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LEGAL NOTICE 

 
AND 

 
REQUEST FOR PROPOSALS  

P059-23 
 

The Brownsville Public Utilities Board (BPUB) is requesting Competitive Sealed 
Proposals (hereon styled “RFP”) for Printing and Mailing Services for Utility Bills and Reminder 
Notices.  BPUB’s Purchasing Office located at 1155 FM 511, Olmito, Texas, will accept RFP’s 
from qualified firms until 5:00 PM, August 16, 2023.  RFP’s received after this time will not 
be considered.   
 

RFP’s will be publicly opened and read aloud on August 17, 2023 at 10:00 AM. Firms can 
call in at 10:00 AM, August 17, 2023 to (956) 214-6020 to listen to the proposal opening. 

 
 Detailed specifications may be obtained at Brownsville Public Utilities Board website at 
https://www.brownsville-pub.com/rfp_status/open/. 
 

Please mark on the outside of the envelope and on any carrier’s envelope:  “Sealed 
Proposal for Printing and Mailing Services for Utility Bills and Reminder Notices, P059-23, 
August 16, 2023, 5:00 PM”, c/o Diane Solitaire, Purchasing Department, 1155 FM 511, Olmito, 
Texas 78575. 
 

The BPUB will not be responsible in the event that the U.S. Postal Service or any other 
courier system fails to deliver the sealed proposal package to the BPUB Purchasing Office by the 
given RFP deadline above.  Electronic transmission or facsimile of RFP will not be acceptable. 
 

BPUB reserves the right to reject any or all responses and to waive irregularities contained 
therein and to accept any response deemed most advantageous to the BPUB. 
 

 
Diane Solitaire 
Purchasing and Materials Manager  
Brownsville Public Utilities Board 
(956) 983-6366 - Phone 

 
 
 

https://www.brownsville-pub.com/rfp_status/open/
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INSTRUCTIONS TO PROPOSERS 
Please submit this page upon receipt. 

ACKNOWLEDGEMENT FORM 
P059-23 Printing and Mailing Services for Utility Bills and Reminder Notices 

 
For any clarifications, please contact Diane Solitaire at the Brownsville Public Utilities Board, 
Purchasing Department at (956) 983-6366 or via e-mail at dsolitaire@brownsville-pub.com. 
 
Please e-mail this page upon receipt of the legal notice.  If you only received the legal notice and 
you want the proposal package mailed, please provide a method of shipment with account number 
in the space designated below. 
 
Check one: 
 
(    )  Yes, I will be able to send a RFP; obtained RFP package from website. 
 
(    )  Yes, I will be able to send a RFP; please email the RFP package.  
     Email:           
 
(    ) Yes, I will be able to send a RFP; please mail the RFP package using the 
         carrier & account number listed below: 
              Carrier:          
              Account:            
 
(    )  No, I will not be able to send a RFP for the following reason: 

   

   
 
If you are unable to send your proposal, kindly indicate your reason for “No response” above and 
return this form via email to dsolitaire@brownsville-pub.com. This will ensure you remain 
active on our vendor list. 
 
Date:   
 
Company:   

Name:   

Address:    

City:  State:  Zip Code:    

Phone:    

Fax:    

Email:              
 

mailto:dsolitaire@brownsville-pub.com
mailto:dsolitaire@brownsville-pub.com
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REQUEST FOR PROPOSAL 
Printing and Mailing Services for Utility Bills and Reminder Notices  

 
GENERAL BACKGROUND 
 
The Brownsville Public Utilities Board (BPUB) is a municipally owned utility, currently providing 
electric, water and water utility services to approximately 66,500 customers, generating an equal 
number of bills every month. The customers are offered the option of receiving their bill via email 
or thru regular mail. Every month approximately 54,000 bills are sent out by mail. Additionally, 
BPUB sends out, by mail, reminder notices to past due accounts, amounting to approximately 
10,000 notices a month. On average BPUB mails 64,000 mail pieces per month. 
 
There are 20 billing cycles in a month. Commonly, cycles are billed daily from Tuesday through 
Saturday, and are printed and sent out the following business day. Approximately 3,500 bills and 
reminder notices are printed every day.  The bills past due date is set 20 days after the bill generated 
date. To comply with city ordinance the bills must be sent out to the customers (issued) no later 
than 5 days after billed (City of Brownsville, Texas - Code of Ordinances, Chapter 102 – Utilities, 
Article III. - Rates and Charges, Division 1. – Generally,  Section 102-76. - Penalty for delinquent 
payment, “The net due date of the utility bill will be 15 calendar days after issuance”).  
 
PURPOSE  
 
It is the intention of the BPUB to contract with a qualified Firm to provide all labor, equipment,  
materials, configuration of bills and reminder notice reports, system interfacing, printing and mail 
services for utility bills and reminder notices for non email billed BPUB customers. 
 
SCOPE OF SERVICES 
 

1. Print and mail an estimate amount of 668,000 bills and 140,000 reminder notices in a 12 
month period, following a billing schedule composed of 20 cycles per each month. The 
bills and reminder notices must be printed and sent out to the post office the following 
business day after the generation date. 

a. BPUB handles approximately 67,400 mail pieces per month, distributed throughout 
the month, ranging in production from 500 to 7,000 mail pieces in one day.  

b. Amount of daily mail pieces may be increased up to 10 times.  
 

2. Approximatly 90% of bills are 2 sheets/4 pages, 9% are 3 sheets/6 pages and 1% is more 
than 3 sheets or requires to be household merged/purged into the same envelope. 

  
3. The printing and mailing of utility bills and reminder notices must include: 

a. Print file manipulation 
b. Equipment  
c. Materials 
d. Laser or Inkjet printing 
e. Payment of all required postage 
f. Return of final digital file for each bill. 
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4. Bills typically include an insert/flyer or additional information of up to 4 pages. Insert/flyer  
must be printed and placed in the bill. 
 

5. The selected Firm must conform with automation criteria for postal discount rates, apply 
the minimum required postage for Bulk Rate Mail, or provide the most economical method 
for the utility bills and reminder notices, and shall inform BPUB of any changes in postal 
regulations and rates. Postage shall be billed at actual cost.  To ensure the fastest delivery 
to the residents of Brownsville, the Firm is required to utilize the closest United States 
Postal Service (USPS) Distribution Center. 
 

6. The BPUB may also require special off-cycle (outside of the routine utility billing cycle) 
mailings to customers which may amount to less than 500 bills for one day.  
 

7. As a quality control measure, the BPUB will provide the totals and counts with each file 
sent for production. Selected Firm will implement a program to ensure output matches the 
totals and provide confirmation of the completion.  
 

8. The BPUB does not guarantee to purchase any minimum or maximum quantity but does 
contemplate purchasing exclusively during the term of the contract from the successful 
Firm(s). 

 
SPECIFICATIONS  
 
The Firm must meet, or exceed, the following requirements: 
 

1. The Firm’s business shall be located in an established business location 
     

2. All work shall be done at a location that provides security and supervision from start to 
finish, including a well-defined quality control assurance program  
 

3. Ability to furnish all printing and mailing preparation services and deliver to United States 
Postal Service (USPS) 

 
 

PRINTING & INSERTING 
 

1. Must have multiple page and selective inserting capabilities 
 

2. Ability to household merge/purge multiple statements into the same envelope 
 

3. Imaging resolution used in printing must be 600 DPI or better   
 

4. Ability to print in color  
 

5. Ability to add a customizable message to utility billing statements 
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6. Ability to identify different format bills depending on customer class and selected language 
 

7. Ability to pull out printed bills from the batch, if requested by BPUB, if the bill has not 
been sent to the Post Office 
 
 

MAILING 
 

1. Ability to produce multiple cycle runs of approximately 64,000 pieces per month  
 

2. Turnaround-Billing delivered to USPS within 24 hours of receipt of data  
 

3. Delivery to USPS mail processing center with maximum three business days delivery to 
Brownsville, Texas   
 

4. Multiple statements to the same customer and mailing address must be matched and 
inserted in the appropriate size envelope, metered first-class separately, and delivered to 
the USPS at the same time all other bills are delivered   
 

5. Ability to presort and mail pieces at bulk mailing rate whenever applicable 
 
 

TECHNOLOGY/HARDWARE 
 

1. Ability to recognize and produce bills and reminder notices in English and Spanish, 
depending on the BPUB customer language selection 
 

2. Ability to provide consumption bar graph for previous 12 months on each billing statement 
 

3. Ability to accept data transmission anytime during  the 24 hours of the day 
 

4. Provide the BPUB a secure means to transfer utility data 
 

5. Ability to write, print, fold, insert, and deliver bills and reminder notices to USPS within 
24 hours of receipt of data file, or by the next business day 
 

6. Capability to perform custom programming as needed 
 

7. Capability to manipulate the data, if requested by the Brownsville Public Utilities Board 
 

8. Must have an emergency back-up plan to maintain the Turnaround-Billing time within 48 
hours    
 

9. Capability to confirm daily with BPUB the receipt of the file and verify proper file was 
received by matching the file to billing to calendar and expected document counts 
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10. Capability to distinguish unique types of bills and reminder notices, including but not 
limited to: language preference, service class, final and instant bills, and group billing  
 

11. Ability to interface with BPUB billing system 
 

12. Ability to archive data for use at a later time, if needed 
 

13. Ability to provide the final bill output report per bill for BPUB’s archive 
 

14. Ability to identify unique customer coding, from the data transmission, of customers 
requiring envelopes and those on email bill service, and interface with Cayenta Utility 
Management System and Cognos Analytics to provide digital bill reports 
 

15. Must have process compatibility with Cayenta Utility Management System and Cognos 
Analytics processes with minimal intervention from BPUB staff 
 

16. Ability to correct and provide bad address reporting as well as National Change of Address 
(NCOA) move reports.  

 
 
TECHNOLOGY/SECURITY  
  
1. Must provide documentation for third party company that is maintaining the data in the 

cloud 
 

2. Must provide audit certificate/report from company that conducts a vulnerability 
assessment or penetration test on your system 
 

3. Must provide a Plan B (backup plan) in the event of a service interruption with the system 
being used 
 

4. Must provide information on the process of retrieving backed up or historical data 
 

5. Must provide three references from companies using the proposed hosted services; at least 
one (1) of these entities must have at least $100,000,000 in gross revenues. 
 

 
TECHNOLOGY/SECURITY QUESTIONS  

 
6. How does your company ensure that the data that is collected is secure and kept 

confidential? 
 

7. Is any data shared with any other company, if so, with which company? 
 

8. How will BPUB users access the system? 
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MATERIALS REQUIREMENTS 
 

1. Proposal shall include sample of all bills, envelopes, and billing inserts 
 

2. Bill Statement size paper is 8.5” x 11” white stock perforated at 3.5” from top to bottom. 
Current bill average is 2 sheets (4 pages) with 4 images (5 logos, 1 graph) 
 

3. Bill insert/flyer  
 

4. Reminder Notices clearly marked or differentiated from regular bill 
 

5. Mailing envelope: Standard #10 Window 
 

6. Reply envelope: Business Reply #9, with or without window (postage not provided) 
 
 

BILL REDESIGN SERVICES 
 

1. It is the BPUB’s desire to keep the current statement and reminder notice design. See 
“Exhibit A” and “Exhibit B”  for samples of our current utility bill and “Exhibit E” for 
reminder notice.  

 
2. The Firm shall offer bill redesign services with the goals of improving the ability to find 

information, increase the ability to read and use the bill, and maximize communication 
between the BPUB and its customers. 
 

3. It is possible that during the period of review a new bill print may be developed by BPUB.   
 

4. The BPUB may not utilize the redesign service immediately.  It should be a value added 
service, or an additional alternate to the proposal for purchase at a later date.  Pricing should 
reflect the cost for the service as an alternative, or value added, immediately and be valid 
for 90 days from the closing date of the proposal.  Firm should include pricing for the 
service at 6 months and at 12 months from the execution of the contract. 

 
 

ARTWORK 
 

1. Ability to receive files electronically from the City for the additional inserts. 
 

2. Ability to print additional inserts or flyers. 
 

 
BILL AND REMINDER NOTICE FORMAT 
 
1. Bill examples provided as follow: 

• Exhibit A  – Residential Bill 4 Pages 
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• Exhibit B – Commercial Bill 4 Pages 
• Exhibit C – Commercial Bill 6 Pages 
• Exhibit D  – Commercial Bill 11 Pages 

 
2. Reminder Notice example provided as Exhibit E 

 
Note: Exhibits provided do not represent all the different billing statements and reminder notices  
used by BPUB. 

 
PROPOSAL INFORMATION 
All proposal envelopes shall contain a signed original and three (3) copies. The original proposals 
will be opened and only the Firm’s name read aloud at the BPUB Purchasing Office located at 
1155 FM 511, Olmito, TX. All proposals will be managed by BPUB in a manner that avoids 
disclosure of the contents to competing Firms and keeps the proposals confidential during any 
negotiations. All proposals will be open for public inspection as stated in the public information 
act, after the contract is awarded; however, trade secrets and confidential commercial or financial 
information in the proposals specifically identified by the Firms will not be open for public 
inspection. Accordingly, all pages in the proposal that the Firm considers to be proprietary and 
confidential should be appropriately marked. 
 
Direct any questions to Diane Solitaire, Purchasing Department, by phone at (956) 983-6366 or by 
email at dsolitaire@brownsville-pub.com. 
 
Candidates must guarantee their Original Proposal or subsequently clarified proposal for at least 
ninety (90) days from the Original Proposal opening date. To obtain the best and final offers, the 
BPUB may require written clarifications and explanations of Firm proposals after Original 
Proposal submissions when certain candidates have been selected for interviews. The BPUB will 
not be liable for any of the Firm’s costs or expenses incurred in preparation or presentation of the 
Proposal(s). The BPUB also reserves the right to conduct a pre-award survey, or to require other 
evidence of technical, production, managerial, financial, or other abilities prior to the award of the 
contract. 
 
The BPUB will follow Texas Local Government Code procurement procedures found at: Sections 
252.021(b)(c); 252.041(b); 252.042; 252.043(h); 252.049(b). 
 
To ensure that the award is made to the Firm whose proposal best meets the needs of the BPUB, 
discussion may be conducted with the top three (3) rated Firms at BPUB’s discretion. After the 
meeting(s), five (5) working days will be allowed for the Firms to submit all requested additional 
information and explanations in writing, which shall be deemed a part of their final offer. The Firm 
shall submit with such clarifications and explanations any revised projected schedule. The Firms 
shall be treated fairly and equally with respect to any and all opportunities for discussion, 
clarification, and explanation of proposals. 

 
 
 
 

mailto:dsolitaire@brownsville-pub.com
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INSTRUCTIONS TO RFP RESPONDENTS 
Firms must submit a signed one (1) paper original and three (3) paper copies of the proposal in a 
sealed package. Proposals shall be submitted to the BPUB Purchasing Office, 1155 FM 511, 
Olmito, TX 78575, no later than 5:00 PM on August 16, 2023. 
 
Sealed envelope must be clearly labeled as follows: 

 
Brownsville Public Utilities Board 
Attention: Diane Solitaire 
1155 FM 511 
Olmito, Texas 78575 
“P059-23 Printing and Mailing Services for Utility Bills and Reminder Notices, 
August 16, 2023, 5:00 PM” 

 
CONTRACT WITH FIRM/ENTITY INDEBTED TO BPUB 
It is a policy of the BPUB to refuse to enter into a contract or other transaction with an individual, 
sole proprietorship, joint venture, Limited Liability Company or other entity indebted to BPUB. 
 
FIRM REPRESENTATIVE 
The successful Firm agrees to send a personal representative with binding authority for the company 
to the BPUB upon request to make adjustments and/or assist with coordination of all transactions as 
needed. 
 
FIRM ACH (DIRECT DEPOSIT) SERVICES 
The Brownsville PUB has implemented a payment service for Firms by depositing the payment 
directly to the Firm’s bank account. Successful Firm(s) will be required to receive payments 
directly through Automated Clearing House (ACH) in lieu of a paper check. The awarded Firm 
must agree to receive payments via ACH (Direct Deposit). 
 
TAX IDENTIFICATION NUMBER (TIN) 
In accordance with IRS Publication 1220, a W9 form, or a W8 form in cases of a foreign Firm, 
will be required of all Firms doing business with the Brownsville PUB. If a W9 or W8 form is not 
made available to Brownsville PUB, the first payment will be subject to income tax withholding 
at a rate of 28% or 30% depending on the U.S. status and the source of income as per IRS 
Publication 1220. The W9 or W8 form must be included with proposal response. Attached are 
sample forms. 
 
TAXES 
The BPUB is exempt from Federal Excise Tax, State Sales Tax and Local taxes. Do not include 
tax in the proposal. If it is determined that tax was included in the proposal, it will not be included 
in the tabulation or any awards. Tax exemption certificates will be furnished upon request. 

 
SIGNING OF PROPOSAL 
Failure to sign proposal will disqualify it. Person signing proposal should show title or authority 
to bind their Firm to a contract. 
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EEOC GUIDELINES 
During the performance of this contract, the Firm agrees not to discriminate against any employee 
or applicant for employment because of race, national origin, age, religion, gender, marital or 
veteran status or physically challenging condition. 
 
LIVING WAGE STATEMENT 
On April 16, 2007, the BPUB Board of Directors approved a local “living wage” policy that 
requires all Contractors performing 100% Non-Federally funded Work for the BPUB to pay not 
less than a minimum wage rate of $8.00/hour. The BPUB requires that all Contractors comply with 
this policy.  
 
CONTRACT AND PURCHASE ORDER 
The services may be performed remotely. A personal services contract for the services will be 
placed into effect after evaluation and final approval by BPUB Board of Directors. The initial term 
of this contract will be for 1 year from the date of award. Brownsville PUB may, unilaterally, 
extend the contract for two (2) additional one (1) year periods if price and services are satisfactory 
and agreed upon in writing by both parties. 
 
BROWNSVILLE PUB RIGHTS 

1. If only one or no proposal is received by “submission date”, the BPUB has the right to 
reject, re-advertise, accept and/or extend the proposal by up to an additional two (2) weeks 
from original submission date. 

2. The right to reject any/or all proposals and to make award as they may appear to be 
advantageous to the Brownsville Public Utilities Board.  

3. The right to hold proposal for up to 90 days from submission date without action, and to 
waive all formalities in proposal. 

4. The right to extend the total proposal beyond the original 90-day period prior to an award, 
if agreed upon in writing by all parties (BPUB and Firm/contractor) and if 
Respondent/Firm holds original proposal prices firm.  

5. The right to terminate for cause or convenience all or any part of the unfinished portion of 
the Project resulting from this solicitation within thirty (30) calendar days written notice; 
for cause: upon default by the Firm/contractor, for delay or non-performance by the 
Firm/contractor; or if it is deemed in the best interest of the BPUB for BPUB’s 
convenience. 

6. The right to increase or decrease services. In proposal, stipulate whether an increase or 
decrease in services will affect proposal price. 

 
CORRECTIONS 
Any interpretation, correction, or change to the RFP will be made by ADDENDUM. Changes or 
corrections will be issued by the BPUB Purchasing Department. Addenda will be emailed to all 
who have returned the Proposal Acknowledgement form. Addenda will be issued as 
expeditiously as possible. It is the responsibility of the Firms to determine whether all addenda 
have been received. It will be the responsibility of all respondents to contact the BPUB prior to 
submitting a response to the RFP to ascertain if any addenda have been issued, and to obtain any 
all addenda, execute them, and return addenda with the response to the RFP. Addenda may also 
be posted on the BPUB website. 
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PROJECTED PROJECT TIMELINE 
The BPUB has established the following timeline relating to the selection process.  Dates are 
estimates only and are subject to change.  
 
 
 
 
 
 
 
 
 
 
MINIMUM QUALIFICATIONS 
Proposals shall be accepted only from Firms who meet the following minimum requirements: 
 

1) Be independent and non-product affiliated. This does not prohibit the Firm from 
recommending a product or products. 

 
2) Provide evidence of at least ten (10) years of experience in printing and mailing of bills or 

work similar to services requested in this RFP. 
 

3) Have adequate organization, facilities, equipment and personnel to ensure prompt and 
efficient service to the BPUB/City. 

 
4) Provide a listing of at least three (3) references with two (2) current clients and one (1) past 

client, preferably large public entities, with at least one (1) of those entities having at least 
$100,000,000 in gross revenues, specifying the scope and dates of services, and contact 
information, including names, addresses, email address and telephone numbers. 

 
5) Certified statement that the agency is not debarred, suspended or otherwise prohibited from 

professional practice by any federal, state or local agency.  This form must be submitted 
with the RFP to be considered (page 20). 
 

REFERENCE CHECKS 
The BPUB will contact prospective Firm’s references by email or telephone. Complete the 
attached form for each reference provided. 
 
RFP IS NOT A BASIS FOR OBLIGATIONS 
This request for competitive sealed proposals does not constitute an offer to contract and does not 
commit the BPUB to the award of a contract to anyone or to pay any costs incurred in the 

RFP Issued: July 31, 2023 
Last day to submit questions: August 8, 2023 by 5:00 PM 
Proposals due: August 16, 2023 by 5:00 PM 
Proposals Acknowledgment: August 17, 2023 at 10:00 AM 
Proposals evaluated: August 18-August 25, 2023 
Provide Final Recommendations August 28, 2023 
Board approval of contract award: September 11, 2023 
Project Start Date: TBD 
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preparation and submission of proposals.  The BPUB reserves the right to reject any or all 
proposals that do not conform to the requirements stated in this document.  The BPUB also 
reserves the right to cancel all or part of this request for proposals for any reason determined by 
the BPUB to be in the best interest of the rate payers. 
 
RIGHTS TO SUBMITTED MATERIALS 
All proposals and material submitted to the BPUB by a Firm, in response to this RFP, shall become 
the property of the BPUB after the proposal submission deadline.  The BPUB’s return of the 
proposals/material will be subject to the requirements of the laws of the State of Texas. 
 

 
 
UNAUTHORIZED COMMUNICATIONS 
After release of this solicitation, Proposer’s contact regarding this RFP with members of the RFP 
evaluation, interview or selection panels, and employees of the BPUB or officials of the BPUB 
other than the Purchasing Manager or Purchasing Staff is prohibited and may result in 
disqualification from this procurement process. No officer, employee, agent or representative of 
the Proposer shall have any contact or discussion, verbal or written, with any members of the 
BPUB Board of Directors, members of the RFP evaluation, interview, or selection panels, BPUB 
staff, or directly or indirectly through others, seek to influence any BPUB Board member, BPUB 
staff regarding any matters pertaining to this solicitation, except as herein provided. If a 
representative of any Proposer violates the foregoing prohibition by contacting any of the above 
listed parties with whom contact is not authorized, such contact may result in the Proposer being 
disqualified from the procurement process.  
 
PROPOSAL SUBMISSION REQUIREMENTS 
 

(1)Proposal Format 
(a) The proposals must be structured, presented, and labeled in the following manner: 

Tab 1 ─ Table of Contents 
Tab 2 ─ Project Work Plan 
Tab 3 ─ Qualifications 
Tab 4 ─ Key Personnel 
Tab 5 ─ Background and Experience 
Tab 6 ─ Price 
Tab 7 ─ Certifications and Other Required Forms 

 
 Failure to follow the specified format, label the responses correctly, or address all of the 

subsections may, at the BPUB’s sole discretion, result in the rejection of the Proposal.  
Proposals should not contain extraneous information. All information presented in a 
Proposal must be relevant in response to a requirement of this RFP, must be clearly labeled, 

BUSINESS REQUIREMENTS 
 
Firms shall respond to each of the items listed below.  Respondents are encouraged to recommend 
as part of their proposal, additional options, features or measures to help the BPUB meet its 
objectives in the spaces provided below or on a separate sheet of paper. 
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and, if not incorporated into the body of the Proposal itself, must be referenced to the 
appropriate place within the body of the Proposal.  The Proposal pages shall be numbered, 
and each section (tab) labeled. 

 
 

TAB 1: TABLE OF CONTENTS – Identify each major section (tab), all pages are to be 
numbered. 

 
TAB 2: PROJECT WORK PLAN –    

(a) Provide the legal entity name for the Firm.  Provide the proposal contact name, 
phone number, email address and physical address(s) from which proposing Firm 
operates or performs business.  Post Office Boxes are not verifiable and shall not 
be used for the purpose of establishing said physical address. 

(b) Describe the Firm’s proposed objectives, processes and methodologies for 
providing all components included but not limited to the scope of services.       

(c) Provide a plan of implementation for the work to be performed. 
   
TAB 3: QUALIFICATIONS –  

(a) Describe the Firm’s qualifications and experience in providing past and present 
services (brief company history).   

(b) Complete a detailed description of the proposing Firm’s qualifications with 
particular emphasis on experience relative to the services described herein.    

 
TAB 4:  KEY PERSONNEL –  

(a) Provide a project staff chart clearly identifying the project manager and key 
personnel associated with conducting the required Scope of Services. 

(b) Key Personnel- Provide resumes of the project manager and key personnel 
associated with conducting the required Scope of Services.  Firm must ensure that 
staff has all required licenses, certifications, and training appropriate for such 
persons’ role and function within the Firm.  Include information for the individual 
responsible for overall management and performance under the contract, the 
individual primarily responsible for the order fulfillment function of the scope of 
work, and the individual primarily responsible for the direct support function of the 
proposing Firm.  

 
TAB 5: BACKGROUND AND EXPERIENCE -   

(a) Provide at least three (3) references with two (2) current clients and one (1) past 
clients of completed projects which best illustrate the experience of the Firm.     

(b) The following information must be included for each reference:   entity name, client 
contact information (name, title, phone and email), scope of work performed, and 
identified. BPUB reserves the right to contact references, current or former clients 
to validate background and experience. 

 
TAB 6: PRICE -  

(a) Complete the BPUB Pricing Proposal Form by providing your best proposed prices 
provided and placed on the form behind this tab.   The Pricing Proposal Form is 
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found on the following pages of the RFP.  Pricing shall be inclusive of all materials, 
travel and expenses required to complete the scope of work described here in. 

 
 

TAB 7: CERTIFICATIONS AND OTHER REQUIRED FORMS - Complete, sign, and 
submit all certifications and other required forms as listed below and place behind this 
TAB:   

(a) Proposal Acknowledgement Form (submit this page upon receipt, can include copy 
in the Proposal).  Any modifications or alterations to this form shall not be accepted. 

(b) Ethics Statement 
(c) Conflict of Interest Questionnaire 
(d) W9 or W8-BEN 
(e) Insurance Requirements - Evidence of policy or ability to obtain a professional 

liability (E&O) policy must be submitted in order to be considered.   The Firm will 
be required to have a professional liability policy with a minimum limit of 
$1,000,000. 

(f) Certified Statement - Certified statement that the Firm is not debarred, suspended, 
or otherwise prohibited from professional practice by any Federal, State, or Local 
agency.   This form must be submitted in order to be considered. (Page 20)    

 
INSURANCE REQUIREMENTS 
 Brownsville PUB, in its sole discretion, may require at Firm’s expense certain insurance 
guaranteeing performance and payment of the services to be provided hereunder and may require 
at Firm’s expense to maintain in force certain types of insurance during the time services are being 
performed. Insurance must be underwritten by companies acceptable to Brownsville PUB and 
authorized to do business in the State of Texas.  True and correct copies must be filed with 
Brownsville PUB prior to the commencement of performing service hereunder. 
 
            Respondent shall carry insurance in the following amounts: 
 

1. Comprehensive General Liability 
a. Bodily Injury  $1,000,000 each occurrence 

  
b. Property Damage  $1,000,000 each occurrence 

 
 2. Personal Injury Coverage  $1,000,000 
 

3. Worker’s Compensation  As required by Law 
 
4. Comprehensive Automobile Liability Insurance (applicable to owned, non-owned 

and hired vehicles) 
 

a. Bodily Injury $50,000 each person, $500,000 combined single limit 
each occurrence 

 
            b.   Property Damage $1,000,000 each occurrence 
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All insurance in the above amounts shall name both Firm and Brownsville PUB as insured. 
 
Certificates showing that Firm has and continues to protect itself and Brownsville PUB by means 
of such insurance shall be provided to the Brownsville PUB upon request at any time during 
contract period. 
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EVALUATION PROCEDURE AND CRITERIA 
All proposals must be completed and convey all of the information requested in order to be 
considered responsive. If the proposal fails to conform to the essential requirements of the RFP, 
the Brownsville PUB alone will determine whether the variance is significant enough to consider 
the proposal susceptible to being made acceptable and therefore a candidate for further 
consideration, or not susceptible to being made acceptable and therefore not considered for 
award. Only the information provided with the proposal, subsequent discussions and 
clarifications provided in writing, and the proposer’s written Best and Final Offer, is used in 
the evaluation process and award determination. Only these criteria will be considered on the 
award determination.  
 
A BPUB committee will review the proposals submitted in response to this request and will make 
recommendations. The BPUB committee will review all proposals in light of the following major 
evaluation criteria with corresponding weights: 
 
1. Evidence of level of understanding of the scope of work and methodology to carry out project 

successfully.  Weight: 10 
 

2. Firm must have at least 10 years’ experience in the related industry. Weight: 5  
 
3. Evidence as to whether the Firm has a good understanding of  BPUB’s type of organization, its 

special needs, its facilities, regulations, and other aspects (to include knowledge of municipality 
rules and regulations).  Weight: 10 

 
4. Evidence of capability to provide services on a timely basis (based on references).  Finalist will 

provide BPUB with a timeline of the proposed services with an expected implementation date of 
September 1, 2020.  Weight:10  

 
5. Evidence of the Firm’s ability to perform the work, technical competence, and experience.  

Weight: 10 

6. Evidence of past performance, in terms of cost control and quality of work (based on references, 
examples of similar projects, and other pertinent information).  Weight: 10 

 
Please be advised that cost will not be the sole determining factor in the BPUB’s selection of a Firm 
to provide the services specified in the scope of services in this RFP.  The decision to conduct 
interviews or check references of individual Firms, all Firms, or no Firms is at the sole discretion of 
the BPUB. 
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PROPOSAL COST SHEET 
P059-23 

 
The undersigned Firm, having read and examined the requirements and specifications for the above, 
proposes to perform the services set forth in the Original Proposal.  The undersigned Firm hereby 
proposes to furnish the following product, as described herein, for the rate of: 
 

Description Annual Estimate Rate Total 
Utility Service Billing (2 Sheets - 4 pages) 585,000     

Utility Service Billing (3 Sheets - 6 pages) 58,500     

Utility Service Billing (Avg.  10 pages) 6,500     

1 Sheet 2 Pages Insert 542,000     

2 Sheet 4 Pages Insert 108,000     

Envelopes #9 for Bills 650,000     

Envelopes #10 for Bills 650,000     

Postage Estimate 650,000     

Reminder Notices (1 Sheet - 1 Page) 130,000     

Envelopes #10 Reminder Notices 130,000     

Postage Estimate 130,000     

Option - Bill Redesign Services N/A     
Price per item to include all labor, equipment,  materials, composition of bills and reminder 
notice reports, data interfacing, printing, handling  and mail services.  
 
Note: BPUB reserves the right to award services to one or various Firms based on price 
and/or references and as deemed most advantageous to BPUB. 
 
Company Name:           
 
Authorized Company Representative:      
 
Authorized Company Representative:      
     Signature (Failure to sign proposal will disqualify it) 

 
Company Address:          
 

                 
 

Telephone #:                    
 
Fax #:                               
 
Email:             
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REQUIRED FORMS 
CHECKLIST 

 
The following documents are to be submitted as a part of the BID/RFP/RFQ document 

NAME FORM DESCRIPTION SUBMITTED WITH RFP 
YES NO 

 
 
 
Legal Notice 

Acknowledgement Form 
 

  

Debarment Certificate 
 

  

Ethic Statement 
 

  

Conflict of Interest Questionnaire 
 

  

W9 or W8 Form 
 

  

Direct Deposit Form (will be provided to the 
awarded Firm) 

  

Residence Certification Form 
 

  

 
 
Special Instructions 
(if applicable) 
 

RFP Schedule/Cost sheet completed and signed  
  

  

Cashier Check or Bid Bond of 5% of Total 
Amount of bid   

  

OSHA 300 Log 
 

  

Contractor Pre-Bid Disclosure completed, 
signed and notarized 

  

Sub-Contractor Pre-Bid Disclosure completed, 
signed, and notarized 

  

 
 

  

References Complete the Previous Customer Reference 
Worksheet for each reference provided 

  

Addenda  
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ETHICS STATEMENT (THIS FORM MUST BE COMPLETED IN ITS ENTIRETY 
AND SUBMITTED WITH RFP RESPONSE) 

The undersigned respondent, by signing and executing this RFP, certifies and represents to the Brownsville 
Public Utilities Board that respondent has not offered, conferred or agreed to confer any pecuniary benefit, as 
defined by (1.07 (a) (6) of the Texas Penal Code, or any other thing of value as consideration for the receipt 
of information or any special treatment of advantage relating to this RFP; the respondent also certifies and 
represents that the respondent has not offered, conferred or agreed to confer any pecuniary benefit or other 
thing of value as consideration for the recipient’s decision, opinion, recommendation, vote or other exercise 
of discretion concerning this RFP, the respondent certifies and represents that respondent has neither 
coerced nor attempted to influence the exercise of discretion by any officer, trustee, agent or employee of the 
City of Brownsville and/or the Brownsville Public Utilities Board concerning this RFP on the basis of any 
consideration not authorized by law; the respondent also certifies and represents that respondent has not received 
any information not available to other respondents so as to give the undersigned a preferential advantage 
with respect to this RFP; the respondent further certifies and represents that respondent has not violated any 
state, federal, or local law, regulation or ordinance relating to bribery, improper influence, collusion or the 
like and that respondent will not in the future offer, confer, or agree to confer any pecuniary benefit or other 
thing of value of any officer, trustee, agent or employee of the City of Brownsville and/or Brownsville Public 
Utilities Board in return for the person having exercised their person’s official discretion, power or duty with 
respect to this RFP; the respondent certifies and represents that it has not now and will not in the future offer, 
confer, or agree to confer a pecuniary benefit or other thing of value to any officer, trustee, agent, or employee 
of the City of Brownsville and/or Brownsville Public Utilities Board in connection with information regarding 
this RFP, the submission of this RFP, the award of this RFP or the performance, delivery or sale pursuant 
to this RFP. 

 
THE FIRM SHALL DEFEND, INDEMNIFY, AND HOLD HARMLESS THE CITY OF 
BROWNSVILLE AND THE BROWNSVILLE PUBLIC UTILITIES BOARD, ALL OF THEIR 
PUBLIC OFFICIALS, OFFICERS AND EMPLOYEES FROM AND AGAINST ALL CLAIMS, 
ACTIONS, SUITS, DEMANDS, PROCEEDINGS, COSTS, DAMAGES, AND LIABILITIES, ARISING 
OUT OF, CONNECTED WITH, OR RESULTING FROM ANY NEGLIGENT ACTS OR OMISSIONS 
OF CONTRACTOR OR ANY AGENT, EMPLOYEE, SUBCONTRACTOR, OR SUPPLIER OF 
CONTRACTOR IN THE EXECUTION OR PERFORMANCE OF ANY RESULTING CONTRACT 
FROM SUBMITTAL OF THIS RFP. 

 
I have read all of the specifications and general RFP requirements and do hereby certify that all items submitted 
meet specifications. 

 
COMPANY:    
AGENT NAME:     
AGENT SIGNATURE:    
ADDRESS:    
CITY:      
STATE:   
TELEPHONE:     

ZIP CODE:     
TELEFAX:    

FEDERAL ID#: AND/OR SOCIALSECURITY#:    
 
 

DEVIATIONS FROM SPECIFICATIONS IF ANY: 
 

NOTE: QUESTIONS AND CONCERNS FROM PROSPECTIVE CONTRACTORS SHOULD BE RAISED WITH OWNER 
AND ITS CONSULTANT (IF APPLICABLE) AND RESOLVED IF POSSIBLE, PRIOR TO THE RFP SUBMITTAL DATE. 
ANY LISTED DEVIATIONS IN A FINALLY SUBMITTED R F P   MAY ALLOW THE OWNER TO REJECT A RFP  AS 
NON-RESPONSIVE. 
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CERTIFICATION REGARDING 

DEBARMENT, SUSPENSION, AND OTHER RESPONSIBILITY MATTERS  (THIS FORM 
MUST BE COMPLETED IN ITS ENTIRETY AND SUBMITTED WITH RFP RESPONSE) 

 
 
Name of Entity:   
 

The prospective participant certifies to the best of their knowledge and belief that they and their 
principals: 

 
a) Are not presently debarred, suspended, proposed for debarment, declared ineligible, 

or voluntarily excluded from covered transactions by any Federal department or agency: 
b) Have not within a three year period preceding this RFP been convicted of or had a civil 

judgment rendered against them for commission of fraud or a criminal offense in 
connection with obtaining, attempting to obtain, or performing a public (Federal, State, or 
local) transaction or contract under a public transaction; violation of Federal or State 
antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification 
or destruction of records, making false statements, or receiving stolen property; 

c) Are not presently indicted for or otherwise criminally or civilly charged by a 
government entity (Federal, State, Local) with commission of any of the offenses 
enumerated in paragraph (b) of this certification; and 

d) Have not within a three year period preceding this RFP had one or more public 
transactions (Federal, State, Local) terminated for cause or default. 

 
I understand that a false statement on this certification may be grounds for rejection of 
this RFP or termination of the award. In addition, under 18 USC Section 1001, a 
false statement may result in a fine up to a $10,000.00 or imprisonment for up to five (5) 
years, or both. 

 
 

 
 

 

Name and Title of Authorized Representative (Typed) 
 
 
 
 

  

Signature of Authorized Representative Date 
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(THIS FORM MUST BE COMPLETED IN ITS ENTIRETY AND SUBMITTED WITH RFP RESPONSE) 
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BROWNSVILLE PUBLIC UTILITIES BOARD 
RESIDENCE CERTIFICATION 

 
In accordance with Art. 601g, as passed by the 1985 Texas Legislature, the following will apply. The 
pertinent portion of the Act has been extracted and is as follows: 
 
 
Section 1. (a) 
 

(1)  "Nonresident bidder" means a bidder whose principal place of business is not in this state, 
but excludes a contractor whose ultimate parent company or majority owner has its principal 
place of business in this state. 

 
(2)  "Texas resident bidder " means a bidder whose principal place of business is in this state, 
and includes a contractor whose ultimate parent company or majority owner has its principal 
place of business in this state. 

 
Section 1. (b) 
 

The state or governmental agency of the state may not award a contract for general construction, 
improvements, services, or public works projects or purchases of supplies, materials or 
equipment to a nonresident bidder unless the nonresident's bid is lower than the lowest bid 
submitted by a responsible Texas resident bidder by the same amount that a Texas resident bidder 
would be required to under bid a nonresident bidder to obtain a comparable contract in the state 
in which the nonresident's principal place of business is located. 

 
I certify that                                                                                                                                 
(Company Name) is a resident Texas bidder as defined in Art. 601g. 
 
Signature:      ___________________________________________________________________                                                        
 
Print Name:   ___________________________________________________________________                                                              
 
I certify that                                                                                                                                 
(Company Name) is a nonresident bidder as defined in Art. 601g. and our principal place of business 
is:  ___________________________________________________________________                                                                                                       

(City and State) 
 
Signature:   ____________________________________________________________________                                                          
 
Print Name:                  
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Previous Customer Reference Worksheet 

 
Name of Customer:  Customer Contact: 

 
Customer Address:  Customer Phone Number: 
 
 

  

 
 

 Customer Email: 

 
 
 
 
 
 

Provide a brief description of the work performed for this customer (add additional page if required) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name of Company Performing Referenced Work: 
 
 

What was the Period of Performance?  What was the Final Acceptance Date? 
From: 
 
To: 

  

Dollar Value of Contract? 
 
$____________________                  

 What Type of Contract? 
Firm Fixed Price 
Time and Material 
Not to Exceed 
Cost Plus Fixed Fee 
Other, Specify:______________________ 
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• Certificate of  Interested Parties-Form 1295 
 

Special message: Please read the Special Notification regarding HB 1295 effective January 1, 
2016, implemented by the Texas Ethics Commission, which requires business entities to provide 
a completed Form 1295 to Brownsville PUB with signed contracts in order to execute them.  
In 2015, the Texas Legislature adopted House Bill 1295. The law states that a governmental entity 
or state agency may not enter into certain contracts with a business entity unless the business entity 
submits a disclosure of interested parties to the governmental entity or state agency at the time the 
business entity submits the signed contract to the governmental entity or state agency. The law 
applies to a contract of a governmental entity or state agency that either (1) requires an action or 
vote by the governing body of the entity or agency before the contract may be signed or (2) has a 
value of at least $1 million. The disclosure requirement applies to a contract entered into on or 
after January 1, 2016. 

To implement the law, the Texas Ethics Commission (TEC) adopted new rules necessary to 
prescribe the disclosure of interested parties form, and post a copy of the form on the commission’s 
website. The commission adopted the Certificate of Interested Parties form, Form 1295, on 
October 5, 2015. The commission also adopted new rules as part of Chapter 46 of the Texas 
Administrative Code on November 30, 2015. 

On January 1, 2016, TEC made a new filing application available on their website for business 
entities to use to both created and file Form 1295. Business entities will enter the required 
information on Form 1295 within the application and print a copy of the completed form, which 
will include a certification of filing with a unique certification number. An authorized agent of the 
business entity will need to sign the printed copy of the form and have the form notarized. The 
completed Form 1295 with the certification of filing must be included with the signed contract to 
the governmental body or state agency in order for the governmental body to execute the contract. 

Brownsville PUB will then notify the commission, using TEC’s filing application, of the receipt 
of the filed Form 1295 with the certification of filing not later than the 30th day after the date the 
contract binds all parties to the contract. 

TEC will then post the business entity’s completed Form 1295 to its website within seven (7) 
business days after receiving notice from Brownsville PUB acknowledging that it was received. 
To obtain additional information on HB 1295, to learn more about TEC’s process to create a new 
account or to complete an electronic version of Form 1295 for submission with a signed contract, 
please go to the following link: https://ethics.state.tx.us/whatsnew/elf_info_form1295.htm 
 
NOTE: IF AWARDED THIS CONTRACT, FORM 1295 WILL BE SUBMITTED AT THE 
TIME THE SIGNED CONTRACT IS SUBMITTED TO BPUB.             ___YES ___NO 
 
 
 
 
 
 
 

https://ethics.state.tx.us/whatsnew/elf_info_form1295.htm
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CERTIFICATE OF INTERESTED PARTIES FORM 1295 
Complete Nos. 1 - 4 and 6 if there are interested parties. 
Complete Nos. 1, 2, 3, 5, and 6 if there are no interested parties. 

OFFICE USE ONLY 

1   Name of business entity filing form, and the city, state and country of the business 
entity's place of business. 

2    Name of governmental entity or state agency that is a party to the contract for 
which the form is being filed. 

3    Provide the identification number used by the governmental entity or state agency to track or identify the contract, 
and provide a description of the goods or services to be provided under the contract. 

4 
 

Name of Interested Party 

 
City, State, Country 
(place of business) 

 

Nature of Interest (check applicable) 
 

Controlling 
 

Intermediary 

    

    

    

    

    

    

5    Check only if there is NO Interested Party.   

6   UNSWORN DECLARATION  
 
      My name is ____________________________________________, and my date of birth is ____________________________. 
 
      My address is ___________________________________, __________________, _____, ____________, ________________. 
                                              (street)                                                               (city)                      (state)   (zip code)                (country) 
 
      I declare under penalty of perjury that the foregoing is true and correct. 
 
     Executed in __________________County, State of ____________, on the ________day of ______________, 20_____. 
                                                                                                                                                                               (month)                (year) 
                                                                                           __________________________________    

Signature of authorized agent of contracting business entity 
                                                                                                                                                              (Declarant) 

  
ADD ADDITIONAL PAGES AS NECESSARY 

Form provided by Texas Ethics Commission                www.ethics.state.tx.us                          Revised 12/22/2017 
 

http://www.ethics.state.tx.us/
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