
Program: 55-S
Title: Medicare and You Mailing List Services
Agency: Department of Health and Human Services (HHS)
Term: Beginning May 1, 2025 and ending April 30, 2026

BASIS OF
ITEM NO. DESCRIPTION AWARD UNIT RATE COST
I. MAIL FILE PROCESSING:

The prices submitted for line items 1.(a) through  
(d) are for both the test orders (if required) and
the live orders.

(a) Processing Records:
   1. Monthly Order----------------------per 1,000 records 4,216 $1.25 $5,270.00
   2. One-time Order---------------------per 1,000 records 54,000 $0.75 $40,500.00

(b) Deceased Coding results
--------per 1,000 records identified 70 $0.00 $0.00

(c) Apartment Append Coding Results
--------per 1,000 records identified 448 $0.00 $0.00

(d) Deduplication Results
---------per 1,000 records removed 7,500 $0.00 $0.00

CONTRACTOR SUBTOTALS $45,770.00
DISCOUNT 0.0% $0.00

DISCOUNTED TOTALS $45,770.00

Peachtree Data, Inc.
Duluth, GA
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 U.S. GOVERNMENT PUBLISHING OFFICE 
 Washington, DC 
 
 
 GENERAL TERMS, CONDITIONS, AND SPECIFICATIONS 
 
 
 For the Procurement of 
 
 Medicare and You Mailing List Services 
 
 
 as requisitioned from the U.S. Government Publishing Office (GPO) by the 
 
 Department of Health and Human Services (HHS)/ 
 Centers for Medicare and Medicaid Services (CMS) 
 
 
 Single Award 
 
 
TERM OF CONTRACT:  The term of this contract is for the period beginning May 1, 2025 and ending April 30, 
2026 plus up to four (4) optional 12-month extension period(s) that may be added in accordance with the “OPTION 
TO EXTEND THE TERM OF THE CONTRACT” clause in SECTION 1 of this contract.  
 
 
BID OPENING: Bids shall be opened virtually at 11:00 a.m., Eastern Time (ET), on March 28, 2025 at the U.S. 
Government Publishing Office.  All parties interested in attending the bid opening shall email bids@gpo.gov one 
(1) hour prior to the bid opening date and time to request a Microsoft Teams live stream link.  This must be a 
separate email from the bid submission.  The link will be emailed prior to the bid opening. 
 
 
BID SUBMISSION:  Bidders must email bids to bids@gpo.gov for this solicitation. No other method of bid 
submission will be accepted at this time.  The program number and bid opening date must be specified in the subject 
line of the emailed bid submission. Bids received after the bid opening date and time specified above will not be 
considered for award.  
 
 
BIDDERS, PLEASE NOTE:  These specifications have been extensively revised; therefore, all bidders are 
cautioned to familiarize themselves with all provisions of these specifications before bidding. 
 
 
Abstracts of contract prices are available at: https://www.gpo.gov/how-to-work-with-us/vendors/contract-pricing. 
 
 
For information of a technical nature, contact Stacy Bindernagel at sbindernagel@gpo.gov or (202) 512-2103.  
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SECTION 1. – GENERAL TERMS AND CONDITIONS 
 
GPO CONTRACT TERMS:  Any contract which results from this Invitation for Bid will be subject to the 
applicable provisions, clauses, and supplemental specifications of GPO Contract Terms (GPO Publication 310.2, 
effective December 1, 1987 (Rev 01-18)). 
 
GPO Contract Terms (GPO Publication 310.2) –  
https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-vendors/contractterms2018.pdf 
 
SUBCONTRACTING:  No subcontracting is allowed. 
 
OPTION TO EXTEND THE TERM OF THE CONTRACT:  The Government has the option to extend the 
term of this contract for a period of 12 months by written notice to the contractor not later than 30 days before the 
contract expires.  If the Government exercises this option, the extended contract shall be considered to include this 
clause, except, the total duration of the contract may not exceed five (5) years as a result of, and including, any 
extension(s) added under this clause.  Further extension may be negotiated under the “EXTENSION OF 
CONTRACT TERM” clause. See also “ECONOMIC PRICE ADJUSTMENT” for authorized pricing 
adjustment(s). 
 
EXTENSION OF CONTRACT TERM: At the request of the Government, the term of any contract resulting 
from this solicitation may be extended for such period of time as may be mutually agreeable to the GPO and the 
contractor. 
 
ECONOMIC PRICE ADJUSTMENT: The pricing under this contract shall be adjusted in accordance with this 
clause, provided that in no event will any pricing adjustment be made that would exceed the maximum permissible 
under any law in effect at the time of the adjustment.  
 
There will be no adjustment for orders placed during the first period specified below. Pricing will thereafter be 
eligible for adjustment during the second and any succeeding performance period(s). For each performance period 
after the first, a percentage figure will be calculated as described below and that figure will be the Economic Price 
Adjustment for that entire next period. Pricing adjustments under this clause are not applicable to reimbursable 
postage or transportation costs, or to paper, if paper prices are subject to adjustment by separate clause elsewhere 
in this contract. 
 
For the purpose of this clause, performance under this contract will be divided into successive periods. The first 
period will extend from May 1, 2025 to April 30, 2026, and the second and any succeeding period(s) will extend 
for 12 months from the end of the last preceding period, except that the length of the final period may vary. The 
first day of the second and any succeeding period(s) will be the effective date of the Economic Price Adjustment 
for that period. 
 
Pricing adjustments in accordance with this clause will be based on changes in the seasonally adjusted “Consumer 
Price Index For All Urban Consumers - Commodities Less Food” (Index) published monthly in the CPI Detailed 
Report by the U.S. Department of Labor, Bureau of Labor Statistics.  
 
The economic price adjustment will be the percentage difference between Index averages as specified in this 
paragraph. An index called the variable index will be calculated by averaging the monthly Indexes from the 12-
month interval ending three (3) months prior to the beginning of the period being considered for adjustment.  This 
average is then compared to the average of the monthly Indexes for the 12-month interval ending January 31, 2025, 
called the base index.  The percentage change (plus or minus) of the variable index from the base index will be the 
economic price adjustment for the period being considered for adjustment. 
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The Government will notify the contractor by contract modification specifying the percentage increase or decrease 
to be applied to invoices for orders placed during the period indicated. The contractor shall apply the percentage 
increase or decrease against the total price of the invoice less reimbursable postage or transportation costs and 
separately adjusted paper prices.  Payment discounts shall be applied after the invoice price is adjusted. 
 
If the Government exercises an option, the extended contract shall be considered to include this economic price 
adjustment clause. 
 
DATA SECURITY:  Security of Personally Identifiable Information (PII) is a vital component of this contract. 
The contractor shall guarantee strict confidentiality, integrity, and limited availability of all PII provided by the 
Government during the performance of this contract. Disclosure of the information/data, in whole or in part, by the 
contractor can only be made in accordance with the provisions in the Data Use Agreement (DUA) (instructions to 
be provided via email). 
 
It is the contractor’s responsibility to properly safeguard PII from loss, theft, or inadvertent disclosure and to 
immediately notify the Government of any loss of personally identifiable information.   
 
Personally Identifiable Information for the Medicare and You Handbook includes a person’s name and address.   
 
The contractor shall not release or sell to any person any technical or other data received from the Government 
under the contract; nor shall the contractor use the data for any purpose other than that for which it was provided to 
the contractor under the terms of the contract.  The contractor must guarantee that furnished PII will be used only 
to complete this contract. 
 
Proper control and handling must be maintained at all times to prevent any information or materials required to 
produce the products ordered under these specifications from falling into unauthorized hands.  All PII furnished by 
the Government, duplicates created by the contractor or their representatives, and/or any resultant printouts must be 
kept accountable and under security to prevent their release to unauthorized persons. Unsecured 
telecommunications, including the internet, to transmit PII is prohibited. 
 
Data Custodians:  If any PII is to be forwarded to additional contractor-owned locations, all security requirements 
also apply to those locations (all parties involved).  The contractor is responsible for the actions of all locations.  
The contractor’s project manager shall appoint up to two (2) Data Custodians at each location and shall have them 
complete an Addendum to Data Use Agreement (instructions to be provided via email). The contractor’s project 
manager must collect and submit completed forms to CMS before any PII may be sent to that location. 
 
Personnel Security:  The contractor shall have a system in place to perform criminal background investigations 
and Social Security Number verification on all employees.  In addition, CMS will perform background 
investigations on two (2) contractor employees who will access the electronic mailbox.  (See Security Exhibits 2, 
3, and 4 for more information.)   
 
Physical Security:  The contractor shall have a secure work area(s) for processing and production of all CMS PII 
in electronic format.  The work area(s) shall be accessible only to authorized employees, and all work shall be 
monitored closely by contractor management, while CMS PII is being processed and/or produced.  
 
Information Technology (IT) Security: The contractor shall have a system in place to comply with CMS 
Information Security Clause-11 (see Security Exhibit 1). 
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Security Liaison(s):  The contractor must appoint one (1) or more security liaison(s) to handle issues regarding 
personnel, physical, and computer security; confidential issues that may arise at any point during the background 
investigation process; and, to serve as a point of contact to the Government for security issues.  The liaison’s duties 
will include attending the Postaward Conference; submitting a security plan (see “PROJECT PLANS, Security 
Plan” specified herein); discussing confidential security issues with CMS staff; submitting background 
applications; and resolving any issues of inaccurate or incomplete data supplied by background investigation 
applicants.  In the event CMS discovers sensitive information during the background investigation, CMS Security 
may need to contact the background investigation applicant directly.   
 
Disposal of Electronic PII:  Immediately after production of each print order is complete, all electronic files 
containing PII furnished for the print order must be permanently destroyed in accordance with Federal Information 
Security Management Act (FISMA) of 2002.  CMS will maintain an archive of furnished files. 
 
Incident Reporting Requirements:  If there is a breach, or a suspected breach, of PII, the incident must be reported 
to CMS within one (1) hour of discovery. Contractor to report breaches to the CMS IT Service Desk at (410) 786-
2580 or (800) 562-1963.  
 
Expiration of Data Use Agreement (DUA):  Upon expiration of this DUA, the contractor will be required to sign 
a certificate confirming destruction of all CMS data files and that no copies have been kept. Failure to certify file 
destruction may cause the CMS Privacy Office to refuse to issue future DUAs and data with the contractor’s 
company or to individuals listed on this DUA.  (Instructions for the destruction of CMS data files will be provided 
after award.) The contractor representative named in Section 16 of the DUA may sign one certificate for all 
locations. 
 
Security Exhibits:  The following Exhibits 1 through 4 contain security clauses, information, and forms. 
 
 Security Exhibit 1:  CMS Clause-11: CMS Information Security (April 2008) 
 Security Exhibit 2:  CMS Clause-09A-01 Security Clause – New Contract Awards (May 2007) (NOTE: 

This contract is designated as Low Risk.) 
 Security Exhibit 3:  FAQ Supplement to CMS Security Clause 09A-01 (April 2008) 
 Security Exhibit 4:  Secure One HHS, Information Security Program Rules of Behavior (2/12/08)   

 
After award, all contractor management and employees involved in this contract will be instructed on how to apply 
for access to the electronic mailbox.  Instructions for filling out the security documentation and the Data Use 
Agreement will also be provided after award.  Submissions will be done electronically. 
 
PREAWARD SURVEY:  In order to determine the responsibility of the contractor, the Government reserves the 
right to conduct an on-site preaward survey at the contractor’s facility(ies) or to require other evidence of technical, 
production, managerial, financial, and similar abilities to perform, prior to the award of a contract.   
 
As part of the financial determination, the contractor in line for award shall be required to provide the following 
financial documents:  
 
1) Most recent profit and loss statement  
2) Most recent balance sheet  
3) Statement of cash flows  
4) Current official bank statement 
5) Current lines of credit (with amounts available)  
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The documents will be reviewed to validate that adequate financial resources are available to perform the contract 
requirements.  Documents submitted will be kept confidential and used only for the determination of responsibility 
by the Government.  Failure to provide the requested information in the time specified by the Government may 
result in the Contracting Officer not having adequate information to reach an affirmative determination of 
responsibility. 
 
As part of the preaward survey, the Government will conduct a review of all data handling involved along with 
their contractor’s Security Plan as required by this contract (see “PROJECT PLANS” below).  
 
PROJECT PLANS:  As part of the preaward survey, the prospective contractor must present, in writing, to the 
Contracting Officer within five (5) workdays of being notified to do so by the Contracting Officer or his/her 
representative detailed Project Plans for each of the below activities.  
 
These proposed plans are subject to review and approval by the Government, and award will not be made 
prior to approval of same.   
 
The Government reserves the right to waive some or all of these plans. 
 
Once approved, no changes to these plans may be made without written approval from the Contracting Officer.   
 
Option Years:  For each option year that may be exercised, the contractor will be required to review their plans and 
re-submit in writing the below plans detailing any changes and/or revisions that may have occurred. The revised 
plans are subject to Government approval and must be submitted to the Contracting Officer or his/her representative 
within five (5) workdays of notification of the option year being exercised. 
 
If there are no changes/revisions, the contractor will be required to submit to the Contracting Officer or his/her 
representative a statement confirming that the current plans are still in effect. 
 
Security Plan:  The contractor must have a formal, documented Security Plan that will ensure their compliance 
with all of the security provisions of this contract and as referenced in attached exhibits.  Particular attention should 
be given to addressing compliance of the Federal Information Security Management Act of 2002 (FISMA) and the 
Privacy Act of 1974 as referenced in Exhibit 1, CMS Clause-11 and as specified in this contract.   
 
Minimum security requirements for FISMA compliance are defined by the Department of Commerce, National 
Institute of Standards and Technology (NIST) in Federal Information Processing Standards Publication (FIPS) 
Publication 200 “Minimum Security Requirements for Federal Information and Information Systems.” This 
document can be found on the internet at: http://csrc.nist.gov/publications/fips/fips200/FIPS-200-final-march.pdf. 
 
Release of PII by CMS does not constitute CMS’ approval or acceptance of the Security Plan.  At any time during 
this contract, if CMS finds deficiencies in the Security Plan, CMS may require correction of the deficiency.  
 
POSTAWARD CONFERENCE:  Unless waived by the Contracting Officer, the total requirements of the job as 
indicated in these specifications will be reviewed by Government representatives with the contractor’s 
representatives at the GPO, Washington, DC immediately after award.  At the Government’s option, the postaward 
conference may be held via teleconference. Person(s) that the contractor deems necessary for the successful 
implementation of the contract must be in attendance.   
 
ASSIGNMENT OF JACKETS, PURCHASE AND PRINT ORDERS:  A GPO jacket number will be assigned 
and a purchase order issued to the contractor to cover work performed.  The purchase order will be supplemented 
by an individual print order for each job placed with the contractor.  The print order, when issued, will indicate the 
quantity to be produced and any other information pertinent to the particular order. 
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ORDERING:  Items to be furnished under the contract shall be ordered by the issuance of print orders by the 
Government.  Orders may be issued under the contract from May 1, 2025 through April 30, 2026, plus for such 
additional period(s) as the contract is extended.  All print orders issued hereunder are subject to the terms and 
conditions of the contract.  The contract shall control in the event of conflict with any print order.  A print order 
shall be “issued” upon notification by the Government for purposes of the contract when it is electronically 
transmitted or otherwise physically furnished to the contractor in conformance with the schedule. 
 
REQUIREMENTS:  This is a requirements contract for the items and for the period specified herein. 
Shipment/delivery of items or performance of work shall be made only as authorized by orders issued in accordance 
with the clause entitled “ORDERING.”  The quantities of items specified herein are estimates only and are not 
purchased hereby.  Except as may be otherwise provided in this contract, if the Government’s requirements for the 
items set forth herein do not result in orders in the amounts or quantities described as “estimated,” it shall not 
constitute the basis for an equitable price adjustment under this contract. 
 
Except as otherwise provided in this contract, the Government shall order from the contractor all the items set forth 
which are required to be purchased by the Government activity identified on page 1. 
 
The Government shall not be required to purchase from the contractor, requirements in excess of the limit on total 
orders under this contract, if any. 
 
Orders issued during the effective period of this contract and not completed within that time shall be completed by 
the contractor within the time specified in the order, and the rights and obligations of the contractor and the 
Government respecting those orders shall be governed by the terms of this contract to the same extent as if 
completed during the effective period of this contract. 
 
If shipment/delivery of any quantity of an item covered by the contract is required by reason of urgency prior to the 
earliest date that shipment/delivery may be specified under this contract, and if the contractor will not accept an 
order providing for the accelerated shipment/delivery, the Government may procure this requirement from another 
source. 
 
The Government may issue orders which provide for shipment/delivery to or performance at multiple destinations. 
 
Subject to any limitations elsewhere in this contract, the contractor shall furnish to the Government all items set 
forth herein which are called for by print orders issued in accordance with the “Ordering” clause of this contract. 
 
PRIVACY ACT NOTIFICATION:  This procurement action requires the contractor to do one or more of the 
following:  design, develop, or operate a system of records on individuals to accomplish an agency function in 
accordance with the Privacy Act of 1974, Public Law 93-579, December 31, 1974 (5 U.S.C. 552a) and applicable 
agency regulations.  Violation of the Act may involve the imposition of criminal penalties as stated in 5 U.S.C. 552a 
(i)(1) CRIMINAL PENALTIES.  It is incumbent upon the contractor to inform its officers and employees of the 
penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. 552a, specifically, 5 U.S.C. 552a 
(i)(1) CRIMINAL PENALTIES and m(1) GOVERNMENT CONTRACTORS. 
 

PRIVACY ACT 
 

(a)  The contractor agrees: 
 

(1) to comply with the Privacy Act of 1974 and the rules and regulations issued pursuant to the Act in the 
design, development, or operation of any system of records on individuals in order to accomplish an 
agency function when the contract specifically identifies (i) the system or systems of records and (ii) 
the work to be performed by the contractor in terms of any one or combination of the following:  (A) 
design, (B) development, or (C) operation;  
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(2) to include the solicitation notification contained in this contract in every solicitation and resulting 
subcontract and in every subcontract awarded without a solicitation when the statement of work in the 
proposed subcontract requires the design, development, or operation of a system of records on 
individuals to accomplish an agency function; and 

 
(3) to include this clause, including this paragraph (3), in all subcontracts awarded pursuant to this contract 

which require the design, development, or operation of such a system of records. 
 

(b) In the event of violations of the Act, a civil action may be brought against the agency involved where the 
violation concerns the design, development, or operation of a system of records on individuals to 
accomplish an agency function, and criminal penalties may be imposed upon the officers or employees of 
the agency where the violation concerns the operation of a system of records on individuals to accomplish 
an agency function.  For purposes of the Act when the contract is for the operation of a system of records 
on individuals to accomplish an agency function, the contractor and any employee of the contractor is 
considered to be an employee of the agency. 

 
(c) The terms used in this clause have the following meanings: 

 
(1) “Operation of a system of records” means performance of any of the activities associated with 

maintaining the system of records including the collection, use, and dissemination of records. 
 

(2) “Record” means any item, collection or grouping of information about an individual that is maintained 
by an agency, including, but not limited to, his education, financial transactions, medical history, and 
criminal or employment history and that contains his name, or the identifying number, symbol, or other 
identifying particular assigned to the individual, such as a finger or voice print or a photograph. 

 
(3) “System of records” on individuals means a group of any records under the control of any agency from 

which information is retrieved by the name of the individual or by some identifying number, symbol, 
or other identifying particular assigned to the individual. 

 
ADDITIONAL EMAILED BID SUBMISSION PROVISIONS:  The Government will not be responsible for 
any failure attributable to the transmission or receipt of the emailed bid including, but not limited to, the following: 
 

1. Illegibility of bid. 
2. Emails over 75 MB may not be received by GPO due to size limitations for receiving emails. 
3. The bidder’s email provider may have different size limitations for sending email; however, bidders are 

advised not to exceed GPO’s stated limit. 
4. When the email bid is received by GPO, it will remain unopened until the specified bid opening time. 

Government personnel will not validate receipt of the emailed bid prior to bid opening. GPO will use the 
prevailing time (specified as the local time zone) and the exact time that the email is received by GPO’s 
email server as the official time stamp for bid receipt at the specified location. 

 
PAYMENT:  Submitting invoices for payment via the GPO fax gateway (if no samples are required) utilizing the 
GPO barcode coversheet program application is the most efficient method of receiving payment.  Instruction for 
using this method can be found at the following web address:  
http://winapps.access.gpo.gov/fms/vouchers/barcode/instructions.html.   
 
Invoices may also be mailed to:  U.S. Government Publishing Office, Office of Financial Management, Attn: 
Comptroller, Stop: FMCE, Washington, DC  20401.   
 
A copy of the email from the ordering agency confirming receipt of acceptable deliverables (mail files) and 
identified by purchase order, program, jacket, and print order numbers must be furnished with the contractor’s 
billing invoice as evidence of delivery. 

http://winapps.access.gpo.gov/fms/vouchers/barcode/instructions.html
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For more information about the billing process, refer to the General Information of the Office of Finance web page 
located at:  https://www.gpo.gov/how-to-work-with-us/agency/billing-and-payment. 
 
Contractor’s billing invoice must be itemized in accordance with the items in the “SCHEDULE OF PRICES.” 
  

https://www.gpo.gov/how-to-work-with-us/agency/billing-and-payment
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SECTION 2. – SPECIFICATIONS 
 
SCOPE:  These specifications cover the sanitization of mailing list files of recipients receiving Medicare and You 
Handbooks (in order to enhance the accuracy of addresses and reduce the number of multiple handbooks that are 
delivered to a household with multiple beneficiaries) requiring such operations as receiving address files, processing 
files against specified software, sanitizing (sorting/removing/changing addresses), and furnishing deliverables of 
final data.   
 
TITLE: Medicare and You Mailing List Services. 
 
FREQUENCY OF ORDERS:  
 
Test Orders:  1 or 2 orders.   
 
NOTE:  If issued, the test orders will be done at the beginning of the base contract year. The Government does not 
anticipate issuing test orders in the option years.  See “TEST ORDERS” below for more information. 
 
Live Orders:  Approximately 13 orders per year. 
 
QUANTITY:   
 
Test Orders:  Up to approximately 15,000 to 16,000 records per test order.  
 
Live Orders:  Approximately 350,000 records per monthly order and a one-time order of approximately 54,000,000 
records. 
 
NOTE:  The quantities specified above are for the base contract year.  The total number of records may increase by 
approximately 50,000 per monthly order and by approximately 1 million per the one-time order per option year, if 
exercised. 
 
GOVERNMENT TO FURNISH:  Mailing addresses via an electronic mailbox. 
 
CONTRACTOR TO FURNISH:  All materials and operations, other than those listed under “GOVERNMENT 
TO FURNISH,” necessary to produce the products in accordance with these specifications. 
 
TEST ORDERS:  The Government reserves the right to waive the test orders.  The contractor will be notified at 
the postaward conference, or shortly thereafter, if the test orders will be waived. 
 
If required – For the test orders, there will be two (2) phases (Phase One and Phase Two). For these phases, CMS 
will provide the contractor with three (3) test mailing address files containing approximately 29 mailing addresses, 
783 mailing addresses, and 14,634 mailing addresses. The mailing test files will be sent to contractor via an 
electronic mailbox. These files contain names and addresses (record sheet layout attached).  Test files will be used 
to verify contractor is counting the number of mail files correctly during the duplicate removal process.   
 
Phase One: Initial Test Files – 
 
Step 1:  The contractor will run these three (3) files through the Coding Accuracy Support System (CASS), National 
Change of Address (NCOA), Deceased Coding, and Apartment Append Coding.  (NOTE: The NCOA must include 
48-month licensing, CASS, Delivery Point Validation (DPV), LACS Link, and Suite Link.) 
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Step 2: The contractor will remove all undeliverable and deceased addresses per CASS/NCOA/Deceased Coding 
from each mailing address file. Undeliverable addresses should be counted for each file and added to the Report 
Summary spreadsheet (format in Table 2 below). The contractor will then create an Excel file of these cleaned 
addresses called “file abc cleaned” in the format as outlined in Table 1: 
 
Table 1:  Name/Address Excel files are formatted with separate columns for: 
 
rep payee (if applicable) 
last name 
first name 
middle initial 
address line 1 
address line 2 
city 
state 
zip code 
 
Step 3:  The contractor will deliver to CMS one (1) Excel spreadsheet for each mail file.  These files will be delivered 
by email. The files must be password protected with the password provided in a separate email.  The spreadsheets 
will contain all the addresses from the mail file with just the CASS/NCOA updates and the undeliverable addresses 
removed (detailed in step 2).   
 
Phase Two: Revised Test Files (after Phase One) – 
 
Step 1:  Once Phase 1 is completed, the contractor will then remove duplicate addresses and count the addresses on 
each file in the following manner: 
 

a. Any address that appears only one (1) time is counted as one (1) address.   
 

b. Any address that appears two (2) to four (4) times will have all but one of that address removed and that 
address is then counted as one (1) address.  All duplicates will be removed at the address level.  Any address 
appearing more than one (1) time in this category will be deleted regardless of the household name. 

 
c. Any address that appears five (5) times or more will all be counted as unique addresses, and none of these 

addresses will be removed. 
 
Example One - “123 Maple Street, Woodlawn, MD 21224” appears three (3) times.  Therefore, two (2) of these 
addresses will be removed.  This address will be counted as one (1) address. 
 
Example Two - “123 Maple Street, Woodlawn, MD 21224” appears three (3) times. The addresses appear under 
the names Bob Smith, Martha Smith, and John Jones. Therefore, two (2) of these addresses will be removed.  This 
address will be counted as one (1) address. 
 
Example Three - “456 Oak Street, Washington, DC 28045” appears six (6) times.  None of these addresses will be 
removed.  This address will be counted as six (6) addresses. 
 
Step 2:  The contractor will deliver to CMS an Excel spreadsheet for each mail file.  These files will be delivered 
by email. The files must be password protected with the password provided in a separate email.  The spreadsheets 
will contain all the addresses with the clean-up of duplicates removed (detailed in Step 1).   
 
CMS will evaluate contractor results and discuss any concerns with the contractor.  
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For each address file, there is to be a report summary of the total number of addresses (after Step 1 has been 
completed). The report summary must match up with the total number of addresses in the contractor’s net file after 
clean-up of duplicates. 
 
Table 2:  Report Summary example: 
 

Mail File 
Names 

No. of 
addresses 

that appear 
only once 

No. of 
addresses 

that appear 
2 to 4 times 

No. of 
addresses that 

appear 5 or 
more times 

No. of 
undeliverable 
addresses per 
CASS/NCOA 

No. of 
undeliverable 
addresses per 

Deceased 
Coding 

No. of changed 
addresses per 

Apartment 
Append Coding 

Mail file abc 25,000 48,000 6,000    
Mail file xyz 20,000 40,000 3,000    
       
Totals       

 
LIVE ORDERS: 
 
Phase Three - Live Files – For the live orders, there will be three (3) phases (Phase Three, Phase Four, and Phase 
Five). 
 
Step 1: CMS will provide approximately 60 live electronic files containing approximately 350,000 mailing 
addresses per monthly order and approximately 54,000,000 mailing addresses for the one-time order (in/around the 
month of June) in the base contract year. 
 
NOTE:  In the option years, if exercised, the quantity may increase by approximately 50,000 addresses (monthly 
order) and by approximately 1,000,000 addresses (one-time order) per option year, as exercised.   
 
These addresses will be sent via an electronic mailbox.  The files contain names and addresses (record sheet layout 
attached).  Contractor will run these files through CASS, NCOA, Deceased Coding, Apartment Append Coding, 
and Deduplication software. (NOTE: The NCOA must include 48-month licensing, CASS, DPV, LACS Link, and 
Suite Link.) 
 
Step 2:  The contractor will remove all undeliverable and deceased addresses per CASS/NCOA/Deceased Coding 
from each mailing address file.   
 
Undeliverable addresses will be counted for each file and added to the Report Summary spreadsheet required in 
Step 4 below. 
 
Step 3:  The contractor will then remove duplicate addresses and count the addresses on each file in the following 
manner: 
 

a. Any address that appears only one (1) time is counted as one (1) address. 
 

b. Any address that appears two (2) to four (4) times will have all but one of that address removed and that 
address is then counted as one address.  All duplicates will be removed at the address level.  Any address 
appearing more than one (1) time in this category will be deleted regardless of the household name. 

 
c. Any address that appears five (5) times or more will all be counted as unique addresses, and none of these 

addresses will be removed. 
 
Example One - “123 Maple Street, Woodlawn, MD 21224” appears three (3) times.  Therefore, two (2) of these 
addresses will be removed.  This address will be counted as one (1) address. 
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Example Two - “123 Maple Street, Woodlawn, MD 21224” appears three (3) times. The addresses appear under 
the names Bob Smith, Martha Smith, and John Jones. Therefore, two (2) of these addresses will be removed.  This 
address will be counted as one (1) address. 
 
Example Three - “456 Oak Street, Washington, DC 28045” appears six (6) times.  None of these addresses will be 
removed.  This address will be counted as six (6) addresses. 
 
Step 4:  CMS will provide the contractor an Excel spreadsheet of names and addresses that appear five (5) or more 
times in a single mail file where that location would like to reduce the number of addresses in the file to a designated 
quantity listed in the spreadsheet. 
 
Example: “123 Main Street, Baltimore, MD 2144” appears 75 times.  CMS may require the contractor to delete 70 
addresses at random with five (5) addresses remaining in the file. 
 
Step 5: Contractor will provide CMS with an Excel spreadsheet Report Summary (formatted like Table 2 above) 
for all the live files. 
 
Contractor must retain the final files for one (1) year after completion of each order.   
 
Contractor will also provide CMS with an Excel spreadsheet containing all live file names and the final number of 
addresses per file.  This summary will be the total number of mailing addresses per file to which a copy of the 
Medicare and You Handbook will be sent.  (See Table 3 for format.) 
 
Table 3: 
 
Final Address Tally: 
 

Mail File Name No. of Addresses 
Mail file abc 1,482,000 
Mail file xyz 290,000 
  
Totals  

 
Step 6: CMS will evaluate contractor results and discuss any concerns with the contractor.  Once CMS has given 
approval, contractor will then provide to CMS approximately 60 cleaned-up files with duplicates removed.  The 
contractor will save these files back into the electronic mailbox.  (CMS will provide additional instructions to follow 
regarding exact location of where to save them, what to title each file, etc.)   
 
NOTE:  The contractor may sort the addresses so that all names, street addresses, city, state, zip, for example, appear 
in the same columns but no data is to be removed in the process. 
 
Phase Four – Identification and removal of addresses appearing more than 30 times – 
 
The contractor must identify any address that appears more than 30 times in a mail file, and CMS must have the 
option of removing some of those addresses from a mail file. For example, if an address appears 35 times on a mail 
file, CMS may instruct the contractor to delete all but five (5) of those addresses. For addresses appearing more 
than 30 times in a mail file, the contractor is to provide an Excel spreadsheet listing each address and how many 
times it appeared.  
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Phase Five:  Reason for files dropped – 
 
Contractor may be asked to provide a list of all dropped addresses and the reason the addresses were dropped.  
Contractor to provide via email a password protected excel spreadsheet, with the password provided in a separate 
email. 
 
DISTRIBUTION:  Deliver f.o.b. destination the completed mail lists to CMS’ secure electronic mailbox (i.e., 
contractor must upload the completed mail lists to the electronic mailbox). 
 
Upon completion of each order, contractor must notify the ordering agency (on the same day each order’s files are 
sent to the electronic mailbox) via email to the address indicated on the print order.  The subject line of the email 
shall be “Distribution Notice for Program 55-S, Print Order XXXXX, Jacket Number XXX-XXX.”   
 
SCHEDULE:  Adherence to this schedule must be maintained.  Contractor must not start production of any job 
prior to receipt of the individual print order (GPO Form 2511). 
 
Print orders will be furnished via email. 
 
The following schedules begin the workday after notification of the availability of print order and furnished files; 
the workday after notification will be the first workday of the schedule. 
 
Test Orders (If Ordered) – 
 
 Delivery of Phase One deliverable (Excel spreadsheet) must be made within two (2) workdays of receipt 

of notification of the availability of print order and furnished files.  
 
 Delivery of Phase Two deliverable (Excel spreadsheet) must be made within two (2) workdays of receipt 

of ordering agency approval to proceed after completion of Phase One. 
 
Live Orders – 
 
 Delivery of Phase Three, Step 3 and Phase Four (if applicable) deliverables (Excel spreadsheets) must be 

made within seven (7) workdays of receipt of notification of the availability of print order and furnished 
files.  

 
 Delivery of Phase Three, Step 5 completed, sanitized mail file list (with ordering agency’s requested 

corrections) and deliverable (Excel spreadsheet) must be made within three (3) workdays of receipt of 
notification of requested corrections.  
 

 If required, delivery of Phase Five deliverables must be made within three (3) workdays of receipt of 
notification of requested information. 

 
For the purpose of this contract, the ship/deliver date indicated on the print order is the date products ordered 
for delivery f.o.b. destination must be delivered to the destination specified as applicable to this contract (see 
“DISTRIBUTION”). 
 
Unscheduled material such as shipping documents, receipts or instructions, delivery lists, labels, etc., will be 
furnished with the order or shortly thereafter.  In the event such information is not received in due time, the 
contractor will not be relieved of any responsibility in meeting the shipping schedule because of failure to request 
such information. 
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For compliance reporting purposes, the contractor must notify the U.S. Government Publishing Office of the date 
of shipment or delivery, as applicable.  Upon completion of each order, contractor must contact the Shared Support 
Services Compliance Section via email at compliance@gpo.gov; or via telephone at (202) 512-0520. Personnel 
receiving the email or call will be unable to respond to questions of a technical nature or to transfer any inquiries.   
 
  

mailto:compliance@gpo.gov
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SECTION 3. – DETERMINATION OF AWARD 
 
The Government will determine the lowest bid by applying the prices offered in the “SCHEDULE OF PRICES” to 
the following units of production which are the estimated requirements to produce one (1) year’s production under 
this contract. These units do not constitute, nor are they to be construed as, a guarantee of the volume of work which 
may be ordered for a like period of time. 
 
The following item designations correspond to those listed in the “SCHEDULE OF PRICES.” 
 
 
I. (a) 1. 4,216 
  2. 54,000 
 (b) 70 
 (c) 448 
 (d) 7,500 
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SECTION 4. – SCHEDULE OF PRICES 
 
Bids offered are f.o.b. destination, as applicable to this contract (see “DISTRIBUTION”).   
 
Prices must include the cost of all required materials and operations for each item listed in accordance with these 
specifications. 
 
Bidder must make an entry in each of the spaces provided.  Bids submitted with any obliteration, revision, or 
alteration of the order and manner of submitting bids may be declared non-responsive. 
 
An entry of NC (No Charge) shall be entered if bidder intends to furnish individual items at no charge to the 
Government.  Bids submitted with NB (No Bid), NA (Not Applicable), or blank spaces for an item may be declared 
non-responsive. 
 
The Contracting Officer reserves the right to reject any offer that contains prices for individual items of production 
(whether or not such items are included in the DETERMINATION OF AWARD) that are inconsistent or unrealistic 
in regard to other prices in the same offer or to GPO prices for the same operation if such action would be in the 
best interest of the Government. 
 
All invoices submitted to the GPO shall be based on the most economical method of production.  Fractional parts 
of 1,000 will be prorated at the per-1,000 rate. 
 
Contractor’s billing invoice must be itemized in accordance with the line items in the “SCHEDULE OF PRICES.” 
 
I. MAIL FILE PROCESSING:  Prices offered must be all-inclusive and include the cost of all materials and 

operations necessary for the complete processing of the furnished records, production of the required 
deliverables, and distribution of the deliverables listed in accordance with these specifications. 
 
Prices submitted for line items I.(a)1. and 2. must include the cost to process the furnished records through 
CASS, NCOA, Deceased Coding, Apartment Append Coding, and Deduplication software, as specified in these 
specifications.  
 
Prices submitted for line items I.(b), (c), and (d) are for the results only of the initial processing.  NOTE:  Prices 
must include any corrections/adjustments to the files requested from the ordering agency after the initial review.  
Additionally, prices must include the cost for any Phase Five requests. 
 
The prices submitted for line items I.(a) through (d) are for both the test orders (if required) and the live orders. 
 
(a) Processing Records: 

 
1. Monthly Order ............................................................................. per 1,000 records ...... $___________ 
 
2. One-time Order ............................................................................ per 1,000 records ...... $___________ 

 
(b) Deceased Coding Results ................................................... per 1,000 records identified ...... $___________ 

  
 (c) Apartment Append Coding Results .................................... per 1,000 records identified ...... $___________ 
 
 (d) Deduplication Results .......................................................... per 1,000 records removed ...... $___________ 
 
 
 _____________ 
 (Initials)  
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SHIPMENTS: Shipments will be made from: City ________________________ State ____________________. 
 
The city(ies) indicated above will be used for evaluation of transportation charges when shipment f.o.b. contractor’s 
city is specified. If no shipping point is indicated above, it will be deemed that the bidder has selected the city and 
state shown below in the address block, and the bid will be evaluated and the contract awarded on that basis. If 
shipment is not made from evaluation point, the contractor will be responsible for any additional shipping costs 
incurred. 
 
DISCOUNTS: Discounts are offered for payment as follows: __________ Percent ___________ Calendar Days. 
See Article 12 “Discounts” of Solicitations Provisions in GPO Contract Terms (Publication 310.2). 
 
AMENDMENT(S): Bidder hereby acknowledges amendment(s) number(ed) ____________________________. 
 
BID ACCEPTANCE PERIOD: In compliance with the above, the undersigned agree, if this bid is accepted within 
____________ calendar days (60 calendar days unless a different period is inserted by the bidder) from the date for 
receipt of bids, to furnish the specified items at the price set opposite each item, delivered at the designated point(s), 
in exact accordance with specifications.  Failure to provide a 60-day bid acceptance period may result in expiration 
of the bid prior to award. 
 
BIDDER’S NAME AND SIGNATURE: Unless specific written exception is taken, the bidder, by signing and 
submitting a bid, agrees with and accepts responsibility for all certifications and representations as required by the 
solicitation and GPO Contract Terms – Publication 310.2. When responding by email, fill out and return one copy 
of all pages in “SECTION 4. – SCHEDULE OF PRICES,” including initialing/signing where indicated. Valid 
electronic signatures will be accepted in accordance with the Uniform Electronic Transactions Act, §2. Electronic 
signatures must be verifiable of the person authorized by the company to sign bids.  Failure to sign the signature 
block below may result in the bid being declared non-responsive.  
 
Bidder _____________________________________________________________________________________ 
                                   (Contractor’s Name)                                               (GPO Contractor’s Code) 
 
___________________________________________________________________________________________ 
                                                                             (Street Address) 
 
___________________________________________________________________________________________ 
                                                                     (City – State – Zip Code) 
 
By ________________________________________________________________________________________ 
            (Printed Name, Signature, and Title of Person Authorized to Sign this Bid)                       (Date) 
 
 ___________________________________________________________________________________________ 
 (Person to be Contacted) (Telephone Number)  
 
___________________________________________________________________________________________ 
 (Email Address) (Fax Number) 
 
 
___________________________________________________________________________________________ 

THIS SECTION FOR GPO USE ONLY 
 
Certified by: __________   Date: __________  Contracting Officer: __________   Date: __________ 
 (Initials)             (Initials) 
___________________________________________________________________________________________ 
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