
 

Sussex County, Delaware 
 

 

 

Request for Proposal: 

Bill Printing, Insertion and Mailing Services 

Finance - Billing Services 
 

Due Date and Time: October 14, 2024 - 3:30 PM EST 

 

Receipt Location: 

Sussex County 
2 The Circle 

P.O. Box 827 
Georgetown, DE 19947 

 

 

WARNING: Prospective Proposer who have received this document from a source other than the Issuing Office 
should immediately contact the Issuing Office and provide their name and mailing address so that amendments 
to the RFP or other communications can be sent to them.  A prospective Proposer who fails to notify the Issuing 
Office with this information assumes complete responsibility in the event that they did not receive communications 
from the Issuing Office prior to the closing date. 
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Request for Proposal: 

Bill Printing, Insertion and Mailing Services 
Due: October 14, 2024 

 
 

Advertisement 

Request for Bill Printing, Insertion and Mailing Services 

Sussex County Finance is soliciting proposals from vendors capable of satisfying Sussex County’s 
needs for Bill Printing, Insertion and Mailing Services.  The vendor must have the ability to work with 
electronically delivered bills in PDF form. 

Criteria for selection will be cost, experience, technical approach and turn-around time for mailing.   The 

selection process will be conducted in accordance with 29 Del. C. §6982 and the Request for Proposal.  

The selection process will be led by an in-house project and evaluation team. The criteria shall 

determine all applicants that meet the minimum qualifications.  

The request for proposals may be obtained by visiting Sussex County’s website 

www.sussexcountyde.gov/legal-notices/bids or by contacting Ms. Katrina Mears, Sussex County 

Finance at 302-855-7859 or kmears@sussexcountyde.gov. The proposal may be obtained during 

regular business hours which are 8:30 to 4:30, Monday through Friday.   

Any firms having questions concerning the proposal should submit them in writing via e-mail no later 

than 4:30 p.m. EST, September 16, 2024, to Katrina Mears, at kmears@sussexcountyde.gov. 

Written proposals are due by October 14, 2024 at 3:30 PM EST to Katrina Mears at P.O. Box 589 or 

2 The Circle, Georgetown, DE 19947. 
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1.0 Introduction and Purpose 

 
This Request for Proposal (RFP) is intended to solicit proposals from Proposers capable of 
satisfying Sussex County’s needs for Bill Printing, Insertion and Mailing Services for our property 
tax, utility services billings and late notices.   Vendor responses will be evaluated and ranked 
based on the criteria described in this RFP. In addition to soliciting written responses, this 
document provides information to assist vendors in preparing their responses and facilitates the 
subsequent evaluation and comparison process. In that regard, this RFP: 
 

• Provides information essential to soliciting meaningful recommendations and realistic 
commitments from the proposers; 

• Specifies the desired format and content of proposals responding to this RFP; 

• Outlines the County’s evaluation and selection procedures; 

• Establishes a schedule for the preparation and submission of proposals in response to this 
RFP; and 

• Establishes a performance standard for the selected proposer. 
 
This RFP and the selected proposal in response to this RFP will be incorporated into the contract 
resulting from this solicitation; provided, however, that the contract may contain terms different 
from or in addition to this RFP and the successful proposal.  
 

1.1 No Obligation 
 
This inquiry implies no obligation on the part of Sussex County Government.  
 
 

1.2 County’s Mailing Address 
 
Proposals shall be addressed to: 
 

Katrina Mears 
Sussex County Finance 
2 The Circle 
PO Box 589 
Georgetown, DE 19947 

 

1.3 Questions and Inquiries 
 
The sole point of contact for purposes of this RFP is using the following contact information. All 
inquiries must be submitted in writing. 
 

Name Katrina Mears 

Email kmears@sussexcountyde.gov 
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1.4 RFP Schedule of Events 
 
The following schedule of events represents the County’s best estimate of the schedule that will 
be followed for this RFP. If a component of this schedule, such as the deadline for receipt of 
proposals is delayed, the rest of the schedule will be shifted by at least the same number of days.  
 

RFP Schedule of Events 

RFP Issued 8/19/2024 

Questions from Vendors due 09/16/2024 

Proposals due 10/14/2024 

Begin Contract Negotiations 11/1/2024 

 

 

1.5 Amendments and Addenda to the RFP 
 
If the County finds it necessary to revise any part of this RFP, an amendment or addendum will be 
provided to all vendors known to have received the RFP.  
 
Acknowledgement of the receipts of all amendments, addenda and changes if issued shall be 
returned in writing, with the proposal. Failure to return a signed amendment or addendum will 
result in the Proposers proposal being deemed non-responsive. 
 

1.6 Incurred Expenses 
 
Neither Sussex County nor any of its offices or employees shall be responsible for any cost 
incurred by a proposer in preparing and/or submitting a proposal. 
 

 
 1.7 Payment 
 

Payment, excluding postage cost, will be paid by Sussex County at the completion of each 
printing and mailing project provided the vendor has issued an accurate written invoice 
with verification of the charges including the postage expense statements.   Postage 
reimbursement will be negotiated with contract.  
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2.0 Background Information 

 

2.1 Purpose of the RFP 
 
This Request for Proposal is issued by Sussex County Government to solicit proposals from 
qualified vendors for Bill Printing, Insertion and Mailing Services. It is the intent of the County to 
enter into an agreement with a vendor who can provide the complete range of requirements 
described in Section 3.0 (Scope of Work).  
 
The County is seeking responses from vendors who can demonstrate that they possess the 
organizational, functional and technical capabilities and expertise to perform the services, and 
meet or exceed the requirements and service levels specified herein. The County and the vendor 
will negotiate a final contract incorporating appropriate portions of the proposer’s response to the 
RFP. Information concerning the County’s objectives, current environment, project scope, 
timeline, requirements and evaluation criteria are enclosed in this information packet.  
 

2.2 Project Objectives 
 
To ensure successful and timely bill printing, insertion and mailing services in support of the 
annual, supplemental and late notice billing for property taxes as well as the quarterly sewer billing 
services.   
 
These services will aid the county in the following objectives: 
 

1. Timely and accurate delivery of all bills to individuals and groups. 
 

2. Cost effective mailing services. 
 

3. Visibility of reporting to include turn-around time and return mail. 
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3.0 Scope of Work 

 
Sussex County Government is seeking written proposals from qualified firms to perform tax and 
sewer billing services to include bill print, insertion, reporting and mailing.   

The below information is an overview of the type, frequency and volume of billing services Sussex 
County provides. 
 

A.  Tax Billing(s) 
a. Sussex County performs an annual billing for approximately 135,000 printed bills 

as well as; 
b. Three Supplemental Billings and (approximately 1,000 – 3,000 each); 
c. Four late notice billings (approximately 5,000 – 7,000 each). 

 
B. Sewer Billing 

a. Sussex County performs quarterly sewer billing with 8 total billings with 
approximately 35,000 per billing. 
 

3.1 Bill Print Requirements 
 

A. The supplier must provide a means for secure data transmission and confirm receipt of 
data. 

  
B. The supplier will be required to print, insert, meter and mail via first class postage the 

completed bills within two business days of receipt. Supplier must contractually guarantee 
to this schedule.  
 

C. Supplier must source, store/warehouse all forms and envelopes used to process bills.  

 
D. The supplier must allow for the County to view and approve the bills online before they are 

printed and mailed. Supplier must provide the capability to selectively pull invoices prior to 
mailing if necessary. This testing includes positive verification of readability of the barcode 
in the County’s payment. 
 

E. The supplier must be able to support two-sided printing. 
 

F. The supplier must confirm mailing date. 
 

G. The supplier must support bill insert services. County departments have occasionally 
needed special inserts printed and mailed with the bills.  The inserts range from 1/3 sheets 
to full sheets. These services should be charged at an all-inclusive per-unit fee.  Supplier 
should provide the capability of selective insertion and allow for pre-printed inserts to be 
provided by the County.  

 
H. Supplier must pre-process data for address certification and pre-sort mail for lowest 

possible first-class rate. Software used to pre-sort must be USPS approved. Any non-
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certified addresses should be reported to the County within 30 days for correction in future 

billings.  
 

I. Supplier must provide conditional selection/suppression of return envelopes for ACH 
customers.  

 
J. Supplier must combine multiple bills for one customer into one envelope upon request. 

 
K. Supplier must be able to extract/delete bills as requested from each run. 

 

L. Supplier must be able manipulate data on pre-printed form to ensure proper view/mailing 
from window envelope. 
 
 

3.2   Supplies and Materials Required  
 

A. 8 ½ x 11 paper with bottom 1/3 perforated for a remittance ticket (3.5). (Approx. 500,000) 
 

B. #10 Window envelopes with our return address in the top left corner – Tax and Sewer 
(Approx. 500,000) 
 

C. #9 Pre-printed Non-Window Envelopes (Sussex County Payment Center Address)– Tax 
and Sewer. (Approx. 500,000) 
 

D. Group bills as referenced in 3.1 (I) require a No. 24 White Wove envelope for mailing or 
other as required by number of bills. 
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4.0 General Contract Information 

 

4.1 Description of Procedural and Implementation Costs 
 

Prices shall include all costs associated with performing the requirements stated in the 
specifications and there can be no additional charges for jammed/wasted materials or other 
overhead. Please include all costs that are associated with billing processing services and 
mailing, storage and any other costs that may be associated to implement this process. 

Terms of Contract 

The contract will be for a term of one year and may be renewed for up to two (2) additional 
years at the option of Sussex County.  Sussex County Government reserves the right to 
cancel this contract, provided 30-day written notice is given. 

Insurance Requirements 

Insurance will be required at limits and coverage stipulated by the County at the time of    
contract execution. The following limits are required: 

A. Commercial General Liability – Commercial general liability insurance which insures 
against claims for bodily injury, personal and advertising injury and property damage 
including loss of use arising out of or in connection with Scope of Work under this RFP.  
The minimum limits of liability for this insurance are as follows: 

$1,000,000 combined single limit- each occurrence; 
$1,000,000 combined single limit - personal and advertising injury; 
$2,000,000 combined single limit - general aggregate; and 
$2,000,000 combined single limit - products/completed operations aggregate. 
 

This insurance shall include coverage for all of the following: 
1. Any general aggregate limit shall apply per project and per location basis; 
2. Liability arising from premises and operations; 
3. Liability arising from the actions of independent contractors; 
4. Liability arising from completed operations with such coverage to be maintained for 

three (3) years after final payment; 
5. Contractual liability including protection for Prospective Proposer from bodily injury 

and property damage claims arising out of liability assumed under this RFP; and 
6. Waiver of subrogation in favor of the County.  

 

B. Business Auto Liability Insurance - Business auto liability insurance that insures against   
claims   for bodily injury and property damage, with a minimum combined single limit of 
$1,000,000 per accident and including coverage for claims arising out of: 

1. Liability arising out of the ownership, maintenance, or use of any auto;  
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2. Contractual liability including protection for Prospective Proposer from bodily injury 
and property damage claims arising out of liability assumed under this RFP. 

3. Waiver of subrogation in favor of the County; and 
4. The County will be included as an additional insured. 

 

C. Workers Compensation Insurance and Employers’ Liability- Workers’ compensation 
insurance with statutory benefits as required by any state or Federal law, including 
standard “other states” coverage and employers’ liability insurance with minimum limits 
of $1,000,000 each accident for bodily injury by accident, $1,000,000 each employee 
for bodily injury by disease; and $1,000,000 policy limit for bodily injury by disease.  
Prospective Proposer shall secure a waiver of subrogation in favor of the County for 
Employers’ Liability. 

D. Umbrella Excess Liability or Excess Liability Insurance - $5,000,000 each occurrence; 
$5,000,000 aggregate other than products/completed operations and auto liability; 
$5,000,000 products/completed operations aggregate; and this insurance shall include 
all of the following coverages on the applicable schedule of underlying insurance: (1) 
Commercial general liability; (2) Business auto liability and (3) Employers’ liability. 
Prospective Proposer shall secure a waiver of subrogation in favor of the County. 

E. The Prospective Proposer will maintain Technology Professional and Cyber Liability 
Insurance, with limits not less than $1,000,000 per occurrence or claim, $1,000,000 
aggregate.  Coverage shall be sufficiently broad to respond to the claims arising out of 
the Scope of Work undertaken by Prospective Proposer in this RFP, including, but not 
limited to:  

(1) Technology Services Liability;  

(2) Technology Products Liability;  

(3) Network Security Liability;  

(4) and Breach Response Costs including notification and credit monitoring;  

(5) Information Security and Privacy Liability; 

(6) Regulatory Defense and Penalties;  

(7) Payment Card Industry fines and assessments;  

(8) Website Media Liability;  

(9) Bodily Injury and Property Damage Liability;  

(10) Theft, alteration, damage to or destruction of electronic information and 
hardware;  

(11) Cyber extortion;  

(12) Computer Fraud;  

(13) Funds Transfer Fraud;  

(14) Social Engineering / Fraudulent Instruction Coverage 

The above coverages shall be maintained with sublimits not less than $1,000,000 per occurrence 
or claim. 
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The County and its elected and appointed officials, officers, directors, and employees shall be 
included as additional insureds on the Prospective Proposer’s commercial general liability, 
business auto and umbrella or excess liability insurance policies with respect to liability arising out 
of the Scope of Work under this RFP.  Such coverage shall extend to cover the additional 
insured(s) for liability arising out of the following: 

1. On-going operations; 
2. Bodily injury or property damage claims related to the County’s general supervision 

of Work as provided by the Prospective Proposer under this RFP; and 
3. Completed operations. 

 

Prospective Proposer shall furnish certificates of insurance and complete policies acceptable to 
County, evidencing all policies required above.  Such insurance shall be written with insurers 
allowed to do business in Delaware, with a Best's Financial Strength Rating of "A-" or better, and 
a Financial Size Category of "Class VII" or better in the latest evaluation of the A.M. Best 
Company, unless otherwise approved by the County. 
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4.2 Additional Terms and Conditions 
 
All or part of this RFP and the successful proposal may be incorporated into the contract. 
 
The County reserves the right to add, delete, or modify terms and conditions during the contract 
negotiations. These terms and conditions will be within the scope of this RFP and will not affect the 
proposal evaluations. 
 
Proposals, including supplemental terms and conditions, will be accepted, but supplemental conditions 
that conflict with those contained in this RFP, or that diminish the County’s rights under any contract 
resulting from the RFP, will be considered null and void. The County is not responsible for identifying 
conflicting supplemental terms and conditions before issuing a contract award. After award of contract: 
 

1. If conflict arises between a supplemental term or condition included in the proposal and a term 
or condition of the RFP, the term or condition of the RFP will prevail; and 
 

2. If the County’s rights would be diminished as a result of application of a supplemental term or 
condition included in the proposal, the supplemental term or condition will be considered null 
and void. 

 

4.3 Contract Approval 
 

This RFP does not, by itself, obligate the County. Upon written notice to the vendor, the County may 
set a different starting date for the contract. The County will not be responsible for any work done by 
the vendor, even work done in good faith, if it occurs prior to the contract start date set by the County. 
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5.0 Evaluation Criteria and Procedure 

 

5.1 Evaluation Criteria 
 
The County’s final selection will not be dictated on any single factor including price. The RFP review 
team will evaluate proposals and will include both objective and subjective analysis. Proposals will 
be evaluated based on: cost, experience, technical approach, and turn-around time for mailing to 
make the bill printing, insertion and mailing process proceed quickly and smoothly. 
 
Cost (25%): Proposer’s overall fees as dilled out on Attachment 2 
 
Experience (20%): Proposer’s experience in providing the services as requested in these 
specifications. Past performance, project scheduling performance, and general overall completion of 
past projects on time and on budget. Include three references including any government entities or 
companies that require a similar size mailing. 
 
Technical Approach (35%): Proposer’s capability, flexibility and skill to provide quality services. 
The available technology and resources necessary to perform bill extraction, suppression and 
printing and mailing services. 
 
Turn-around time (20%):  Proposer’s commitment and ability to place the completed mailing in the 
mail after the file has been submitted by Sussex County Government.   
 

 
5.2 Evaluation Procedure 
 
The evaluation and selection process shall be conducted in accordance with 29 Del. C. §6982(b). After 
the written technical proposals have been scored, the County shall determine all applicants that meet 
the minimum qualifications to perform the required services.  The County, at its sole discretion, reserves 
the right to have system demonstrations from those Proposers judged to be reasonably susceptible of 
being selected for award.   
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6.0 Proposal Response Format 

 

6.1 General Instructions 
 
The following instructions must be followed when submitting proposals: 
 

1. The deadline for submitting proposals is established in Section 1.0 and proposals are due no 
later than 3:30 PM EST on October 14, 2024. 
 

2. Proposals should be submitted to: 
 

Katrina Mears 
Billing Services, Collections and Treasury Manager 
2 The Circle 
PO Box 589 
Georgetown, DE 19947 

 
3. Each written proposal must be submitted in a sealed envelope, addressed to Katrina Mears, 

Finance Department, 2 The Circle, PO BOX 589, Georgetown, DE 19947. Each sealed envelope 
containing a proposal must be plainly marked on the outside as “Billing Printing, Insertion, and 
Mailing Services RFP” and bear the name and address of the respondent. If sent by mail, the 
seal envelope should be sent by certified mail and be indicated as received on the certified 
receipt prior to the Bid Opening. Late bids will not be accepted.  

              
4. All responses to this RFP must contain the following items; 

 
Signed cover – page (Attachment 1) 
Copy of the Contractor’s insurance 
Detail bid sheet detail cost of each service (Attachment 2) 
Reference list of at least three clients for whom the Contractor has successfully completed 
projects with in the past twenty-four months comparable to the those listed in 3.0 Scope of Work. 

 

6.2 Evaluation of Proposals 
 
All proposals will be reviewed to determine if they are responsive to the requirements of this solicitation. 
A review committee will evaluate responsive proposals. The evaluation will be based solely on the 
evaluation factors set forth in this RFP. The evaluation will consider information obtained subsequent 
to any discussions with Proposers determined to be reasonable for award and any demonstrations, oral 
presentations or site inspections, if required in this RFP. 
 

6.3 Right of Rejection 
 
The County reserves the right to reject any proposals, in whole or in part. Proposals received from 
debarred or suspended vendors will be rejected. The County may reject any proposal that is not 
responsive to all the material and substantial terms, conditions, and performance requirements of this 
RFP. 
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The County may waive informalities that: 
 

• Do not affect responsiveness; 

• Are merely a matter of form or format; 

• Do not change the relative standing or otherwise prejudice other offers; 

• Do not change the meaning or scope of the RFP; 

• Are insignificant, negligible, or immaterial in nature; 

• Do not reflect a material change in the work; or 

• Do not constitute a substantial reservation against a requirement or provision. 
 
The County reserves the right to reject any proposal determined to be nonresponsive and to reject the 
proposal of any Proposer determined to be nonresponsive. The County also reserves the right to refrain 
from making an award if it determines it to be in its best interest. 
 

6.4 Clarification of Offers 
 
In order, to determine if a proposal is reasonably susceptible for award, communications by the proposal 
evaluation committee are permitted with any Proposer to clarify uncertainties or eliminate confusion 
concerning the contents of a proposal and determine responsiveness to the RFP requirements. 
Clarifications may not result in a material or substantive change to the proposal. The initial evaluation 
may be adjusted because of a clarification under this section. 
 

6.5 Contract Negotiation 
 
After final evaluation, the County will negotiate with the Proposer of the highest-ranked proposals. 
Negotiations, if held, will be within the scope of the request for proposals and limited to those items that 
would not have an effect on the ranking of proposals. If any Proposer fails to negotiate in good faith, 
the County may terminate negotiations and negotiate with the Proposer of the next highest-ranked 
proposal.  
 

6.6 Failure to Negotiate 
 
If the selected Proposer: 
 

• Fails to provide the information required to begin negotiations in a timely manner; 

• Fails to negotiate in good faith; 

• Indicates it cannot perform the contract within the budgeted funds available for the project; or 

• If the Proposer and the County, after a good-faith effort, cannot come to terms; then 
 
The County may terminate negotiations with the Proposer initially selected and commence negotiations 
with the next highest-ranked Proposer. At any point in the negotiation process, the County may, at its 
sole discretion, terminate negotiations with any or all Proposers. 
 

6.7 Notice of Intent to Award 
 
After the completion of contract negotiations, the County will issue a written Notice of Intent to Award 
and send copies to all Proposers. The Notice of Intent to Award will set out the names of all Proposers 
and identify the proposal(s) selected for award. The scores and placement of other Proposers will not 
be part of the Notice of Intent to Award. 
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Successful Proposers names in the Notice of Intent to Award are advised not to begin work, purchase 
materials, or enter into subcontracts relating to the project until both the successful Proposer and the 
County sign the contract. 
 
Any bidder who is aggrieved in connection with the award of a contract may protest. The protesting 
bidder shall file a written statement with the County during normal business hours within seven calendar 
days of the date of the Notice of Intent to Award.



 

 

Sussex County 
Billing Services 
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Attachment 1: Request for Proposal Cover Page 

This signature sheet must be returned with your proposal as the cover page. 

1. The undersigned is an authorized representative of the firm and is designated to submit this 
RFP. 

2. To be considered for selection, the Contractor must submit a complete response to this 
request for proposal. 

3. In submitting this proposal, it is agreed that Sussex County reserves the right to waive 
informalities and to reject any and all proposals. 

4. Attached hereto and made a part of this proposal. 

Authorized Signature: ________________________________________Date: ___________ 

 

Printed Name: ____________________________________________________________________ 

 

Title: ____________________________________________________________________________ 

 

Company Name: __________________________________________________________________ 

 

Mailing Address: _________________________________________________________________ 

 

City, State, Zip: ___________________________________________________________________ 

 

Telephone number: _______________________________________________________________ 

 

Fax number: _____________________________________________________________________ 

 

E mail address: ___________________________________________________________________ 

 

Entity Type (check one):    Individual _______ 

                          Corporation______ 

Partnership______ 

LLC____________ 

 

 

 

  



 

 

Sussex County 
Billing Services 
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Attachment 2: Bid Sheet  

 

Printing and Mailing Projects 

    

Tax Billing (s) 
Annual 

Supplemental (3) 
Price per billing 

Late Notices (4) Price 
per billing 

Estimated Quantity per billing                    135,000                             3,000                        7,000  

Total Cost of printing and 
processing, excluding postage       

    

Sewer Billings 
Quarterly (8)         

Price per billing   

Estimated Quantity per billing                      35,000    

Total Cost of printing and 
processing, excluding postage     

    
Additional Cost for Inserts 
(printing and processing) Annual Tax Billings Quarterly Sewer Bills  
Estimated Quantity               135,000                     35,000   
Full Sheet (8 1/2 x 11)      
1/3 Sheet      

    

Mailing Supplies for Projects 

Supplies Cost    
Set Up Fees      
#10 White window envelopes 
with return address       
#9 White return envelopes with 
pre-printed payment center 
address      
#24 White Wove envelope    

    

Additional Fees - List in any 
costs that are not included in 
quote above Cost   

Other cost:    

    
 

 

 



 

 

Sussex County 
Billing Services 

   

____________________________________________________________________________ 
Billing Services Page 17       

 

 

 

 

 

This Page Intentionally Left Blank 


	1.0 Introduction and Purpose
	1.1 No Obligation
	1.2 County’s Mailing Address
	1.3 Questions and Inquiries
	1.4 RFP Schedule of Events
	1.5 Amendments and Addenda to the RFP
	1.6 Incurred Expenses
	1.7 Payment
	Payment, excluding postage cost, will be paid by Sussex County at the completion of each printing and mailing project provided the vendor has issued an accurate written invoice with verification of the charges including the postage expense statements....

	2.0 Background Information
	2.1 Purpose of the RFP
	2.2 Project Objectives

	3.0 Scope of Work
	4.0 General Contract Information
	4.1 Description of Procedural and Implementation Costs
	4.2 Additional Terms and Conditions
	4.3 Contract Approval

	5.0 Evaluation Criteria and Procedure
	5.1 Evaluation Criteria
	5.2 Evaluation Procedure

	6.0 Proposal Response Format
	6.1 General Instructions
	6.2 Evaluation of Proposals
	6.3 Right of Rejection
	6.4 Clarification of Offers
	6.5 Contract Negotiation
	6.6 Failure to Negotiate
	6.7 Notice of Intent to Award


