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1.0 TECHNICAL SUMMARY 

Dozier Technologies, Inc. (DTI) and Data Solutions & Technology, Inc. (DST), collectively referred to hereafter as the DTI-DST Team, combine our first-rate mailroom and courier-shuttle talent, quality-backed mail handling processes and procedures, and depth and breadth of working expertise to propose an effective, tailored solution to meet NOAA’s RFP requirements. Our solution, by design, amplifies productivity, encourages staff morale, promotes professionalism, and multiplies cost-savings to NOAA.

The DTI-DST Team, comprised of mail industry veterans with excellent credentials, devised a solution that takes into account the critical and financial aspects of NOAA’s mailroom and courier-shuttle services operation.  We propose safety-based and USPS-compliant services that provide accurate, on-time mail handling and delivery that the NOAA community can depend on.  

Our solution leads with career personnel in the mail industry known for on-the-job excellence, bottom-up knowledge, and practical experience. Fully capable of performing at the managerial and operational levels, our Team understands the core elements and subtle nuances of a operating a fully functional, productive mailroom and courier-shuttle service center. Our proposed management has over thirty (30) years of combined experience in the complete spectrum of mail handling. We know how to lead people and deliver results that meet or exceed the most discriminating service expectations while adhering to budget parameters. The DTI-DST Team recognizes that, as services are provided to the NOAA community, we must perform as a finely-honed operation to blend seamlessly within NOAA’s environment.    


Our management will lead this effort using a well-constructed Management Plan, embedded with strategic quality check-points that are specifically targeted to deliver unparalleled customer service.  The proposed Phase-In Plan will serve as a guide to coordinate the expeditious transition of people, processes, and physical assets within the mailroom industry with minimal disruption to the NOAA community.  The Team’s Quality Control Plan provides NOAA a process-oriented foundation based on industry quality standards that will keep controllable errors to a minimum, resulting in substantial cost-savings to the Agency. Accurate, on-time, continuous reporting will serve as a quality measure for NOAA to evaluate improvements in productivity as the DTI-DST Team fully assumes operations.      

Our highly-qualified mail clerks and courier-shuttle personnel will execute their responsibilities with precision and speed, while keeping accuracy, safety, compliance, and deadlines in mind. Our drivers are keenly aware of schedule and delivery constraints, as well as procedures for safe and effective mail handling. We have carefully identified a cleared Team member to meet security requirements for classified mail. Detail-oriented and methodical, these professionals consistently deliver the same quality of work across the continuum of work flow volume fluctuations.  Our Team’s personnel are well–rounded, maintaining a focus on order and cleanliness while fulfilling core responsibilities.   

We will employ the right people and the right processes backed by the right level of hands-on experience, in alignment with mail industry standards, to surpass NOAA’s service expectations. NOAA can be confident that in selecting the DTI-DST Team, the organization has chosen a true, budget-conscious partner with the knowledge and expertise to lead, manage, and maintain a top-notch mailroom and courier-shuttle services operation.  
2.0 TECHNICAL DISCUSSION
The DTI-DST Team fully understands the requirements of the NOAA Mailroom and Courier-Shuttle Support Services solicitation, and offers a value-added, cost-effective solution that will meet and exceed all customer expectations upon contract execution.  The DTI-DST Team has extensive experience consolidating and transitioning “in-house” mail facility operations to a highly efficient, cost-effective mail processing and distribution entity.  We know that mail handling is not only about delivering the right mail at the right place at the right time.  NOAA needs a budget-aware contractor with the talent to direct and optimize operations in alignment with mail industry best practices for effectiveness.  Our Team embeds workflow efficiencies within mailroom and courier-shuttle services that result in substantial postage cost savings to NOAA.  These refined processes and procedures will minimize costly errors while boosting output. 
Our Team knows the importance of employing the right people, along with the right processes, to surpass NOAA’s service expectations.  We will allocate a cleared Team member and back-up to meet security requirements for classified mail.  Out Team includes capable courier and shuttle staff who meet driving standards, as their function is both highly critical and visible within the NOAA community.  Accurate, on-time reporting will serve as a quality measure for NOAA to evaluate improvements in productivity as the DTI-DST Team assumes operations.  Our solution, by design, takes into account the full scope of mailroom and courier-shuttle services at NOAA, and will increase productivity, promote staff morale, cultivate professionalism, and boost cost savings to NOAA.  Table 2.0 illustrates the NOAA SOW benefits that the DTI-DST Team offers.
Table 2.0. DTI-DST Team Features and NOAA SOW Benefits
	NOAA SOW Needs
	DTI-DST Team Features
	NOAA Benefits

	· A communicative contractor who is knowledgeable about the NOAA environment
	· Extensive management capability and experience currently in place at NOAA 
	· Ongoing support from a familiar contractor
· Minimal contractor start-up time

· No learning curve

	· A contractor driven to  meet mailroom and courier-shuttle  deadlines and delivery schedules via knowledge and leadership
	· A well-thought-out Management Plan, with embedded quality check-points, targeted to meet NOAA’s needs and outstanding customer service  


	· “No-excuses”  accountability 

· Continuous process refinement

· “No-surprises” in terms of cost, schedule, or service quality
· Seasoned, solid, hands-on project management talent with the ability to lead a full-scope mail and courier-shuttle services operation 

	· A contractor who knows, from experience, how to execute a seamless phase-in operation
	· Professionals who have successfully designed and orchestrated the phase-in of people, processes, and physical assets within the mailroom industry 
	· An orderly, methodical phase-in addressing the full scope of NOAA’s contract requirements

· No contractor “hand-holding” required by NOAA

· NOAA can attend to core organizational objectives

	· A contractor focused on mail handling accountability with razor-like accuracy
	· 30+ years of combined mail facility management and demonstrated mail handling and courier expertise
	· 100% accountability for mail handling
· 100% accuracy within DTI-DST controllable mail processes 

	· A contractor who adheres to budget parameters and minimizes postage costs 
	· Mail industry professionals who employ concise, proven mail handling and courier-shuttle practices and who are familiar with USPS Regulations and cost-saving strategies
	· 100% measured postage accuracy

· Built-in cost efficiencies

· Agency cost-savings resulting from mail handling effectiveness 

	· A contractor committed to mail facility and shuttle services, on-time delivery, and customer satisfaction 
	· Staff who are best-in-class and responsive, with an aptitude for mailroom facility services and a service attitude

	· Superior, seamless and immediate mailroom and courier-shuttle services

· Courteous, careful shuttle drivers who remain cognizant of schedules
· Allows Agency to focus on core objectives 

	· A contractor that recommends innovative mail facility solutions based on industry best practices
	· An integrated team that can work together to identify and construct an innovative solution specifically designed for NOAA needs
	· NOAA assurance that the team knows its responsibilities 

· Collaborative expertise and efficiencies resulting in superior service 

· Fully-functional operation from day one

	· A contractor responsive to contract administrative requirements, including current, accurate, complete reporting statistics
	· A Management Plan that is devised to provide consistent, skilled staffing dedicated to achieving  unparalleled quality and total customer satisfaction
	· Services that are of the highest quality, on-time and within budget, that will meet or exceed NOAA’s service expectations 
· Assurance that DTI-DST is responsible and poised to provide quality services to NOAA


2.1 Project Organization

The DTI-DST Team organizational chart depicted in Exhibit 2.1 below illustrates the roles that each company will contribute to the contract.  As Prime, DTI offers the Project Manager and Mailroom Supervisor leadership personnel.  DST, as Sub, offers Safety Quality Control Monitor (Safety QC Monitor) and Assistant Mailroom Supervisor professionals.  These highly qualified individuals, all of whom are known for their effective leadership talent and subject matter expertise in the mailroom industry, will add strategic benefit to the NOAA organization monumentally. Table 2.1 depicts the DTI-DST Team organization. 
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2.2 Personnel and Qualifications

The DTI-DST team knows that competent, experienced management and staff are at the core of any successful organization.  We also know utilizing knowledgeable personnel with industry and Agency-specific experience can help foster a seamless phase-in from one contractor to another.  Consequently, all incumbent employees will be guaranteed an interview with the DTI-DST Management Team. Each candidate will begin with a “clean-slate” during the interview process. Table 2.2 shows the steps in our hiring process.
Table 2.2. DTI-DST Team Hiring Processes & Procedures
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We realize that some incumbent employees will elect not to return to NOAA.  However, we will offer a “first rights” of refusal to incumbent NOAA employees. For incumbent NOAA employees with over five (5) years of employment, DTI will offer three (3) weeks of paid vacation after the first contract anniversary.  Employees with less than five (5) years of employment on the job will accrue vacation at a rate of two (2) weeks per year.  For open positions, we will select premium staff from the pool of DTI-DST internal employees.  

The DTI-DST Management Team will assess prospective employees’ experience and skills.  Those individuals chosen as candidates will demonstrate core personnel skills vital to success in a mail facility and courier-shuttle services environment. Once candidates have been provided Offer Letters of Employment, they will participate in continuous training sessions that serve to immerse the candidates in NOAA culture, procedures, and mail industry best practices for fulfilling contract requirements.  Table 2.2.1, which is listed on the next page, shows core personnel skills and training components. 
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2.3 Key Personnel 
A profile of the DTI-DST Team’s key personnel is listed in Table 2.3 below.  Resumes are attached in Section 5, Key Personnel. 
	Table 2.3. DTI-DST Key Personnel with NOAA SOW Experience

	Name
Company
	Proposed Position
	Brief Summary of Qualifications Relevant to Functional Area
	Credentials
	Awards

	Robert Dozier
DTI
	Project Manager
	Subject Matter Expert:

15+ years of managerial and hands-on experience as a USPS Consultant, mailroom process expert, and mailroom transition professional.
	BS Political Science/

Economics University of South Carolina


	Program and project management; Company-wide leadership and sales awards.

	Brenda Holmon

DST
	Safety

QC

Monitor
	Subject Matter Expert:

15+ years of experience in the full scope of mailroom and courier-shuttle operational activities.
	Business Administration Coursework

A&T University
	Direct mail processing award; U.S. Postal Bulk-mail Award for NE Washington, DC

	Ron
Gibson

DTI
	Mailroom Supervisor
	Subject Matter Expert:

10 years of managerial and hands-on experience as a mailroom process expert.
	High School Diploma
	None

	Darrell
Simms

DST
	Assistant Mailroom Supervisor


	7 years Mail Management Experience.
	High School Diploma

	None


2.4 Hours of Operation

The DTI-DST Team will provide mail and courier-shuttle support services during NOAA’s core operating hours, from 8:00 am to 4:30 pm, except for Federal holidays.  

2.5 Overtime

The DTI-Team will ensure personnel are available, as necessary, to work hours outside of NOAA’s core operating hours. These personnel will be notified of the requirement for overtime via the Team’s mailroom management.  

2.6 Replacement and Transfer Personnel  


Building a professional, cohesive team in a cordial, productive work environment is one of the goals of DTI-DST management. To ensure uninterrupted service, we utilize cross-training as an effective tool to promote skill development, coordination, and teamwork. In the event that an employee is transferred or otherwise absent, cross-training allows us to source experienced employees from our NOAA Mailroom and Courier-shuttle Service Team, shortening the learning curve and mitigating disruption of service.  Table 2.6 displays the benefits of DTI-DST Team cross-training.

Table 2.6. Benefits of Cross-Training
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The Mailroom Supervisor will provide verbal and written notification to the COTR if we substitute or transfer our personnel because of employee illness, vacation, training, or position vacancy.  The COTR will receive a telephone call and e-mail message from the PM detailing the circumstances of the change.  To this end, all backup personnel will be competent and fully trained as our primary personnel. 

2.7 Health and Safety


Our drivers will be trained on how to adhere to safety and the USPS regulations, guidelines and best practices, as well as how to provide expeditious, appropriate, and courteous customer service.  Moreover, they will be required to dress neatly with recognizable uniforms and name badges for ease of identification. 


DTI will provide written assurances to NOAA that all drivers/couriers on this contract are trained on the locations, contact preferences, sorting procedures, routes, and directions to Agency facilities.  DTI will screen all personnel to ensure employees:

· Have no theft or felony convictions;

· Are physically able to perform all required duties and tasks;

· Possess the proper knowledge of load safety as well as cargo security procedures;

· Speak and read English well enough to communicate effectively with the general public and NOAA internal customers, understand highway traffic laws and traffic signals, respond intelligently to official questions, utilize the technology associated with the DTI-DST solution, and be able to make accurate and legible entries on reports and records; and
· Maintain good driving records and adhere to vehicle safety rules, regulations, and practices. 
· The DTI-DST Management Team will review the driving record of all drivers quarterly.
The DTI-DST Team will provide skilled, licensed drivers to perform the services of a shuttle driver.  The driver will have gone through a driving screening review, his/her current driving record will have been reviewed and verified and a copy of the driver’s license will be kept on file.  The drivers will be covered under our automobile insurance as insured drivers to drive the government furnished vehicle and the vehicle provided by the Team.


Each shuttle driver will have the responsibility of maintaining a driver manifest (for receipt of signatures on delivery), shuttle mileage reporting forms, and maintenance reporting sheets.  Accident report forms will be maintained in each vehicle for ready access in the case of an accident.


The driving record of each driver will be provided to the COTR upon request annually and semi-annually if required. If an employee experiences an accident, then he or she will be required to take a drug test.  Moreover, if an employee has more than two (2) accidents in the same year, he or she will be temporarily assigned from driver to mail clerk.  The DTI-DST Team offers drivers who do not maintain a satisfactory driving record a corrective action program.  Those who do not successfully complete the corrective action program are subject to termination.  


The DTI-DST Management Team will require background investigations on all personnel. Any detrimental findings surfacing from such investigations will impact the staffing decision-making process of DTI-DST Management.  As part of the company’s Security and Safety Program, DTI will provide security and theft-prevention training to all staff to ensure proper procedures concerning personnel, property, equipment, and the environment.  We will ensure that these procedures are adhered to and that all employees are aware of the Federal and State Laws, as well as, the associated penalties for tampering with or otherwise improper handling of the USPS mail.  The following safety and security policies will be mandated among delivery drivers:

· Unattended trucks will be locked at all times;

· Hand trucks will be utilized for deliveries and pickups;

· Drivers must remain aware and vigilant to assist in the identification and prosecution of offenders;
· Classified mail should be handled in accordance with security procedures and safety guidelines.
2.8 Contractor Attire and ID Badges

All Team mailroom and courier-shuttle personnel will wear a standard company uniform that will clearly identify employees as members of the DTI-DST Team’s mail handling and courier-shuttle staff.  Uniforms will be clean and in good repair to maintain a professional appearance at all times.  The Team’s personnel will also display a contractor identification badge at all times.  The DTI-DST Team’s Program Manager will work closely with the COTR to ensure that all personnel complete the online security tests and submit the test results along with NOAA Form 65-8 to the COTR within the two (2) business days after contract award.  Additionally, the Team’s staff will be required to produce copies of “state-issued” identification (Valid Drivers License) upon request of the COTR.


Staff communication devices will be provided for all delivery and courier-shuttle personnel.  How these devices will be utilized is detailed later in the proposal.
2.9 Phase-In/Phase-Out Operation

The DTI-DST Team envisions a thorough and seamless phase-in of staff, processes, and procedures in alignment with the objectives of the NOAA Mailroom and Courier-Shuttle Services operation.  The critical success elements of a successful phase-in are as follows:

· Consistent Communication Across All Levels
· NOAA Mission Critical Tasks/Deliverables Schedule
· Staffing/Orientation/Training
Our Team understands the importance of establishing and maintaining consistent, open communications with key stakeholders at NOAA. We will work as partners with the CO and COTR to ensure that all requirements and deliverables are met to exceed service expectations.  Our PM, Safety Quality Control Monitor, and Mailroom Supervisor will meet with the CO and COTR to discuss tasks and details, from contractual, organizational, and operational aspects, concerning mail and courier-shuttle service requirements.  We will also review DTI-DST’s Quality Control and Management Plans with the CO and COTR to ensure that all critical factors of the NOAA mailroom and courier-shuttle services are addressed.  Lastly, we will also request information on NOAA’s scope and breadth of various authority levels and areas of responsibility.  The DTI-DST Team considers it vital, as a partner with our customer, to understand and adhere to all internal policies, procedures, and chains of command.  Our Phase-In Plan in Section 3.2 expands further on the scope of NOAA phase-in activities. 
2.10 Administrative and Management Support

Our Team offers superior administrative and management support targeted to the specific needs of the NOAA organization.   
2.10.1 DTI-DST Team will ensure the excellence and timeliness of all services delivered under this contract.
 One of the key tenets of the DTI-DST Team is that competent, experienced management and staff serves as the foundation of any successful organization.  Providing high quality, timely services that exceed customer expectations is contingent on understanding NOAA’s requirements.  Upon contract award, the DTI-DST Management Team will have a series of meetings with the Contracting Officer, the Contracting Officer’s Technical Representative, employees, and other key stakeholders to ensure mission critical and support continuity areas are addressed first.  Based on information derived from those meetings, the DTI-DST Team will develop, refine, and implement mailroom and courier-shuttle policies and procedures based on industry best practices; hire, train, and closely manage all mailroom and courier-shuttle staff; and create and implement a continual performance evaluation and process improvement program that will ensure that team members consistently deliver superb service and results to the NOAA community.
Because the DTI-DST Management Team incorporates both a consultative approach and hands-on executive leadership style in its day-to-day contract and staff management, we become partners with our employees, customers, and our customers’ customer.  
Our overall management philosophy and outstanding Management Team, coupled with our extensive experience in consolidating and transitioning “in-house” operations to highly efficient, quality-driven, cost-effective document processing and distribution centers, will enable us to deliver excellent Mailroom and Courier-Shuttle Support Services to NOAA on time and within budget.  
The DTI-DST Management Team is proactive in obtaining information about contract performance to include securing input from employees.  Periodically, the PM will spend one day in the field with mail and courier-shuttle staff to accurately assess operations.   
2.10.2 DTI-DST Team will ensure the currency of the staff’s technical proficiency.

To optimize the skills of our onsite staff, we will centralize the staff and ensure adequate cross-training.  Through our Cross-Training Program, we can leverage the skills among our employees, provide coverage for short-term absences, and provide cleared personnel where required.

We will continue to add technology and value-added services to satisfy NOAA requirements as they emerge. As regulations change and new technologies are introduced, we will make “process” recommendations and provide educational information to ensure that NOAA is utilizing state-of-the-art technology to improve productivity and pay the lowest possible cost without sacrificing service.

Managers will also implement a Continuous Risk Management Program.  This program provides continuous training and risk mitigation factors conducive to the mail industry to ensure all mailroom staff maintain the requisite training certificates and licensing, as well as, perform tasks utilizing proactive, preventive strategies by constantly honing their skills and broadening their knowledge of the mailroom operation and the mail and service delivery industry as a whole. DTI managers will closely monitor the development and implementation of its Cross-Training and Continuous Risk Programs.  These programs are designed to sustain the staff’s ability to operate at optimal levels, while providing the PM with increased flexibility when deploying personnel resources.
2.10.3 DTI-DST Team will maintain adequate staffing levels and the appropriate skill mix, including analyzing current and future needs.

As mentioned earlier, the DTI-DST Team will optimize the skills of our onsite staff by centralizing and cross-training our staff, which will enable us to balance the skills among employees, provide coverage for short-term absences, and reduce our overall cost to NOAA.  Our extensive mailroom and courier-shuttle expertise allows us to: (1) quickly discern customer current and future requirements; (2) accurately determine staffing levels and skill mix to satisfy these requirements, and (3) quickly identify changes in requirements and the requisite staffing changes that must accompany these requirement shifts.   The PM will work closely with the COTR to forecast new or changes in the contract requirements with sufficient lead time to “right-size” the staff to ensure all requirements are fully satisfied.  Additionally, to address any unforeseen surges in requirements, the DTI-DST Team maintains relationships with mailing houses and mail temporary staffing agencies to serve as staff sources when additional requirements arise that do not require a secret clearance replacement.
2.10.4 Apply sound personnel management practices to ensure staff diversity, minimize personnel turnover, and motivate a professional, adequately-trained staff.


The DTI-DST Team incorporates continual two-way communication into day-to-day contract management which will allow team managers and staff members to pool their synergies and competencies, as well as, enable staff members to fully understand the full impact of their job function on the customer and on the overall success of the contract.  Managers will work diligently to create and implement a Team Motivational Program to ensure that morale levels are high, that each and every employee understands their value and contribution to the overall success of the effort, and to ensure that outstanding team contributions are recognized.  As managers and employees become “partners,” a unified team will emerge that takes pride in delivering top-notch services to the NOAA community.  

The DTI-DST Management Team knows people make organizations successful.  We don’t hire employees to fill a position; we hire employees to become long-term partners with our team and customers.  Our employees have chosen to merge their goals with those of our company and our customer.  They know hard work, passion, and a commitment to excellence is what propels them, our company, and our customer for success. 


Consequently, we strongly believe in staff development and providing opportunities for all employees to broaden their knowledge base through traditional (classroom/seminars) and non-traditional training (e.g. cross-training/on-the-job training) methods.  Staff development and training, coupled with incentive awards and quarterly recognitions (i.e. top producer, most innovative idea to boost production and/or cut costs, Star Quality Customer Service, etc.) will build and maintain employee morale as well as encourage our employee colleagues to enjoy long tenured careers within our company – thereby providing our customers with outstanding, committed personnel ready to deliver top quality services to NOAA.

2.10.5 Attend weekly or on-call meetings with the COTR to discuss work status, performance standards, issues/concerns/problems and overall contract performance.

Our Mailroom Supervisor will provide the COTR weekly with data from the metered mail machine indicating postage usage by departments.  The PM will receive a copy for statistics purposes. During the daily and weekly communications, the PM will provide the COTR with a preliminary report on work status and deliverables, performance measures, and milestones. At our monthly meetings, a narrative or secondary report will be delivered that will provide an additional layer of detail as well as concise summaries including all issues, assumptions, recommendations, rationales, and assessments, which will serve as a tool to channel current and future planning and strategic initiatives.  
2.10.6 Provide input regarding new operating procedures for consideration by the Government.

Upon contract award, the DTI-DST Team will conduct document fulfillment, workflow, productivity, and equipment analyses within NOAA’s existing mailroom and courier-shuttle service operations to fully detail the Agency’s current policies, procedures, practices, and methodologies, and compare and contrast those findings with current and future requirements.  Upon completing this analysis, if necessary, our team will propose revised mailroom, courier-shuttle, and technological processes, policies and procedures, and methodologies based on industry best practices and the DTI-DST Team’s mailroom and courier-shuttle experience within other Federal and commercial organizations.  Moreover, we will develop and implement a Mailroom and Courier-shuttle Policies, Procedures, and Methodologies Manual; and develop a Technology Manual that combines hands-on, how-to and proactive, preventive maintenance equipment information. We will also create and implement a continual performance evaluation and process improvement program, as well as, provide ongoing performance statistical analysis to the Contracting Officer’s Technical Representative.  As regulations change and new technologies are introduced, our goal is to provide practical, educational information to NOAA to ensure that the Agency is attaining the highest cost-savings possible without sacrificing service. We are confident that DTI-DST’s product recommendations and implementation, as well as, the proposed workflow process improvements and innovations, will serve to streamline NOAA’s mail and courier-shuttle operations.

2.10.7 In addition to the reports listed in Section C.12 Reporting, the Contractor shall provide various ad hoc documentation in the form of reports, surveys and studies to the Government COTR as requested.  [Approximately 40 hours annually may be needed for these ad hoc reports, surveys and studies.]

Our Mailroom Supervisor will provide the COTR with data from metered mail machines. Moreover, the PM will work with the Mailroom Supervisor to provide the COTR with additional reports and analyses based upon the ongoing operational statistics or forecasts of future workload information.  Whenever practical, DTI will incorporate the data contained ad hoc reports into the standard status reports.  

2.11 Mailroom Services 
The DTI-DST Team proposes to operate a dedicated, full-service mail-processing center, offering NOAA the following services: 

· Presort Mail
· Mail received from Agency users and through distribution will be presorted either by three, five, or nine-digit zip codes

· Mail will be metered with the best pre-sort rate depending upon pieces of the same location and size

· Document Insertion (hand prepared) for the Creation and Processing of Flat(s) Mail Pieces

· Quality Assurance & Quality Control 
· Routing Codes
· Each mail clerk will be familiar with the unique alpha-numeric codes assigned to each NOAA office, NOAA ship field office, and users within the NOAA

· Mail Security Program 

2.11.1 Pickup/deliver mail twice daily, before 11:00 a.m. and between 2:00-2:30 p.m., at each mailstop in each SSMC building and in accordance with Section C, Exhibit 3 for the WWB schedule; sorting internal mail for delivery en route as appropriate.  [An average of 500 pieces of mail are delivered on each run.]

Mail pickups and deliveries will be performed at a minimum of twice daily, with a third service provided at some office locations.  Shuttle schedule runs 1 and 2 will be performed twice daily and run schedule 3 will be performed 3 times daily.  Drop off and pick-ups will be hit three times daily for the following locations:

· Orkand Building on Georgia Avenue

· AT&T Building located on Colesville Road

· Century XXI Building located in Germantown, Maryland

First pickup and delivery will occur in the AM hours with a second or third trip after 12:00 noon.  Our service expectation is guaranteed same day service for interoffice locations on our scheduled routes. By allowing our delivery personnel to assist in sorting interoffice envelopes and packages, we can reduce the processing time for delivery.

Interoffice mail will be sorted and dispatched within a 2-3 hour window after receipt of mail each workday.  We will provide delivery and pickup services for interoffice envelopes and packages. The service enhancements to NOAA are: 

· Delivery of incoming express mail with scheduled delivery runs;
· Pick-up and processing of outgoing mail; and 

· Same-day service processing. 
2.11.2 Sort by class, meter (with proper postage and line office designator), and prepare all outgoing mail for pickup in accordance with USPS or NOAA regulations, including necessary paperwork for certified/registered mail and express courier mail/packages, as appropriate.  [An average of 30,000 pieces of mail are metered on a monthly basis.]

DTI will provide postage-metering services for NOAA mail through the mail-processing center.  All U.S. mail will be sent first-class unless otherwise requested. Additional services will include:

· Registered & Certified Mail – Receipt from USPS.
· Mail will be received in a mail bag.  The clerk will review the receipt to ensure the number on the bag matches the number on the sheet.

· Bag will be signed for and all pieces in the bag will be received and checked against the summary sheet located in the bag.

· Items in the bag not logged in on summary sheet will be added to the sheet (written in a different color ink).

· Notice(s) of COD will be forwarded to the appropriate office.

· Sort mail by location, attached required or certified receipt to each piece, recording information on delivery sheet.

· Place mail in bin or bag.  Sheet will be signed and returned to mail room.

· Registered & Certified Mail – Outgoing to USPS.
· All mailed will be secured.  

· If mail pieces have return receipts attached (PS 3811), mail clerks will ensure that Section 4 of the box is completed by inserting a certified and/or registered number.
· If mail pieces are received without a return receipt, a standard mailroom requisition and number will be inserted into the receipt box of Section 4.

· Mail pieces received via outgoing mail with or without a return receipt will be assigned a standard receipt number supplied to the mailroom by USPS.  All international mail is prepared via PS Form 2865.  Each mailroom has a block of requisitioning numbers supplied by USPS.
· The Manifold Registry Dispatch Book, the Registered Firm Mailing Books, and the Certified Firm Mailing Book will be used as specified in the RFP.  

· Seals supplied by the USPS will be used to secure mailbags. The seal number will be recorded.
· Sorting. Mail will be sorted using unique office codes that represent recipients and their location.  If an incomplete address is given, this mail is forwarded to the mail locator clerk for research to establish the correct off code for delivery. Each Agency department will be charged the discounted rate for pre-sorted mail. However, the rate may vary depending on the quantity of mail pieces. Mail will be sorted by Zip+4, 5, or 9-digit sort to obtain the best possible lowest discounted Presort rate.  
· Metering. Mail received from other offices will be sorted by piece, size, weight, and Agency.  Proper postage will be applied accordingly.  Each Agency’s mail will be metered under Agency codes.  Weekly a meter tracking report will be provided to the COTR.  The report will show postage usage for each Agency.

· Mail Locator. Utilizing one of the DTI-DST Team’s mail clerks, all mail that is received without complete addresses, full recipient names, and incomplete mail stop codes will be researched.  The use of e-mail updates, and memo changes will also be used to accurately record office codes for delivery.

· International Mail. International mail will be processed by country and zone and separated into two types:

· Letter Mail. Mail will be weighed, verified by the mail clerk, and grouped together.   International mail will be bagged and given to the outside contractor for delivery procedures.  
· Printed Matter. Mail clerk will sign pickup receipt by the contractor, the contractor’s mail form, and the shipment manifest weekly.  

· Confirmation Signatures.  All registered, certified, classified, and International mail will receive appropriate confirmation signatures and return receipts. Receipt copies shall be sent to the COTR or his/his appointed designee.
· Presort. DTI will prepare the mail pieces for Presort rates, acquiring the lowest postage rates for First Class mail.  As a suggestion, the DTI-DST Team has the ability to automate Presort mail according to Zip Code for the USPS. The addition of a Post Net bar code and correct format of addressees will increase the Postal USPS Services’ mail handling efficiency which, in turn, will reduce NOAA’s postage cost. Implementing this innovative solution can be discussed after contract award and is not currently included in our cost proposal.
2.11.3 Sort all incoming mail by routing code and place in appropriate bins for delivery no more than eight (8) working hours after receipt; handling certified/registered mail in accordance with USPS regulations. Contractor is to look up routing codes, through on-line services or with hard copies, and place on incoming mail that does not have it. If routing codes are not available, contractor is to deliver according to address (i.e., building/room number, name or other accepted methods of delivery).  

As previously mentioned, our staff will provide daily pick-ups and deliveries of Agency mail in accordance with established times and schedules as described in the RFP.  Pickup and delivery service of interoffice mail will be processed as scheduled runs by the mail clerk messengers. 

All mail will be processed and delivered within an eight (8)-hour workday after receipt of the mail.  Drivers will organize their mail in accordance to delivery schedule.  All priority deliveries will be performed in sync with regularly scheduled mail deliveries.

Interoffice mail will be sorted and dispatched within the eight (8)-hour workday. Mail to be delivered by the drivers will be pulled from bin sorts, bundled, and labeled by office code.
The DTI-DST Team is fully versed in postal regulations and mail handling requirements.  Our Mailroom Supervisor will ensure that mail and parcels are handled in accordance with NOAA, Federal, and state requirements.  Additionally, all mailroom staff will be trained in verifying Agency address information by utilizing the intranet personnel directory and hard copy listings to increase the likelihood that misaddressed mail will reach its intended destination on the first delivery attempt. In the event that routing codes are not available, mail will be delivered by the use of building, room number or name.  If a telephone number is provided, the courier driver will contact the recipient for address verifications. 
2.11.4 Place all mail addressed to NOAA facilities outside the SSMC complex in designated mailbags/mail bins for delivery by shuttle drivers.  

Our driver will provide a minimum of two daily pick-ups and deliveries of Agency mail in accordance with established times and schedules. Mail addressed to NOAA facilities outside the Silver Spring Metro Complex (SSMC) will be placed in mailbags/bins for delivery by the scheduled drivers. 

2.11.5 Sort all incoming external and internal mail by non-government SSMC occupants (NOAA Contractors) and hold for pickup by contractor from service window. [Includes, but is not limited to: child care/day center, fitness center, cafeterias, health unit, Foulger-Pratt (landlord), etc.]

Our staff will sort all incoming external and internal mail by non-government SSMC occupants (NOAA Contractors) and hold for pickup by the contractor from the service window.  Mail held will include, but is not limited to, items addressed to the child care/day care center, fitness center, cafeterias, health unit, and Foulger-Pratt (landlord).
2.11.6 Deliver boxes weighing less than 25 pounds to floor mail stations; boxes over 25 pounds, or two or more boxes to same person, deliver directly to individual’s work area. [Approximately 5 deliveries a week are made between mail runs.]

Our mailroom staff will have the ability to lift and deliver boxes weighing less than twenty-five (25) pounds to floor mail stations; boxes over twenty-five (25) pounds, or two or more boxes to the same person, will be delivered directly to the individual’s work area by the use of contractor-provided hand trucks.

2.11.7 Separate and prepare international mail and registered/certified mails in accordance with established procedures presented in Section C, Exhibit 4.  

As previously referenced in section 2.11.2, our mail staff will separate and prepare international mail and registered/certified mail in accordance with established procedures.  International mail will be processed by country and zone and separated into two types:

· Letter Mail. Mail will be weighed, postal rate established, and placed together.  International mail will be bagged and given to the outside contractor for delivery procedures.
· Printed Matter. Mail clerk will sign pickup receipt by the contractor, the contractor’s mail form, and the shipment manifest weekly. Receipt copies shall be sent to the COTR or his or her appointed designee. 

2.11.8 Operate, trouble-shoot and perform equipment maintenance in accordance with Operator’s manuals. [NOTE: Operator only maintenance.]

Minor maintenance concerns will be performed by each DTI-DST Team mail clerk through the use of the Operator’s manual for the affected equipment.  Maintenance problems beyond that scope will be handled by the equipment vendor. On Government Furnished Equipment (GFE), the COTR will be notified as appropriate.  
2.11.9 Provide the Government with the servicing vendor’s certificate of inspection of the postage meters (currently National Mailing Systems).


We will operate and manage NOAA’s GFE vendor(s) and maintain the service certificate(s) of inspection after the Team has its first on-site equipment inspection.  
2.11.10 Look up mail with no routing code and deliver no later than two days after receipt.

Mail that is received through “look-up” will be processed within a 48-hour turn-around period.  Mail that is unidentifiable will be forwarded to the COTR for review and guidance.  We propose if the Agency listing could be updated and controlled by the Team, this would improve the quality and deliverability of the mailing address.  

For mail pieces that require DTI-DST staff to perform individual address look-up, the Mailroom Supervisor will implement expedited delivery procedures.  The service expectation for mail within this program is no later than two (2) business days within forty-eight (48) hours after receipt.  
2.11.11 Return non-deliverable mail in accordance with USPS regulations or procedures established by NOAA. [NOTE: Present USPS regulations allow only 1st Class mail to be returned to the sender.  The Contractor is to take all other non-deliverable mail classes to the recycle center as necessary.  Recycle center is currently located at 9001 Brookville Road, Silver Spring, MD.]

Non-deliverable mail or “unclaimed mail” will be taken to the recycle center after it has been reviewed to ensure the addressee is not an Agency member.  These items include:  First Class Presort bulk rate mail; Editorials and Sales Newsletters and Magazines.
First-class, non-deliverable mail is returned to the USPS in accordance with mail regulations.  
2.11.12 Accept distribution jobs for metering and pickup by the USPS and for delivery by mail clerks and shuttle drivers:  

· Recount each piece of mail received, signing receipt log

· Reconcile differences as necessary


All distribution mailing jobs will be received by the meter clerk and metered in accordance to weight.  All items received through the distribution unit will be counted, including address labels, prior to the start of the job.  All shortages will be discussed prior to the start of the job.  Discrepancies in the mail piece count will be annotated on the receipt.  Once in agreement, the job order will be signed.  Any additional parts or pieces for the job shall be discussed by the user with the Team leader.  All mail will be prepared and metered for pick-up by the USPS in accordance to mail schedules for the NOAA mail center. 
2.11.13 Prepare reports as stated in Section C.12 Reporting.  


The DTI-DST Team will prepare reports as described in Section 2.10.7, Reporting.  A more detailed discussion of Reporting can be found in Section 2.13 of this proposal.
2.12 Courier/Shuttle Services


The DTI-DST Team will provide a full service courier-shuttle service that will be flexible to completely satisfy all NOAA requirements.  We will provide courier-shuttle services to all established NOAA routes through the use of dedicated personnel and vehicles specifically assigned to accomplish time-sensitive pick-up and delivery of standard and specialized mail.
The DTI-DST Team will provide skilled licensed drivers to perform the services of shuttle and light truck drivers. As mentioned earlier, the driving record of each driver will be provided to the COTR upon request, annually and semi-annually, if required. 
Our existing driver(s) will go through a driving screening review, his/her current driving record will be reviewed and verified, and a copy of the driver license will be kept on file. All drivers will be covered under our automobile insurance policy.  
Daily pick-ups and deliveries will be performed by the drivers to include lifting and transporting boxes ranging in sizes up to 70 pounds in weight. A secret-cleared driver will process classified mail and classified cables in accordance with security procedures. Classified mail will be signed for and routed in accordance with the mail handling security procedures and NOAA policies. 

Schedule runs one (1) and two (2) will be performed twice daily and schedule run three (3) will be performed three (3) times daily. Drop off and pick-ups will be hit three (3) times daily for the following locations on run one (1):

· Orkand Building on Georgia Avenue;

· AT&T Building located on Colesville Road; and

· Century XXI Building located in Germantown, Maryland.
The assigned run three (3) driver and back-up driver will be a cleared candidate and possess a “secret” clearance as required by NOAA. All classified mail and cables will be signed for upon pick up and a receipt will be provided to the designated NOAA official. If classified mail is not delivered to the recipient on the day of receipt, the mail will be returned to the mail center and placed in a secured locked area. The COTR will be notified of the reason for non-delivery and this mail will be delivered on the next business day, first delivery scheduled run. Upon the delivery of classified “cables,” deliveries to the U.S. Department of Commerce, Room 6228 will be handled in accordance to instructions provided by the COTR (yet to be detailed). 

Each shuttle driver(s) will be assessed to ensure their capability of handling all priority mail picked up from the Communications Center, DOC Human Resources, Credit Union, as well as “special pouches,” picked up from mailrooms at DOC and NOAA, including:

· Black pouch will be picked up and delivered between the Logistics Staff office located in SSMC 4 and the Office of Finance & Administration located in the Herbert C. Hoover Building (HCHB);

· Red pouch mail will be picked-up and delivered between the Human Resource Management Office located in the SSMC 4 and the Office of Finance & Administration located in HCHB; or the National Weather Service located in the SSMC 2 Building.
· Blue pouch mail, depending upon the attached deliver destination request, will be picked up and delivered between the Office of the Chief Administration Officer in SSMC 4 Building and the Office of Finance & Administration located in HCHB; the Executive Secretariat office in HCHB and the National Ocean Service located in SSMC 4, the Office of Global Programs located in the Wayne Avenue Building, the National Fisheries Services located in the SSMC 4 Building. 

· White mail pouches and some blue pouch mail will be picked-up and delivered between Acquisition Management Division located in the SSMC 4 Building and the DOC Office of General Council and ITC;

· Gold pouch mail will be picked up and delivered between the Executive Secretariat Office in the HCHB and the Office of NOAA Commissioned Corps in SSMC 3 Building.

Each light truck driver will have the responsibility of maintaining shuttle mileage forms/maintenance reporting sheets as well as a driver’s daily manifest (for receipt of customer signatures on delivery).  Accident Report forms will be maintained in each vehicle and readily accessible in the case of an accident.
A magnetic, removable contractor sign will be affixed to the interior of all vehicles for easy identification.  Vehicle inspections, maintenance and cleanliness will be performed. Any and all concerns with vehicles will be reported to the Project Manager and Mailroom Supervisor for follow-up with the COTR on GF vehicles and with Mailroom Supervisor for contractor-furnished vehicles.  Vehicle maintenance history reports will be maintained and kept on file for review by the Agency’s point of contact when requested. All vehicle maintenance problems will be discussed with the COTR and resolved the same day, if possible. Contractor furnished vehicles that are to be taken out of service will be replaced with a back-up vehicle until the vehicle is repaired as required by contract. Gas purchases for government-furnished vehicles will be purchased with government-provided gas credit cards and recorded on the daily driver’s manifest.  At the end of the day, each light truck driver is responsible for parking his/her vehicle in any empty space in Garage #58.  The DST-DTI Team will ensure that our light truck drivers are aware that parking in any other unauthorized spaces will result in ticketing at our cost.

The DTI-DST Team will provide each driver with a direct connect Nextel mobile phone. The Mailroom Supervisor can contact the driver for emergency pick-ups and/or changes in delivery schedules. 
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2.13 Reporting

As required, the DTI-DST Team will provide daily, weekly, biweekly, monthly, quarterly, and annually reports.  

2.13.1 Mailroom Services
All reports will be submitted to the COTR within the format and timeframes specified for each report as stated in the RFP.
2.13.2 Weekly Report

The DTI and DST Team will provide tracking and reporting of metered mail on each piece of equipment by detailing its location and serial number. The postage beginning dollar amount, funds added, and ending postage dollar amount will be provided. This report will be submitted to the COTR by 12:00 noon on Monday or the first business day.  
2.13.3 Bi-Weekly Report

The Bi-Weekly Report will provide data collected for the prior 10 business days.  The DTI-DST Team utilizes established processes based on mailing industry standards to set consumable inventory levels and project usage and required reorder points.  The DTI reorder calculations factor both on-hand supplies and delivery lead times to ensure that no consumable will ever reach a zero quantity.

On a bi-weekly basis, the DTI-DST Team will report current consumable inventory levels, utilizing a color code scheme to enable the COTR to quickly identify the status for all consumables.  Items shown in GREEN are projected to be sufficient to last for at least 30 business days; YELLOW indicates a 15 business day supply; and RED indicates 5 or fewer business day supply.  All items shown in RED will also provide reorder data, to include order date and estimated delivery date for the items on order.  The report will be submitted to the COTR by COB of the first work day after the end of the inventory period.     
2.13.4 Monthly Reports


All monthly reports, including Service Call Status, Inventory, and Postage Meter Readings/Weekly reports will be provided to the COTR by the fifth working day after the COB of the last working day of the preceding month as required in the RFP.
2.13.5 Shuttle Services Weekly Reports

The DTI-DST Team understands and is prepared to provide weekly shuttle services reports by no later than noon on the first business day of each week.  These reports are described as follows:

· Daily Shuttle Mileage/Maintenance Sheets.  This report will include a daily log of each run with beginning and ending mileage, number of miles, and total mileage.  Desk deliveries will be initialed on the driver’s manifest by the recipient.  Individual maintenance sheets for each vehicle will be completed by the driver on a daily basis. 

· Daily Shuttle Log Sheets.  These log sheets are the originals that are signed at each delivery point by the NOAA customer.  Logs from the WWB shuttle route are included.  The shuttle driver will also complete a daily maintenance log for his/her vehicle.
2.13.6 Other Required Reports
The DTI-DST Team will provide other required reports as defined below:
2.13.6.1 Administrative Report

All administrative reports will be submitted to the COTR no later than five (5) working days after the COB of the last working day of the proceeding month.
2.13.6.2 Accident Reports

All Accident Reports will be reported verbally to the COTR within one (1) work hour of the incident.  Detailed written reports will be delivered to the COTR prior to the close of the next business day.  The written report will detail all bodily injuries and property and/or equipment damage.  Additionally, the report will provide follow-up actions required to resolve issues resulting from the accident (i.e. vehicle or equipment replacement, staffing status, etc.).
2.14 Quality Control 
It is DTI-DST policy that all contract operations be conducted within the framework of an overall Quality Control Plan (QCP) that provides the plans, procedures and practices by which we execute operational, performance-driven program management of our people, processes, and physical assets for the Mailroom and Courier-Shuttle Support Services contract. Safety is of paramount concern in our Mailroom and Courier-Shuttle Operations.  As such, we will ensure that Agency regular mail (which is delivered on site) is properly marked and bundled for accurate and safe delivery by drivers to NOAA offices.  Special mail will be delivered in locked bags, and sensitive mail will be accurately recorded and signatures received.  During inclement weather, all mail will be delivered in plastic or weather-solvent containers for handling safety.  All international mail will be picked up by an outside contractor.
It is critical to our success that this plan is sufficiently comprehensive and detailed to provide instructions that guide and shape our operations. We are particularly attuned to the need to balance the requirements for: 

· Development of a qualified and motivated work force. 

· Development of mailroom standardized operating processes that embed quality control procedures at the working level. 
· Execution of a comprehensive internal program of self inspection and performance evaluation that builds quality into our work as it progresses and is not “bolted on” to the end of completed work. 
· Collection and analysis of customer feedback that ensures close alignment of the quality of work performed with customer requirements and expectations.
These four imperatives form the two principal pillars of our QCP. The function of the other elements of the QCP is to hold these main objectives in balance and alignment to achieve consistent, high quality performance in an environment of dynamic change.  Our Team’s detailed Quality Control Plan is described in Section 3.3.  
2.15 Summary of Exceptions and Deviations

Table 2.15. DTI-DST Summary of Exceptions and Deviations

	DTI-DST’s exceptions to the terms and conditions involve acquiring specific information about mail backlog and equipment.  Our exceptions are listed below.
· Mail backlog concerns will need to be identified and all issues resolved by the previous incumbent prior to contract start date.

· Equipment inventory and condition coding needs to be revealed prior to contract start date.

· Any experienced downtime concerning government-furnished vehicles and equipment needs to be disclosed.
Once we receive information concerning the above three (3) exceptions, our team stands fully capable and prepared to implement our NOAA services solution at the start of fiscal year 2006 (October 1, 2005). 


3.0 TECHNICAL REQUIREMENTS
3.1 Management Plan
The proposed DTI-DST Team Mailroom Supervisor will be the “single face” to NOAA daily, day-to-day oversight of Mailroom and Courier-Shuttle Services.  The PM, who offers NOAA a wealth of mailroom and courier-shuttle industry expertise in areas such as employee staffing, training, and functional proficiency, will provide hands-on superior contract management, high productivity, customer relations.  The Safety QC Monitor, also a highly seasoned, qualified expert in mailroom and courier-shuttle operations, will ensure the quality and on-time delivery of all services delivered under this contract. 

The DTI-DST Team has a proven, effective, low-risk project management approach for providing Mailroom and Shuttle-Courier Services for NOAA.  Our approach clearly defines project planning, management, monitoring, control, and scheduling activities as well as lines of authority and operational responsibility.  Our effective management approach will:
· Ensure high productivity and timeliness of all products and services delivered to NOAA under this contract;
· Promote the staff's functional proficiency;
· Exercise sound financial control over all aspects of contract management and performance;
· Maintain adequate staffing levels and appropriate skill mix, including analyzing current and future staffing needs;
· Apply sound personnel management practices to reward and motivate a professional, cross-trained staff;
· Create efficiencies within the NOAA mailroom and courier-shuttle services, resulting in a highly effective and responsive operation.
The PM, in collaboration with the Safety QC Monitor, will provide the breadth and depth of daily management and oversight for the DTI-DST Team to ensure that service delivery meets performance standards and exceeds NOAA’s expectations.  Table 3.1 on the following pages details our Management Plan.
Table 3.1. The DTI-DST Team’s NOAA Management Plan

	Service Element
	DTI-DST 
Management Objective
	Action Items

	Seamless Phase-In 
	Achieve complete staffing before the end of Phase-In
	Review incumbent and proposed staffing with COTR prior to Phase-In

	DTI-DST Management 
	Develop specific SOPs in conjunction with NOAA mail procedures and processes
	Discuss and review of SOPs with COTR

	Reporting
	Delivery of accurate and timely project reports (daily, weekly, biweekly, monthly, quarterly, yearly) 
	Review all reports with COTR 

	Experienced Staff
	Guarantee of full staffing daily
	Monitor staff attendance and performance

	Administrative Management
	Timely, accurate, outstanding deliverables 
	Submit and review all status and monthly progress reports by the 15th of each month to CO and COTR 

	Quality Assurance
	Quality Control Plan Implementation
	Employ preventive and corrective QC actions

	Continuous Risk Management Plan
	Risk Management Plan is in place at end of Phase-In and program risks are adequately identified, assessed, and mitigated
	Review Continuous Risk Management plan with COTR at end of transition

	Mail Piece Counts

	Ensure all incoming, outgoing, and special mail is counted accurately 
	Submit accurate report of equipment data counts to COTR

	Postage Accuracy
	Ensure complete attentiveness to accurate postage metering 
	Submit accurate report of postage dollar value to COTR


Table 3.1. The DTI-DST Team’s NOAA Management Plan (Continued)
	Service Element
	DTI-DST 
Management Objective
	Action Items

	Mailroom Organization
	Maintains accurate labeling of sorting bins, mail delivery carts, organizational changes, and inventory 
	Ensure on-time, first-time delivery attempt 

	Mailroom Cleanliness
	Maintains a clean and safe work environment
	SQCM conducts scheduled and unscheduled inspections

	Proactiveness
	Becomes familiarized with NOAA’s mail peaks and lows
	Routinely monitors monthly trends 

	Detail-Orientation
	Continuous cross-training
	Reduces errors and prevents stagnation

	Customer Service
	Tasks are performed in a polite, helpful spirit of cooperation and service
	Ensure responsiveness to customer inquiries


3.2 Phase-In/Phase Out Plan

The DTI-DST Team knows when a new contractor takes over an existing contract within a Federal Agency, the phase-in period can disrupt established operations and customer service if phase-in procedures and practices have not been carefully identified, strategically planned, and executed thoroughly.  To mitigate potential phase-in issues, our team has devised a Phase-In/Phase Out Plan, as shown in Table 3.2.
Table 3.2. DTI-DST Phase-In/Phase Out Plan
	Consistent Communication Across All Levels

	Key Tasks
	Responsibility
	Action

	Internal Phase-in Planning Meeting(s)      

Day of Contract Award

	PM, Mailroom Supervisor, Safety QC Monitor
	Review current NOAA activities, staff requirements, and delivery/deliverables schedule

	Kickoff Meeting                Day After Contract Award

	DTI-DST Principals, 

PM, Safety QC Monitor,    DTI Human Resources Manager
	Meet with CO, COTR, NOAA key stake-holders to introduce the DTI-DST Team and discuss issues/ concerns, DTI-DST and NOAA policies and guidelines

	DTI-DST Management Team Meetings with NOAA       On-Going Basis
	PM

Safety QC Monitor

	DTI-DST Management Team will conduct frequent visits/ meetings with CO, COTR and staff  to ensure delivery of outstanding perfor-mance and customer service, high quality of work, and troubleshooting


Table 3.2. DTI-DST Phase-In/Phase Out Plan (Continued)
	NOAA Mission Critical Tasks / Deliverables Schedule

	Key Tasks
	Responsibility
	Action

	Contract Overview           24-48 hours of Contract Award 
	DTI-DST Principals, 

PM, Safety QC Monitor    
	Meet with the CO, COTR, and NOAA key stakeholders to discuss work require-ments, deadlines, delivery schedules, NOAA regulations, DTI-DST’s QC Plan

	Task Area Review          On-Going Basis 
	PM, Mailroom Supervisor, Safety QC Monitor
	Mailroom Supervisor   provides the DTI-DST Management Team with a detailed review of each task area, its activity, perfor-mance, and issues

	Staffing, Orientation & Training

	Key Tasks
	Responsibility
	Action

	Recruitment of Incumbent Staff                    Day of Contract Award
	PM, Mailroom Supervisor, DTI Human Resources Manager
	Provide contingency letters.  Maintain 98 - 100% of incumbent staff.  Hire replace-ments already screened.

	Orientation Meeting with DTI-DST Staff 

24-48 Hours after Contract Award
	DTI-DST Principals PM, Mailroom Supervisor, Safety QC Monitor,    DTI Human Resources Manager
	DTI-DST Management Team will meet with staff to discuss: 

· NOAA require-ments/critical tasks/deliverables/ NOAA and DTI-DST Team policies, procedures, guidelines

· Employment Forms/ Benefits

· Uniforms

· Safety

· Training




As you can see in Table 3.2, our approach to ensuring a smooth, proactive Phase-In encompasses the following key elements: Consistent Communication Across All Levels, NOAA Mission Critical Tasks/Deliverables Schedule, Staffing/Orientation/Training. Our Team understands the importance of establishing and maintaining consistent communication with all key stakeholders at NOAA. Consequently, we will work very closely with the CO and COTR to ensure that all requirements and deliverables are met.  Our PM, Safety QC Monitor, and Mailroom Supervisor will meet with the CO and COTR to discuss contractual, organizational, and operational tasks and details concerning the Mail and Courier-Shuttle Service requirements.  We will also review DTI-DST’s Quality Control and Management Plans with the CO and COTR.  Finally, we will request information on NOAA’s scope and breadth of various authority levels and areas of responsibilities.  We are partners with our customers and our customer’s customer and want to understand and adhere to all internal policies, procedures, and chains of command.

DTI’s PM and HR Manager will interview incumbent staff who have expressed an interest to join the DTI-DST team. Those employees will be requested to complete a “Phase-in Employment” application to indicate their interest in employment with DTI-DST. Candidates who are identified for employment will be screened by the HR manager to ensure their qualifications match the requirements of the position and to verify their background.  All questions concerning salary rate, work hours, and benefits will be answered by the HR Manager. Viable candidates will be given written offer letters verifying their position, salary, work hours, and benefits.
In the event that any employee of the incumbent staff is not considered qualified for the position or does not accept the job offer, the PM and the HR staff will interview other pre-identified candidates for positions not filled by incumbent personnel.  All candidates selected for hire by DTI-DST will have the mandated experience and clearances required to replace or back-up the Agency cleared mail clerks/drivers.  Employees will commence work on the contract award date while awaiting suitability clearances.  Any employee determined unsuitable will be dismissed within 24 hours after notification from the COTR.
During our staff orientation, informational discussions will be held concerning NOAA requirements, critical tasks, and deliverables; NOAA and DTI-DST policies, procedures and guidelines; employment forms and benefits; safety requirements and procedures; uniforms; and mandated training requirements.  It is imperative to note that during our orientation session, we will provide important safety information on how to handle suspicious mail and packages, including specific procedures and emergency contact numbers.  Prior to the orientation conclusion, we will also discuss uniform attire and take measurements to order uniforms.  Until receipt of required uniforms, all personnel will wear a DTI-DST company T-shirt bearing the company logos.  The T-shirts will be the same style and color.
Timelines and milestones will be discussed and stressed with all personnel during our orientation meeting to ensure every employee is “on board,” has had an opportunity to ask and answer questions, and thoroughly understands that through this phase-in period, there must not be any drop in delivery schedules or productivity. 
3.2.1 Risk Mitigation Tasks

It is our intention to attract and retain existing incumbent non-management personnel since they have familiarity with mandated NOAA internal tailored user sorting schemes.  However, if there are no incumbent employees who wish to work for the DTI-DST Team, the following risk mitigation tasks will occur:

1. DTI’s HR manager will hire personnel who have already been pre-screened and pre-interviewed for non-management positions. These names will be provided to the COTR within five (5) days of contract award. Moreover, all NOAA clearance forms will be completed and submitted to the COTR as required.

2. Prior to the current contract’s expiration and no incumbent offer acceptance, the DTI-DST Team will place three (3) DTI-DST employees on the contract, with the permission of the COTR and at no charge to the government, to gain full understanding of NOAA’s sorting scheme and driver routes.  These employees will work closely under the direction of the mailroom supervisor to get them up-to-speed within a short time period.  All services rendered by new, non-incumbent employees will be fully trained to ensure 100 percent accuracy and productivity levels.

3. Upon contract award, the DTI-DST Team will request all outstanding mail/courier-shuttle processes, issues, or requirements that were not completed by the incumbent.  If these items are identified by the CO and COTR as critical mission tasks, then the DTI-DST Team will be sure to complete these action items first.
With the combined thirty (30) years of mailroom and mailing/courier-shuttle industry experience held by our PM and Security QC Monitor, the DTI-DST Team is confident that there will be no drop in productivity or delay in run schedules.  The locations listed in the RFP are recognizable locations that should take a new driver little time to learn provided he/she is provided with mail stop directions. 

3.3 Quality Control Program
It is DTI-DST policy that all contract operations be conducted within the framework of an overall Quality Control Plan (QCP) that provides the plans, procedures, and practices by which we execute operational, performance-driven program management of our people, processes and physical assets for the Mailroom and Courier-Shuttle Support Services contract. It is critical to our success that this plan is sufficiently comprehensive and detailed to provide instructions that guide and shape our operations. We are particularly attuned to the need to balance the requirements for: 
· Development of a qualified and motivated work force. 

· Development of standardized mailroom operating procedures and execution of a comprehensive internal program of self inspection and performance evaluation that embed quality into our work as it progresses and is not “bolted on” to the end of completed work. 
· Development of safety procedures concerning suspicious or hazardous mail and/or packages.
· Collection and analysis of customer feedback that ensures close alignment of the quality of work performed with customer requirements and expectations.
These four imperatives form the principal pillars of our QCP to ensure we achieve consistent, high quality performance.  Moreover, our four pillars ensure that (1) all required reports are accurate and delivered within the established deadlines; (2) all employees fully understand operating and preventive maintenance procedures on all equipment; (3) all mail is delivered to the correct location and recipient on time within the NOAA complex; and (4) all mail is delivered to the correct location and recipient on time for every shuttle run.  

Our PM will work closely with the CO and COTR during the transition period to refine the requirements of our QCP to ensure that it accurately captures the requirements of the contract.
Qualified and Motivated Work Force
The DTI-DST Team believes that Quality Control must be an operational fact of life. We also believe that the commitment to quality starts at the top, and that leadership of the quality control effort is managed through our line managers, starting with the PM. Our Safety QC Monitor works in conjunction with our PM to provide technical leadership and support of the quality control effort. Actual execution of the QCP is from the bottom up, starting with quality-oriented Standard Operating Procedures (SOPs), plans, and a thoroughly committed workforce.  The charts shown on the next few pages reflect how each contract position will have roles and responsibilities tied directly to safety and quality control.

Table 3.3. Project Manager Safety & QC Responsibilities
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	As shown in Table 3.3 above, The PM is responsible for obtaining quality performance of contract functions and the safety and health of all contract employees at NOAA. The PM will meet with the COTR regularly to discuss overall contract technical performance, the QCP, SOPs, implementation of upcoming programs, financial and asset management matters, subcontract management and any issues surrounding Deliverable Requirements listed in Section L of the RFP.


Table 3.3.1. Safety and QC Monitor Responsibilities
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	· As illustrated in Table 3.1.1 above, key administrative aspects of the QCP will be delegated to the Safety QC Monitor. The Safety QC Monitor reports to the PM and has overall responsibility for implementation and administration of the QCP. 


Table 3.3.2. Mailroom/Assistant Mailroom Supervisor (AMS) Responsibilities
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	· DTI-DST’s Mailroom Supervisor and Assistant Mailroom Supervisor are the principal agents who will ensure that the quality culture established in the QCP is carried out in day-to-day mailroom and courier/shuttle service operations.

	· Their responsibilities are to understand and implement the QCP elements that apply to their operations, and to equip their employees with procedures, tools, equipment, and training needed to safely meet or exceed all performance quality expectations. 


Table 3.3.3. Mailroom/Courier-Shuttle Employees Safety & QC Responsibilities


	All employees must be responsible for the safe achievement of performance quality standards. Each individual is expected to: 

	· Demonstrate professionalism in customer relations to all levels.

· Comply with all applicable SOPs and safety procedures.

· Vigilant to all safety procedures and state highway laws.

· Provide proper handling of sensitive (pouches) and special mail (classified/registered).

· Be conscious of an unsafe delivery environment.


Table 3.3.4. Employee Quality Incentive Programs

	Bright Ideas Program

	Program Name
	Program Description

	Bright Ideas Program*
	· Improves operational performance and safety through innovation.
· Mailroom Supervisor has authority to authorize on-the-spot Performance Plus awards up to an amount of $50.

	Performance Plus Program*
	· Improves operational performance and safety through superior achievement of contract performance objectives.

· Mailroom Supervisor has authority to authorize on-the-spot Performance Plus awards up to an amount of $50.

	* Awards beyond $50, for the Bright Ideas and Performance Plus programs, will be reviewed by the Safety QC Monitor and the PM to ensure that objective award criteria are directly tied to formal contract evaluation criteria or represent quantifiable improvements in operational effectiveness or efficiency.   

	Program Benefits to NOAA

	· Achievement of optimal improvement since rewards is tied specifically and quickly to meritorious efforts.
· Increases staff morale for award winners.
· Boosts motivational level and encourages all employees to proactively think of innovative ways to increase productivity, safety, and customer satisfaction, while simultaneously reducing reduce risks and costs. 
· Proven success of program implementation with other DTI-DST customers in similar contract environments that can have the same positive impact on NOAA.


Table 3.3.5. Employee Training Program
The DTI-DST Team conducts comprehensive training to ensure that all operations are conducted in a quality manner.  A sample of our training program is shown in Table 3.3.5 listed below.
	Table 3.3.5. DTI-DST Employee Training Program



	Training Category
	Training Topic
	Benefit to NOAA

	Mail Safety Procedures
	· Recognizing Suspicious Mail

· Handling Suspicious Mail

· Emergency NOAA Contacts and Federal Officials (i.e. COTR, MD State Police, CDC, Poison Center)

· Mailroom Safety Attire

· Understanding of Postal Hazard X-Ray Image Reference Charts
	· Agency Safety

· Employee Safety

· Quick, Proactive Emergency Response-Time  

· Decrease in Employee Accidents and Increase in Employee Productivity

· Increasing Employee Knowledge

	USPS New Regulations
	· Mailroom Security

· Protective Attire
	· Agency and Employee Safety

· Employee Safety

	Courier/Shuttle Drivers
	· Meeting Customer Schedules/Deadlines

· Mail Organization in Shuttles for Delivery

· Lifting Parcels
	· On-Time Customer Delivery and Satisfied NOAA Customers

· Priority Deliveries Performed in Sync with Regularly Scheduled Mail Deliveries

· Minimize Employee Injuries


Quality-Based Standard Operating Procedures (SOPs)

DTI-DST’s SOPs contain operating instructions in sufficient detail to closely guide working level mailroom and shuttle service operations and also contain quality control and safety standards, procedures, and techniques for associated processes, requirements for in-process collection of quality control data, and assignment of responsibility for accomplishing these tasks. Our PM, Security QC Monitor, and Mailroom Supervisor will be the “authors” of our SOPs under their control and will be responsible for initiating and coordinating changes. Final approval of SOPs rests jointly with the COTR and PM.

Corrective and Preventive Action

DTI-DST’s problem-solving approach combines prevention and correction with long-term process improvements.  We place great emphasis on putting the conditions in place that will lead to operational success, and in that vein, this entire SOP is specifically designed to prevent problems from arising in the first place.  This involves trained and motivated people following carefully developed procedures, combined with our comprehensive inspection and customer feedback that tells us both while work is in progress and after it has been completed if that success has been achieved.  
Preventive Action
Through the analysis of Internal Quality Audits, inspection results, and customer feedback, we are able to identify high risk areas and areas where performance is still satisfactory but trending downward.  Preventive action consists of reacting to these cues and intervening to break the chain of events leading to a service failure.  

Corrective Action
What happens when, despite all preventive actions, a service failure occurs?  While it is our policy to correct deficiencies on the spot and, if possible, without delay – stop the bleeding, our approach is to also treat the root causes – treat the disease, not the symptoms. We will apply on-the-spot solutions where possible, until a more thorough analysis can be performed. Although our focus will be addressing the root causes of any problem, we cannot ignore that we may have to utilize temporary solutions.  The sequence will typically be:

· Apply an on-the-spot solution. We empower our front-line managers and employees and provide the appropriate training to enable them to, wherever possible, correct the problem immediately.

· Temporarily fix the process. We put short-term fixes in place to make sure that no more problems are generated until the problem can be analyzed more thoroughly.

· Assess the situation and apply a permanent fix that addresses the root causes. For instance, modifications may be needed in the staffing process; employees may not be receiving the appropriate training; SOPs may require modification, a critical process may be missing or measuring the wrong thing. Any number of “upstream” causes may have contributed to the problem. 

Risk Management
Risk management is integrated into our quality and overall management approach. It identifies risks; analyzes and prioritizes their impact/severity; develops and manages plans for mitigation; monitors and tracks processes to ensure mitigation efforts are effective; and controls mitigation activities from opening to closure. Risk management will be executed through our Risk Management Team (RMT), which is comprised of the PM, Safety QC Monitor, and the Mailroom and Assistant Mailroom Managers.  We will also invite the COTR and other key NOAA stakeholders to participate in the risk management process.  The RMT will contin​uously assess critical areas to identify and analyze risks and develop options to mitigate those risks designated as moderate or high.  The RMT will identify the resources required to mitigate risks, review and approve mitigation approaches, and establish priorities. Once approved, they will be incorporated into our Risk Management Plan. The RMT will be responsible for ac​cepting, prioritizing, and assigning ownership of risks; monitoring their status; and reviewing changes in the overall risk management ap​proach. Effective risk management will be woven into every phase and activity at the functional project levels and across sub​contractor areas of responsibility as part of our integrated team management approach.  Risk identification will come from our employees and our customers.  The RMT will continuously exam​ine their elements of the program for potential prob​lems and customer service issues or limitations. The most common risks are associated with safety, reliability, maintainability, customer service, quality, schedules, and cost. 

Customer Feedback
The ultimate objective of the QCP is to provide consistent satisfaction of all NOAA customers because we define “quality” as meeting the needs and requirements of our customers, whether those needs have been explicitly stated or not.  To this end, we will implement a structured customer feedback program that will enable us to assess our performance from a customer point of view.  We will provide customer satisfaction surveys to NOAA’s internal customers on a quarterly basis upon approval by the COTR to ensure we are meeting and exceeding customer expectations. All survey results will be analyzed, discussed with the COTR, and all suggested customer changes will be reviewed.
4.0 CORPORATE EXPERIENCE 
“Big-Business Experience with Small Business Integrity” is the copyrighted “tagline” of Dozier Technologies, Inc. (DTI).  That key tenet is what propels our organization to attract extraordinary staff with vision, talent, passion, and exceptional work habits. It is also what compels our management team to work side by side with our Federal and commercial clients as partners, sharing industry experiences, best practices – and contract success. DTI knows it takes people to make an organization great, and we take great pride in cultivating our staff and providing our customers with expertise that is permeated with ethics and integrity.
Just as we utilize our tagline as a guide for how we do business, we also use it as a gauge for selecting which companies we do business with.  Our teaming partner, Data Solutions & Technology Incorporated (DST), upholds the same commitment to professional excellence, a tenacious work ethic, and managerial philosophies as DTI.  Our Teaming Agreement with DST is included in Business Volume 1 of this proposal.
As you’ll discover in the next few tables and in our Team’s Past Performance provided in Section 6.0, both DTI and DST have exceptional mailroom and contract management experience. Our combined portfolio of experiences and contract success is what makes us a formidable Team ready to deliver NOAA insightful expertise, committed partnership, and reliability.
Table 4.0. Who Is DTI?
	Who Is DTI?



	· Founded 
	· Incorporated in 1999 in Maryland 

	· Certifications
	· SDB

· 8(a)
· HUBZone
· 100% Woman-Owned
· MDOT Certified

	· Core Competences
	Management & Operations

· Facilities and Mailroom Management
· Logistics Support
· Administrative Support

· Management Consulting

Creative Services

· Event Management

· Editorial, Graphic Design, Printing, and Fulfillment

	· Current Revenue
	· $3.4M

	
· Major Customers
	· NASA-GSFC, District of Columbia MPD, DOD, CMS, DHS, PTO, DOI, SBA, TRAX International 

	· Awards &    Commendations
	· 2002 NASA-GSFC Small Business Contractor of the Year
· 2003 Best Vendor Award
· Featured in The Washington Post on December 13, 2004


Table 4.1. Who Is DST?

	Who Is DST?


	· Founded 
	· Incorporated in 1994 in Maryland 

	
· Certifications

	· 100% Woman-Owned
· 100% Veteran-Owned

	· Core Competences
	· Facilities and Mailroom Management

· Logistics Support

· Administrative Support

· IT Consulting

	· Current Revenue
	· $8M

	· Major Customers
	· DOE, DOD, DOC, DOT, SSA  


Table 4.2. DTI’s Mailroom & Shuttle-Courier Experience
	DTI’s Mailroom & Shuttle-Courier Experience


	District of Columbia’s Metropolitan Police Department (MPD)

Washington, DC

	Background
MPD, one of the ten largest local police agencies in the U.S., is the primary law enforcement Agency for the District of Columbia. In response to recent world events (September 11 terrorist attacks and postal anthrax contamination) as well as heightened security measures in the Washington, DC metropolitan area, the Chief of MPD ordered the creation of a secure mail handling facility to process the department’s incoming and outgoing mail.  The Chief mandated that the secure mail facility be equipped with the latest and most efficient processing and inspection equipment available. DTI established the mailroom within the MPD Blue Plains Mailroom Operation from inception, establishing an automated mail processing facility capable of handling all classes of incoming and outgoing mail, to include: specially addressed, classified, certified, registered, international, and private carrier (UPS, Kinkos FedEx, etc.).  The state-of-the-art mailroom now handles MPD’s total mail volume.  The highly efficient mailroom operation is critical to the information flow throughout MPD.  

	   
[image: image2] Snapshot of Services Performed
· Designed the mailroom floor plan managed equipment installation process.
· Made hardware, software, and supporting technology and peripheral recommendations.
· Managed the equipment procurement and maintenance process.
· Developed and implemented mailroom and courier service policies and procedures and implemented those policies and procedures.
· Hired, trained, and managed mailroom and courier staff.
· Created and implemented a continual performance evaluation and process improvement program. 
· Improved workflow mail processes and streamlined mailroom operations via process reengineering, as well as, innovative technology recommendations, training and employee incentive programs.
· Increased customer satisfaction.



Table 4.3. DTI’s Mailroom & Shuttle-Courier Experience
	DTI’s Mailroom & Shuttle-Courier Experience



	NASA Goddard Space Flight Center (NASA-GSFC)

Greenbelt, Maryland

	Background
DTI currently serves as a subcontractor to TRAX International, supporting key components of mail operations for NASA GSFC.  DTI personnel provide program management and supply operations support for the NASA Wallops Island Flight Facility near Chincoteague Island, Virginia.
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· Provided complete mail and courier services, including developing and implementing mail/courier Standard Operating Procedures and Quality Control Plan.

· Utilized database hygiene software to cleanse the GSFC mail database; updated and maintained mail databases.
· Maintained 99% accuracy rate within the Agency’s Mailing List Label System.
· Delivered all internal and external mail throughout the Wallops Island Flight Facility. 
· Developed the mailroom’s Continuous Risk Management Program to ensure all mail and courier staff receives and maintains requisite training certificates and licensing to hone their skills and broaden their knowledge of the mailroom operation and the industry as a whole. 
· Managed the development and implementation of the Cross-Training Program.  This program is designed to sustain the staff’s ability to operate at optimal levels, and affords the PM with increased flexibility when deploying personnel resources.




Table 4.4. DTI’s Mailroom & Shuttle-Courier Experience
	DTI’s Mailroom & Shuttle-Courier Experience



	United States Conference of Catholic Bishops (USCCB)


Washington, DC


	Background
The United States Conference of Catholic Bishops (USCCB) is an assembly of the Catholic clergy hierarchy of the U.S. and the U.S. Virgin Islands who jointly exercise certain pastoral functions on behalf of the Christian faithful of the U.S. The USCCB, in service to its membership, utilizes various classes of incoming and outgoing mail to correspond with membership. Typical methods of correspondence include: specially addressed, classified, certified, registered, international, and private carrier (UPS, FedEx, etc.) letters, packages, and parcels. 
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· Provided complete mail and courier services, including developing and implementing mail/courier Standard Operating Procedures and Quality Control Plan.

· Conducted an in-depth study of USCCB’s mailroom processes, procedures, and equipment to identify workflow inefficiencies and proposed and implemented cost-saving technical solutions.
· Based on the in-depth study of USCCB’s mailroom, recommended corrective measures that streamline processes, removed cumbersome procedures, and upgraded postal equipment and software better suited to USCCB’s mission.  These changes reduced USCCB’s mailroom staffing requirements and annual postage by as much as an average monthly savings of $10,000 on major mailings. 

· Utilized database hygiene software to cleanse the USCCB mail database; updated and maintained mail databases.

· Developed and implemented the mailroom’s Employee Mail Training Program to ensure all mail and courier staff receives and maintains requisite training certificates and licensing as well as to keep staff abreast of postal regulations, industry trends, and instruction on mailing equipment and software operation
· Delivered all mail via DTI couriers through the USCCB organization.



Table 4.5. DST’s Mailroom & Shuttle-Courier Experience
	DST’s Mailroom & Shuttle-Courier Experience



	United States Department of Energy (DOE)



Washington, DC


	Background
The Department of Energy, as a major entity of the Federal government, maintains an expansive, multiple service mail handling facility.  DST has successfully performed the full scope of mail handling services, both from an operational and managerial level, for two distinct DOE contracts. 
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· Provided a strategy for multi-faceted incoming mail distribution and adminisitrative support services spanning supervisory and operational levels.

· Developed a DOE-focused transition plan addressing key elements for retaining current staffing levels.
· Devised a methodology for the accurate accountability of DOE.
· Supplied first-rate mail services that focused on opening and stamping time-sensitive, incoming mail to the appropriate parties, logging items to the exact specification of DOE, properly routing and re-routing mail, and thorough monitoring of the entire operation.
· Maintained logs on incoming items, which were entered within one hour of receipt without fail.
· Established a performance rate over 98%.    




Table 4.6. DST’s Mailroom & Shuttle-Courier Experience
	DST’s Mailroom & Shuttle-Courier Experience



	United States Environmental Protection Agency (EPA)



Washington, DC


	Background
The Environmental Protection Agency, a key, high-profile Agency of the Federal government, maintains an extensive, high-volume mail handling facility.  The Agency’s operation serves as a Federal-wide example of commitment to safety practices and regulations.  
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· Organized an immaculate mailroom operation from which approximately 25,000 pieces of incoming mail was received, sorted, date-stamped, and distributed on a monthly basis.
· Rapidly processed Agency mail within one hour of receipt to appropriate personnel with precision.
· Furnished EPA an accurate history of mail operations due to flawless reporting. 
· Provided EPA with quality-focused mail support services that met the EPA’s mail processing standards and goals.
· Performed data entry and document tracking to exact EPA specification.



Table 4.7. DST’s Mailroom & Shuttle-Courier Experience
	DST’s Mailroom & Shuttle-Courier Experience



	United States Social Security Administration (SSA)



Washington, DC


	Background
The Social Security Administration is an Agency whose performance weighs heavily upon public service.  Their mail handling operation is pivotal in ensuring that other Agencies, as well as individuals, have an excellent vehicle for communications. 
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· Constructed a mail servicing facility that included warehousing, inventory management, and full-scale processing of all incoming and outgoing mail.
· Implemented quality-based processes and procedures, resulting in operating efficiencies that cut SSA costs dramatically.
· Met demanding performance standards for unclassified and classified mail.
· Built a reputation of customer attentiveness, attention to detail.

· Maintained all records in a precise, accurate manner, resulting in a pristine history of SSA mail handling activities



Table 4.8 DTI-DST Team’s Unique Attributes.
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5.0 KEY PERSONNEL
Please see attached resumes under the “Personnel” tab in this proposal for the following DTI-DST key personnel.
Robert Dozier, DTI Proposed Project Manager

Brenda Holmon, DST Proposed Safety Quality Control Monitor

Ron Gibson, DTI Proposed Mailroom Supervisor

Darrell Simms, Sr., DST Proposed Assistant Mailroom Supervisor
	Table 5.0.  DTI-DST Personnel Functional Responsibility and Skills

	Proposed Position
	Functional Responsibilities and Skills

	Project

Manager
	Responsibilities

	
	· Holds responsibility and accountability for the operation of the contract
· Serves as principal contract liaison with Contracting Officer’s Representative (COR)

· Directs day-to-day operations, ensuring contract performance goals are achieved

· Coordinates personnel, technical and management issues
· Writes, reviews and assesses for submission of reports
· Performs site visits (regularly scheduled and unscheduled) at a minimum of three (3) times per month 
· Has excellent written and oral communication 
· Discusses contract issues with all levels of management
· Submits accurate payroll information for each employee

· Meets deadlines and resolves discrepancies with detailed, timely follow-up methods and strategies

	
	Skills

	
	· At least five (5) years of experience managing contracts of similar size and scope within the past five (5) years

· Federal Agency experience as a contract liaison 

· Ability to lead managerially and operationally to meet contract requirements
· Seasoned Federal and Logistics Project Management expertise

· Transition knowledge in executing a targeted Phase-in/Phase-out Plan 

· Knowledge of quality control methodologies to manage and implement efficient processes


	Table 5.1.  DTI-DST Personnel Functional Responsibility and Skills

	Proposed Position
	Functional Responsibilities and Skills

	Mailroom Supervisor
	Responsibilities

	
	· Substitutes for the Project Manager when necessary

· Ensures that mail is processed within United States Postal Service (USPS) regulations and guidelines

· Manages distribution and shuttle services

· Trains employees on mailroom procedures, processes, and equipment, as well as, on best practices within the mailing industry

· Prepares reports as required

· Cross-trains to increase staff support and “skill set” flexibility
· Knows all courier/messenger schedules in order to fill in when required

· Spot checks courier/messenger mail prior to delivery by drivers 

· Spot-checks mail at drop locations 

· Checks driver routes quarterly

· Oversees vehicle maintenance

	
	Skills

	
	· At least three (3) years of experience   managing mailroom facilities of similar size and scope within the past five (5) years
· Knowledge of mail processing in accordance with the United States Postal Service (USPS) regulations and guidelines
· Extensive experience in managing distribution and shuttle services
· Ability to execute effective training programs on mail procedures

· Understanding of security procedures in handling and processing top secret mail


	Table 5.2.  DTI-DST Personnel Functional Responsibility and Skills

	Proposed Position
	Functional Responsibilities and Skills

	Safety/Quality Control Monitor
	Responsibilities

	
	· Oversees mail facility safety processes and procedures 

· Ensures highest quality and performance of operations

· Conducts periodic safety and quality assurance checks

· Ensures contract quality processes in the NOAA Quality Control Plan are effective
· Reviews safety/quality-related trends and best practices in the mailing industry and provides staff training on those trends and best practices
· Ensures proper safety attire is addressed and adhered to
· Ensures mail handling emergency methods are displayed and emergency numbers are in full view

· Reviews monthly reports for accuracy
· Promotes process improvements

	
	Skills

	
	· At least three (3) years of experience in mailroom facility management of similar size and scope within the past five (5) years

· Knowledge of safety issues related to mailroom services


	Table 5.3.  DTI-DST Personnel Functional Responsibility and Skills

	Proposed Position
	Functional Responsibilities and Skills

	Assistant Mailroom Supervisor
	Responsibilities

	
	· Processes U.S. Mail, adhering to regulations and within the United States Postal Service

· Meets all NOAA mail delivery deadlines
· Trains employees as needed on mailroom procedures, equipment and mail industry trends
· Knows all courier/messenger schedules 
· Assists Mailroom Supervisor in preparing reports as required

· Oversees international mail handling

· Maintains valid driver’s license without any violations and points 

	
	Skills

	
	· At least two (2) years of experience in managing mailroom facilities of similar size and scope within the last four (4) years 
· Experience in managing a staff of ten (10) to twelve (12) employees

· Knowledge of mail processing and procedures
· Ability to execute effective training programs on mail procedures, equipment and industry trends
· Ability to assist with monthly statistics


	Table 5.4. DTI-DST Personnel Functional Responsibility and Skills

	Proposed Position
	Functional Responsibilities and Skills

	Courier/

Messenger
	Responsibilities

	
	· Drives a designated route each day and picks up and delivers mail and packages according to NOAA delivery specifications
· Organizes materials to be delivered each day

· Breaks down and process internal and outbound mail and parcels on pickups

· Delivers mail and/or parcels to desk-to-desk locations and receives signatures

· Operates electronic postage charge-back system

· Handles confidential and top secret information and/or high value documents and items 
· Ensures routine maintenance for Government Furnished (GF) vehicles 

· Maintains valid driver’s license without violations and/or tickets

	
	Skills

	
	· At least two (2) years of experience in the United States Postal Service mail processing and courier services industries

· Demonstrated safe driving record
· Hands-on experience in mail sorting by buildings and office locations
· Good physical stamina for long driving periods and complex traffic patterns, as well as, an understanding of short-cuts through the city
· Ability to maintain schedule time and route dependability
· Must be able to understand and carry out work requests, changes in schedule or additional routes incorporated into routine
· Ability to meet delivery deadlines


	Table 5.5. DTI-DST Personnel Functional Responsibility and Skills

	Proposed Position
	Functional Responsibilities and Skills

	Mail Clerk
	Responsibilities

	
	· Sorts incoming mail for distribution and dispatches outgoing mail

· Opens envelopes by hand or machine if required

· Stamps date and time of receipt on incoming mail if required

· Sorts mail by office codes, mail stop codes, division code or zip codes

· Uses Employee Locator to verify and identify Agency mail recipients 
· Delivers unidentifiable, misdirected mail to COTR
· Examines outgoing mail for appearance and seals envelopes by hand or machine

· Stamps outgoing mail via postage meters
· Distributes and collects mail

· Processes mail accurately according to weight and destination

· Keeps record of all “accountable mail”

	
	Skills

	
	· Knowledgeable about mail processing in accordance with the United States Postal Service (USPS) regulations and guidelines
· Hands-on experience in mail sorting by Agency methods
· Good physical stamina for long periods of standing
· Excellent organizational skills and updating sorting racks as NOAA users relocate
· Strong ability to multi-task without productivity loss 


6.0 PAST PERFORMANCE 
DTI’s past performance information is indicated in Tables 6.0-6.2.

Table 6.0. DTI’s DC Metropolitan Police Department Past Performance

	Dozier Technologies, Inc. (DTI)


	1. Organization:
	Metropolitan Police, District of Columbia (MPD)

	2.
Address:
	300 Indiana Avenue, N.W.
Washington, D.C. 20001 

	3. Contract Number: 
	PTO-104806

	4. Contract Type:
	FFP - IDIQ

	5. Contract Value:

	$6.3M

	6. Contract Date:
	September 30, 2002

	7. Period of Performance:
	October 1, 2002 – September 30, 2007

	8. Place of Performance:
	Washington, D.C.

	9. 
Contract Effort Description: Mailroom & Courier Support Services

	Established and continue to support the MPD Blue Plains mailroom operation. Provided managerial and operational support, including developing mailroom and safety procedures, quality control plan, scanning, inventorying, and processing all internal, external, classified, and international mail. DTI utilized couriers to delivery MPD mail throughout the police complex in the city. DTI logged and tracked all MPD mail and packages and implemented full mail automation processes to expedite service and reduce staffing.  We also reduced the Department’s equipment maintenance costs through our preventative maintenance program.  

	10. Experience Relevant to NOAA SOW:

· DTI developed and implemented mailroom policies and procedures, as well as, hired, trained, and managed mailroom staff, following United States Postal Service and city regulations;
· DTI created and implemented a continual performance evaluation and process improvement programs, including the “Bright Ideas” and “Performance Plus” employee incentive programs. 
· DTI implemented quality control, self-inspection procedures to build quality into the workflow processes.
· DTI has performed outstanding services within MPD’s budget.

	11. Technical Point of Contact:

	Name: 
	Cheryl Mitchell
	Title: 
	Contract Administrator

	Telephone Number:
	(202) 727-4389
	E-mail:
	Cheryl.mitchell@dc.gov


Table 6.1. DTI’s NASA Goddard Space Flight Center Past Performance

	Dozier Technologies, Inc. (DTI)


	1. Organization:
	NASA Goddard Space Flight Center (GSFC) –    TRAX International

	2.
Address:
	NASA Goddard Space Flight Center
Mail Code 130
Greenbelt, Maryland 20771

	3. Contract Number: 
	NAS-01091

	4. Contract Type:
	FFP 

	5. Contract Value:

	$3M

	6. Contract Date:
	August 30, 2004

	7. Period of Performance:
	September 1, 2004 – September 30, 2009

	8. Place of Performance:
	Greenbelt, Maryland

	9. 
Contract Effort Description: Mail, Shipping, Courier Services

	Summary

DTI currently serves as a subcontractor to TRAX International, supporting the NASA Wallops Island mail operations, which is in a remote facility, near Chincoteague Island, Virginia. DTI had a successful 30-day Phase-In.  We also reduced the Agencies “undeliverable as addressed” (UAA) mailings by 75% and has implemented bar-coding and list cleansing procedures to ensure mail deliverability and accuracy. DTI personnel managed all mail distribution, official and international correspondence, and other parcels ranging from small parts and components to rocket motors and hazardous materials. DTI uses its staff, vans, and light trucks to efficiently accomplish the collection, processing and distribution of mail, parcels and packages throughout the 17 buildings on the Wallops Flight facility. DTI personnel developed and implemented optimal delivery routes as well as managed and maintained the Wallops customer mail distribution database.

	10. Experience Relevant to NOAA SOW:

· DTI personnel spearhead the Continuous Risk Management Program, which provides continuous training to ensure all mailroom staff maintain the requisite training certificates and licensing. 
· DTI also managed the development and implementation of a comprehensive Cross-Training Program designed to sustain the staff’s ability to operate at optimal levels, and affords the Project Manager with increased flexibility when deploying personnel resources.
· DTI Project Manager and QA/QC Manager performed scheduled and unscheduled site visits and inspections to optimal performance and safety.

	11.    Technical Point of Contact:

	Name: 
	Greg Warner
	Title:
	Sr. Vice President / 

Program Manager

	Telephone 
	(301) 286-9621
	E-mail:
	Gtwarner@traxintl.com


Table 6.2. DTI’s U.S. Conference of Catholic Bishops Past Performance

	Dozier Technologies, Inc. (DTI)

	1. Organization:
	United States Conference of Catholic Bishops (USCCB)

	2.
Address:
	3211 Fourth Street, N.E., 

Washington, D.C. 20017

	3. Contract Number: 
	CCB

	4. Contract Type:
	FFP 

	5. Contract Value:
	$2.2M

	6. Contract Date:
	September 30, 2001

	7. Period of Performance:
	October 1, 2000 – September 30, 2006

	8. Place of Performance:
	Washington, D.C.

	9. Contract Effort Description: Mailroom Support Services and Mail Process Reengineering

	Conducted an in-depth study of USCCB’s mailroom processes, procedures, and equipment to identify workflow inefficiencies, then proposed and implemented cost-saving solutions.  The turnkey solution reduced USCCB mailing preparation times through the installation of a “folding and inserting” machine. This equipment reduced the mailer preparation staff requirement by 33% and mailer preparation time by 20%.  Processed and bar-coded all Agency internal, external, and international mail efficiently.

	10. Experience Relevant to NOAA SOW:

· Conducted an in-depth study of USCCB’s mailroom processes, procedures, and equipment to identify workflow inefficiencies.
· Recommended corrective measures, to include streamlining processes, removing cumbersome procedures, and upgrading postal equipment and software better suited to the Agency’s mission.  
· Proposed and implemented cost-saving solutions.
· Seamlessly processed all mail and performed related activities, such as data entry and document tracking. 

	11.    Technical Point of Contact:

	Name: 
	Ronald Gibson
	Title:
	Mailroom Manager

	Telephone Number:
	202-541-3000
	E-mail:
	Rgibson@nccbuscc.org


DST’s past performance information is indicated in Tables 6.3-6.6.
Table 6.3. DST’s SSA Past Performance

	Data Solutions & Technology, Inc.


	1. Organization:
	Social Security Administration (SSA)

	2.
Address:
	Office of Acquisition and Grants

G-C-7 East High Rise Building

6401 Security Boulevard
Baltimore, MD 21235-0001

	3. Contract Number: 
	SS00-04-60056

	4. Contract Type:
	FFP

	5. Contract Value:

	$4.4M

	6. Contract Date:
	August 2, 2004

	7. Period of Performance:
	August 2, 2004 - July 31, 2009

	8. Place of Performance:
	Baltimore, Maryland

	9. 
Contract Effort Description:  Warehouse & Mail Support Services

	In support of SSA, DST provided mail support services, at both managerial and operational levels.  The services included: warehousing support, inventory and processing of bulk mail packages; and receiving, scanning, delivery, and handling of misdirected packages. Our mail processing support services for the SSA focused on quality-based processes and procedures and performance-based management practices.  

	10. Experience Relevant to NOAA SOW:

· We provide the SSA with performance-based processes and procedures for the expeditious processing of bulk mail.
· Perform quality assurance inspections to ensure that ISO 9001:2000 performance standards are met and customer service expectations are exceeded.
· Our DST team demonstrates a depth and breadth of Federal mail service support experience that has been instrumental in our success at the SSA.

	11. Technical Point of Contact:

	Name: 
	Stephen Slaughter
	Title:
	Contract Specialist

	Telephone Number:
	(410) 965-9533
	E-mail:
	Stephen.slaughter@ssa.gov


Table 6.4. DST’s DOE1 Past Performance
	Data Solutions & Technology, Inc.

	1. Organization:
	U.S. Department of Energy (DOE)

	2.
Address:
	Office of the Controller

HQ Procurement Services: ME-641.1

1000 Independence Avenue, SW, Washington, D.C. 20585

	3. Contract Number: 
	DE-AC01-98FM50098 (DE-AC01-02ME02100)

	4. Contract Type:
	T&M LoE

	5. Contract Value

	$2.3M

	6. Contract Date:
	December 12, 1997

	7. Period of Performance:
	December 12, 1997 – August 31, 2005

	8. Place of Performance:
	Washington, D.C.

	9. 
Contract Effort Description: Mailroom, Courier, Warehouse Services

	DST provided full scope support for the agencies incoming mail.  Services included: distribution and adminisitrative support services at the supervisory and processing levels.  We provided a Phase-out Plan that included a strategy for retaining current staffing levels and the accountability of DOE property.  DST supplied premium mail services that focused on the expedited receiving, opening, stamping and distribution of time-sensitive mail pieces to the appropriate DOE Payroll Branch employee.  DST’s mail support team, backed by quality processes and procedures, logged and tracked mail items requiring a return response and captured crucial information such as the sender, recipient, date received, subject, and date due.  DST personnel identified and rerouted mail that was forwarded to the wrong party.  DST monitored the status of correspondence assignment as listed in the control log and upon completion, accurately noted the response and date.  

	10. Experience Relevant to NOAA SOW:

· We provided the DOE with a quality-based mail support services operation, utilizing proven processes to maximize efficiencies to benefit the DOE.
· DST’s personnel met the customer’s needs, detail-orientation, and maintained a courteous, helpful approach in their work.
· DST performed scheduled and random quality assurance inspections to ensure that ISO 9001:2000 performance standards were met and customer service expectations exceeded.
· Our DST team demonstrates a practical, working knowledge of Federal mailroom support experience.

	11.    Technical Point of Contact:

	Name: 
	Deborah Draper
	Title:
	Contract Specialist

	Telephone
	(202) 287-1437
	E-mail:
	Deborah.Draper@doe.gov


Table 6.5. DST’s DOE2 Past Performance
	Data Solutions & Technology, Inc.


	1. Organization:
	U.S. Department of Energy (DOE)

	2.
Address:
	Operations Division “A”

1000 Independence Avenue, S.W.
Washington D.C.  20585

	3. Contract Number: 
	DE-AC01-04ME11829

	4. Contract Type:
	T&M

	5. Contract Value:

	$1.1M

	6. Contract Date:
	September 18, 2004

	7. Period of Performance:
	September 18, 2004 – September 17, 2007

	8. Place of Performance:
	Washington, D.C.

	9. 
Contract Effort Description: Mail Room Support Services

	DST provided the DOE with a full mail processing and distribution operation, delivering support services at the managerial and operational levels.  Our services focused on quality throughout each step of our proven processes, based on industry best practices. DST delivered expert correspondence support, tracked all incoming, routed, and outgoing correspondence to ensure proper and complete handling.  We maintained logs on all incoming items, which are entered into the tracking systems within one hour of receipt.  Our perfomance level was rated at 98.6%. 

	10. Experience Relevant to NOAA SOW:

· We provided the DOE with performance-based mail support services that exceeded monitored performance standards.
· DST’s helpful professionals focused each day’s activities with an emphasis on quality in all processes and procedures, resulting in the DOE meeting its operational goals. 
· DST initiated quality assurance inspections to ensure that ISO 9001:2000 performance standards were met and customer service expectations exceeded.
· DST team’s premium performance enabled the DOE to focus on its core mission.

	11.    Technical Point of Contact:

	Name: 
	Annette Brown
	Title:
	Contract Specialist

	Telephone Number:
	(202) 287-1418
	E-mail:
	Annette.brown@doe.gov


Table 6.6. DST’s EPA Past Performance
	Data Solutions & Technology, Inc.


	1. Organization:
	Environmental Protection Agency (EPA)

	2.
Address:
	Information Resource Service Center (3803-R)

1200 Pennsylvania Avenue, N.W.
Washington, D.C. 20460 

	3. Contract Number: 
	68-W-02-075

	4. Contract Type:
	FFP - IDIQ

	5. Contract Value:

	$500,000

	6. Contract Date:
	May 1, 2000

	7. Period of Performance:
	May 1, 2000 – December 31, 2006

	8. Place of Performance:
	Washington, D.C.


	7. 
Contract Effort Description: Data Entry, Collection/Distribution, Records Management

	DST supported the EPA’s data entry, data collection/distribution, and records management support services.  DST personnel provided the EPA with a quality focused mailroom operation which processes  approximately 5,000 pieces of incoming mail per month.  DST rapidly, accurately processed mail within one hour of receipt, distributing expeditiously to appropriate agency personnel.  DST captured all pertinent data into EPA’s automated accounting system’s document tracking sub-system for all travel vouchers, travel advances, claims for reimbursement vouchers and commercial payment invoices.  DST successfully achieved the EPA standard for mail processing, at a 100% accuracy.  

	9. Experience Relevant to NOAA SOW:

· DST provided the EPA with quality-focused mail support services that met the EPA’s mail processing standards and goals.
· We seamlessly processed all mail and performed related activities, such as data entry and document tracking, which resulted in the EPA customer satisfaction. 
· DST managed mail facility operations in a methodical and organized fashion, which allowed EPA an accurate history of mail operations.
· DST team’s extraordinary performance enabled the DOE to focus on its core mission.

	9.    Technical Point of Contact:

	Name: 
	Sheila Bullock
	Title:
	Contract Office Representative 

	Telephone Number:
	(202) 564-5202
	E-mail:
	Bullock.Sheila@epa.gov
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DTI will use an Integrated Project Team (IPT) approach to deliver the highest quality services and products to NOAA.   DTI’s partner, DST, have entered into a subcontract agreement to provide staff augmentation support. DTI is responsible for satisfying contract performance, technical and program requirements.
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Key Points


(  Assessment of mailroom and courier-shuttle experience


(  Evaluation of leadership & organizational skills


(  Offer of First-Right-of-Refusal 


(  Submit proposed new hires to COTR


(  Offers to drivers contingent on passing drug screening and valid driving record


(  Submit Agency Clearance Forms
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