CMS retains the discretion to negotiate costs with agencies that have large volume that is machine-readable, routine in nature, and of high quality.

Letter size mail is sent presort unless marked otherwise on the CMS mailing instruction form (pink slip).  To comply with the postal Private Express Statutes, all mail will be sent USPS First Class unless otherwise marked.

The agency must indicate on a CMS Mailing Instruction Form (Pink Slip) the type of service desired or needed.  Each group of mail submitted can be charged to only one, 9-digit account code.  If mail is to be charged to more than one account code, the mail MUST be separated and a CMS “Pink Slip” attached to each.
3. FIRST CLASS REQUIREMENTS 

First Class letter mail must be:

· At least 5” in length, 3-1/2” high, .007” thick.

· Maximum letter size is 11-1/2” length, 6-1/8 high, and ¼” thick.  

· Over that is classified as a flat or parcel.

· All First-Class non-machinable letters are subject to a USPS 20-cent surcharge.

4. POSTCARD REQUIREMENTS
Postcard mail must be:

· At least 3-1/2” in length, 5” high, and .007” thick.

· Maximum post card size is 6” length, 4-1/4” high, and .016” thick.

5. USPS FLATS
Flats are defined as large envelopes, not to exceed 15” long x 12” high and ¾” thick, with a maximum weight of 13 ounces.

CMS employs private vendor(s), who combine the state’s flats with other businesses so that presort rates can apply.  The reduced postage is realized directly by the sending agency and program. 
6. METERING

CMS provides mail metering service Monday through Saturday.  Unless otherwise arranged, mail presented should be metered at the 5-digit automation rate, $.378 (1 & 2 oz.), $.638 (3 oz.).  CMS shall affix, when applicable, any additional postage to cover all of the agencies residual mail not eligible for First Class automated rates.  This postage charge and re-meter charge (when applicable) will be included in monthly invoices. 
Agencies shall provide their meter number when submitting pre-metered mail.  In turn, CMS will provide the USPS with a master list of state authorized postage meters.   
7. RE-METERING

A percentage of non-qualifying mail presented to CMS for presort may require re-metering.  

8. SMALL PACKAGE COMMERCIAL DELIVERY   
CMS provides preparation and manifesting of small packages for customers using the major small package vendors, such as FedEx and UPS.  

Address Correction Fees and any fuel surcharge fees are solely applied by the private vendor and are not a reflection of any charge by CMS.  Their accessorial charges can be substantial. 

9. PICK-UP AND DELIVERY LOCATIONS/TIMES

Presort and metering same day service: Any Outgoing mail received at CMS by 2:30 p.m. is typically processed at the Five Digit Automation Rate and mailed the same day.  Any mail that is received after 2:30 p.m. can also be processed the same day, but at full postage rates.  The agency must indicate they desire "same day" service on mail received at CMS after 2:30 p.m.

Example:  Any mail correctly prepared, picked up and delivered to CMS for presort and/or metering on your scheduled mail run between 6:00 a.m. and 12:00 p.m., is processed the same day at the discounted rate. For information on other cut off times, contact Customer Service at (360) 664-9507.

Outgoing USPS mail may be picked up throughout the day at your scheduled campus pick up/delivery point.

Pick up is available Monday through Friday, except holidays or unless otherwise previously arranged.

The latest time allowable for mail delivery to the USPS by CMS for full rate mail is 7:00 p.m.

If mail is being dropped off at CMS, you may bring it to the 7th Avenue office entrance, or use the drop box near the door.  The drop box is provided as a convenience for after-hours customers.  The last pick-up time Monday through Friday is 6 p.m.

INSERTING SERVICES
CONTACTS: John Miller & Dan Paulsen
PHONE: (360) 664-9618

10. INSERTING SERVICES

Inserting rates are based on the complexity of the product presented for insertion.  Contact CMS with job details to get an accurate pricing structure.  Upon agency request, CMS will review the option of charging a fixed cost for each type of job.  The fixed cost will be based on the number of inserts, set up time, equipment speed and the product presented for insertion.

Warrant and mail “pulls” can be done with proper documentation, authorization, and sufficient notice.
11. TRACKING TYPES

Non-intelligent processing is mail that has no need of matching or tracking.

Intelligent mail requires matching.  Matching is the process of identifying two or more pieces that are unique and belong to an individual or organization.  CMS currently supports two intelligent mail processes:  2-of-5 barcode, which matches insertion pieces destined for a particular envelope; and Optical Mark Reading (OMR) still in use by legacy applications.

File-based is a newer generation of intelligent mailing.  Intelligent File-based processing allows matching and tracking of individual pieces.  With File-based, a unique bar code is applied to each mail piece that contains information specific to that piece, thus allowing track and trace capability through the state’s printing and processing, and through the USPS automated delivery system.

Mail Integrity: Top & high level integrity mail can be processed in a number of ways to account for the creation, processing and transmission of legally sensitive documents. Customers can choose the level of integrity process which best suits their needs.  Please see the comparison sheet which outlines each level of integrity: 

http://des.wa.gov/services/PrintingMail/mail/MailTips/Pages/MailStandards.aspx
12. INVENTORY

CMS ensures that Permit envelopes are kept secure and used only for agency mail for which it is intended.

Climate controlled space is provided at CMS for Insert customers to stock small amounts of paper goods so jobs are never delayed because of a shortage of envelopes or inserts.  

CMS shall notify the agency to request supplies required for scheduled mailings, such as but not limited to envelopes and insertions.  The agency shall remain responsible for ensuring that their warehouse maintains the necessary supplies in stock.

CMS is a strong advocate of agencies using the state standard envelope.  Information is available by contacting CMS or DES Printing and Imaging Services, or accessing this link: http://des.wa.gov/services/PrintingMail/mail/MailTips/Pages/MailStandards.aspx.

13. SCHEDULING INSERT WORK

Inserting services includes, but is not limited to insertion, bursting and cutting, labeling, tabbing, inkjet addressing, and associated manual services.

To insure meeting deadlines, Inserting services require pre-scheduling.  Volume, quality of mail presented, quality of the paper and envelope, the equipment used, and the equipment performance (speed) dictates the required lead time for pre-scheduling.  The standard turnaround time for insert operations is two (2) full work days after the day the job is received.  One-day or same-day turnaround is possible with prior negotiation and arrangement with CMS.

CMS strives to accommodate emergency mailings and unexpected deadlines. Potential delays or complications concerning mailings are communicated to customers as soon as possible.

CMS will deliver mail to the USPS prior to regularly scheduled USPS departures.  

Agency Responsibility: Agencies are required to provide and update detailed instructions and piece samples related to each job presented for Inserting services. 

CMS Responsibility:  Hardcopy or electronic logs of active jobs with samples, pictures, descriptions of pieces, instructions for inserting services, will be maintained at CMS in certain circumstances with agencies.  This type of procedure is typical for one-time-per-month or quarterly jobs.

CAMPUS AND INCOMING MAIL

CONTACT: Kristty Redding, Doug Howell & Alan Elliott

PHONE:  (360) 664-9616 or (360) 664-9617
14. DISTRIBUTION and SORTATION SERVICES

CMS delivers next day all properly addressed campus mail and small packages.  Incorrectly addressed mail will be sorted to the Agency "Generic" or the CMS "Locator File". 

CMS sorts all Incoming mail with a 98504 zip code from USPS.  All Incoming mail is passed through an x-ray scanner.

There is no charge for Campus mail pulls or Campus and Incoming Locator File look-ups with forwarding.

Outgoing USPS mail will be picked up during scheduled campus pick up/deliveries.  One pick-up/delivery point is the standard for all mail types (outgoing, incoming, campus) at each mail stop.

CMS is a turnaround center for recycled supplies like campus envelopes and rubber bands.  Campus reusable mail containers and bags are returned for re-use as a courtesy to encourage recycling.

CMS automatically provides continuous electronic barcode tracking of USPS accountable mail.  This includes Certified, Express, Registered, Priority Confirmation, Return of Merchandise, and Insured.  There is a charge for this service.

If at all possible, CMS transports “unusual” campus mail at the standard box rate.  Some examples are:  office chairs; metal fence posts; tires; non-hazardous laboratory samples.  CMS has constant and immediate contact with delivery drivers.  Last minute, emergency, and call-back pick-up/deliveries can generally be accommodated.

15. ROUTES/RUNS

Pick up/delivery days are Monday through Friday, except published state holidays, unless otherwise previously arranged.

Multiple delivery runs are available on routes within Thurston County.  One (1) delivery run per day is provided on routes outside Thurston County.

Services shall be performed during hours within the time frames proposed and agreeable to both parties.

16. UNUSUAL SIZE OR VOLUME

Transport of unusually large packages or large volumes of mail may be subject to space on vehicle.  Advance notice is appreciated and allows drivers to bring the proper equipment.  Large volumes, not accounted for in a survey, will be invoiced separately each month. 

Exceptions may be made to size and weight limitations with prior approval of CMS.  

1. Size exception examples
a) Office chairs.

b) Bulletin boards, dry erase boards, and chair mats.

2. Weight exception examples
a) Boxes of legal size copy paper.

b) Packages picked up for outgoing delivery by any carrier shall not exceed the CMS weight standard of seventy (70) pounds without prior arrangement.

17. SURVEY

“Surveying” Campus and Incoming mail is an alternate solution to counting every piece.  CMS surveys, or measures, agency Campus and Incoming mail twice a year to establish average volumes for invoicing.  Unusually high volumes counted during a survey will be invoiced separately, so that the customer is not over billed for the survey period.  Help from the agency in identifying unusual volumes is appreciated.  During survey periods the amount of mail picked up at a point of delivery is measured by standard measurement in 1/8-inch rounding.  

Volume and one level of sortation for each delivery point is considered ‘base level service.’  Adding or deleting sortation levels or deliveries may have an invoice adjustment made at the time of change.

Volume charges for mailstops are based on historical activity from the prior biennium. General practice is to have four surveys per biennium but if circumstances dictate less than that number, the average of captured data will be used to adjust.

18. CAMPUS MAIL ADDRESS HYGIENE

Proper addressing should include as a minimum:

1. The proper name of the department; and

2. The agency PO BOX number for in Thurston County delivery or the alpha numeric mail stop for out of Thurston County delivery.

When CMS is unable to return misaddressed mail to sender, it shall be discarded within thirty (30) calendar days.  Misaddressed Standard Class mail may be recycled immediately.

19. SMALL PACKAGES (BOX)

The amount of small packages picked up at a point of delivery is by count of boxes. Each box must be properly packaged and addressed to only one (1) point of delivery.

1. Size:  A package one (1) inch thick or more is considered a box.  The maximum size of a box is defined as 165 inches in length and girth combined. (L+2W+2H).  Boxes can be up to 108 inches in length.

2. Weight: The CMS mission is to pick up and deliver agency mail and small packages; however, CMS asks for reasonable agency cooperation.  Except as otherwise provided in this Contract, the CMS mail carrier will not pick up or deliver boxes/packages heavier than seventy (70) pounds maximum gross weight without special arrangement.  

When an item exceeds seventy (70) pounds it becomes difficult to handle.  If possible, please separate into two (2) smaller boxes.  For the protection of contents please use appropriate packing material, and tape or adequately seal the boxes to ensure that the contents are not lost or damaged during handling.

20. CAMPUS LETTER MAIL

An envelope less than one (1) inch thick is defined as letter mail. Each piece of mail must be properly packaged and addressed to only one (1) point of delivery.

21. HAZARDOUS SUBSTANCES
With regard to hazardous substance - biomedical material - packaging and shipping, agencies must comply with all state and federal requirements and notify CMS prior to pick-up.  One source of information is:  https://hazmatonline.phmsa.dot.gov/services/publication_documents/HowToUse0507.pdf

22. POINT OF DELIVERY NOTIFICATION

"Point of delivery" means, one PO BOX number or a group of (multiple) PO BOX numbers sorted and delivered to a location.  CMS may deliver several sorted groups of PO Boxes to one physical location.  Each group is a delivery point.  The PO Boxes in each group are determined by the agency.  When making application for point of delivery, or delivery revision, CMS requests two (2) weeks notification prior to proposed initiation.  Pick-ups and deliveries occur at the point of delivery.

23. CAMPUS RATES

Contact CMS Customer Service at (360) 664-9507 for a specific service analysis and estimate of charges based on your needs.

Campus volume charges are based on boxes and letter mail picked up from each point of delivery addressed to another point of delivery on a route.  Mail originating from 98504 (mail stops within Thurston County) but destined outside of the 98504 area will be billed at the out of Thurston County rate.  

1. Outgoing USPS Mail:  No charge is assessed for pick-up of outgoing USPS mail destined for processing at CMS, at an existing CMS pick-up/delivery point, on an existing run.

2. Same-Day Service: Customers are eligible to receive same-day service within Thurston County, if the delivery schedule allows.  Same-day service can be arranged or scheduled outside of Thurston County or in emergency situations. There is a fee for same-day service outside of Thurston County.

Agencies may be required to supply a small package (box or bag) for scheduled same day deliveries.  Contact CMS for details and to arrange for your customized solution.  

24. INCOMING RATES

Incoming volume charges are based on boxes and letter mail picked up at USPS, addressed to an agency delivery point (mail stop).  

Incoming “caller box” mail picked up at the USPS for delivery to agencies will be considered a box for survey purposes.  (i.e., PO Box 9000, Zip Code 98507 or PO Box 40000 Business Reply Mail).
25. ACCOUNTABLE MAIL

CMS automatically continues the tracking history of incoming USPS accountable mail.  Examples of accountable are Certified, Express, Registered, Priority Confirmation, Insured and Return of Merchandise.  Inquiries about accountable mail may be directed to CMS at (360) 664-9617, and/or the USPS website at www.USPS.com.  

The CMS accountable mail tracking system uses automated barcode technology with handheld scanners to log receipt, delivery, or any movement in the chain of custody.  The handheld units record date, time, signatures, and comments to provide a history of transactions for each envelope or package.  A fee is applied for this service.
CMS has the ability to electronically track any piece of Campus mail.  Examples are payroll, warrants, packages, or any envelope, package, or any item an agency wants accounted.  CMS highly recommends putting the tracking service on all warrants and other documents considered significant to business operation.  A fee is applied for this service.
Payroll sent by Campus mail is required to be tracked through the CMS accountable mail tracking system.  A fee is applied for this service.

As accountable mail is received by CMS, it is processed and delivered as addressed on the next scheduled run for that delivery point.

26. MAILING SUPPLIES

CMS provides agencies with specialized mailing forms, mail tubs, mail trays, and other miscellaneous items at no cost to the agency.  There are several methods to place an order:

PHONE


(360) 664-9617

FAX


(360) 664-9620

E-MAIL


cmsmail@des.wa.gov
WEB

  
http://des.wa.gov/services/PrintingMail/mail/Pages/default.aspx 
Or mail in the “CMS Supply Order” form via Campus Mail POB 41050.
Orders should include agency name, requester name, PO Box number or alpha-numeric Mail Stop and phone number.  If ordering Mailing Instruction Forms (Pink Slips) include the Outgoing Mail account number. 

NEW Campus (inter-office) envelopes are available for purchase through Consolidated Mail Services.  The new envelopes come in boxes of 250 and are sent directly to your CMS mail stop.  

RECYCLED campus envelopes, when available and other mailing supplies are still offered at no charge and can be ordered using the same form.  

Reference the web page noted above for a copy of the CMS Supply Order form and to see the list of available supplies.  The form has required fields that provide the information necessary to fill your order.

Available supplies will be delivered by the following workday on the next scheduled Campus delivery. Pink slips will be printed and shipped within three (3) working days. 

27. SERVICE COMMITMENTS  

Next day Campus Mail

· When received at CMS by 5:00 p.m. will be delivered the next business day
Scheduled same-day Campus pick-up and deliveries

· Delivery will be made on the next scheduled route and run

Same day Presort letter mail

· When received at CMS by 2:30 p.m. will be delivered to USPS the same day with discounted postage

Next Day Presort Letter Mail

· When received at CMS after 2:30 p.m. and before close of business will be delivered to USPS the next day with discounted postage


Next Day Presorted Flats

· When received at CMS by 5:00 p.m. will be submitted to the USPS the next business day.

Same day full rate letter mail

· When received at CMS by 5:00 p.m. will be delivered to USPS the same day

Mail design assistance

· CMS will help design your mail for automation to achieve a postal discount

· CMS provides several other types of no charge mail consulting

Tracking

· CMS automatically provides continuous electronic barcode tracking of incoming USPS accountable mail

Inserting

· Inserting services are typical two-day turnaround after the day of receipt.  Same day inserting available when pre-scheduled

· There is no CMS fee for metering when done during the inserting process


Miscellaneous Commitments

· Certain mailing and shipping supplies are available free-of-charge, usually within two (2) business days

· All USPS incoming mail is X-rayed before delivery to increase the safety of state employees

· Customer tours are welcomed and available on short notice

· Deliveries will be made within 15-minutes of scheduled target times

CMS has been designated VITAL by state agencies for them to successfully meet their operational missions.  CMS takes its role of processing and delivering the state’s mail very seriously.  Our core and only function is to streamline government mailing and allow state employees to focus on their agencies’ priorities.  This goal is pursued by offering a complete assortment of cost-saving mailing options and fulfilling our role as mail experts for the state of Washington. 
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