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Date: 16 February 2015 

To:   To Whom It May Concern 

 

Request for Quote:  Electronic Mail Merge and Mailing of Real Property, Personal 

Property and Tax Returns. RFQ: 15-0306 

 

Floyd County is requesting quotes from companies with experience with WinGAP text based flat 

file data to provide merge and mailing services. 

 

All quotes will be submitted on the attached quote sheet. Additional information may be 

submitted with quote. Quotes are to include all costs including shipping and delivery. Quotes 

submitted will be FOB Destination (Rome Ga. 30161).  

 

Submissions must include a completed E-Verify Form (Contract Affidavit and Agreement).This 

form is provided in this RFQ.  Companies that do not provide this will not be considered.   

 

Quotes are due no later than 2pm 6 March 2015.  Quotes may be submitted by Email, Fax, US 

Mail or hand delivered to this office. Fax 706 290-6099 – Email: Graye@floydcountyga.org 

 

Questions regarding this RFQ will be faxed 706 290-6099 or Email: Graye@floydcountyga.org 

until 25 Feb 2015. This includes requests for onsite visits.  These will be by appointment only. 

 

Quotes are to remain valid for a period of 30 days from the date of quote.  

 

Typically award notification will be by email. Tabulations will be posted to the Floyd County 

Website and the Georgia Procurement Registry in approximately 24hrs after the due date/time.  

 

Terms and Conditions  

If payment is made by check, Floyd County will pay invoice(s) within 30 days of receipt of a valid invoice. 

Supplier may be required to send a current W-9 prior to have a Purchase Order issued. The Issued Purchase 

Order will serve to initiate the order when payment is going to be made by check.  

If payment is made by credit card this information will be provided at the time of order, however, the 

successful suppliers must agree that no charge will be run until such time as the products have shipped or the 

service has been provided.  A paid receipt or paid invoice will be provided to the card bearer. 

 

 

mailto:Graye@floydcountyga.org
mailto:Graye@floydcountyga.org


 

 

Floyd County RFQ 15-0306  

Electronic Mail Merge and Mailing of Real Property, Personal Property and Tax Returns  

Quote Due not later than 2pm 6 March 2015 

 

General:  Floyd County will provide digital tax information to a contractor with experience with 

WinGAP SQL Data in order to mail merge the data into various official tax form notices. These notices 

will be mailed out by the contractor to Floyd County Customers. Approximately 85% of our 50,000 

customer’s zip codes are located in Rome, Silver Creek, Lindale, Armuchee, Coosa, and Cave Spring 

areas. Floyd County will at the contractors request provide funds for postage once exact numbers are 

generated. Labor fees will be paid within 30 days of invoice.  

 

Contractors Qualifications and Requirements:   

- Contractors will at their own expense provide all labor and materials including paper and envelopes to 

complete each mailing.  

- Contractors will provide a minimum of 2 references from Georgia counties that are currently running 

WinGAP SQL.  

- Contractors must have experience with WinGAP text based, flat file data and be able to convert raw 

WinGAP SQL data into current Official Georgia Assessment Notice format 

- Must be able to furnish digital PDF file with index file of all assessment notices and personal property 

returns. 

- Must be able to mix Black & White with some Colored Text on forms 

- Must be able to print account information that will show through the envelope’s window but not 

interfere with mail delivery 

- Must be able to include additional page inserts with the forms in envelopes on an as needed basis.  

- Envelopes will be provided by the Contractor.  Envelopes will be double window of standard business 

quality.  Windows will show the complete 5 line return address and complete 4 line customer address. 

- Must provide a completed Contractors Affidavit (AKA E-Verify) IAW O.C.G.A. § 13-10-91(b)(1) 

 

Forms & Envelopes (form examples are attached for reference) 

Real Property Notices – Estimated at 50,000 notices annually  

Personal Property – Estimated at 5000 notices annually   

Tax Returns.  Within Tax Returns there are several forms – Total Estimated at 8000 notices annually 

- Business, Aircraft, & Marine Personal Property, and Freeport Exemption Inventory   

 

Real Property Requirements:  Mail date range is 2
nd

 – 3
rd

 week of May. 

Estimated 50,000 assessment notices on 8.5 x 11 & 50,000 window envelopes 

 

Personal Property Requirements:  Assessment Notices: Mail date range is 2
nd

 week of June. 

Estimated 5,000 assessment notices on 8.5 x 11 and 5,000 window envelopes 

 

Tax Returns:  Typical mail date range is the last week of December. 

Provide for an estimated 8,000 annual tax returns & 8,000 window envelopes & handle multiple forms 

Estimated 1,000 single page inserts  



 

 

Floyd County RFQ 15-0306 (Quote Page) 

Electronic Mail Merge and Mailing of Real Property, Personal Property and Tax Returns 

Timeline of Tax information to Mailout and verification 

 

Entity         Turn-around Task           

County:   N/A  Notifies Contractor of data availability on the FTP Server 

Contractor:  10 Days Will provide a (Printed) sampling of selected files for approval (and) 

Provide the final data version of WinGAP Text Based data 

County  1 Day  Review and Approve Data 

Contractor 5 Days  Mail Out  

Contractor  2 Days  Provide proof of mailing  

 

Agreement 

The initial agreement will be for a one (1) year with fixed pricing. This agreement also allows for two 

(2) annual roll-overs as long as both parties agree under the same terms and conditions. Roll-over 

agreement must be in writing prior to the expiration of the current agreement. Should postage 

increase/decrease due to USPS this will not affect the agreement.   

 

Quote  

 

Description         Price     

One time Set up fee if applicable – Includes all fees associated   

with setting up, receiving and importing data     $_______________________ 

 

Price Per Piece; included Labor to Sort, Print, Stuff Envelopes, &Transport  

for mailing          $_______________________ 

 

Postage Rate for Bulk Mailing      $_______________________ 

 

We the undersigned agree to provide the services in accordance with the specifications, terms and 

conditions issued for the same at the pricing noted above.  

 

Contact Person:______________________________________________________ (Print or Type Name) 

 

Telephone #(s): P______________________F_______________________C______________________              

Email _______________________________________________________________________________                                                                       

Company Name _______________________________________________________________________                                                                                                                    

Billing Address _______________________________________________________________________ 

Signature____________________________________________________Date _____________________ 



 

 

Quote Check List 

Contractor will submit the following minimum information for consideration 

 

Quote Page Completed and Signed 

 

 

Minimum of 2 References  

 

 

Contractor Affidavit under O.C.G.A. § 13-10-91(b)(1) 

  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Contractor Affidavit under O.C.G.A. § 13-10-91(b)(1) 

 By executing this affidavit, the undersigned contractor verifies its compliance with O.C.G.A.         

§ 13-10-91, stating affirmatively that the individual, firm or corporation which is engaged in the 

physical performance of services on behalf of Floyd County Georgia has registered with, is authorized to 

use and uses the federal work authorization program commonly known as E-Verify, or any subsequent 

replacement program, in accordance with the applicable provisions and deadlines established in 

O.C.G.A. § 13-10-91.  Furthermore, the undersigned contractor will continue to use the federal work 

authorization program throughout the contract period and the undersigned contractor will contract for 

the physical performance of services in satisfaction of such contract only with subcontractors who 

present an affidavit to the contractor with the information required by O.C.G.A. § 13-10-91(b).  

Contractor hereby attests that its federal work authorization user identification number and date of 

authorization are as follows: 

____________________________________________ 

Federal Work Authorization User Identification Number 

____________________________________________ ____________________________________ 

Date of Authorization 

____________________________________________       ____________________________________ 

Name of Contractor         Address of Contractor 

        

Electronic Mail Merge and Mailing of Tax Assessments, Personal Property and Tax Returns 

Name of Project 

 

__________FLOYD COUNTY GEORGIA_____________ 

Name of Public Employer 

 

I hereby declare under penalty of perjury that the foregoing is true and correct. 

Executed on __________, ______ in 201____ in _____________________(city), ________(state). 

 

____________________________________________ 

Signature of Authorized Officer or Agent 

 

____________________________________________ 

Printed Name and Title of Authorized Officer or Agent 

 

SUBSCRIBED AND SWORN BEFORE ME 

ON THIS THE ______DAY OF___________________, 201___ 

 

_________________________________________________ 

NOTARY PUBLIC 

My Commission Expires: ________________________  (Notary Seal or Stamp Required)  
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