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U.S. GOVERNMENT PUBLISHING OFFICE 
Government Publishing & Print Procurement 

GENERAL TERMS, CONDITIONS, AND SPECIFICATIONS 

For the Procurement of 

NCA Customer Satisfaction Surveys 

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

U.S. Department of Veterans Affairs (VA) 

Single Award 

CONTRACT TERM:  The term of this contract is for the period beginning Date of Award (for September 2026) and 
ending August 31, 2027, plus up to four (4) optional 12-month extension periods 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 August 5, 2026, 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.  

THIS IS A NEW PROGRAM.  THERE IS NO ABSTRACT AVAILABLE. 

For information of a technical nature, contact Stacy Bindernagel at sbindernagel@gpo.gov or (202) 512-2103. 

mailto:bids@gpo.gov
mailto:bids@gpo.gov
mailto:sbindernagel@gpo.gov
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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)) and GPO Contract Terms, Quality Assurance through Attributes Program for Printing 
and Binding (GPO Publication 310.1, effective May 1979 (Rev. 09-19)). 
 
GPO Contract Terms (GPO Publication 310.2) – https://www.gpo.gov/docs/default-source/forms-and-standards-files-
for-vendors/contractterms2018.pdf. 
 
GPO QATAP (GPO Publication 310.1) – https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-
vendors/qatap-rev-09-19.pdf. 
 
SUBCONTRACTING: The predominant production function is printing, variable imaging, and disposal of waste 
materials. Bidders who must subcontract the predominant production functions will be declared non-responsible. 
 
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) Nondestructive 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. Prior to Production Samples/Average type dimension 
 
Prior to award, contractor may be required to provide information related to specific equipment that will be used for 
production. 
 
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. 
 

https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-vendors/contractterms2018.pdf
https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-vendors/contractterms2018.pdf
https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-vendors/qatap-rev-09-19.pdf
https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-vendors/qatap-rev-09-19.pdf
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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 Date of Award to August 31, 2027, 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 May 31, 2026, 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 WARNING: It is the contractor’s responsibility to properly safeguard personally identifiable 
information (PII) from loss, theft, or inadvertent disclosure and to immediately notify the Government of any 
loss/theft/disclosure of personally identifiable information. PII is “information which can be used to distinguish or 
trace an individual’s identity, such as their name, social security number, biometric records, etc., alone, or when 
combined with other personal or identifying information which is linked or linkable to a specific individual, such as 
date and place of birth, mother’s maiden name, etc.” (Ref.: OMB Memorandum 07-16.) Other specific examples of PII 
include, but are not limited to: 
 

(a) Personal identification number, such as passport number, driver’s license number, taxpayer identification 
number, or financial account or credit card number; 

(b) Address information, such as street address or personal email address; and, 
(c) Personal characteristics, including photographic image (especially of face or other distinguishing 

characteristic), fingerprints, handwriting, or other biometric image or template data (e.g., retina scans, voice 
signature, facial geometry). 

 
The PII for this contract consists of the recipients’ names and mailing addresses. 
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SECURITY REQUIREMENTS:  As detailed in VA Handbook 6500.6, the following security clauses  apply to this 
contract and are enforceable as part of this contract. 
 
NOTE:  All references to “contractors” (plural) are to be disregarded.  This program is a single award and will be 
awarded to one (1) contractor.  All references to “subcontractor,” “subcontracts,” and “subcontracting” in these 
security requirements are to be in compliance with the requirements specified under “SUBCONTRACTING.”   The 
terms “business day” and “workday” are used interchangeably throughout these specifications. 
 
1. GENERAL.  
 

Contractors, contractor personnel, subcontractors and subcontractor personnel will be subject to the same federal 
laws, regulations, standards, VA directives and handbooks, as VA personnel regarding information and 
information system security and privacy. 

 
2. VA INFORMATION CUSTODIAL LANGUAGE.   
 

a. The Government shall receive unlimited rights to data/intellectual property first produced and delivered in the 
performance of this contract or order (hereinafter “contract”) unless expressly stated otherwise in this 
contract. This includes all rights to source code and all documentation created in support thereof. The 
primary clause used to define Government and Contractor data rights is FAR 52.227-14 Rights in Data – 
General. The primary clause used to define computer software license (not data/intellectual property first 
produced under this contractor or order) is FAR 52.227-19, Commercial Computer Software License. 

 
b. Information made available to the contractor by VA for the performance or administration of this contract 

will be used only for the purposes specified in the service agreement, SOW, PWS, PD, and/or contract. The 
contractor shall not use VA information in any other manner without prior written approval from a VA 
Contracting Officer (CO). The primary clause used to define Government and Contractor data rights is FAR 
52.227-14 Rights in Data – General. 

 
c. VA information will not be co-mingled with any other data on the contractor’s information systems or media 

storage systems. The contractor shall ensure compliance with Federal and VA requirements related to data 
protection, data encryption, physical data segregation, logical data segregation, classification requirements 
and media sanitization. 

 
d. VA reserves the right to conduct scheduled or unscheduled audits, assessments, or investigations of 

contractor Information Technology (IT) resources to ensure information security is compliant with Federal 
and VA requirements. The contractor shall provide all necessary access to records (including electronic and 
documentary materials related to the contracts and subcontracts) and support (including access to contractor 
and subcontractor staff associated with the contract) to VA, VA’s Office Inspector General (OIG), and/or 
Government Accountability Office (GAO) staff during periodic control assessments, audits, or investigations. 

 
e. The contractor may only use VA information within the terms of the contract and applicable Federal law, 

regulations, and VA policies. If new Federal information security laws, regulations or VA policies become 
applicable after execution of the contract, the parties agree to negotiate contract modification and adjustment 
necessary to implement the new laws, regulations, and/or policies. 

 
f. The contractor shall not make copies of VA information except as specifically authorized and necessary to 

perform the terms of the contract. If copies are made for restoration purposes, after the restoration is 
complete, the copies shall be destroyed in accordance with VA Directive 6500, VA Cybersecurity Program 
and VA Information Security Knowledge Service. 
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g. If a Veterans Health Administration (VHA) contract is terminated for default or cause with a business 
associate, the related local Business Associate Agreement (BAA) shall also be terminated and actions taken 
in accordance with VHA Directive 1605.05, Business Associate Agreements. If there is an executed national 
BAA associated with the contract, VA will determine what actions are appropriate and notify the contactor. 

 
h. The contractor shall store and transmit VA sensitive information in an encrypted form, using VA-approved 

encryption tools which are, at a minimum, Federal Information Processing Standards (FIPS) 140-2, Security 
Requirements for Cryptographic Modules (or its successor) validated and in conformance with VA 
Information Security Knowledge Service requirements. The contractor shall transmit VA sensitive 
information using VA approved Transport Layer Security (TLS) configured with FIPS based cipher suites in 
conformance with National Institute of Standards and Technology (NIST) 800-52, Guidelines for the 
Selection, Configuration and Use of Transport Layer Security (TLS) Implementations. 

 
i. The contractor’s firewall and web services security controls, as applicable, shall meet or exceed VA’s 

minimum requirements. 
 

j. Except for uses and disclosures of VA information authorized by this contract for performance of the 
contract, the contractor may use and disclose VA information only in two situations: (i) in response to a 
qualifying order of a court of competent jurisdiction after notification to VA CO (ii) with written approval 
from the VA CO. The contractor shall refer all requests for, demands for production of or inquiries about, 
VA information and information systems to the VA CO for response. 
 

k. Notwithstanding the provision above, the contractor shall not release VA records protected by Title 38 U.S.C. 
§ 5705, Confidentiality of medical quality-assurance records and/or Title 38 U.S.C. § 7332, Confidentiality 
of certain medical records pertaining to drug addiction, sickle cell anemia, alcoholism or alcohol abuse or 
infection with Human Immunodeficiency Virus (HIV). If the contractor is in receipt of a court order or other 
requests for the above-mentioned information, the contractor shall immediately refer such court order or other 
requests to the VA CO for response. 

 
l. Information made available to the contractor by VA for the performance or administration of this contract or 

information developed by the contractor in performance or administration of the contract will be protected 
and secured in accordance with VA Directive 6500 and Identity and Access Management (IAM) Security 
processes specified in the VA Information Security Knowledge Service. 

 
m. Any data destruction done on behalf of VA by a contractor shall be done in accordance with National 

Archives and Records Administration (NARA) requirements as outlined in VA Directive 6300, Records and 
Information Management, VA Handbook 6300.1, Records Management Procedures, and applicable VA 
Records Control Schedules. 

 
n. The contractor shall provide its plan for destruction of all VA data in its possession according to VA 

Directive 6500 and NIST 800-88, Guidelines for Media Sanitization prior to termination or completion of this 
contract. If directed by the COR/CO, the contractor shall return all Federal Records to VA for disposition. 

 
o. Any media, such as paper, magnetic tape, magnetic disks, solid state devices or optical discs that is used to 

store, process, or access VA information that cannot be destroyed shall be returned to VA. The contractor 
shall hold the appropriate material until otherwise directed by the Contracting Officer’s Representative 
(COR) or CO. Items shall be returned securely via VA-approved methods. VA sensitive information must be 
transmitted utilizing VA-approved encryption tools which are validated under FIPS 140-2 (or its successor) 
and NIST 800-52. If mailed, the contractor shall send via a trackable method (USPS, UPS, FedEx, etc.) and 
immediately provide the COR/CO with the tracking information. Self-certification by the contractor that the 
data destruction requirements above have been met shall be sent to the COR/CO within 30 business days of 
termination of the contract. 
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p. All electronic storage media (hard drives, optical disks, CDs, back-up tapes, etc.) used to store, process or 
access VA information will not be returned to the contractor at the end of lease, loan, or trade-in. Exceptions 
to this paragraph will only be granted with the written approval of the VA CO. 

 
3. ACCESS TO VA INFORMATION AND VA INFORMATION SYSTEMS.  This section applies when any 

person requires access to information made available to the contractor by VA for the performance or administration of 
this contract or information developed by the contractor in performance or administration of the contract.  

 
a. A contractor/subcontractor shall request logical (technical) or physical access to VA information and VA 

information systems for their employees and subcontractors only to the extent necessary to perform the 
services specified in the solicitation or contract. This includes indirect entities, both affiliate of 
contractor/subcontractor and agent of contractor/subcontractor. 

 
b. Contractors and subcontractors shall sign the VA Information Security Rules of Behavior (ROB) (see 

Attachment 1, following the Exhibits) before access is provided to VA information and information systems 
(see Section 4, Training, below). The ROB contains the minimum user compliance requirements and does not 
supersede any policies of VA facilities or other agency components which provide higher levels of protection 
to VA’s information or information systems. Users who require privileged access shall complete the VA 
elevated privilege access request processes before privileged access is granted. 
 

c. All contractors and subcontractors working with VA information are subject to the same security 
investigative and clearance requirements as those of VA appointees or employees who have access to the 
same types of information. The level and process of background security investigations for contractors shall 
be in accordance with VA Directive and Handbook 0710, Personnel Suitability and Security Program. The 
Office of Human Resources and Administration/Operations, Security and Preparedness (HRA/OSP) is 
responsible for these policies and procedures. Contract personnel who require access to classified information 
or information systems shall have an appropriate security clearance. Verification of a Security Clearance 
shall be processed through the Special Security Officer located in HRA/OSP. Contractors shall conform to all 
requirements stated in the National Industrial Security Program Operating Manual (NISPOM). 

 
d. All contractors and subcontractors shall comply with conditions specified in VAAR 852.204-71(d); 

Contractor operations required to be in United States. All contractors and subcontractors working with VA 
information must be permanently located within a jurisdiction subject to the law of the United States or its 
Territories to the maximum extent feasible. If services are proposed to be performed abroad the contractor 
must state where all non-U.S. services are provided. The contractor shall deliver to VA a detailed plan 
specifically addressing communications, personnel control, data protection and potential legal issues. The 
plan shall be approved by the COR/CO in writing prior to access being granted. 

 
e. The contractor shall notify the COR/CO in writing immediately (no later than 24 hours) after personnel 

separation or occurrence of other causes. Causes may include the following: 
 

(1) Contractor/subcontractor personnel no longer has a need for access to VA information or VA information 
systems. 

 
(2) Contractor/subcontractor personnel are terminated, suspended, or otherwise has their work on a VA 

project discontinued for any reason. 
 

(3) Contractor believes their own personnel or subcontractor personnel may pose a threat to their company’s 
working environment or to any company-owned property. This includes contractor-owned assets, 
buildings, confidential data, customers, employees, networks, systems, trade secrets and/or VA data. 

 
(4) Any previously undisclosed changes to contractor/subcontractor background history are brought to light, 

including but not limited to changes to background investigation or employee record. 
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(5) Contractor/subcontractor personnel have their authorization to work in the United States revoked. 
 

(6) Agreement by which contractor provides products and services to VA has either been fulfilled or 
terminated, such that VA can cut off electronic and/or physical access for contractor personnel. 

 
f. In such cases of contract fulfillment, termination, or other causes; the contractor shall take the necessary 

measures to immediately revoke access to VA network, property, information, and information systems 
(logical and physical) by contractor/subcontractor personnel. These measures include (but are not limited to): 
removing and then securing Personal Identity Verification (PIV) badges and PIV – Interoperable (PIV-I) 
access badges, VA-issued photo badges, credentials for VA facilities and devices, VA-issued laptops, and 
authentication tokens. Contractors shall notify the appropriate VA COR/CO immediately to initiate access 
removal. 

 
g. Contractors/subcontractors who no longer require VA accesses will return VA-issued property to VA. This 

property includes (but is not limited to): documents, electronic equipment, keys, and parking passes. PIV and 
PIV-I access badges shall be returned to the nearest VA PIV Badge Issuance Office. Once they have had 
access to VA information, information systems, networks and VA property in their possessions removed, 
contractors shall notify the appropriate VA COR/CO. 

 
PREAWARD SURVEY: In order to determine the responsibility of the contractor or any subcontractor, the 
Government reserves the right to conduct an on-site preaward survey at the contractor’s/subcontractor’s facility 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 may be required to provide 
one or more of 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) 
6) Letter of commitment from substrate supplier(s) 
7) Letter of commitment from any subcontractor 
 
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. 
 
PREAWARD PRODUCTION PLANS:  As part of the preaward survey, the contractor must present, in writing, to 
the Contracting Officer within three (3) workdays of being notified to do so by the Contracting Officer or his/her 
representative, a detailed plan consisting of the below requirements. The workday after notification to submit will be 
the first day of the schedule.  
 
If the Government requests additional information after review of the plans, the contractor must submit updated plans 
within two (2) workdays of request. After reviewing the updated plans, it is at the Contracting Officer’s discretion to 
allow additional revisions/updates. 
 
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. 
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Security Control Plan:  The contractor shall operate and maintain an effective security system whereby materials used 
to perform the contract are manufactured and/or stored (e.g., while awaiting distribution or disposal) so as to ensure 
against theft and/or the unauthorized possession of the materials. The contractor is cautioned that Government 
provided information shall not be used for non-government business. Specifically, Government information shall not 
be used for the benefit of a third party.  
 
The Government retains the right to conduct on-site security reviews at any time during the term of the contract.  
 
At a minimum, the plan shall explain the following: 
 

1. How Government files (data) will be secured to prevent disclosure to a third party prior to and after 
termination of contract; 

2. How all accountable materials will be handled throughout all phases of production; 
3. How the disposal of waste materials will be handled (see “Disposal of Waste Materials” below); and, 
4. How all applicable Government-mandated security/privacy/rules and regulations as cited in this contract shall 

be adhered to by the contractor and/or subcontractor(s). 
 
Disposal of Waste Materials – The contractor is required to demonstrate how all waste materials used in the 
production of sensitive records will be definitively destroyed (ex., burning, pulping, shredding, macerating, or other 
suitable similar means). Electronic Records must be definitively destroyed in a manner that renders the information 
unrecognizable and beyond reconstruction (i.e., the resulting particles must be small enough that they cannot be pieced 
back together to recover the original data and used in an inappropriate manner in violation of law and regulations). 
Sensitive records are records that are national security classified or exempted from disclosure by statue, including the 
Privacy Act or regulation. 
 
If shredding, the contractor, at a minimum, must cross-cut shred all documents as follows:  cross-cut, ≤ 10 mm² 
particles, width ≤ 1 mm.   
 
All documents to be destroyed cannot leave the security of the building and must be destroyed at contractor’s printing 
site. The contractor must specify the method planned to dispose of the material. Subcontracting is not allowed. 
 
POSTAWARD CONFERENCE/KICK-OFF MEETING: 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 U.S. Government Publishing Office, Washington, DC, immediately after award. At 
the option of the Government, 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. 
 
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 August 31, 2027, 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.  
 



NCA Customer Satisfaction Surveys Page 9 of 29 
409-S  (08/27) 
 
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 l974 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. 
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(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:  Contractor is not allowed to submit a billing invoice on any print order until distribution for both the 
Legacy Study and Pilot Study (if applicable) is complete.  No partial billing will be allowed. 
 
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. Instructions 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.  
 
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/vendors/how-to-get-paid. 
 
Contractor’s billing invoice must be itemized in accordance with the items in the “SCHEDULE OF PRICES.”  
 
 

http://winapps.access.gpo.gov/fms/vouchers/barcode/instructions.html
https://www.gpo.gov/how-to-work-with-us/vendors/how-to-get-paid
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SECTION 2. – SPECIFICATIONS 
 
SCOPE:  These specifications cover the production of four (4) different survey mailer packages (consisting of a letter, 
survey booklet, inbound Business Reply Mail (BRM) envelope, and outbound envelope) and postcards requiring such 
operations as electronic prepress, printing and variable imaging, binding, construction, gathering and inserting, 
packing, and distribution. 
 
TITLE:  NCA Customer Satisfaction Surveys. 
 
There are four (4) different surveys for two (2) different recipient types, as follows: 
 
Next-of-Kin (NOK) recipients: 
 National Cemeteries (NC) Survey 
 State and Tribal (STVC) Veterans Cemeteries Survey 
 Memorial Product Service (MPS) Survey 

 
Funeral Directors (FD or FunDir) recipients: 
 Funeral Directors (FD) Satisfaction Survey 

 
FREQUENCY OF ORDERS:  Approximately 8 to 15 orders per year. 
 
The orders will cover mailings for three (3) cohorts broken down as follows (see “BREAKDOWN AND FILE 
NAMES FOR MAILINGS” specified herein for additional information): 
 
 Cohort 1:  Includes mailings for 3 NOK recipient types (as specified above). 

o Legacy Study – Consisting of 4 Waves (English and Spanish) 
o Pilot Study – Consisting of 3 Waves (English only) 

 
 Cohort 2:  Includes mailings for 3 NOK recipient types (as specified above). 

o Legacy Study– Consisting of 4 Waves (English and Spanish) 
o Pilot Study – Consisting of 3 Waves (English only) 

 
 Cohort 3:  Includes mailings for FD recipients only. 

o Legacy Study – Consisting of 4 Waves (English and Spanish) 
o Pilot Study – Consisting of 3 Waves (English only) 

 
In the base contract year, each Cohort includes a Legacy Study (consisting of four (4) waves) and a Pilot Study 
(consisting of three (3) waves) for each recipient type (as specified above). Depending on the success of the Pilot 
Study, the Government may decide to issue orders only for the Legacy Study or only for the Pilot Study, and the 
number of mailings may change in the option years (if exercised) (i.e., if the Legacy Study is selected, there will be 
fours (4) waves per cohort; however, if the Pilot Study is selected, there will be three (3) waves per cohort).  However, 
the quantity estimates specified (for both studies) are expected to remain the same for each contract year.  
 
Each wave (both English and Spanish versions) of the Legacy Study and Pilot Study will be ordered on the same print 
order.  Additionally, Cohorts 2 and 3 waves will be ordered on the same print order.  (See tables under “QUANTITY” 
for breakdown of cohorts and waves). 
 
NOTE:  Cohort 1 typically occurs in the mid-to-late summer; Cohorts 2 and 3 typically occur simultaneously the 
following January. 
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QUANTITY:  Based on historical data, the yearly estimate for both the Legacy and Pilot Studies is approximately 
268,804 surveys, broken down for each study as follows: 
 
Legacy Study:  
 

SURVEY TYPE COHORT WAVE ENGLISH 
QUANTITY 

SPANISH 
QUANTITY 

National Cemeteries (NC) Survey 1 1 17,220 301 
State and Tribal (STVC) Survey 1 1 7,542 22 
Memorial Products Service (MPS) Survey 1 1 3,049 14 
     
National Cemeteries (NC) Survey 1 2 15,420 188 
State and Tribal (STVC) Survey 1 2 7,050 60 
Memorial Products Service (MPS) Survey 1 2 2,797 18 
     
National Cemeteries (NC) Survey 1 3 12,977 249 
State and Tribal (STVC) Survey 1 3 5,871 19 
Memorial Products Service (MPS) Survey 1 3 2,472 11 
     
National Cemeteries (NC) Survey 1 4 12,770 244 
State and Tribal (STVC) Survey 1 4 5,794 24 
Memorial Products Service (MPS) Survey 1 4 2,425 15 
     
National Cemeteries (NC) Survey 2 1 17,861 193 
State and Tribal (STVC) Survey 2 1 7,839 65 
Memorial Products Service (MPS) Survey 2 1 3,066 19 
     
National Cemeteries (NC) Survey 2 2 15,420 188 
State and Tribal (STVC) Survey 2 2 7,050 60 
Memorial Products Service (MPS) Survey 2 2 2,797 18 
     
National Cemeteries (NC) Survey 2 3 13,145 173 
State and Tribal (STVC) Survey 2 3 6,048 50 
Memorial Products Service (MPS) Survey 2 3 2,418 17 
     
National Cemeteries (NC) Survey 2 4 12,449 165 
State and Tribal (STVC) Survey 2 4 5,750 49 
Memorial Products Service (MPS) Survey 2 4 2,295 14 
     
Funeral Directors (FD) Survey 3 1 8,543 98 
Funeral Directors (FD) Survey 3 2 7,938 82 
Funeral Directors (FD) Survey 3 3 7,447 76 
Funeral Directors (FD) Survey 3 4 7,351 76 
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Pilot Study:  
 

SURVEY TYPE COHORT WAVE ENGLISH 
QUANTITY 

SPANISH 
QUANTITY 

National Cemeteries (NC) Survey 1 1 4,305 N/A 
State and Tribal (STVC) Survey 1 1 1,884 N/A 
Memorial Products Service (MPS) Survey 1 1 762 N/A 
     
National Cemeteries (NC) Survey 1 2 3,855 N/A 
State and Tribal (STVC) Survey 1 2 1,763 N/A 
Memorial Products Service (MPS) Survey 1 2 699 N/A 
     
National Cemeteries (NC) Survey 1 3 3,244 N/A 
State and Tribal (STVC) Survey 1 3 1,468 N/A 
Memorial Products Service (MPS) Survey 1 3 618 N/A 
     
National Cemeteries (NC) Survey 2 1 4,465 N/A 
State and Tribal (STVC) Survey 2 1 1,960 N/A 
Memorial Products Service (MPS) Survey 2 1 767 N/A 
     
National Cemeteries (NC) Survey 2 2 3,855 N/A 
State and Tribal (STVC) Survey 2 2 1,763 N/A 
Memorial Products Service (MPS) Survey 2 2 699 N/A 
     
National Cemeteries (NC) Survey 2 3 3,286 N/A 
State and Tribal (STVC) Survey 2 3 1,512 N/A 
Memorial Products Service (MPS) Survey 2 3 604 N/A 
     
Funeral Directors (FD) Survey 3 1 2,136 N/A 
Funeral Directors (FD) Survey 3 2 1,985 N/A 
Funeral Directors (FD) Survey 3 3 1,862 N/A 

 
NO SHORTAGES ALLOWED; therefore, the contractor is cautioned that they will be required to make up any 
shortages at no additional costs to the Government.  The Government reserves the right to increase or decrease by 25% 
the total number of surveys ordered annually. 
 
NUMBER OF PAGES:   
 
Survey Cover and Invitation Letters:  Face and back. 
Survey Booklets:  8 or 12 pages per copy.  (See “NOTE” below for more information.) 
Stuffer Sheets:  Face and back. 
Postcards:  Face and back.  (See “NOTE” below for more information.) 
Inbound BRM Envelopes:  Face only (after construction). 
Outbound Envelopes:  Face only (after construction). 



NCA Customer Satisfaction Surveys Page 14 of 29 
409-S  (08/27) 
 
NOTE:  There are four (4) different survey booklets – one for each different survey.  The NOK survey booklets (NC, 
STVC, and MPS) are 8 pages; the FD survey booklets are 12 pages.  The same NOK and FD survey booklets will be 
used for both the Legacy Study and the Pilot Study. There are three (3) different postcards - Legacy Study Wave 2 
Reminder postcard, Legacy Study Wave 4 Thank You postcard, and Pilot Study Wave 2 Reminder postcard. 
 
TRIM SIZES:   
 
Survey Cover and Invitation Letters:  8-1/2 x 11”. 
Survey Booklets:  8-1/2 x 11”. 
Stuffer Sheets:  8-1/2 x 11”. 
Postcards:  8-1/2 x 6” flat (folded down to 4-1/4 x 6”). 
Inbound BRM Envelopes:  5-3/4 x 8-3/4’, plus flap. 
Outbound Envelopes:  4-1/8 x 9-1/2” (No. 10), plus flap; 6 x 9-1/2”, plus flap. 
 
GOVERNMENT TO FURNISH:  
 
Electronic media will be furnished as follows –  
 
 Storage Media: Email; contractor-hosted SFTP. 
 
 Software: Microsoft Word (current or near current version); Adobe Acrobat (current or near current 

version). 
 

NOTE:  All 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 and/or 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 formats.   
  
Distribution (mailing) list will be furnished as a Microsoft Excel (current or near version) file contractor-hosted SFTP. 
The files will be clearly named to indicate which file is associated with which survey.  The mailing list may not be 
furnished with the print order and furnished files; however, it will be furnished no less four (4) workdays prior to each 
mailing required for the order. 
 
“Postage and Fees Paid” mailing indicia will be furnished via email at the beginning of the contract and is to be held 
for reuse throughout the term of the contract. 
 
Identification markings such as register marks, commercial identification marks of any kind, etc., except GPO imprint, 
form number, and revision date, carried in the furnished electronic files, must not print on the finished product. 
 
EXHIBITS:  The facsimiles of samples pages shown as EXHIBITS A through G 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.  NOTE:  All items print in black only (as specified under “PRINTING AND 
VARIABLE IMAGING”) regardless of any color shown in the exhibit pages. 
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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 be able to accept files electronically via their secure contractor-hosted SFTP server. Appropriate 
log-on instructions and protocol shall be provided by the contractor at time of award. The contractor shall provide 
security, which at a minimum, shall require a unique user ID and password for access. 
 
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 the ordering 
agency as specified on the print order. 
 
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 file. It is anticipated 
that the Government will make all major revisions.   
 
Prior to making revisions, the contractor shall copy the furnished file and make all changes to the copy.  
 
PROOFS:  The print order will specify for which items PDF soft proofs are required. 
 
When ordered, one (1) press quality PDF soft proof (for content only) using the same Raster Image Processor (RIP) 
that will be used to produce the final printed product. PDF proof will be evaluated for text flow, image position, and 
color breaks. Proof will not be used for color match.  
 
NOTE:  For the cover letters, invitation letters, and survey booklets only, the contractor is to randomly select 10 files 
(from the furnished files) for which to provide a PDF soft proof which must include the live variable data. Proofs for 
envelopes must show all margins and dimensions, indicate trim marks, and show flap and window placement (if 
applicable). 
 
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.”  
 
PRIOR TO PRODUCTION SAMPLES (First Order Only):  Prior to the commencement of the contract 
production quantity, the contractor shall submit not less than 15 samples of the inbound BRM envelopes only. The 
container and accompanying documentation shall be marked “PREPRODUCTION SAMPLES” and shall include the 
GPO jacket, purchase order, and program numbers.   
 
All samples shall be printed and constructed as specified herein, and must be of the size, kind, and quality that the 
contractor will furnish. All samples must be produced on the stock/paper required, as specified under 
“STOCK/PAPER.” 
 
Samples will be inspected for conformance of materials and must comply with the specifications as to construction, 
kind, and quality of materials.   
 
Contractor must deliver f.o.b. destination the samples to:  Marketing Systems Group (MSG), 6801 Northpark 
Boulevard, Suite A, Charlotte, NC  28216. 
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Contractor must furnish the samples within three (3) workdays of receipt of furnished materials or receipt of “O.K. to 
Print” on proofs, as applicable. 
 
The Government will approve, conditionally approve, or disapprove the samples within two (2) 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 the additional 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 Contract Clause 
12, “Notice of Compliance with Schedules,” of GPO Contract Terms (GPO Publication 310.2, effective December 1, 
1987 (Rev. 01-18)). 
 
Manufacture of the final product prior to approval of the samples 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 charged in accordance with the 
applicable line item in the “SCHEDULE OF PRICES.” 
 
All samples shall be manufactured at the facilities and on the equipment in which the contract production quantities 
are to be manufactured. 
 
LIVE PRODUCTION SAMPLES:  For each survey production run on all orders, the contractor shall submit not less 
than 10 samples each of the cover letter, invitation letter, and four (4) different survey booklets, as applicable to the 
print order.  Samples are to be pulled during live production. 
 
All samples shall be printed and constructed as specified herein, and must be of the size, kind, and quality that the 
contractor will furnish. All samples must be produced on the stock/paper required, as specified under 
“STOCK/PAPER.” 
 
At contractor’s option, the contractor may create duplicate records for the 10 samples or seed in 10 dummy records 
(i.e., “John Q Samples”) using dummy data. 
 
Contractor must mail f.o.b. contractor’s city (reimbursable) the samples to:  Marketing Systems Group (MSG), 6801 
Northpark Boulevard, Suite A, Charlotte, NC  28216.  (Contractor is required to prepay cost of mailing. Contractor 
will be reimbursed for all mailing costs for these samples upon submission of complete mailing receipts with billing 
invoice for payment.) 
 
Contractor must mail the samples the same workday as the survey mailers are delivered to the USPS. 
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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. 
 
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 Standards No. 13” dated September 
2019.  
 
Government Paper Specification Standards No. 13 – https://www.gpo.gov/docs/default-source/forms-and-standards-
files-for-vendors/vol_13.pdf. 
All paper used in each order must be of a uniform shade.   
 
Survey Cover/Invitation Letters:  White Uncoated Text, basis weight: 60 lbs. per 500 sheets, 25 x 38”, equal to JCP 
Code A60. 
 
Survey Booklets:  White Uncoated Text, basis weight: 60 lbs. per 500 sheets, 25 x 38”, equal to JCP Code A60. 
 
Stuffer Sheets:  White Bond, basis weight: 24 lbs. per 500 sheets, 17 x 22”, equal to JCP Code G10. 
 
Postcards:  White Smooth and Embossed Cover, basis weight:  80 lbs. per 500 sheets, 20 x 26”, equal to JCP Code 
L21.  NOTE:  Stock must match Accent Opaque White Super Smooth for color, finish, opacity, and brightness. 
 
Inbound BRM Envelopes:  White Writing Envelopes, basis weight:  24 lbs. per 500 sheets, 17 x 22”, equal to JCP 
Code V20. 
 
Outbound Envelopes (4-1/8 x 9-1/2”):  White Writing Envelopes, basis weight:  24 lb. per 500 sheets, 17 x 22”, equal 
to JCP Code V20. 
 
Outbound Envelopes (6 x 9-1/2”):  White Kraft Envelope, basis weight: 32 lbs. per 500 sheets, 17 x 22”, equal to JCP 
Code V15. 
 
PRINTING AND VARIABLE IMAGING:  At contractor’s option, the product may be produced via conventional 
offset or digital printing provided Quality Level III standards are maintained. Final output must be a minimum of 150-
line screen and at a minimum resolution of 1200 x 1200 dpi x 1 bit or 600 x 600 dpi x 4-bit depth technology. NOTE: 
Contractor must produce the entire job either conventional offset or digital printing; split production methods are not 
acceptable without prior approval. 
 
NOTE:  Stockpiling of any item is at the contractor’s own risk. 
 
Survey Cover/Invitation Letters:  Print face and back in black ink only.  Printing consists of text and line matter.  
Variable image in black.  Imaging consists of approximately six (6) lines of type in address section, one (1) line of 
type in body of letter, and one (1) variable barcode. 
 
Survey Booklets:  Print head-to-head in black ink only.  Printing consists of text and line matter, type reversing out to 
white, and screens.  Variable image in black only.  Variable imaging consists of a unique MasterID.  The MasterID 
must be imaged in two (2) places on each survey booklet self-cover page 1 as follows: above the Marking Instructions 
and below the barcode at the bottom of the self-cover page 1.  The remainder of the survey booklet pages must have 
the MasterID imaged in the location at bottom right or left of page (see EXHIBITS C and D). The MasterID for 
recipient will be furnished in the mailing distribution list. 
 

https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-vendors/vol_13.pdf
https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-vendors/vol_13.pdf
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Stuffer Sheets: Print face and back in black ink only.  Printing consists of text and line matter. No variable imaging 
required. 
 
Postcards:  Print face and back in black ink only.  Printing consists of text and line matter and agency seal.  Variable 
image in black only on the face (one (1) line of type in the body of text) and back (mailing address consisting of 
approximately six (6) lines of type).  
 
Inbound BRM Envelopes: Print face only (after construction) in black ink only.  Face of envelope to be in 
“BUSINESS REPLY FORMAT.”  Printing consists of text and line matter (return address and postage indicia) and 
agency seal.  All printing must comply with all applicable U.S. Postal Service regulations. The envelope must accept 
printing without feathering or penetrating to the reverse side. 
 
Outbound Envelopes:  Print face only (after construction) in black ink only.  Printing consists of text and line matter 
(return address and postage indicia) and agency seal.  All printing must comply with all applicable U.S. Postal Service 
regulations. The envelope must accept printing without feathering or penetrating to the reverse side. 
 
MARGINS:  Margins will be as indicated on the print order or in the furnished electronic files. 
 
BINDING:   
 
Survey Cover/Invitation Letters:  Trim four (4) sides. 
 
Survey Booklets:  Saddle-wire stitch in two (2) places and trim three (3) sides. Each product must contain complete 4-
page signatures after trimming.  Single leaves connected with a lip (i.e., binding stub) to left or right side of stitches 
will not be allowed.   
 
Stuffer Sheets:  Trim four (4) sides. 
 
Postcards:  Fold in half from 8-1/2 x 6” to 4-1/4 x 6”, mailing address out, and trim three (3) sides. Score on fold. 
After folding, apply wafer seals in accordance with USPS mailing regulations. 
 
CONSTRUCTION: 
 
Inbound BRM Envelopes:  Envelopes must be open side with side seams and a gummed, fold-over flap for sealing.  
Flap depth is at contractor’s option but must meet all U.S. Postal Service (USPS) requirements. Flap must be coated 
with suitable remoistenable glue the entire length of flap that will securely seal the return envelope for mailing. 
Envelopes shall be sufficiently high cut to prevent the flap adhesive from coming in contact with the envelope’s 
contents.  The sealed seams shall not adhere to the inside of the envelope.   
 
Outbound Envelopes:  Envelopes must be open side with side seams and a gummed, fold-over flap for sealing.  Flap 
depth is at contractor’s option but must meet all USPS requirements. Flap must be coated with suitable remoistenable 
glue the entire length of flap that will securely seal the return envelope for mailing. Envelopes shall be sufficiently 
high cut to prevent the flap adhesive from coming in contact with the envelope’s contents.  The sealed seams shall not 
adhere to the inside of the envelope.   
 
 For 4-1/8 x 9-1/2” Outbound Envelopes:  Face of envelopes to contain one (1) die-cut window with rounded 

corners.  Size and location of window is the contractor’s discretion; however, contractor must ensure that only 
the mailing address is visible through the envelope window. 

 
 For 6 x 9-1/2” Outbound Envelopes:  Face of envelopes to contain one (1) die-cut window (1-1/4 x 4-1/2” in 

size) with rounded corners.  Window to be located 7/8” from left edge of envelope and 3-1/4” from bottom 
edge of envelope.  Location of window may be adjusted by the contractor to ensure that only the mailing 
address is visible through the envelope window. 
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Windows are to be covered with a suitable transparent, low-gloss, poly-type 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 USPS readability standards/requirements. 
 
GATHERING AND INSERTING:   
 
Survey Cover Letters:  Fold in half from a flat size of 8-1/2 x 11” to 8-1/2 x 5-1/2”, mailing address out for visibility 
through mailing address window of 6 x 9-1/2” outbound envelope.   
 
Invitation Letters:  Fold from 8-1/2 x 11” to 8-1/2 x 3-2/3” using an accordion fold, mailing address out for visibility 
through mailing address window of 4-1/8 x 9-1/2” outbound envelope.  
 
Survey Booklets:  Fold in half from a flat size of 8-1/2 x 11” to 8-1/2 x 5-1/2”. 
 
Stuffer Sheets:  Fold from a flat size of 8-1/2 x 11” to 8-1/2 x 5-1/2”. 
 
Legacy Study/Waves 1 and 3: 
 
 For the NC, STVC, and MPS Survey Mailers, collate survey cover letter, survey booklet, and inbound BRM 

envelope, with cover letter on top, and insert into 6 x 9-1/2” outbound envelope. 
 
 For the FD Survey Mailers, collate survey cover letter, survey booklet, stuffer sheet, and inbound BRM 

envelope, with cover letter on top, and insert into 6 x 9-1/2” outbound envelope. 
 
NOTE:  The survey cover letter, survey booklet, and stuffer sheet each fold separately. Do not nest items together 
before folding. 
 
Pilot Study: 
 
Wave 1:  Insert invitation letter into 4-1/8 x 9-1/2” outbound mail envelope. 
 
Wave 3:  
 
 For the NC, STVC, and MPS Survey Mailers, collate survey cover letter, survey booklet, and inbound BRM 

envelope, with cover letter on top, and insert into outbound envelope. 
 
 For the FD Survey Mailers, collate survey cover letter, survey booklet, stuffer sheet, and inbound BRM 

envelope, with cover letter on top, and insert into outbound envelope. 
 
NOTE:  The survey cover letter, survey booklet, and stuffer sheet each fold separately. Do not nest items together 
before folding. 
 
For All Mailings (Legacy and Pilot):  It is the contractor’s responsibility to ensure that only the mailing address on 
the cover/invitation letter is visible through the window of the appropriate outbound envelope and that only one copy 
of each required item is inserted into the appropriate outbound envelope. 
 
Seal envelopes.  
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BREAKDOWN AND FILE NAMES FOR MAILINGS: 
 
Funeral Director (FD or FunDir) items apply to Cohort 3 ONLY.   
 
All references to “20XX” are placeholders for the year the final reports are published. The file names listed below may 
not be the final file names and may have changed when the files are sent to the contractor. 
 
“Survey Instrument” is the survey booklet.   
 
Legacy Study:  
 
Wave 1 – Surveys (four (4) recipient types; two (2) versions – English and Spanish) 
 

1. Cover Letter (English and Spanish) 
Wave 1_NOK_20XX_NC_CvrLtr_Eng 
Wave 1_NOK_20XX_NC_CvrLtr_Spn 
Wave 1_NOK_20XX_STVC_CvrLtr_Eng 
Wave 1_NOK_20XX_STVC_CvrLtr_Spn 
Wave 1_NOK_20XX_MPS_CvrLtr_Eng 
Wave 1_NOK_20XX_MPS_CvrLtr_Spn 
Wave 1_FD_20XX_CvrLtr_Eng 
Wave 1_FD_20XX_CvrLtr_Spn 

 
2. Survey Instrument  

NOK_20XX_NC_Survey_Eng 
NOK_20XX_NC_Survey_Spn 
NOK_20XX_STVC_Survey_Eng 
NOK_20XX_STVC_Survey_Spn 
NOK_20XX_MPS_Survey_Eng 
NOK_20XX_MPS_Survey_Spn 
FunDir_20XX_Survey_Eng 
FunDir_20XX_Survey_Spn 

 
3. Outbound Mail Env_20XX 
 
4. Inbound BusRply Env_20XX 

 
5. Stuffer Sheet (Funeral Directors Only) 

FD_20XX_StfrSht_ Eng 
FD_20XX_StfrSht_Spn 

 
Wave 2 – Reminder Postcards (four (4) recipient types; two (2) versions – English and Spanish) 
 

1. Reminder Postcard (English and Spanish) 
Wave2_NOK_20XX_NC_ReminderPC_Eng 
Wave2_NOK_20XX_NC_ReminderPC_Spn 
Wave2_NOK_20XX_STVC_ReminderPC_Eng 
Wave2_NOK_20XX_STVC_ReminderPC_Spn 
Wave2_NOK_20XX_MPS_ReminderPC_Eng 
Wave2_NOK_20XX_MPS_ReminderPC_Spn 
Wave2_FD_20XX_ReminderPC_Eng 
Wave2_FD_20XX_ReminderPC_Spn 
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Wave 3 – Surveys (four (4) recipient types; two (2) versions  - English and Spanish) 
 

1. Cover Letter (English and Spanish) 
Wave 3_ NOK_20XX_NC_CvrLtr_Eng 
Wave 3_NOK_20XX_NC_CvrLtr_Spn 
Wave 3_NOK_20XX_STVC_CvrLtr_Eng 
Wave 3_NOK_20XX_STVC_CvrLtr_Spn 
Wave 3_NOK_20XX_MPS_CvrLtr_Eng 
Wave 3_NOK_20XX_MPS_CvrLtr_Spn 
Wave 3_FD_20XX_CvrLtr_Eng 
Wave 3_FD_20XX_CvrLtr_Spn 

 
2. Survey Instrument 

NOK_20XX_NC_Survey_Eng 
NOK_20XX_NC_Survey_Spn 
NOK_20XX_STVC_Survey_Eng 
NOK_20XX_STVC_Survey_Spn 
NOK_20XX_MPS_Survey_Eng 
NOK_20XX_MPS_Survey_Spn 
FunDir_20XX_Survey_Eng 
FunDir_20XX_Survey_Spn 

 
3. Outbound Mail Env_20XX 

 
4. Inbound BusRply Env_20XX 

 
 5. Stuffer Sheet (Funeral Directors Only) 

FD_20XX_StfrSht_Eng 
FD_20XX_StfrSht_Spn 
 

Wave 4 – Thank You and Reminder Postcards (four (4) recipient types; two (2) versions – English and Spanish) 
 

1. Thank You Postcard (English and Spanish) 
Wave4_NOK_20XX_NC_ThankYouPC_Eng 
Wave4_NOK_20XX_NC_ThankYouPC_Spn 
Wave4_NOK_20XX_STVC_ThankYouPC_Eng 
Wave4_NOK_20XX_STVC_ThankYouPC_Spn 
Wave4_NOK_20XX_MPS_ThankYouPC_Eng 
Wave4_NOK_20XX_MPS_ThankYouPC_Spn 
Wave4_FD_20XX_ThankYouPC_Eng 
Wave4_FD_20XX_ThankYouPC_Spn 

 
NOTE: The files for Outbound Mail Envelope, Inbound BusRply Envelope, surveys, and stuffer sheets are used for 
both Wave/Mailing 1 and Wave/Mailing 3. 
 
Pilot Study:  
 
Wave 1 – Invitation Letter (four (4) recipient types; one (1) version - English) 
 

1. Invitation Letter (English only) 
Pilot_Wave 1_NOK_20XX_Nat.Cem_Invite_Eng 
Pilot_Wave 1_NOK_20XX_STVC_Invite_Eng 
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Pilot_Wave 1_NOK_20XX MPS_Invite_Eng 
Pilot_Wave 1_FD_20XX_Invite_Eng (Cohort 2 only) 

 
Wave 2 – Reminder Postcard (four (4) recipient types; one (1) version - English) 
 

1. Reminder Postcard (English only) 
Pilot_Wave 2_NOK_20XX_NC_Postcard_Eng 
Pilot_Wave 2_NOK_20XX_STVC_Postcard_Eng 
Pilot_Wave 2_NOK_20XX_MPS_Postcard_Eng 
Pilot_Wave 2_FD_20XX_Postcard_Eng (Cohort 2 only) 

 
Wave 3 – Surveys (four (4) recipient types; one (1) version - English)  
 

1. Cover Letter (English only) 
Pilot_Wave 3_NOK_20XX_NC_CvrLtr_Eng 
Pilot_Wave 3_NOK_20XX_STVC_CvrLtr_Eng 
Pilot_Wave 3_NOK_20XX_MPS_CvrLtr_Eng 
Pilot_Wave 3_FD_20XX_CvrLtr_Eng (cohort 2 only) 
 

2. Survey Instrument (mark-sense/scantron form) 
NOK_20XX_NC_Survey_Eng 
NOK_20XX_STVC_Survey_Eng 
NOK_20XX_MPS_Survey_Eng 
FD_20XX_Survey_Eng 

 
3. Outbound Mail Env_20XX 

 
4. Inbound BusRply Env_20XX 

 
5. Stuffer Sheet (Funeral Directors Only) 

FD_20XX_StfrSht_Eng 
FD_20XX StfrSht_Spn 

 
NOTE: The files for Outbound Mail Envelope, Inbound BusRply Envelope, surveys, and stuffer sheets are used for 
both Wave/Mailing 1 and Wave/Mailing 3. 
 
PACKING:  For all required samples (prior to production and live production samples), pack suitable in shipping 
containers not to exceed 45 pounds when fully packed.   
 
All shipments which fill less than a shipping container must be packaged with materials of sufficient strength and 
durability and in such a manner which will guarantee that the product will not be damaged and the package will not 
open nor split during shipment. 
 
LABELING AND MARKING:   
 
Prior to Production Samples: Contractor to download GPO Form 905 (Rev. 7-15), Labeling and Marking 
Specifications, which can be located at gpo.gov, fill in appropriate blanks, and attach to shipping containers. 
 
Live Production Samples:  Contractor to create and affix a mailing label for each shipping container.  At contractor’s 
option, address may be imaged directly onto the container. 
 
Postcards:  Contractor to variable image the mailing address on each postcard (see “PRINTING AND VARIABLE 
IMAGING”). 
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QUALITY ASSURANCE RANDOM COPIES (QARCs): The contractor may be required to submit QARCs to test 
for compliance against the contract. The print order will indicate the number required, if any. When ordered, the 
contractor must divide the entire order into equal sublots and select a copy from a different general area of each sublot. 
The contractor will be required to certify that copies were selected as directed using GPO Form 917-Certificate of 
Selection of Random Copies (located on GPO.gov). Copies will be paid for in accordance with the Schedule of Prices. 
The certificate and a copy of the print order must be included with the QARCs. 
 
Business Reply Mail label (GPO Form 915) for mailing the QARCs can be downloaded from GPO.gov. The copies 
are to be mailed at the same time as the final shipment of an order. A U.S. Postal Service approved Certificate of 
Mailing, identified by Program, Jacket, and Print Order numbers must be furnished with billing as evidence of 
mailing. 
 
DISTRIBUTION:  Mail f.o.b. contractor’s city each individual mailer or postcard to various addresses nationwide 
(including Alaska, Hawaii, Puerto Rico, and APO/FPO addresses).  (Contractor is responsible for all costs incurred in 
transporting all items to the USPS facility.) 
 
Complete addresses and quantities will be furnished with each print order.  
 
All mailing shall be made at the USPS Full-Service Intelligent Mail (FSIM) rate.   
 
The contractor must utilize USPS Full-Service Intelligent Mail (FSIM) with visibility and tracking. Contractor is 
required to provide minimum biweekly (every two weeks) reporting on USPS-furnished FSIM mail counts and 
delivery information, broken out by Cohort and Wave. This information will be provided to Tribility, NCA’s survey 
vendor, for ultimate delivery to NCA. Reports must be a MS Excel file sent via contractor-hosted SFTP. 
 
The contractor is to mail using the furnished mailing indicia. The contractor is cautioned that the “Postage and Fees 
Paid” indicia may be used only for the purpose of mailing material produced under this contract. 
 
The contractor is required to obtain the maximum postage discount allowed by the USPS in accordance with 
appropriate USPS rules and regulations, including the U.S. Postal Service manuals (for both domestic and 
international mail), and Postal Bulletins, in effect at the time of the mailing.  
 
All mailings must conform to the appropriate regulations in the U.S. Postal Service manuals for “Domestic Mail” or 
“International Mail,” as applicable. 
 
Coding Accuracy Support System (CASS) and National Change of Address (NCOA): In accordance with U.S. Postal 
Service regulations, the contractor is required to run distribution files on each order through the CASS and NCOA 
service databases to verify addresses are  CASS/NCOA certified. All related costs to perform these operations must be 
included in submitted bid pricing. No additional reimbursement will be authorized.  
 
The contractor will be supplied data files (see “GOVERNMENT TO FURNISH”). These files must undergo standard 
CASS and NCOA cleaning to remove any undeliverable addresses before the printing of the names and addresses on 
the surveys begins. The USPS requires all mailing lists to be run through CASS and NCOA processing in order to give 
presort and bulk rate discounts.  
 
Once a mailing list is received by the contractor, an output file must be created containing each mailing participant. 
The contents of the output file must be approved/verified by VA before proceeding to CASS and NCOA cleaning. To 
do this operation, the output file must be transmitted electronically to the VA so they can verify that the contractor has 
received the full contents of the address file.  Output file must be a MS Excel file sent via contractor-hosted SFTP. 
 
An output file containing the rejected names and addresses must be provided to VA  along with the reject code or 
some explanation for reason of rejection. The output containing the names and addresses of those records retained 
after CASS/NCOA cleaning (i.e., cleared for mailing) must be provided to VA in an MS Excel file via contractor-
hosted SFTP. 



NCA Customer Satisfaction Surveys Page 24 of 29 
409-S  (08/27) 
 
 
Contractor to perform postal sort and CASS/NCOA processing prior to each Wave mailing and report back findings to 
the NCA, Tribility, and VA Publications, as specified above.  
 
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 https://www.gpo.gov/how-to-work-with-us/vendors/forms-and-
standards. 
 
Upon completion of distribution for the Legacy Study and Pilot Study per order, contractor must notify the ordering 
agency (on the same day each study mails) via email to the address indicated on the print order. The subject line of the 
email shall be “Distribution Notice for Program 409-S, Print Order XXXXX, Jacket Number XXX-XXX.” The notice 
must provide all applicable tracking numbers, mailing methods, and title of product.  
 
Upon completion of mailing for each study per order, contractor must email copies of all mailing receipts to the VA 
contact specified on the print order. The print order number must be on each order’s postal receipts/documentation. 
 
All expenses incidental to picking up and returning furnished materials (if applicable) and submitting proofs and prior 
to production samples must be borne by the contractor. 
 
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 and furnished materials will be furnished via email or contractor-hosted SFTP. 
 
Contractor to submit PDF soft proofs to the ordering agency contact as specified on the print order via the contractor-
hosted SFTP. 
 
No definite schedule for placement of orders can be predetermined.  Contractor must be prepared to accept an order 
immediately upon award.  NOTE:  First order for Legacy Study and Pilot Study (Wave 1) will be issued the same day 
as the postaward conference/kick-off meeting.  Each subsequent order will be issued prior to or the same day as the 
last day of the preceding wave. 
 
The following schedule begins the SAME workday as receipt of print order and furnished material; the same workday 
as receipt will be the first workday of the schedule.   
 
 Complete production and distribution must be made in accordance with the below schedules for each 

Study/Cohort/Wave. 
 
 When ordered, no specific date is set for submission of proofs. Proofs must be submitted as soon as possible 

to allow for revised proofs if contractor’s errors are judged serious enough to require them.  
 
 Proofs will be withheld no more than three (3) workdays from their receipt at the ordering agency until 

corrections/changes/“O.K. to Print” are provided via email.  (The first workday after receipt of proofs at the 
ordering agency is day one (1) of the hold time.) 

 
 When ordered, prior to production samples must be delivered within three (3) workdays of receipt of 

furnished materials or receipt of “O.K. to Print” on proofs, as applicable. 
 
 The Government will approve, conditionally approve, or disapprove the samples within two (2) workdays of 

the receipt thereof. 
 

 Live production samples must be mailed on the same day as the survey mailers are delivered to the USPS. 
 

https://www.gpo.gov/how-to-work-with-us/vendors/forms-and-standards
https://www.gpo.gov/how-to-work-with-us/vendors/forms-and-standards
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NOTE: As specified above, all proof, prior to production sample, and live production sample time (as applicable 
to each order) are included in the schedules specified below for each Study/Cohort/Wave. 

 
Legacy Study for Cohorts 1, 2, and 3: 
 
 The postaward conference/kick-off meeting will take place within five (5) workdays of contract award.   

 
 Wave 1 – Contractor must complete production and distribution within 20 workdays of postaward 

conference/kick-off meeting.  NOTE:  The Government anticipates issuing the first print order the same day 
as the postaward conference/kick-off meeting.  If the meeting is waived or the print order is not issued same 
day, contractor must complete production and distribution within 20 workdays of receipt of print order and 
furnished materials. 

 
 Wave 2 – Contractor must complete production and distribution within 20 workdays of completion of Wave 

1. 
 
 Wave 3 – Contractor must complete production and distribution within 15 workdays of completion of Wave 

2. 
 
 Wave 4  – Contractor must complete production and distribution within nine (9) workdays of completion of 

Wave 3. 
 
Pilot Study for Cohorts 1, 2, and 3: 
 
 Wave 1 – Contractor must complete production and distribution within 20 workdays of postaward 

conference/kick-off meeting.  NOTE:  The Government anticipates issuing the first print order the same day 
as the postaward conference/kick-off meeting.  If the meeting is waived or the print order is not issued same 
day, contractor must complete production and distribution within 20 workdays of receipt of print order and 
furnished materials. 

 
 Wave 2 – Contractor must complete production and distribution within 10 workdays of completion of Wave 

1. 
 
 Wave 3 – Contractor must complete production and distribution within 10 workdays of completion of Wave 

2. 
 
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 destinations specified and the date products ordered for mailing f.o.b. contractor’s city must be 
delivered to the U.S. Postal Service. 
 
Unscheduled material such as shipping documents, receipts or instructions, delivery lists, labels, etc., will be furnished 
with each 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, 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 under this contract for a like period of time. 
 
The following item designations correspond to those listed in the “SCHEDULE OF PRICES.” 
 
 
I. (a) 1,466 
 (b) 1 
 
 
II. (a) 8 
 (b) 146 
 (c) 1,010 
 (d) 2 
 (e) 123 
 (f) 129 
 (g) 16 
 (h) 129 
 
 
III. 1.  5 
 
 2. (a) 16 
  (b) 129 
  (c) 123 
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SECTION 4. – SCHEDULE OF PRICES 
 
Bids offered are f.o.b. contractor’s city for all mailing and f.o.b. destination for all other consignments.   
 
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), NA (Not Applicable), 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. 
 
For saddle-stitched products, a charge will be allowed for each text page, whether printed or blank. Unless otherwise 
specified, no more than three (3) blank pages shall be permitted at the end of the text. 
 
Contractor’s billing invoices must be charged in accordance with the line items in the “SCHEDULE OF PRICES.” 
 
I. PROOFS AND PRIOR TO PRODUCTION SAMPLES:   
 
 For line item I.(a), each side of an envelope shall be charged as one page-size unit and each side of a postcard will 

be charged as one page-size unit.   
 

(a) PDF soft proof .................................................................................... per page-size unit ...... $___________ 
 

(b) Prior to production samples .............................................................................. per order ...... $___________ 
 
 
II. PRINTING/IMAGING, BINDING, AND CONSTRUCTION:  Prices offered must be all inclusive and include 

the cost of materials and operations necessary (including paper) for the printing/imaging, binding, and 
construction, of the products listed in accordance with these specifications. 

 
(a) *Makeready/setup charge ...................................................................................................... $___________ 

 
*Contractor will be allowed only one (1) makeready/setup charge per order.  This combined charge shall 
include all materials and operations necessary to makeready and/or setup the contractor’s equipment for all 
files transmitted for that order. Invoices submitted with more than one (1) makeready/setup charge per order 
will be disallowed. 

 
 
 ____________ 
 Initials 
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(b) Survey Cover/Invitation Letters: Printing and imaging 
  in black only, including binding ........................................................... per 1,000 letters ...... $___________ 
 

(c) Survey Booklets:  Printing and imaging 
in black only, including binding ............................................................ per 1,000 pages ...... $___________ 

 
(d) Stuffer Sheets:  Printing in black only, 

including binding .................................................................................. per 1,000 sheets ...... $___________ 
 

(e) Postcards: Printing and imaging 
in black only, including binding ...................................................... per 1,000 postcards ...... $___________ 

 
(f) Inbound BRM Envelopes: Printing in black only, 

including construction .................................................................... per 1,000 envelopes ...... $___________ 
 

(g) Outbound Envelopes (4-1/8 x 9-1/2”):  Printing in black only, 
including construction .................................................................... per 1,000 envelopes ...... $___________ 

 
(h) Outbound Envelopes (6 x 9-1/2”): Printing in black only, 

including construction .................................................................... per 1,000 envelopes ...... $___________ 
 
 
III. GATHERING, INSERTING, PACKING, AND DISTRIBUTION:  Prices offered must be all-

inclusive, as applicable, and must include the cost of all shipping containers; packing; all necessary wrapping and 
packing material; all required materials and operations necessary for the mailing of the live production samples, 
survey mailers, and postcards including (as applicable) the cost of gathering items in proper sequence; folding 
items to required size in accordance with these specifications; insertion of required items into appropriate mail-
out envelope; labeling and marking; CASS/NCOA verification; and, complete distribution in accordance with 
these specifications. 

 
1. Bulk Shipments (other than by mail): 

 
Packing and sealing shipping containers ................................................... per container ...... $___________ 

 
2. Mailing: 

 
(a) Mailers (4-1/8 x 9-1/2”) ............................................................... per 1,000 mailers ...... $___________ 

 
(b) Mailers (6 x 9-1/2”) ..................................................................... per 1,000 mailers ...... $___________ 

 
(c) Postcards ................................................................................... per 1,000 postcards ...... $___________ 

 
 
 
 
 
 
 
 
 
 
 ____________ 
 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 agrees, 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. NOTE: 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) (Fax Number) 
 
 
___________________________________________________________________________________________ 

THIS SECTION FOR GPO USE ONLY 
 
Certified by: __________   Date: __________ Contracting Officer: __________   Date: __________ 
 (Initials) (Initials) 
___________________________________________________________________________________________ 
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 EXHIBIT A Page 1 of 1 

Example of a Cover Letter (Face - English) 
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 EXHIBIT B Page 1 of 1 

Example of a Cover Letter (Face - Spanish) 



NCA Customer Satisfaction Surveys Page 32 of 29 
409-S  (08/27) 
 

 
 
 
 

 
 EXHIBIT C Page 1 of 8 

Example of 8-Page Survey Booklet (English) 
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 EXHIBIT C Page 2 of 8 

Example of 8-Page Survey Booklet (English) 
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 EXHIBIT C Page 3 of 8 

Example of 8-Page Survey Booklet (English) 
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 EXHIBIT C Page 4 of 8 

Example of 8-Page Survey Booklet (English) 
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 EXHIBIT C Page 5 of 8 

Example of 8-Page Survey Booklet (English) 
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 EXHIBIT C Page 6 of 8 

Example of 8-Page Survey Booklet (English) 
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 EXHIBIT C Page 7 of 8 

Example of 8-Page Survey Booklet (English) 
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 EXHIBIT C Page 8 of 8 

Example of 8-Page Survey Booklet (English) 
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Example of 12-Page Survey Booklet (English) 
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 EXHIBIT D Page 2 of 12 

Example of 12-Page Survey Booklet (English) 
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Example of 12-Page Survey Booklet (English) 
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 EXHIBIT D Page 4 of 12 

Example of 12-Page Survey Booklet (English) 
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Example of 12-Page Survey Booklet (English) 
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Example of 12-Page Survey Booklet (English) 
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Example of 12-Page Survey Booklet (English) 
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Example of 12-Page Survey Booklet (English) 
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 EXHIBIT D Page 9 of 12 

Example of 12-Page Survey Booklet (English) 
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Example of 12-Page Survey Booklet (English) 
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Example of 12-Page Survey Booklet (English) 
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 EXHIBIT D Page 12 of 12 

Example of 12-Page Survey Booklet (English) 
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 EXHIBIT E Page 1 of 2 

Example of a Postcard (Face - English) 
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 EXHIBIT E Page 2 of 2 

Example of a Postcard (Back - English) 
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 EXHIBIT F Page 1 of 2 

Example of a Postcard (Face - Spanish) 
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 EXHIBIT F Page 2 of 2 

Example of a Postcard (Back - Spanish) 
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 EXHIBIT G Page 1 of 1 

Example of Face of Stuffer Sheet 
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	For the Procurement of
	U.S. Department of Veterans Affairs (VA)
	Single Award
	BID OPENING:
	BID SUBMISSION:

	SECTION 1. – GENERAL TERMS AND CONDITIONS
	GPO QATAP (GPO Publication 310.1) – https://www.gpo.gov/docs/default-source/forms-and-standards-files-for-vendors/qatap-rev-09-19.pdf.
	SECURITY REQUIREMENTS:  As detailed in VA Handbook 6500.6, the following security clauses  apply to this contract and are enforceable as part of this contract.
	3. ACCESS TO VA INFORMATION AND VA INFORMATION SYSTEMS.  This section applies when any person requires access to information made available to the contractor by VA for the performance or administration of this contract or information developed by the ...
	The Government may issue orders which provide for shipment/delivery to or performance at multiple destinations.
	TITLE:  NCA Customer Satisfaction Surveys.
	There are four (4) different surveys for two (2) different recipient types, as follows:
	Next-of-Kin (NOK) recipients:
	 National Cemeteries (NC) Survey
	 State and Tribal (STVC) Veterans Cemeteries Survey
	 Memorial Product Service (MPS) Survey
	Funeral Directors (FD or FunDir) recipients:
	 Funeral Directors (FD) Satisfaction Survey
	FREQUENCY OF ORDERS:  Approximately 8 to 15 orders per year.
	The orders will cover mailings for three (3) cohorts broken down as follows (see “BREAKDOWN AND FILE NAMES FOR MAILINGS” specified herein for additional information):
	 Cohort 1:  Includes mailings for 3 NOK recipient types (as specified above).
	o Legacy Study – Consisting of 4 Waves (English and Spanish)
	o Pilot Study – Consisting of 3 Waves (English only)
	 Cohort 2:  Includes mailings for 3 NOK recipient types (as specified above).
	o Legacy Study– Consisting of 4 Waves (English and Spanish)
	o Pilot Study – Consisting of 3 Waves (English only)
	 Cohort 3:  Includes mailings for FD recipients only.
	o Legacy Study – Consisting of 4 Waves (English and Spanish)
	o Pilot Study – Consisting of 3 Waves (English only)
	Each wave (both English and Spanish versions) of the Legacy Study and Pilot Study will be ordered on the same print order.  Additionally, Cohorts 2 and 3 waves will be ordered on the same print order.  (See tables under “QUANTITY” for breakdown of coh...
	NOTE:  Cohort 1 typically occurs in the mid-to-late summer; Cohorts 2 and 3 typically occur simultaneously the following January.
	QUANTITY:  Based on historical data, the yearly estimate for both the Legacy and Pilot Studies is approximately 268,804 surveys, broken down for each study as follows:
	NO SHORTAGES ALLOWED; therefore, the contractor is cautioned that they will be required to make up any shortages at no additional costs to the Government.  The Government reserves the right to increase or decrease by 25% the total number of surveys or...
	GOVERNMENT TO FURNISH:
	Electronic media will be furnished as follows –
	Storage Media: Email; contractor-hosted SFTP.
	Software: Microsoft Word (current or near current version); Adobe Acrobat (current or near current version).
	Fonts: All printer and screen fonts will be furnished and/or embedded, as applicable.
	Information: Files will be furnished in native application and/or PDF formats.
	MARGINS:  Margins will be as indicated on the print order or in the furnished electronic files.
	SECTION 3. – DETERMINATION OF AWARD
	The following item designations correspond to those listed in the “SCHEDULE OF PRICES.”
	SECTION 4. – SCHEDULE OF PRICES
	Bids offered are f.o.b. contractor’s city for all mailing and f.o.b. destination for all other consignments.
	Contractor’s billing invoices must be charged in accordance with the line items in the “SCHEDULE OF PRICES.”

