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Invoice Printing and Mail Services 
RFI Specification No. CS26-0120F 

 
All interested parties had the opportunity to submit questions in writing by email to Sara Bird, 
Senior Buyer by date questions were due. The answers to the questions received are provided 
below and posted to the City’s website at www.TacomaPurchasing.org:  Navigate to Current 
Contracting Opportunities / Services Solicitations, and then click Questions and Answers for this 
Specification. This information IS NOT considered an addendum. Respondents should consider 
this information when submitting their proposals. 
 

 
1. Question: What factors have TPU considering outsourcing invoice printing and 

mailing? 
  
Answer:   TPU is exploring outsourcing to better understand industry practices, potential 

efficiencies, and future options. No decision has been made at this time. 

2. Question: Does TPU include inserts with its mail pieces? 
  
Answer:   Yes, TPU includes inserts with the invoice mailings. 

3. Question: What type of printers and inserters does TPU utilize?  
  
Answer:   TPU currently utilizes Konica black and white printers and Rival console inserter 

to print and insert invoices. 

4. Question: Does TPU desire to sell any of its current printers or inserters if it 
outsources invoice production? 
  
Answer:    TPU has not made any determinations regarding the sale of existing equipment. 

5. Question: What criteria will TPU utilize in deciding whether to outsource invoice 
printing and mailing, and how will that criteria be weighted (e.g. cost – 30%, etc.).   
  
Answer:    TPU is currently in an exploratory phase focused on gathering information. 

6. Question: What is the current average postage rate TPU is realizing on its invoices?  
  
Answer:   Postage rates vary based on volumes and appropriate USPS discounts. 

7. Question: Are there any areas of improvement over the existing services and 
products TPU is seeking? 
  
Answer:   TPU is interested in identifying opportunities for efficiency, cost savings, and 

service enhancements.  

http://www.tacomapurchasing.org/
https://www.cityoftacoma.org/government/city_departments/finance/procurement_and_payables_division/purchasing/contracting_opportunities
https://www.cityoftacoma.org/government/city_departments/finance/procurement_and_payables_division/purchasing/contracting_opportunities
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8. Question: What are TPU’s current disaster recovery or business continuity 
solution(s)? 
  
Answer:   TPU maintains internal processes to support business continuity. 

9. Question: Please provide color scanned samples of the front and back of the invoices 
and any other documents (e.g. past due, shut-off notices) TPU currently produces 
and may desire the outsource vendor to produce.   

  
Answer:   See example of bill on TPU's website: https://www.mytpu.org/payment-

billing/understanding-your-bill/.  

10. Question: Please provide the specifications (e.g. paper weight, size) of the envelopes 
TPU currently utilizes. 
  
Answer:  #10 outbound envelope, #9 return envelope. Invoice paper 8.5x11 - 20lb bond.  

11. Question: Is TPU utilizing any USPS promotional discounts?  
  
Answer:   Yes. First-Class Mail Growth Incentive, and Pre-sort discounts  

12. Question: What is the current unit cost per document for the documents TPU prints? 
  
Answer: If an RFP is issued, relevant pricing will be provided at that time. 

13. Question: What is the current unit cost for the envelopes TPU utilizes? 
  
Answer:   If an RFP is issued, relevant pricing will be provided at that time. 

14. Question: Is the TPU willing to change its forms, envelopes and/or production 
processes to save money?  
  
Answer:   TPU is open to evaluating changes that could improve efficiency or reduced costs. 

15. Question: Regarding the end-to-end services, please provide payment processing 
services TPU desires the potential vendor to provide.  
  
Answer:   TPU is seeking information in order to evaluate which internal services may be ne 

outsourced.  

16. Question: Please describe the TPU’s current electronic document presentment and 
payment processor provider and the services it provides TPU.   
  
Answer:   TPU currently offers electronic billing/paperless billing. Payments are accepted in 

person, by phone, online, and at TPU owned payboxes in the community. 
Payments are processed onsite.  

https://www.mytpu.org/payment-billing/understanding-your-bill/
https://www.mytpu.org/payment-billing/understanding-your-bill/
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17. Question: Does the City have a desired timeline to start the project and complete the 
transition to the new print & mail provider? 
  
Answer:   See answer to question 1. 

18. Question: What is the print input data file type? Will it be composed (AFP / PDF) or 
raw data (CSV, Text, XML)? 
  
Answer:   TPU files are printed from SAP and are Postscript files (converted to PDF). 

19. Question: Can the City please provide digital copies of the most current bill and send 
and return envelopes? 
  
Answer:   See example of bill on TPU's website: https://www.mytpu.org/payment-

billing/understanding-your-bill/. TPU utilizes size #10 outbound envelopes, and #9 
return envelopes. 

20. Question: I completed our registration via the "Register for the Bid Holders List" link 
within the RFP so that we can receive notices of addenda, questions and answers and 
related updates. However, when I clicked the "list of vendors registered for this 
solicitation" link to confirm our registration, I received a "Not Found" error. Can you 
please confirm our registration?  
  
Answer:  A representative from the Procurement & Payables division confirmed your 

registration. The sync may have needed more time. Also try using a different 
browser. 

21. Question: Do we have to register at both the link mentioned in my previous question 
and SAP Ariba to receive Addenda?  
  
Answer:   No. An email will be sent to all bid holders that the Q&A has been posted. 

22. Question: What general categories of print/insert/meter equipment support the 
current operation, and does TPU anticipate equipment transition or reuse being a 
consideration in any future model? 
  
Answer:   See answer to question 3. 

23. Question: How many FTEs currently support the print/insert/meter operation, and 
would TPU expect staff retention, redeployment, or onsite vendor staffing in any 
future model? 
 
Answer:   TPU’s operations are supported by two internal staff; future staffing considerations 

have not been determined. 

  

https://www.mytpu.org/payment-billing/understanding-your-bill/
https://www.mytpu.org/payment-billing/understanding-your-bill/
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24. Question: Is the current operation single-shift? What are the daily production start 
times and the mail entry deadline at the BMEU? 
  
Answer:   TPU currently operates within a defined single-shift production schedule. Daily 

production starts at 6 a.m. The BMEU deadline is noon. 

25. Question: Would TPU consider a phased or hybrid model (e.g., vendor handles 
overflow/surge or DR only, with in-house production continuing), or is full 
outsourcing the assumed model? 
  
Answer:   See answer to question 1. 

26. Question: Does the scope include remittance/payment processing (lockbox), or only 
the courtesy reply envelope? Section 6.1 mentions “payment processing” — please 
clarify the intended boundary. 
  
Answer:   See answer to question 1. TPU is seeking to learn about all invoice processing 

options vendors may provide. No specific scope is intended. 

27. Question: Is electronic bill presentment/e-billing in scope for a future solicitation, or 
strictly print and mail? What is the current paperless adoption rate? 
  
Answer:   TPU currently offers e-billing/paperless billing and is interested in opportunities to 

expand adoption. The current paperless billing rate is 48 percent. 

28. Question: Are there other TPU or City of Tacoma document streams (delinquency 
letters, general correspondence, City utility departments) that might be consolidated 
into a future contract? 
  
Answer:   TPU is evaluating whether additional document streams could be included in a 

future model. 

29. Question: What return mail volume does TPU currently experience, and is return mail 
processing expected to be part of the vendor scope? 
  
Answer:   TPU currently handles returned mail internally and is evaluating future options. 

30. Question: At a high level, does TPU's SAP environment currently produce print-ready 
output (e.g., PDF/AFP) or data requiring composition? This helps respondents 
describe relevant capabilities; detailed specifications can follow at the RFP stage. 
  
Answer:   Yes, TPU’s SAP environment produces print-ready output. 

31. Question: Does the daily file include multiple document types (e.g., bills, notices, 
letters), and are any more time-sensitive than standard bills? 
  
Answer:   TPU processes multiple document types, including bills and notices.  
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32. Question: Can TPU characterize typical peak-to-average volume ratios (weekly, 
monthly, annual)? Detailed volume reports can be reviewed at the RFP stage. 
  
Answer:   Average volumes are provided in Section 2 of the RFI.  

33. Question: Does the current mail piece include standard components such as a 
window outer envelope, a reply envelope, and periodic inserts/onserts? Detailed 
specifications can be confirmed at the RFP stage. 
  
Answer:   Yes. 

34. Question: At a high level, what presort tiers does TPU's daily invoice mail currently 
qualify for (e.g., 5-Digit, AADC, Mixed AADC)? Piece-level breakdowns can be 
addressed at the RFP stage. 
  
Answer:   TPU currently uses 5-digit zip code schemes and mixed AADC. 

35. Question: Is TPU currently performing its own presort in-house, or is any portion 
commingled or processed through a third-party presort bureau before USPS entry? 
  
Answer:   TPU performs its own invoice presort activities. 

36. Question: Does TPU currently use Intelligent Mail Barcode (IMb) Full-Service, and is it 
receiving the Full-Service per-piece discount and address correction data (ACS)? 
  
Answer:    Yes, and TPU receives the full-service per-piece discount from USPS. 

37. Question: Are invoices currently entered at the Tacoma BMEU only, or does TPU 
utilize any destination entry (SCF/NDC) discounts? Would TPU be open to 
commingling its mail with other mailers' volume to reach deeper presort tiers? 
  
Answer:   Yes, invoices are entered at Tacoma BMEU. TPU is open to cost saving 

strategies. 

38. Question: Who holds the mailing permit today (TPU or the City), and how is postage 
funded (CAPS/Enterprise Payment System account, meter, permit imprint)? Would 
TPU expect to retain its own EPS account under an outsourced model, with postage 
billed as a pass-through? 
  
Answer:   Tacoma Public Utilities as a City of Tacoma department holds, and will retain, the 

mailing permit. Invoice postage is funded via an EPS account and meters. TPU is 
open to all strategies and optimization opportunities. 
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39. Question: At a high level, what postage reporting and reconciliation does TPU rely on 
today? Specific file formats can be confirmed at the RFP stage. 
  
Answer:   TPU compiles its own reports that track volume mailed invoices, including mailed 

vs electronic invoices, and also uses a USPS postal scorecard.  

40. Question: Does TPU require a documented disaster recovery print site, and what 
recovery time objective is expected? 
  
Answer:   Yes, TPU maintains business continuity capabilities and will evaluate 

requirements for any future model. If respondent is able to provide a disaster 
recovery print site, TPU would like to know about this capability and recovery time. 

41. Question: Does the City anticipate issuing an RFP following this RFI, and if so, what 
is the estimated timeframe? 
  
Answer:   TPU is currently in an information-gathering phase. There is no timeframe for a 

future solicitation at this time.  

42. Question: What security and compliance posture is expected of respondents (SOC 2 
Type II, PCI DSS for any payment data, data residency)? 
  
Answer:   TPU is interested in learning what security and compliance measures the 

respondents are able to provide. See answer to question 1. 

43. Question: What document/image archival retention period and customer-access 
requirements apply (RFI §6.1 cites archiving)? 
  
Answer:   Document retention and archival requirements are not defined for this RFI.  

44. Question: Are any WA OMWBE participation goals anticipated for the future 
competitive solicitation? 
  
Answer:   Participation goals, if applicable, would be outlined in a future solicitation. There is 

no timeframe for a future solicitation at this time. 

45. Question: Is the operation currently operated by Union employees, or are there Union 
considerations? 
  
Answer:   Yes, this work is performed by a represented workforce and union considerations 

apply. 

46. Question: Beyond invoice print/mail, are other inbound operations (e.g., incoming 
package/parcel handling) potentially within scope for a future engagement? 
  
Answer:   Per this RFI, no other inbound operations are being considered. 
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47. Question: Does TPU have goals to increase paperless / e-billing enrollment, and 
would automated enrollment-conversion capabilities be of interest in a future model? 
  
Answer:   TPU currently provides e-billing as an option to customers and is interested in 

increasing paperless adoption. 

48. Question: Who is the current vendor for these services? 
  
Answer:   TPU currently manages services internally. 

49. Question: Can you provide a PDF sample of the invoice envelope you have used for 
this type of mailing? 
  
Answer:   Samples are not being provided. See answer to question 19. 

50. Question: What does the City currently pay for these services? 
  
Answer:   Services are currently performed in-house.  

51. Question: What is the current postage rate that the City pays? 
  

Answer:   See the answer to question 6. 

52. Question: Can you please provide specifications of the items to be printed and mailed 
(i.e. paper size, one or two-sided, total number of colors to print per side)? 
  
Answer:   See answer to question 10. 

53. Question: Can you please provide color scanned PDF samples of the bills and 
envelopes?  
  
Answer:   See answer to question 19. 

54. Question: Is Tacoma Public Utilities looking to redesign the current bill?  
  
Answer:   TPU may consider bill redesign as part of future evaluation. 

55. Question: Can you advise if the files to be processed are PDF or data?  
  
Answer:   See answer to question 18.  

56. Question: Will SAP be the utility billing software provider, or does TPU have any 
plans to change providers once the invoice print and mail services are outsourced? If 
so, can you indicate which one?  
 
Answer:   TPU currently utilizes SAP and has not made any determinations regarding future 

changes.  
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57. Question: Is the quantity provided in the RFI for initial invoices only or are there other 
items to be printed? Past Due, Final, Shut off, etc.?  If so, can you please provide 
specifications and samples along with the approximate monthly quantity of each?   
  
Answer:   Yes, the quantity provided in RFI Section 2 is for initial invoices only. Notes about 

past-due balances and disconnection warnings are printed on the invoices. See 
answer to question 19. 


