
Prog: 888-S

Title: Quarterly Census of Employment and Wages

(QCEW) Packages

Agency: Department of Labor 

Bureau of Labor Statistics (BLS)

Agency: Beginning and ending June 30, 2017

BASIS OF

ITEM NO. DESCRIPTION AWARD UNIT RATE COST UNIT RATE COST

I. PROOFS AND PRIOR TO PRODUCTION 

SAMPLES:

(a) Digital color content proof……………………………

………………….per trim/page-size unit…………… 642 5.00 $3,210.00 5.00 $3,210.00 1.00 642.00

(b) Adobe Acrobat PDF proof………..per file……….…. 271 10.00 $2,710.00 20.00 $5,420.00 5.00 1,355.00

(c) Prior to Production samples……….per order……. 2 25,000.00 $50,000.00 6,000.00 $12,000.00 2,500.00 5,000.00

II. PRINTING/VARIABLE IMAGING, BINDING, 

CONSTRUCTION, ASSEMBLY, PACKING, AND

DISTRIBUTION OF PACKAGES:

(a) Item 1:  Letter - Version A (NVS/NCA):

Printing and imaging in two colors, including

binding…………per letter…………………………….

(1) Makeready and/or Setup 3 1,000.00 $3,000.00 600.00 $1,800.00 403.30 1,209.90

(2) Running Per 1,000 Copies 1000 90.00 $90,000.00 225.00 $225,000.00 55.89 55,890.00

(b) Item 2:  Letter - Version B (NVM):

Printing and imaging in two colors, including

binding…………per letter…………………………….

(1) Makeready and/or Setup 3 1,000.00 $3,000.00 1,130.00 $3,390.00 403.30 1,209.90

(2) Running Per 1,000 Copies 60 90.00 $5,400.00 228.00 $13,680.00 45.15 2,709.00

(c) Item 3:  Letter - Version C (MWR):

Printing and imaging in two colors, including

binding…………per letter…………………………….

(1) Makeready and/or Setup 4 1,000.00 $4,000.00 600.00 $2,400.00 403.30 1,613.20

(2) Running Per 1,000 Copies 140 90.00 $12,600.00 225.00 $31,500.00 41.15 5,761.00

(d) Item 4:  Survey Form:

Printing and imaging in two colors, including

binding……………per form………………………….

(1) Makeready and/or Setup 8 1,000.00 $8,000.00 1,130.00 $9,040.00 403.30 3,226.40

(2) Running Per 1,000 Copies 300 180.00 $54,000.00 288.00 $86,400.00 98.34 29,502.00

(e) Item 5:  Form Additional Pages:

Printing in two colors and imaging in black, 

including binding…………..per page……………….

(1) Makeready and/or Setup 30 1,000.00 $30,000.00 335.00 $10,050.00 403.30 12,099.00

(2) Running Per 1,000 Copies 450 90.00 $40,500.00 300.00 $135,000.00 146.83 66,073.50

(f) Item 6:  Cover Letter:

Printing and imaging in two colors, including 

binding……..………….per letter…………………….

(1) Makeready and/or Setup 8 1,000.00 $8,000.00 1,090.00 $8,720.00 90.47 723.76

(2) Running Per 1,000 Copies 300 90.00 $27,000.00 224.00 $67,200.00 21.40 6,420.00

(g) Item 7:  No. 10 Mail-out Envelope with Double

Windows:

Printing in black, including cost of envelope………

…………………………per envelope………………..

(1) Makeready and/or Setup 17 1,000.00 $17,000.00 N/C 0.00 61.73 1,049.41

(2) Running Per 1,000 Copies 1485 45.00 $66,825.00 20.00 $29,700.00 30.12 44,728.20

(h) Item 8:  9 x 12" Mail-out Envelope with Double

Windows:

Printing in black, including cost of envelope………

……………………….per envelope………………….

(1) Makeready and/or Setup 1 1,000.00 $1,000.00 N/C 0.00 61.73 61.73

(2) Running Per 1,000 Copies 15 150.00 $2,250.00 180.00 $2,700.00 102.85 1,542.75

NPC, INC.

Claysburg, PA

CENVEO LOS ANGELES GRAY GRAPHICS

Los Angeles, CA Capitol Heights, MD
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II. PRINTING/VARIABLE IMAGING, BINDING, 

CONSTRUCTION, ASSEMBLY, PACKING, AND

DISTRIBUTION OF PACKAGES:

(i) Item 9:  No. 9 Return Envelope:

Printing in black, including cost of envelope………

………………………per envelope…………………..

(1) Makeready and/or Setup 7 1,000.00 $7,000.00 N/C 0.00 61.73 432.11

(2) Running Per 1,000 Copies 285 30.00 $8,550.00 16.00 $4,560.00 13.56 3,864.60

(j) Item 10:  9 x 12' Return Envelope:

Printing in black, including cost of envelope………

………………………per envelope…………………..

(1) Makeready and/or Setup 1 1,000.00 $1,000.00 N/C 0.00 61.73 61.73

(2) Running Per 1,000 Copies 15 120.00 $1,800.00 110.00 $1,650.00 59.74 896.10

III. PROCESSING RESPONSE FORMS:

(a) Catagories 1 and 2 (including destruction costs)..

…………………..per 1,000 forms………………….. 90 1,323.00 $119,070.00 2,840.00 $255,600.00 1,530.00 137,700.00

(b) Catagories 3……per 1,000 forms………………….. 9 2,767.00 $24,903.00 1,200.00 $10,800.00 1,520.00 13,680.00

IV. PACKING AND DISTRIBUTION OF BATCHED

RESPONSES:

Packing and sealing shipping bags/containers….

……………per shipping bag/container……………. 15 500.00 $7,500.00 5.00 $75.00 10.00 150.00

CONTRACTOR TOTALS $598,318.00 $919,895.00 $397,601.29

DISCOUNT 1.00% $5,983.18 2.00% $18,397.90 0.25% $994.00

DISCOUNTED TOTALS $592,334.82 $901,497.10 $396,607.29

AWARDED

CENVEO LOS ANGELES GRAY GRAPHICS NPC, INC.

Los Angeles, CA Capitol Heights, MD Claysburg, PA
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Program 888-S (R-2) Page 1 of 27 
Specifications by MRN  
 

U.S. GOVERNMENT PUBLISHING OFFICE 
Washington, DC 

 
GENERAL TERMS, CONDITIONS, AND SPECIFICATIONS 

 
For the Procurement of 

 
Quarterly Census of Employment and Wages (QCEW) Packages 

 
As requisitioned from the U.S. Government Publishing Office (GPO) by the 

 
Department of Labor 

Bureau of Labor Statistics (BLS) 
 

Single Award 
 
TERM OF CONTRACT: The term of this contract is for one year beginning Date of Award and ending June 30, 
2017, 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 publicly opened at 11:00 a.m., prevailing Washington, DC time, on August 3, 
2016. 
 
BID SUBMISSION:  Submit bid in pre-addressed envelope furnished with solicitation or send to:  U.S. 
Government Publishing Office, Bid Section, Room C-848, Stop: CSPS, 732 North Capitol Street, NW, 
Washington, DC 20401.  Facsimile bids in response to this solicitation are permitted.  Facsimile bids may be 
submitted directly to the GPO Bid Section, Fax No. (202) 512-1782.  The program number and bid opening date 
must be specified with the bid.  Refer to Facsimile Bids in Solicitation Provisions of GPO Contract Terms, GPO 
Publication 310.2, as revised June 2001. Hand delivered bids are to be taken to: GPO Bookstore, 710 North 
Capitol Street, NW, Washington, DC, between the hours of 8:00 a.m. and 4:00 p.m., prevailing Washington, DC, 
time, Monday through Friday. The contractor is to follow the instructions in the Bid Submission/Opening area.  If 
further instruction or assistance is required, call (202) 512-0526. 
 
RESTRICTION ON LOCATION OF PRODUCTION FACILITIES: All production facilities used in the 
manufacture of the product(s) ordered under this contract must be located within the continental United States. 
 

 
 
For information of a technical nature, contact Bernice Mack at (202) 512-0307, or by email at bmack@gpo.gov.  

THIS IS A NEW PROGRAM.  THERE IS NO ABSTRACT AVAILABLE. HOWEVER, BIDDERS, 
PLEASE NOTE:  These specifications have been revised from the original solicitation; therefore, all bidders 
are cautioned to familiarize themselves with all provisions of the specifications before bidding. Special 
attention is directed to the following items which differ significantly from the previous solicitation: 

 
NUMBER OF PAGES AND TRIM SIZES (Specified on page 10 of 27) 
PACKAGE VARIATIONS (Specified on page 10 of 27) 
STOCK/PAPER (Specified on page 15 of 27) 
PRINTING/VARIABLE IMAGING (Specified on pages16 of 27) 
CONSTRUCTION (Specified on page 16 of 27) 
ASSEMBLY (Specified on page 17 of 27) 
SECTION 3. – DETERMINATION OF AWARD (Specified on page 23 of 27) 
SECTION 4 – SCHEDULE OF PRICES (Specified on page 26 and 27)
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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. 6-01) and GPO Contract Terms, Quality Assurance Through Attributes 
Program for Printing and Binding (GPO Publication 310.1, effective May 1979 (revised August 2002). 
 
GPO Contract Terms (GPO Publication 310.2) – http://www.gpo.gov/pdfs/vendors/sfas/terms.pdf. 
 
GPO QATAP (GPO Publication 310.1) – http://www.gpo.gov/pdfs/vendors/sfas/qatap.pdf. 
 
DISPUTES: GPO Publication 310.2, GPO Contract Terms, Contract Clause 5. Disputes, is hereby replaced with 
the June 2008 clause found at www.gpo.gov/pdfs/vendors/contractdisputes.pdf. 
 
SUBCONTRACTING: The provisions of GPO Publication 310.2 are modified to permit the subcontracting for 
the manufacturing of the envelopes. 
 
QUALITY ASSURANCE LEVELS AND STANDARDS: The following levels and standards shall apply to 
these specifications: 
 
Product Quality Levels: 
 
 (a) Printing (page related) Attributes – Level III. 
 (b) Finishing (item related) Attributes – Level III. 
 
Inspection Levels (from ANSI/ASQC Z1.4): 
 
 (a) Non-destructive Tests – General Inspection Level I. 
 (b) Destructive Tests – Special Inspection Level S-2. 
 
 
Specified Standards: The specified standards for the attributes requiring them shall be: 
 
 Attribute Specified Standard 
 
P-7. Type Quality and Uniformity O.K. Press Sheets 
 
P-9. Solid and Screen Tint Color Match O.K. Press Sheets 
 
Special Instructions: In the event that inspection of press sheets is waived by the Government, the following listed 
alternate standards (in order of precedence) shall become the Specified Standards: 
 
P-7. Prior to production samples, proofs, average type dimension, electronic media. 
 
P-9. Pantone Matching System. 
 
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). 
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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 Date of Award to June 30, 2017, 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 March 31, 2016, 
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. 
 
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. 
 
SECURITY REQUIREMENTS:   The contractor shall comply with the terms included in the “Confidentiality 
and Security Requirements” (see Attachment 1); the “Title V Confidential Information Protection and Statistical 
Efficiency Act” (see Attachment 2); and the “BLS Agent Agreement” (see Attachment 3). 
 
PREAWARD SURVEY: In order to determine the responsibility of the contractor, the Government reserves 
the right to conduct an on-site survey at the contractor’s facility or to require other evidence of technical, 
production, managerial, financial, and similar abilities to perform, prior to the award of a contract. 
 
The contractor shall 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 plans as specified below. The workday after 
notification to submit will be the first day of the schedule.   
 
THE PROPOSED PLANS ARE SUBJECT TO GOVERNMENT APPROVAL.  The Government reserves 
the right to waive some or all of the preaward survey plans if there is other evidence that, in the opinion of 
the Contracting Officer, indicates that the contractor being considered for award has already 
demonstrated their compliance with the requirements of the below plans.   
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Option Years:  For each option year exercised, the contractor will be required to re-submit, in writing, the below 
plans detailing any changes and/or revisions that have occurred.  The contractor should be prepared to submit 
these revised plans at each year’s meeting (See “PREPRODUCTION MEETING”). THE REVISED PLANS 
ARE SUBJECT TO GOVERNMENT APPROVAL.  If the preproduction meeting is waived by the Government, 
the revised plans must be submitted to GPO 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 a statement 
confirming that the current plans are still in effect. 
 
Quality Control Plan: The contractor shall provide and maintain, within their own organization, an independent 
quality assurance organization of sufficient size and expertise to monitor the operations performed, and inspect 
the products of each operation to a degree and extent that will ensure the Government’s quality assurance, 
inspection, and acceptance provisions herein are met. The contractor shall perform, or have performed, the 
process controls, inspections and tests required to substantiate that the products provided under this contract 
conform to the specifications and contract requirements. The contractor shall describe in detail their quality 
control/quality assurance and recovery plans describing how, when, and by whom the plans will be performed. 
These plans shall include a detailed explanation of both staff and management activities and responsibilities. 
 
The plans must provide for periodic samplings to be taken during the production run, and shall contain control 
systems that will detect defective, missing, or mutilated pieces. The plans shall detail the actions to be taken by 
the contractor when either defective, missing, or mutilated items are discovered. These actions must be 
consistent with the requirements found in GPO Contract Terms (GPO Publication 310.2, effective December 1, 
1987, Rev. 6-01). The plan shall monitor all aspects of the job including material handling and mail flow, to 
assure that the production and delivery of the Quarterly Census of Employment and Wages Packages meet 
specifications and Government requirements. This includes maintaining 100% accountability in the accuracy of 
imaging and mailing of all pieces throughout each run. The contractor must ensure that there are no missing or 
duplicate pieces. 
 
A recovery system will be required to ensure that all defective, missing, or mutilated pieces detected are 
identified, reprinted, and replaced. 
 
The quality control plan must also include examples, and a detailed description of, all reports or logs the 
contractor will keep to document the quality control inspections performed on each run. 
 
Furthermore, the plan must include the names of all quality assurance officials and describe their duties in 
relationship to the quality control plan. 
 
The Government may periodically verify that the contractor is complying with the approved quality control 
plan through on-site examinations and/or requesting copies of the contractor’s quality assurance records and 
quality assurance random copies. 
 
See “QUALITY CONTROL” in SECTION 2 of the contract. 
 
Mail Plan: This plan shall include sufficient detail as to how the contractor will comply with all applicable U.S. 
Postal Service (USPS) mailing requirements as listed in the USPS Domestic and International Mail Manuals 
in effect at the time of mailing and other USPS instructional material such as the Postal Bulletin. All outgoing and 
return mail will be mailed via a “Postage and Fees Paid” mailing indicia. The Government will be responsible for 
ALL USPS mailing costs. (NOTE: The shipping costs of returning materials to the States will be paid by the 
contractor and reimbursed by the Government.) (See “DISTRIBUTION” as specified in SECTION 2.) 
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Material Handling and Inventory Control: This plan shall explain in detail how the following materials will be 
handled: incoming raw materials; work-in-progress materials; quality control inspection materials; USPS 
inspection materials; and all outgoing materials cleared for USPS pick-up/delivery. 
 
Personnel Plan: This plan shall include a listing of all personnel who will be involved with this contract. For any 
new employees, the plan shall include the source of these employees, and a description of the training 
programs the employee will be given to familiarize them with the requirements of this program. 
 
Production Plan: This plan shall include items such as a detailed listing of all production equipment and 
equipment capacities to be utilized on this contract. If new equipment is to be utilized, documentation of the 
source, delivery schedule, and installation dates are required. 
 
Security Control Plan: The proposed Security Control Plan must address, at a minimum, the following: 
 

Materials – How all accountable materials will be handled throughout all phases of production. This plan 
shall also include the method of disposal of all production waste materials. 
 
Production Area – The contractor must provide a secure area(s) dedicated to the processing and storage of 
data for the letter and survey forms (either a separate facility dedicated to this product or a walled-in 
limited access area within the contractor’s existing facility).  Access to the area(s) shall be limited to 
security-trained employees involved in the production of Survey Forms designated as authorized persons as 
defined within Attachment 1. 
 
Floor Plan – Part of the Security Control Plan shall include a floor plan detailing the area(s) to be used, 
showing existing walls, equipment to be used, and the printing and finishing locations. 
 
Information Technology Security – The contractor must submit an Information Technology System 
Security Plan as it relates to BLS data storage and data processing. The plan shall summarize the physical and 
logical protections in place at the designated printing location, including the audit mechanisms used to 
ensure the described are fully implemented. 
 

ON-SITE REPRESENTATIVES: On-site representative(s) may be stationed at the contractor’s facility to: 
verify addresses; monitor the printing, inserting, mail processing, quality control, sample selections, and 
inspections; and, monitor the packing and staging of the mail. These coordinators will not have contractual 
authority and cannot make changes in the specifications or in contract terms, but will bring any and all defects 
detected to the attention of the company Quality Control Officer. The coordinators must have full and 
unrestricted access to all production areas where work on this program is being performed. The contractor will be 
required to provide one (1) private office of not less than 150 square feet, furnished with one (1) desk, one (1) 
swivel arm chair, one (1) telephone, access to an internet connection, and a fax machine. The contractor will be 
reimbursed for any charges incurred for toll calls made by Government representatives upon presentation of 
voucher and verifiable documentation. The contractor should be prepared to provide full access to the 
production areas where the contract is being carried out. 
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PREAWARD TEST:  The contractor being considered for award may be required to demonstrate its ability to 
produce the items required in these specifications at the requisite quality level by completing a preaward test.  The 
Government reserves the right to waive the preaward test if there is other evidence that, in the opinion of the 
Contracting Officer, indicates that the contractor being considered for award has the capability to successfully 
produce the items required. 
 
For the preaward test, the Government will furnish an electronic file (consisting of one (1) sample Survey Form 
(Exhibit B), one (1) sample Cover Letter (Exhibit D), and one (1) sample envelope) that are representative of the 
items to be furnished under these specifications.  The Government will also furnish “dummy” variable data with 
the electronic files.  Files will be sent via email. 
 
The prospective contractor must produce five (5) samples for each item in accordance with the requirements 
specified herein. Samples must be printed on the required stock for each item as specified herein.  (NOTE:  The 
Survey Form and Cover Letter must be imaged with the furnished “dummy” variable data in accordance with the 
requirements specified herein.) 
 
The test samples from this test will be used by the Government to evaluate the contractor’s capability to comply 
with the applicable requirements of these specifications and the contractor’s ability to maintain the requisite 
quality level throughout the term of the contract.  Failure to produce the test samples in accordance with the 
requirements of this contract and at the requisite quality level may be reason for a determination of non-
responsibility. 
 
The test samples must be delivered to:  U.S. Government Publishing Office, Agency Publishing Services – DC 
Team 2, Stop: CSAPS, 27 G Street, NW, Washington, DC 20401.   
 
Contractor must submit preaward test sample within two (2) workdays of receipt of furnished test materials. 
 
If the preaward test samples are disapproved by the Government, the contractor may be permitted, at the option of 
the Government, additional time to correct defects or to submit additional test samples if so notified by the 
Contracting Officer. 
 
In the event the revised test samples are disapproved by the Government, the contractor shall be deemed to have 
failed to comply with the applicable requirements of these specifications and may be reason for a determination of 
non-responsibility. 
 
Failure to deliver the completed test samples within the stated time period may disqualify the contractor from 
further consideration for award.   
 
All operations necessary in the performance of this test shall be performed at the facilities and on the equipment 
in which the contract production will be performed. 
 
No charges will be allowed for costs incurred in the performance of this preaward test. 
 
POSTAWARD CONFERENCE: The total requirements of the job including the production plan, delivery dates, 
scheduling, and turn-around times, and the installation of encryption software (if required), may be reviewed by 
Government representatives with the contractor’s representatives at the GPO, Washington, DC, immediately after 
award of this contract. 
 
NOTE:  Person(s) that the contractor deems necessary for the successful implementation of the contract must be 
in attendance 
 
PREPRODUCTION MEETING: The Government’s representatives may request preproduction meeting(s) 
with the contractor’s representatives to be held at the contractor’s facility after award of the contract to review the 
contractor’s production plan and to establish coordination of all operations. Attending this meeting will be 
representatives from BLS. At the Government’s option, in lieu of meeting at the contractor’s facility, the meeting 
may be held via teleconference. 
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NOTE:  Person(s) that the contractor deems necessary for the successful implementation of the contract must be 
in attendance. 
 
Option Years: For each option year that may be exercised, the Government’s representatives may request a 
meeting with the contractor’s representatives to be held at the contractor’s facility to discuss the requirements of 
that contract year’s jobs.  
 
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. 
 
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 Date of Award through June 30, 2017, 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. 
WARNING: Proper control and handling must be maintained at all times to prevent any information or materials 
required to produce the product ordered under these specifications from falling into unauthorized hands. Unless 
otherwise indicated herein, all extra copies, materials, waste, etc., must be destroyed in accordance with the 
approved “Security Control Plan” as specified under “PREAWARD SURVEY.” 
 
PRIVACY ACT NOTIFICATION:  This procurement action requires the contractor to do one or more of the 
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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; 

 
(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. 

 
PAYMENT:  Submit all invoices, via fax, utilizing the GPO barcode coversheet program application.  
Instructions for the GPO barcode coversheet program application 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. 
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SECTION 2. – SPECIFICATIONS 
 
SCOPE:  These specifications cover the production of the Quarterly Census of Employment and Wages Forms 
Packages consisting of either a letter or form with cover letter, return envelope, and mail-out envelope, requiring 
such operations as electronic prepress, printing and variable imaging, binding, construction, assembling, packing, 
and distribution.  Additionally, the contractor will also be responsible for processing the form responses. 
 
TITLE:  Quarterly Census of Employment and Wages (QCEW) Packages. 
 
OVERVIEW: The Quarterly Census of Employment and Wages program utilizes a web system to collect data 
for the Annual Refiling Survey (ARS). One-page letters are mailed to respondents, directing them to log into the 
appropriate, secure website to report data. The Annual Refiling Survey is a sample of about 1,300,000 
establishments located in the 50 States, the District of Columbia (DC), Puerto Rico and the U.S. Virgin Islands. 
The ARS survey is conducted annually between July through the following June. After the initial mailing, there 
will be follow-up mailings (approximately two to five mailings consisting of 1-page letters), as needed. Currently, a 
bulk of the mailing occurs in September with follow-up mailings occurring in December and March. At some point 
during the term of the contract, the Government anticipates implementing quarterly ARS mailings (pending 
results) with follow-up mailings as needed, rather than one bulk mailing with follow-up mailings. 
 
The QCEW program also collects employment and wages data for employers with multiple establishment 
locations reporting under the same Unemployment Insurance (UI) account number in a given state. The collection 
is done using the Multiple Worksite Report (MWR) Form. The MWR is conducted four times a year in 
conjunction with each calendar quarter. At the end of each quarter, there will be a mailing consisting of an MWR 
form, cover letter, additional form pages, if needed, and return envelope. After the initial form mailing, there will 
be one follow-up MWR form mailing each quarter, as needed. In future quarters, the Government would like to 
pilot and implement (pending results) the initial mailing as a 1-page MWR Web Letter, in lieu of the form 
package. The follow-up mailings would continue to be form packages. 
 
The completed MWR forms will be returned to the contractor. The forms must be “designed” such that Intelligent 
Character Recognition (ICR) software can read the employment and wages that are supplied by the respondents 
(see “CONTRACTOR TO FURNISH”). The contractor will scan the forms and create a data file with the 
employment and wages that were scanned via ICR software. The contractor will also supply PDF files with the 
scanned images of the forms. 
 
NOTE: Hereinafter, the term “States” will be all-inclusive referring to the States, District of Columbia, Puerto 
Rico, and the U.S. Virgin Islands. 
 
FREQUENCY OF ORDERS:   
 
Proofs/Prior to Production Samples – Approximately 2 orders per year. 
 
ARS Mailings – Approximately 2 to 6 orders per year. 
 
MWR Mailings – Approximately 8 to 12 orders per year. 
 
NOTE: The Government anticipates issuing the first order for the ARS on or around August 1st of each contract 
year.  The first order issued for the ARS will be for hard/soft copy proofs and prior to production samples only.  
The balance of ARS orders will be for the production and distribution (mailings) of the products. The 
Government anticipates issuing the first order for the MWR on or around September 1st of each contract year.  
The first order issued for the MWR will be for the hard/soft copy proofs and prior to production samples only. 
The balance of MWR orders will be for the production and distribution (mailings) of the products. 
 
The ARS and MWR mailings may be ordered on the same print order requiring the same schedule.  
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NUMBER OF PAGES AND TRIM SIZES: 
 
 ITEM NO. OF PAGES TRIM SIZE 
1. Letter – Version A (NVS/NCA) Face only (one leaf) 8-1/2 x 11” 
2. Letter – Version B (NVM) Face and back (one leaf) 8-1/2 x 11” 
3. Letter – Version C (MWR) Face only (one leaf) 8-1/2 x 11” 
4. Survey Form (MWR) Face and back (one leaf) 8-1/2 x 11” 
5. Form Additional Pages (MWR) Up to 20 pages (10 face and back leaves) 8-1/2 x 11” 
6. Form Cover Letter (MWR) Face only (one leaf) 8-1/2 x 11” 
7. No. 10 Mail-out Envelope  Face only 4-1/8 x 9-1/2”, plus flap 
8. Mail-out Envelope Face only 9 x 12”, plus flap  
9. No. 9 Return Envelope Face only 3-7/8 x 8-7/8”, plus flap 
10. Return Envelope Face only 9 x 12”, plus flap 
 
NOTE:  All envelopes (Items 7 through 10) print face only – after manufacturing. Items 7 and 8 have double 
windows. 
 
FORM NOTE: For Items 4 and 5, the form is “designed” to collect the employment and wages for a UI account 
number at the worksite level of the firm. For example, if a UI account has six (6) locations within a state, those six 
(6) locations will be listed on the form. The respondent will be responsible for noting the employment and wages 
for each location. 
 
The employment and wages boxes should be such that the contractor is able to scan the form and use the scanned 
responses to create a file containing the employment and wages of the respondents. NOTE: Responses may be 
handwritten. 
 
For UI accounts with up to six (6) worksites, the form will be one page with the worksites printed on the front and 
instructions printed on the back. Item 5 should be included for forms with more than six (6) worksites.  All 1-page 
Letter Packages, Form A Packages, and the majority of the Form B Packages with inserts (up to and including 
five (5) leaves) will be mailed in a standard No. 10 mail-out envelope with double windows. Those UI accounts 
for Form B Packages with a large enough number of worksites to generate greater than five (5) leaves will be 
mailed using a flat 9 x 12” envelope with double windows.  
  
PACKAGE VARIATIONS: 
 

Letter Packages Form A Packages  Form B Packages 

 Item 1, 2, or 3 (Letter)  Item 4 (Survey Form)  Item 4 (Survey Form) 

  Item 6 (Cover Letter)  Item 6 (Cover Letter) 

   Item 5 (Additional Page(s)) 

 Item 7 (No. 10 Mail-out Envelope)  Item 7 (No. 10 Mail-out Envelope)  1 to 5 leaves: Item 7 (No. 10 Mail-out  
 Envelope) 
 Over 5 leaves: Item 8 (9 x 12” Mail-out 
 Envelope) 

  Item 9 (No. 9 Return Envelope)  1 to 5 leaves: Item 9 (No. 9 Return 
 Envelope) 
 Over 5 leaves: Item 10 (9 x 12” Return 
 Envelope) 
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MAILING QUANTITY: 
 

Timing Letter Packages Form A Packages Form B Packages 

 July - September  650,000 60,000 15,000 
 October - December  400,000 60,000 15,000 
 January - March  100,000 60,000 15,000 
 April - June  50,000 60,000 15,000 
 
NOTE: The actual quantities may vary. Currently, all States participate in the ARS mailings and 28 states 
participate in the MWR mailings.  As more States opt to participate in these mailings, quantities could increase in 
the option years, if exercised. 
 
The response rate will be tracked by BLS and the contractor will be notified when goals have been met. When 
goals are met, the print and mail operations of the contract will be complete for the Refiling year. Surveys will 
continue to be received later in the fiscal year, processed by the contractor, and returned to the States. 
 
GOVERNMENT TO FURNISH:  
 
BLS will transmit files with employer information to the contractor electronically using Secure File Transfer 
Protocol (SFTP) communications set up by the contractor. Electronic Media for variable data will be furnished as 
follows:  

 
 Platform: IBM or compatible using Windows XP. 
 
 Storage Media: SFTP. 
 
 Software: Adobe Acrobat 11.0 or higher; Microsoft Word 2013. 
 

 All platform system and software upgrades (for specified applications) which may occur 
during the term of the contract must be supported by the contractor. 

 
 Fonts: All printer and screen fonts will be furnished/embedded, as applicable.  
 

The contractor is cautioned that furnished fonts are the property of the Government 
and/or its originator. All furnished fonts are to be eliminated from the contractor’s 
archive immediately after completion of the contract. 

 
 Additional 
 Information: Files will be furnished in native application and/or PDF format. 
 
An electronic file for the form templates will be furnished via SFTP or email once at the beginning of the contract 
to be held for reuse throughout the term of the contract.  If the ordering agency makes changes to the form, they 
will furnish a new template to the contractor at that time. 
 
Data format specifications for form printing to be used as a guide only will be furnished via SFTP. 
 
Test (non-production) database file for prior to production samples will be furnished via SFTP. 
 
Updated production database files will be furnished via SFTP before each production of the mail-out. 
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Special Data Files: State Office Information List; Letter Production File Format; Form Production File Format; 
Form Collected Data File Format; Form Print Rules; Form Processing Rules; and, Letter Print Rule will be 
furnished via SFTP.  NOTE:  These special date files are provided prior to the 1st mail-out and are necessary for 
form and letter production.  Any updates to the files will be provided prior to the follow-up mail-outs. 
 
Naming conventions for all files will be furnished via SFTP. 
 
One reproduction proof, Form 905 (R. 6/03) with labeling and marking specifications. 
 
Identification markings such as register marks, commercial identification marks of any kind, etc., except GPO 
imprint, form number, and revision date, carried in the electronic files, must not print on finished product. 
 
EXHIBITS: The facsimiles shown as Exhibits A through M are representative of the requirements which will be 
ordered under this contract. However, it cannot be guaranteed that future orders will correspond exactly to these 
exhibits.   
 
The Exhibits are as follows: 
 
Exhibit A: Letter – Version A (NVS/NCA) 
Exhibit B: Letter – Version B (NVM) 
Exhibit C: Letter – Version C (MWR) 
Exhibit D: Form (MWR) 
Exhibit E: Form Additional Pages (MWR) 
Exhibit F: Form Cover Letter (MWR) 
Exhibit G: State Office Information List (sample page – entire list to be furnished after contract award) 
Exhibit H: Letter Production File Format 
Exhibit I: Form Production File Format 
Exhibit J: Form Collected Data File Format 
Exhibit K: Form Print Rules 
Exhibit L: Form Processing Rules 
Exhibit M: Letter Print Rules 
Exhibit N: BLS Logo (to be furnished after contract award) 
Exhibit O: DOL Logo (to be furnished after contract award) 
 
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. 
 
The contractor must furnish a contractor-hosted SFTP site for secure transmission of data between the 
Government and the contractor. Appropriate log-on instructions and protocol must be provided at time of award. 
The contractor must provide necessary security for the SFTP site, which at a minimum, must have a unique user 
ID and password. 
 
The contractor is responsible for scanning the returned forms which may contain handwritten data (see 
“PROCESSING RESPONSES”).  Contractor will need to create/use a form template that is compatible with the 
contractor’s particular ICR software and scanning equipment.  The ordering agency will furnish copies of the 
current forms being used (to be used as a guide). 
 
ELECTRONIC PREPRESS: Prior to image processing, the contractor shall perform a basic check (preflight) of 
the furnished media and publishing files to assure correct output of the required reproduction image. Any errors, 
media damage, or data corruption that might interfere with proper file image processing must be reported to 
MWR_Print@bls.gov and/or CARS202@bls.gov. 
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The contractor shall create or alter any necessary trapping, set proper screen angles and screen frequency, and 
define file output selection for the imaging device being utilized. Furnished files must be imaged as necessary to 
meet the assigned quality level. 
 
When required by the Government, the contractor shall make minor revisions to the electronic files.  It is 
anticipated that the Government will make all major revisions. 
 
Prior to making revisions, the contractor shall copy the furnished files and make all changes to the copy. 
 
Upon completion of the contract (for the static text matter only), the contractor must furnish final production 
native application files (digital deliverables) with the furnished material. The digital deliverables must be an 
exact representation of the final printed product and shall be returned on the same type of storage media as 
was originally furnished. The Government will not accept, as digital deliverables, PostScript files or any 
proprietary file formats other than those supplied, unless specified by the Government. NOTE: The Government 
will accept Adobe Acrobat Portable Document Format (PDF) files as digital deliverables when furnished by the 
Government. 
 
PROOFS: The contractor must submit the required proofs of each item for each of the States participating 
in the QCEW at the time the order is issued (to be specified on the print order). 
 
Print Order for Proofs and Prior to Production Samples Only – 
 
(NOTE:  Survey Forms and Cover Letters must be imaged with test (non-production variable) data.  The Print 
File test data may be used for samples of Items 1 through 6.) Imaged addresses shall consist of three barcodes 
(two postal barcodes and one 3 of 9 barcode). 
 
One (1) Adobe Acrobat (most current version) PDF soft proof of each item (must include static and variable 
data). PDF proof will be evaluated for text, image position, and color breaks.  Proof will not be used for color 
match.  Proof will be transferred to the agency via email. 
 
Two (2) sets of digital color content proofs of each item (must include static and variable data).  Direct to plate 
must be used to produce the final product with a minimum of 2400 x 2400 dpi.  Proofs must be created using the 
same Raster Image Processor (RIP) that will be used to produce the product.  Proofs shall be collated with all 
elements in proper position (not pasted up), imaged face and back, trimmed, and folded to the finished size of the 
product, as applicable. 
 
Balance of Orders – 
 
One (1) Adobe Acrobat (most current version) PDF soft proof of each item (must include static and variable 
data). PDF proof will be evaluated for text, image position, and color breaks.  Proof will not be used for color 
match.  Proof will be transferred to the agency via email. 
 
If any contractor’s errors are serious enough in the opinion of the GPO to require revised proofs, the 
revised proofs are to be provided at no expense to the Government. No extra time can be allowed for this 
reproofing; such operations must be accomplished within the original production schedule allotted in the 
specifications. 
 
The contractor must not print prior to receipt of an “O.K. to print.” 
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PRIOR TO PRODUCTION SAMPLES (Print Order for Proofs and Prior to Production Samples Only): 
Prior to the commencement of production of the contract production quantity, the contractor shall submit not less 
than two (2) printed and assembled sample packages of each package for each of the States participating in the 
QCEW at the time the order is issued (to be specified on the print order). The container and accompanying 
documentation shall be marked “PREPRODUCTION SAMPLES” and shall include the GPO jacket, purchase 
order, and program numbers. 
 
Option Years: For each option year that may be exercised, the Government’s representatives may require prior to 
production samples. The requirements for these samples (as stated below) will remain the same for each year 
exercised.  The Government reserves the right to waive the Prior to Production samples. The contractor will be 
notified at each year’s meeting (See “PREPRODUCTION MEETING”) if these samples are waived. 
 
Each item shall be printed, bound, and constructed as specified and must be of the size, kind, and quality 
that the contractor will furnish. All items must be printed on the stock/paper as specified herein. (NOTE:  
Survey Forms and Cover Letters must be imaged with test (non-production variable) data.  The Print File test data 
may be used for samples of Items 1 through 6.) Imaged addresses shall consist of three barcodes (two postal 
barcodes and one 3 of 9 barcode). 
 
All items must be assembled and packaged in accordance with the requirements specified herein.  DO NOT 
SEAL ENVELOPES. 
 
Submit sample packages to:  Department of Labor, Bureau of Labor Statistics, Attn: Kelly Quinn and Jake 
Kane, Room 4840, 2 Massachusetts Avenue, NE, Washington, DC 20212-0001.  
 
Contractor must submit the samples within three (3) workdays of receipt of the furnished materials.  
 
The Government will approve, conditionally approve, or disapprove the samples within three (3) workdays of 
the receipt thereof. Approval or conditional approval shall not relieve the contractor from complying with 
the specifications and all other terms and conditions of the contract. A conditional approval shall state any 
further action required by the contractor. A notice of disapproval shall state the reasons therefore. 
 
If the samples are disapproved by the Government, the Government, at its option, may require the contractor 
to submit additional samples for inspection and test, in the time and under the terms and conditions specified in 
the notice of rejection. Such additional samples shall be furnished, and necessary changes made, at no additional 
cost to the Government and with no extension in the shipping schedule. The Government will require the 
time specified above to inspect and test any additional samples required. 
 
In the event that the samples are disapproved by the Government, the contractor shall be deemed to have failed 
to make delivery within the meaning of the default clause in which event this contract shall be subject to 
termination for default, provided however, that the failure of the Government to terminate the contract for 
default in such event shall not relieve the contractor of the responsibility to deliver the contract quantities in 
accordance with the shipping schedule. 
 
In the event the Government fails to approve, conditionally approve, or disapprove the samples within the time 
specified, the Contracting Officer shall automatically extend the shipping schedule in accordance with article 
12 “Notice of Compliance with Schedules” of contract clauses in GPO Contract Terms (GPO Publication 
310.2, effective December 1, 1987 (Rev. 6-01)). 
 
Manufacture of the final product prior to approval of the sample submitted is at the contractor’s risk. Samples 
will not be returned to the contractor. All costs, including the costs of all samples, shall be included in the 
contract price for the production quantity. 
 
All samples shall be manufactured at the facilities and on the equipment in which the contract production 
quantities are to be manufactured. 
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STOCK/PAPER: The specifications of all paper furnished must be in accordance with those listed herein or 
listed for the corresponding JCP Code numbers in the “Government Paper Specification Standard No. 12” dated 
March 2011. 
 
Government Paper Specification Standards No. 12 – http://www.gpo.gov/pdfs/customers/sfas/vol12/vol_12.pdf. 
 
All text paper used in each copy must be of a uniform shade. 
 
Items 1 through 3:  White Bond, basis weight:  24 lbs. per 500 sheets, 17 x 22”, equal to JCP Code G10. 
 
Items 4 and 5: White Offset Book, basis weight: 50 lbs. per 500 sheets, 25 x 38”, equal to JCP Code A60. 
 
Item 6: White Writing, basis weight: 20 lbs. per 500 sheets, 17 x 22”, equal to JCP Code D10. 
 
Items 7 through 10: White Writing Envelope (or Wove), basis weight: 24 lbs. per 500 sheets, 17 x 22”, equal to 
JCP Code V20. 
 
PRINTING/VARIABLE IMAGING: 
 
NOTE: The Government reserves the right to make changes to the format/text of the items produced on this 
contract at any time during the term of the contract.  Any stockpiling is at the contractor’s own risk. 
 
Digital printing is allowed for all variable imaging.  All imaging shall have a minimum resolution of 720 x 720 
dpi.  For items that image in black plus one Pantone color, contractor must match the Pantone number as 
specified on the print order as closely as possible for the variable imaging. The Pantone color for the variable 
imaging will be the same Pantone as the static printing. 
 
For all offset printing, contractor must match Pantone number as specified on the print order. 
 
NOTE: Imaged addresses shall consist of three barcodes (two postal barcodes and one 3 of 9 barcode). 
 
Item 1:  Print static text matter face only in black and one Pantone color.  Printing consists of text and line matter.  
Image variable data face only in black and one Pantone color.  Variable imaging consists of State Agency name, 
return mailing address and phone number, respondent mailing address, bar codes, and state-specific laws 
pertaining to the ARS and MWR. 
 
Item 2:  Print static text matter on face in black and one Pantone color and on back in black only.  Printing 
consists of text and line matter.  Image variable data face only in black and one Pantone color. Variable imaging 
consists of State Agency name, return mailing address and phone number, respondent mailing address, bar codes, 
and state-specific laws pertaining to the ARS and MWR. 
 
Item 3:  Print static text matter face only in black and one Pantone color. Printing consists of text and line matter.  
Image variable data face only in black and one Pantone color.  Variable Imaging consists of State Agency name, 
return mailing address and phone number, respondent mailing address, bar codes, and state-specific laws 
pertaining to the ARS and MWR. 
 
Item 4:  Print static text matter face and back in black and one Pantone color.  Printing consists of text and line 
matter.  Image variable data face and back in black and one Pantone color.  Variable imaging consists of text 
matter and bar codes.  Forms must be printed such that the employment and wages can be scanned.   
 
Item 5: Print static text matter (on each leaf) face and back in black and one Pantone color.  Printing consists of 
text and line matter.  Image variable data face and back in black.  Variable imaging consists of text matter and 
bar codes.  Forms must be printed such that the employment and wages can be scanned.   
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Item 6:  Print static text matter face only in black and one Pantone color.  Printing consists of text and line matter.  
Image variable data face only in black and one Pantone color.  Variable imaging consists of date and text matter. 
 
Items 7 through 10: Envelopes print face only (after manufacture) in black.  Printing consists of text and line 
matter. Printing shall be in accordance with the requirements for the style of envelope ordered. All printing 
shall comply with all applicable U.S. Postal Service regulations. The envelope shall accept printing without 
feathering or penetrating to the reverse side.  NOTE:  Inkjet printing is acceptable. 
 
PRESS SHEET INSPECTION: Final make-ready press sheets may be inspected and approved at the 
contractor’s plant for the purpose of establishing specified standards for use during the actual press run. Upon 
approval of the sheets, contractor is charged with maintaining those standards throughout the press run (within 
QATAP tolerances when applicable) and with discarding all make-ready sheets that preceded approval. When a 
press sheet inspection is required, it will be specified on the individual print order. See GPO Publication 315.3 
(Guidelines for Contractors Holding Press Sheet Inspections) dated January 2015. NOTE: A press sheet 
inspection is for the purpose of setting specific standards that are to be maintained throughout the entire run.  
It does not constitute a prior approval of the entire run. 
 
Press sheets must contain control bars for each color of ink on the sheet.  Control bars must be placed parallel to 
the press’s ink rollers. The control bars (such as BRUNNER, GATF, GRETAG, or RIT) must show areas 
consisting of 1/8 x 1/8” minimum solid color patches; tint patches of 25, 50, and 75%; dot gain scale; and gray 
balance patches for process color (if applicable).  These areas must be repeated across the entire press sheet. 
 
Viewing Light: Press sheets will be viewed under controlled conditions with 5000 degrees Kelvin overhead 
luminaries. The viewing conditions must conform to ANSI PH2.30-1989; a viewing booth under controlled 
conditions with 5000 degrees Kelvin overhead luminaries with neutral gray surroundings must be provided. 
 
MARGINS: Margins will be as indicated on the print order or furnished electronic media. 
 
BINDING:  
 
Items 1 through 6:  Trim four sides. 
 
CONSTRUCTION (Envelopes): 
 
Items 7 and 8:  
 
Envelope must be open side with high-cut side, diagonal, or center seams (at contractor’s option) and gummed, 
fold-over flap for sealing. Envelopes shall be sufficiently high cut so as to prevent the flap adhesive from 
contacting the envelope contents.  The sealed seam(s) shall not adhere to the inside of the envelope.  Flap depth is 
at the contractor’s option but must meet all USPS requirements.  Envelopes shall be free from cuts, folds, tears, 
machine marks, foreign matter, dirt, ink smears and adhesive stains.  
 
Face of envelope to contain two die-cut windows: one mailing address window and one return address 
window.  Size and location of both windows are at contractor’s option, but must allow for the viewing of the 
printed return and mailing addresses on Item 4 or 5.   
 
Window is to be covered with a suitable poly-type, transparent, low-gloss material that must be clear of 
smudges, lines and distortions. Poly-type material must be securely affixed to the inside of the envelope so as 
not to interfere with insertion of contents. Window material must meet the current U.S. Postal Service’s 
(USPS) readability standards/requirements. 
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Items 9 and 10:  
 
Envelopes must be open side with high-cut side, diagonal, or center seams (at contractor’s option) and gummed, 
fold-over flap for sealing.  Envelopes shall be sufficiently high cut so as to prevent the flap adhesive from 
contacting the envelope contents.  The sealed seam(s) shall not adhere to the inside of the envelope.  Flap depth is 
at the contractor’s option but must meet all USPS requirements.  Envelopes shall be free from cuts, folds, tears, 
machine marks, foreign matter, dirt, ink smears and adhesive stains.  
 
Flap Adhesive: All sealing flap adhesive shall be the water-activated type of such a consistency to prevent 
premature sealing of the flap and curling of the envelope after drying. 
 
The adhesive on the sealing flaps of the envelopes shall have a minimum thickness of 0.0006 inch 
uniformly applied. The flaps shall not stick to the body of the envelope, but shall be capable of being quickly 
and securely sealed using finger tips after moistening the adhesive. 
 
ASSEMBLY: 
 
Letter Packages – Gather, as specified, Item 1, 2, or 3, letter-fold with return/mailing addresses out, and insert 
into Item 7. 

 
Form A Packages – Gather Item 4 and Item 6 (with faces forward, nested together), and letter-fold with 
return/mailing addresses out.  Insert folded Items 4 and 6, followed by Item 9, into Item 7.  
 
Form B Packages –  
 
 If Item 5 consists of 1 to 5 leaves:  Gather Item 4, Item 5, and Item 6 (with all faces forward, nested 

together), and letter-fold.  Insert folded Items 4, 5, and 6, followed by Item 9, into Item 7. 
 
 If Item 5 has greater than 5 leaves:  Gather Item 4, Item 5, and Item 6 (with all faces forward), and insert 

(flat), followed by Item 10 (folded), into Item 8. 
 
Seal all mail-out envelopes. 
 
It is the contractor’s responsibility to assure that only the return address and business name and address on the 
form will be visible through the window and that only one (1) each of the letter or survey form, cover letter, Item 
5 (if applicable) and appropriate return envelope are inserted into each appropriate mail-out envelope. 
 
PACKING: When required, after batching the responses (see “PROCESSING RESPONSES”), the contractor 
is to pack the forms into suitable shipping bags or shipping containers.  (If packing in shipping containers, 
contractor must pack containers not to exceed 45 pounds when fully packed.) 
 
Each batch of forms will have an identifier page with the State Name and Batch Number. 
 
LABELING AND MARKING (package and/or container label):  Reproduce shipping container label from 
furnished reproduction, fill in appropriate blanks and attach to shipping containers. 
 
QUALITY CONTROL: The contractor shall perform quality checks on 0.1% of the mailings for each State. The 
quality checks shall verify that: 
 
 The proper survey form or letter was printed. This quality check is to verify that the survey form or letter 

is correct for the State; the name and physical address is in the proper location; the correct industry 
description is printed in its entirety; the front and back of the form are printed clearly using the 
required font size, character/number bold, indentations, margins, and correct variable and non-variable 
text. 
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 The correct number of worksites and worksite data are printed in full. The office use boxes contain all 

applicable data for each worksite. The totals box is printed on the correct page, based on the number of 
worksites. 
 

 The appropriate cover letter has been included. 
 
 The appropriate State information and “Mandatory Statement” (if applicable) has been printed 

 
 The return envelope (Item 9 or 10) has been enclosed with the contractor’s name and address as the 

mailing address. 
 
 Only the mailing address is showing through the outgoing window of the mail-out envelope and only the 

return address is showing through the return window. 
 
 The contents of the packages are complete and include the correct letter, form, cover letter, and the return 

envelope, as applicable. 
 

 The barcodes on the letters and survey forms scan and correspond to the sample member’s State Code and 
Unemployment Insurance Account Number. 

 The appropriate BLS postal permit numbers are used on the mailing and return envelopes. 
 
 The proper Web ID and password be printed on all forms. 

 
 The employment and wages be scanned and those data be associated with the corresponding 

Unemployment Insurance Account Number and Reporting Unit Number from the form. 
 
 The scanned image quality be such that the States are able to use the images to make applicable updates 

to addresses, contacts, etc., from the scanned images. 
 
The contractor shall notify BLS-Washington via e-mail no later than two (2) workdays after the quality check has 
been completed. The date and result of the quality check must be e-mailed to MWR_Print@bls.gov and/or 
CARS202@bls.gov. 
 
DISTRIBUTION:  
 
Mail f.o.b. contractor’s city ALL packages. 
 

All outgoing mail shall be at the lowest bulk discounted First Class rate. 
 

All return mail shall be at the lowest First Class U.S. Postal Service Business Reply Mail rate. 
 

All outgoing and return mail will be mailed via mailing permits. The contractor will be responsible for 
obtaining the First Class mailing permits, as required, for the outgoing and return mail. The contractor must 
provide the mailing permit numbers to the agency within 30 calendar days after notification of contract award. 
The agency will link the contractor’s mailing permits to the agency’s Centralized Account Processing System 
(CAPS) program. The Government will be responsible for ALL USPS mailing costs. The contractor will be 
responsible for the costs incurred to obtain a mailing permit for the outgoing and return mail and an 
account set-up fee. 
 
NOTE: The contractor must obtain mailing permits that will be used only for the purpose of mailing material 
produced under this contract. 
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The contractor will be required to run all mailing addresses through the USPS’ National Change of Address 
(NCOA) file and update the address file as required. All address changes, ZIP+4 additions and standardized 
addresses will be compiled in a separate file and returned to the BLS-Washington via the secure FTP site. The 
format and frequency of these files will be addressed at the postaward conference.  All related costs to 
perform this operation must be included in submitted bid pricing. No additional reimbursement will be 
authorized. 
 
All mail shall be presorted (e.g. mail streaming) to “carrier route order” when possible. If the carrier route 
order is not available for the zip code, then the contractor is to use the next presort level (e.g., 5-digit, 4-digit, 
etc.). 

 
All copies mailed must conform to the appropriate regulations in the U.S. Postal Service manuals for 
“Domestic Mail” or “International Mail” as applicable. 

 
Certificate of Conformance:  When using Permit Imprint Mail, the contractor must complete GPO Form 712-
Certificate of Conformance (Rev. 10/15) and the appropriate mailing statement(s) supplied by USPS.  A 
fillable GPO Form 712 Certificate of Conformance can be found at:  http://www.gpo.gov/vendors/sfas.htm. 
 
Orders which result in mailings of less than 200 pieces or less than 50 pounds will require the contractor to 
apply the appropriate postage to each mailing. The contractor will be reimbursed for postage by submitting a 
properly completed Postal Service form (or equivalent) with the voucher for billing. 

 
The contractor shall provide BLS with complete copies of all documents, used by USPS to verify and accept 
the mail including GPO’s Form 712 (Certificate of Conformance). 

 
Within 24 hours of completion of each ARS and MWR mailing, the contractor shall email 
MWR_Print@bls.gov the number of packages mailed, the State receiving the packages, and the date the 
packages were mailed. 

 
Upon completion of each mailing, the contractor must fax a completed USPS Form 3600R, “Postage Statement – 
First Class Permit Imprint,” to MRW_Print@bls.gov and/or CARS202@bls.gov. 
 
Ship f.o.b. contractor’s city the responses to the appropriate State office. 
 

Shipments are to be made by reimbursable small package carrier. 
 

All shipments must be made by traceable means. A signed receipt is required. The contractor will be 
reimbursed for all shipping costs by submitting the shipping receipts with the invoice for billing. 

 
All expenses incidental to maintaining an SFTP site, submitting proofs and prior to production samples, and 
furnishing sample copies must be borne by the contractor. 
 
PROCESSING RESPONSES: 
 
The MWR forms will be returned to the contractor in the return envelopes (Items 9 and 10). The contractor will 
open the envelopes and process the MWR forms. The MWR forms will be scanned using Intelligent Character 
Recognition (ICR) software and the employment and wages (numeric only) will be collected, to be transmitted on 
the Form Collected Data File Format (Exhibit J). Respondents also have the ability to provide address and/or 
other updates to the form. Those scans with any information written on them other than employment and wages 
need to be reviewed by the States.  
 
ICR technology should contain a built-in rating system to ensure data quality for scanned responses. If the 
software is unsure of the scanned numeric value, that value should be reviewed manually to ratify the correct 
value. 



Quarterly Census of Employment and Wages (QCEW) Packages Page 20 of 27 
888-S (R-2)  (06/17) 
 
The scanned forms will fall into one of three categories: 
 

Scanned Category 1: Forms with NO markings outside the Employment and Wages boxes. 
Scanned Category 2: Forms with any writing and/or markings outside Employment and Wages boxes. 
Scanned Category 3:  Forms that cannot be read/scanned. 
 

NOTE: BLS anticipates an approximate 33% response rate, with 30% of the responses for Categories 1 and 2 and 
3% of the responses for Category 3. 
 
All of the data files from Scanned Categories 1 and 2 will be sent to BLS-Washington in the Form Collected Data 
File Format (Exhibit J) via SFTP transmittal. The scanned images from Scanned Categories 1 and 2 should be 
separated by Scanned Category, indexed by UI number, and sent to BLS-Washington via SFTP transmittal. The 
scanned images should not include the text-only instructions page.  
 
Those forms that are in Scanned Category 3 and could not be read by the scanner should be mailed back to the 
States on a weekly basis. The contractor will notify BLS-Washington (via email to MWR_Print@bls.gov) when 
the Collected Data Files and Scanned Form Images have been placed on the SFTP site. BLS-Washington will 
retrieve the Collected Data Files and Scanned Form Images from the SFTP site and send them to the States for 
processing.  
NOTE: In the same email, the contractor will also notify BLS-Washington of the quantities of responses scanned 
and the quantities of un-scannable responses for each State. 
 
The quality of the scanned images and ICR scanned employment and wages will be reviewed by BLS. If the 
quality of the scanned images and/or employment and wages are of a low quality that they cannot be processed by 
BLS, the contractor will ship the original paper forms directly back to the States for their review. 
 
WHITE MAIL: As described above, it is possible that some respondents will include non-BLS 3020 (MWR 
form) items in with their return envelopes. White mail includes, but is not limited to: checks, BLS 3020 forms 
from prior quarters, and non-BLS 3020 forms from other agencies. This white mail should be separated from the 
forms and returned to the State of the envelope in which it was received by the contractor. (The forms that came 
with the white mail must be appropriately processed as specified above.)  If the respondent returns the Cover 
Letter (Item 6), it can be discarded and should not be considered as white mail. 
 
Additional Worksite Sheets – Respondents may attach a spreadsheet or other listing of their worksites in lieu of 
filling out the BLS 3020 form. Respondents will be directed to mail such listing back to their State, but if the 
respondent ignores this direction and returns a blank BLS 3020 form along with a listing to the contractor, both 
the form (which will most likely be blank) and the paper listing should remain together and be returned to the 
State with the rest of the white mail. 
 
DESTRUCTION OF RESPONSE FORMS: The contractor shall destroy all response forms in Categories 1 and 
2 using a cross-cut shredder ensuring that the informational content is destroyed beyond legibility.  
 
Material awaiting destruction shall be kept in a secure area or locked bin and shall be kept for the currently 
processing quarter. At end of the quarter, the forms should be destroyed.  
 
The contractor must furnish BLS a signed and dated certification of destruction stating what was destroyed (i.e., 
quantity and description).  
 
NOTE: If a response form with no changes includes additional attachments, this response form is NOT to be 
destroyed. This response form is to be returned to the appropriate State office as specified under “PROCESSING 
RESPONSES”/“WHITE MAIL.” 
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FOLLOW-UP MAILINGS: The contractor shall be required to follow the same requirements as the initial 
mailing for the follow-up mailings including the processing of the responses. 
 
For the follow-up mailings, BLS-Washington will provide the updated “Print File” for each state at the SFTP site. 
 
SCHEDULE: Adherence to this schedule must be maintained. The contractor must not start production of any 
job prior to receipt of the individual print order (GPO Form 2511).  
 
The postaward conference will be within five (5) workdays of notification of award. 
 
The preproduction meeting will be within five (5) workdays of the postaward conference. 
 
NOTE: For each option year exercised, the amount of time in the schedule will remain the same. . 
 
When required, hard copy proofs must be delivered to and picked up from: Department of Labor, BLS/DASLT, 
Attn: Kelly Quinn and Jake Kane, Room 4840, 2 Massachusetts Avenue, NE, Washington, DC 20212-0001. 
 
When required, PDF soft proofs must be emailed to the ordering agency at the email address as specified on the 
print order. 
 
The Government will furnish the templates (for each item) and exhibits immediately after award. Government 
will also furnish all file formats immediately after the award. 
 
The following schedules begin the workday after receipt of the print order and furnished material; the workday 
after notification will be the first workday of the schedule. 
 
Schedule for Print Order for Hard/Soft Copy Proofs and Prior to Production Samples – 
 
 The contractor must submit all required proofs within three (3) workday of receipt of furnished materials. 

 
 Proofs will be withheld no more than three (3) workdays from their receipt at the ordering agency until 

hard copy proofs are made available for pickup and changes/corrections/“O.K. to Print” for soft copy 
proofs are furnished via email. (The first workday after receipt of proofs at the ordering agency is day one 
(1) of the hold time.) 

 
 The contractor must submit prior to production samples (using test data) within three (3) workdays of 

receipt of “O.K. to Print” on proofs. 
 
 Government will approve, conditionally approve or disapprove the prior to production samples within 

three (3) workdays of receipt thereof. 
 
Schedule for ARS and MWR Mailings – 
 
 The contractor must email PDF soft proofs within three (3) workdays after receipt of furnished materials. 

 
 Proofs will be withheld no more than three (3) workdays from their receipt at the ordering agency until 

approval/disapproval is emailed to the contractor. (The first workday after receipt of proofs at the 
ordering agency is day one (1) of the hold time.) 

 
 The contractor must complete production and mailing for each mailing within four (4) workdays of 

receipt of “O.K. to Print” on PDF soft proofs. 
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Schedule for Processing Returned Forms/Scanned Images – 
 
 The contractor will process (open, sort, and scan) forms and white mail within (5) workdays of receipt of 

the forms via return mail.  
 
 The contractor will send the data files and scanned image files to the Government weekly (or according to 

a schedule determined at the postaward meeting). 
 
The contractor must notify the U.S. GPO of the date and time the press sheet inspection or packing, labeling, and 
marking inspection can be performed. In order for proper arrangements to be made, notification must be given at 
least three (3) workdays prior to the inspection.  Notify the U.S. Government Publishing Office, Quality Control 
for Published Products, Washington, DC 20401 at (202) 512-0542. Telephone calls will only be accepted between 
the hours of 8:00 a.m. and 2:00 p.m., prevailing Eastern Time, Monday through Friday.  NOTE:  See contract 
clauses, paragraph 14(e)(1), Inspections and Tests of GPO Contract Terms (GPO Publication 310.2, effective 
December 1, 1987 (Rev. 6-01)).  NOTE: When supplies are not ready at the time specified by the contractor for 
inspection, the Contracting Officer may charge to the contractor the additional cost of the inspection 
 
The ship/deliver date indicated on the print order is the date products ordered for mailing/shipping f.o.b. 
contractor’s city must be delivered to the post office or picked up by small package carrier. 
 
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. 
 
For compliance reporting purposes, contractors are to report information regarding each order with date of 
shipment or delivery, as applicable, in accordance with the contract requirements by contacting the Shared 
Support Services Compliance Section via email at compliance@gpo.gov, via telephone at (202) 512-0520, or via 
facsimile at (202) 512-1364.  Personnel receiving the email, call, or facsimile will be unable to respond to 
questions of a technical nature or to transfer any inquiries. 
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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) 642 
 (b) 271 
 (c) 2 
 
 
 (1) (2) 
II. . (a) 3 1,000 
  (b) 3 60 
  (c) 4 140 
  . (d) 8 300 
  (e) 30 450 
  (f) 8 300 
  (g) 17 1,485 
  (h) 1 15 
  (i) 7 285 
     (j) 1 15 
 
 
III. (a) 90  
 (b) 9  
 
 
IV.  15  
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SECTION 4. - SCHEDULE OF PRICES 
 
Bids offered are f.o.b. contractor’s city. 
 
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 nonresponsive. 
 
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) or blank spaces for an item may be declared nonresponsive. 
 
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. PROOFS AND PRIOR TO PRODUCTION SAMPLES: 
 
 For line item I.(a), one trim/page-size unit will be allowed for each printed side of an envelope. 
 
 Line item I.(b) is for the PDF soft proofs required on the two orders issued solely for proofs and prior to 

production samples.  The PDF soft proofs required on the balance of orders (for actual production) must be 
charged under Item II., as applicable. 

 
(a) Digital color content proof ......................................................... per trim/page-size unit ...... $___________ 

 
(b) Adobe Acrobat PDF proof................................................................................... per file ...... $___________ 

 
(c) Prior to Production samples .............................................................................. per order ...... $___________ 

 
 
 
 
 
 
 
 
 
 
 _____________  
 (Initials) 
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II.  PRINTING/VARIABLE IMAGING, BINDING, CONSTRUCTION, ASSEMBLY, PACKING, AND 

DISTRIBUTION OF PACKAGES: Prices offered shall include the cost of all required materials and 
operations necessary (including PDF soft proofs required on each order for actual production) for the 
printing/variable imaging, binding, construction, assembly, packing, and distribution of the products listed in 
accordance with these specifications. 

  Makeready Running Per 
 and/or Setup 1,000 Copies  

(1) (2) 
 

(a) Item 1: Letter – Version A (NVS/NCA): 
Printing and imaging in two colors, 
including binding ...................................................... per letter ...... $___________ $___________ 

 
(b) Item 2:  Letter – Version B (NVM): 
 Printing and imaging in two colors, 
 including binding ...................................................... per letter ...... $___________ $___________ 

 
(c) Item 3: Letter – Version C (MWR): 
 Printing and imaging in two colors, 
 including binding ...................................................... per letter ...... $___________ $___________ 
 
 (d) Item 4: Survey Form: 
 Printing and imaging in two colors, 
 including binding ....................................................... per form ...... $___________ $___________ 

 
(e) Item 5: Form Additional Pages: 
 Printing in two colors and imaging in black, 
 including binding ....................................................... per page ...... $___________ $___________ 

 
 (f) Item 6: Cover Letter: 
 Printing and imaging in two colors,  
 including binding ...................................................... per letter ...... $___________ $___________ 

 
(g) Item 7: No. 10 Mail-out Envelope  
 with Double Windows: 
 Printing in black, including cost of envelope ...... per envelope ...... $___________ $___________ 

 
(h) Item 8: 9 x 12” Mail-out Envelope  
 with Double Windows:  
 Printing in black, including cost of envelope ...... per envelope ...... $___________ $___________ 

 
 
 
 
 _____________  
 (Initials) 
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  Makeready Running Per 
 and/or Setup 1,000 Copies  

(1) (2) 
 (i) Item 9: No. 9 Return Envelope: 
 Printing in black, including cost  
 of envelope .......................................................... per envelope ...... $___________ $___________ 

 
(j) Item 10: 9 x 12” Return Envelope: 
 Printing in black, including cost of  
 envelope .............................................................. per envelope ...... $___________ $___________ 

 
 
III. PROCESSING RESPONSE FORMS: Must include the cost of scanning bar codes and creating response 

files. 
 
 (a) Categories 1 and 2 (including destruction costs) ................................... per 1,000 forms ...... $___________ 
 
 (b) Category 3 ............................................................................................. per 1,000 forms ...... $___________ 
 
 
IV. PACKING AND DISTRIBUTION OF BATCHED RESPONSES: Prices offered must include the cost of 

all required materials and operations necessary for the packing of the batched responses including cost of all 
shipping bags or shipping containers, packing materials, and delivery of all shipping bags/containers to the 
small package carrier in accordance with these specifications. 

 
 Packing and sealing shipping bags/containers ............................ per shipping bag/container ...... $___________ 
 
 
 
LOCATION OF POST OFFICE:  All mailing will be made from the __________________________________ 
 
Post Office located at Street Address _____________________________________________________________, 
 
City_____________________________, State___________________________, Zip Code __________________ 
 
 
INSTRUCTIONS FOR BID SUBMISSION:  Fill out “SECTION 4. - SCHEDULE OF PRICES,” initialing or 
signing each page in the space(s) provided. Submit two copies (original and one exact duplicate) of the 
“SCHEDULE OF PRICES” with two copies of the GPO Form 910 “BID” form.  Do not enter bid prices on GPO 
Form 910; prices entered in the “SCHEDULE OF PRICES” will prevail. 
 
Bidder _____________________________________________________________________________________ 
 
 
 ___________________________________________________________________________________________ 

(City - State) 
 
By ________________________________________________________________________________________ 

(Signature and title of person authorized to sign this bid) 
 
 ___________________________________________________________________________________________ 
 (Person to be contacted) (Telephone Number) 
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 EXHIBIT A Page 1 of 1 
Letter – Version A (NVS/NCA) 
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 EXHIBIT B Page 1 of 2 
Letter – Version B (NVM) 
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 EXHIBIT B Page 2 of 2 
Letter – Version B (NVM) 
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 EXHIBIT C Page 1 of 1 
Letter – Version C (MWR) 
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 EXHIBIT D Page 1 of 2 
Form (MWR) 
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 EXHIBIT D Page 2 of 2 
Form (MWR) 



Quarterly Census of Employment and Wages (QCEW) Packages Page 34 of 27 
888-S (R-2)  (06/17) 
 

 EXHIBIT E Page 1 of 2 
Form Additional Pages (MWR) 
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 EXHIBIT E Page 2 of 2 
Form Additional Pages (MWR) 
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 EXHIBIT F Page 1 of 1 
Form Cover Letter (MWR) 
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 EXHIBIT G Page 1 of 1 
State Office Information List (Sample Page) 
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 EXHIBIT H Page 1 of 1 
Letter Production File Format 
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 EXHIBIT I Page 1 of 2 
Form Production File Format 
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 EXHIBIT I Page 2 of 2 
Form Production File Format 
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 EXHIBIT J Page 1 of 4 
Form Collected Data File Format 
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 EXHIBIT J Page 2 of 4 
Form Collected Data File Format 
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 EXHIBIT J Page 3 of 4 
Form Collected Data File Format 
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 EXHIBIT J Page 4 of 4 
Form Collected Data File Format 
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 EXHIBIT K Page 1 of 5 
Form Print Rules 
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 EXHIBIT K Page 2 of 5 
Form Print Rules 
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 EXHIBIT K Page 3 of 5 
Form Print Rules 
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 EXHIBIT K Page 4 of 5 
Form Print Rules 
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 EXHIBIT K Page 5 of 5 
Form Print Rules 
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 EXHIBIT L Page 1 of 2 
Form Processing Rules 
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 EXHIBIT L Page 2 of 2 
Form Processing Rules 
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 EXHIBIT M Page 1 of 4 
Letter Print Rules 
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 EXHIBIT M Page 2 of 4 
Letter Print Rules 
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 EXHIBIT M Page 3 of 4 
Letter Print Rules 
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 EXHIBIT M Page 4 of 4 
Letter Print Rules 
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 ATTACHMENT 1 Page 1 of 8 

Confidentiality and Security Requirements
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 ATTACHMENT 1 Page 2 of 8 

Confidentiality and Security Requirements 
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 ATTACHMENT 1 Page 3 of 8 

Confidentiality and Security Requirements 
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 ATTACHMENT 1 Page 4 of 8 
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