
































UNIT PRICE BID SCHEDULE

Quantities may vary due to online billing and conversion of City’s sewer billing to
Florida Keys Aqueduct Authority.

Printing of Bills, Stuffing of Envelopes, and Processing of Information per month - j> LAL.0o

Billing Stock
8% x117 20 ;;_cund stock (12,100 quantity} per month- % L[ 1 1 Ly
# 9 Envelopés ) {12,160 quantity} per month- £ 2249.9°
# 10 Envelopes (le,IOﬁ guantity] per month-

9% % 127 Insertion Envelopes (70 quantity] per month-

Postage [pass through) {12,100 guantity) per month- $ L{ Ll; | L - 5 o
Dther (Please List Each item) o Q 2
PDF 9F Eack Ry | o CIAA RS

TOTAL- | 35 45000
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CITY OF KEY WEST INDEMNIFICATION FORM

Contractor agrees to protect, defend, indemnify, save and hold harmiess The Gity of Key West, all
its Departments, Agencies, Boards, Commissions, officers, agents, servants and employees,
including volunteers, from and against any and all claims, debts, demands, expense and fiability
arising out of injury or death to any person or the damage loss of destruction of any property
which may oecur or in any way grow out: of any act or omission of the Contractor, its agents,
servants, and effiployees, or any and all cosis, expense and/or attorney fees incurred by the Gity
as a result of any claim, demands, andfor causes of action except of those claims, demands,
andfor causes of action ansing out of the negligence of Thi City of Key Woest, all ifs Departments,
Agencies, Boards, Commissions, officers, agents, servapts and empioyees The Contractor
agrees to invesfigate, handle, respond to, provide defense for and defend any sich claims,
demand, or suit at its sole expense and agrees to bear all other costs and expenses related
_thereto, even if it (claims, etc.) is groundiess, false or fraudulent. The City of Key West does not
waive any of its sovereign immunity rights, ;ncludlng Bt not limited to, those expressead in Section

768.28, Fiorida Stattes.

These indemitifications. shall survive the texim of this agreemént. In the event that any action or
proceeding is braught against the City of Key West by reason of such-claim or demafd, Contractor
shall, upon written niotice from the City of Key West, resist and defend such actior or proceeding
by counse! sahsfactory 1o the City of Key West.

The indemnification prowded ahove shall obligate Contractor to defend at its own &xpense to and
through appeliate, supplemental or bankruptcy proceeding, of to provide for such defense, at the
City of Key Wast's option, any and all glaimis of liability and all suits and actions of every name and
description covered above which may be brought against the City of Key West whether performed
by Coritractor, or persons employed or itilized by Contrastor.

The Contractor's obligation under this provision shall not be limfted iy ary way by the agreed upon
Contract Price as shown in this agreement, or the Contmctor’s limit of -or lack of sufficient

insurance protection.

CONTRACTOR: __ W T bS5~ DIAWECT  SEAL

ZlzAa ANSNE R LanE

Address

Mpholz T2, BIECECL| CN\.@A

Print Name
NP Busin e 55 DE VELEATI
Title

DATE: LL\ Eo} {7
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THE CITY b G5y WEST

Post Office Box 1409 Key West; FL 13041-1408

ADDENDUM # 1

Invitation to Bid (ITE) # 12-003
Utility Bill Processing, Printing,
Postage, Print Stock, and Envelopes

April 3, 2012
To All Prospective Bidders:
The following changes, additions, and/or deletions are hereby made a part of the Bid

Documents for the Utility Bill Processing, Printing, Postage, Print Stock, and Envelopes
(ITB # 12-003) dated March, 2012 as fully and completely as if the same were fully set forth

thereim:

QUESTIONS FROM RESPONDANTS:
(Answers in Ialics)

1. Is printing simplex or duplex?.
The wiility bills are printed duplex (two-sided) on one sheet of paper-

2. Please clarify 9x12 insertion envelopes? Are you looking for pncmg on the envelopes,
using 70 per month?

Correct. We have a small number of customers where multiple bills are sent in the larger
97x12" envelopes, Cost should include fee for inserting other bills in 9”x12" envélopes.

3. How many pages generally go into one #107
Just the one page duplex bill along with the # 9 return envelope:

4. 1sthere any printing on the #10 and #9 envelopes? Is the printing color or black and
white?

W5
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THE CITY OF KEY WEST

Post Qffice Boy, 1409 Key West, FL 33041-1409

There is printing on both envelopes in ove color (black). The # 10 envelope has the City’s
return address along with the City seal. The # 9 envelope has the City’s address. Please see
the photos of the envelopes that are part of this addendum.

5. 1Isthere a window on the #9 BRE
‘There is no window on this returk envelope.

6. I am requesting what the current contract costs are for this project and a copy of the bid
tabulation when it was last bid.

# 9 Envelopes - : 323.95 per 1,000

#10 Envelopes (with window)- $28.25 per L,800
8 %7 x 117 Bill Stock 20 pound - $16.99 per 1,000

Pogstal Presort - $13.64 per 1,000

Laser Imaging - $40.87 per 1,000

Insertion of Bill + #9 Envelope - 8 34.06 per 1,000
97x12” Envelope fnsertion - % 2.68 each

We do not have a copy of when the last time this project was bid. We piggybacked on.a
contract from another local utility — Keys Energy Services. Barvett and Company from Key

West is our current contractor.
7. 1Is it possible to pet a physical sample of your bills and envelopes?

We don’t have time to send a physical sample to everybody, 50 1 have included a photograph
in this addendum.

8. Is there any color printing on your bill preprinted form?

No. All printing is in black.

Key to the Caribbean — average yearly temperature 77 ° Fahrenheit,




THE CITY OF KEY WEST

_Post Office Box, 1469 Key West, FL. 3304} - }‘409

9. Is your return address pnnted in black on the #10 1-window outgoing envelope?
Yes it is, along with the City Seal.
10. Is the #9 return envelope a simple 1-window envelope?

There is no window on the return envelope. The return envelope is printed with the City's
aiddress and some other information. See photo for more information.

11. I would like to make a public record request for currefit contract information on Key
West Local Utility billing, printing materials mailing services and postage associate with
getting the monthly Sewer and Garbage billifigs produced and mailed.

I have attached a copy of the City’s curvent contract with this addendum.

12. Reading through vour invitation to bid. I wanted to know if it would it be OK to
substitute a double window #10 for the single window #10 you have in the Description of
Current Environiment. The reason I am asking is that a double window envelope eliminates
an addifional step in the production proeess of imprinting the logo and return address onfo
the face af a smgle window envelope -~ thus eliminating the cest as well. Instead, the return
address and logo is printed onto the bill which shows through the top window (I have

tached an example).

By using a double window envelope across our entire customer base it allows everyone to
benefit from a large envelope order, instead of running dezens of short runs for each
individual custemer. This would be helpful since we are trying to arrive as the lowest cost.

We plan on keeping our one window # 10 envelope that we are currently using. Please bid
or a one window # 10 envelope.

13. Supgard has the ablhty to export multiple file formats; of the export file types, the PDF
export is less desirable as these files have significantly less flexibility when it comes to
format changes. Qur normal process with Sungard customers is to work with their text
export file or the multiple data table export files; we use these as we work with cur

Key to the Caribbean — average yearly temperature 77 ° Fahrenfieit.



THE CITY OF KEY WEST

Post Office Box 1409 Key West, 1?';.;3_304.1-1409

customers to create a customized statement. Does this sufficiently cover the needs of the

- City?
We would prefer to use the same PDF export we are uging currently.

14. Isit safe to assume that you require PDF image copies of all bills prmr to printing, so
youl ¢ati review any and all statemerits?

15. You state that 20 1bs is the minimum requirement, however auntomated payment
vendors and equipment require 24 Ibs long-grain papet. Do you anticipate requiring 241bs
long-grain paper for any antomation in the future?

We anticipate that we will continue to use the 20 Ibs minimum. No chfmge is anticipated.
16, Ori the Bid Schedule, you are asking the cost for monthly quantities of #9 envelopes.
We normally use selective feeding for #9 envelopes to save our customers money for Bank
Draft customers and other accounts that are paid automatically. Do you have an estimate of

the accounts that would not require #9 envelopes in your mailings, if any?

imate. You should plan on using the fﬁll amount of # 9

We do niot have such an est

envelopes.

All Bidders shall acknowledge receipt and accéptance of this Addendum # 1 by
acknowledging this Addendum in their proposal or by submitting the addenduim with the bid
package. Bids submitted without acknowledgement or without this Addendum may be

considered non-responsive.

y . OvmuZss DINGCT
ignature : Name of Business

Key to the Caribbean — average yearly temperature 77 ° Fafirenfiert.




References

Bill Boyd

City of Cape Coral

PO Box 150027

Cape Coral, FL 33915

Gathy Sills

City of Ocose

150 North Lakeshore Drive
Ocoes, FL 34761

Jim Lang

Gity of Marco Island

50 Bald Eagle Drive
Marco Island, FL 34145

Christle Christie

City of St. Augustine

50 Bridge St

St. Augustine, FL 32084

Ann Marie Ricardi
City of Naples
735 8h Street South
Naples, FL. 34102

Volume: 80,000 per monih
Software: Sungard

239-242-3895

Volurne: 15,000 per month
Software; ADG

407-905-3100

Volume: 10,000 per month
Software; ADG
238-389-5190

Yolume: 15,000 per month
Saftware: Black Mountain
904- 2094244

Volume; 10,000 per month
Software: Sungard

239-213-1820
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CONTRACT

This Coritract represents an agreement between Sauthwest Direct, Inc., 2129 Andrea Lane Fort Myers, FL
33912 and City of Key West, PO Box 1409 Key West, Fl. 33041-1409.

T E

1. On or about April 10, 2012, Southwest Direct, in¢, will provide electronic data transfer statement mailing
services to Gity of Key West using Southwest Direct, Inc., an electronic data transfer statement mailing
semvice developed by Southwest Direct, Inc. and gwned by Southwest Direct. Southwest Direct, Inc, will
feépeive billing dats from City of Key West in order to print inveices, affix Southwest Direct, Inc. postage
to envelopes arid mail to payors by the next busingss day excluding holidays and weekends. The
charge for this service shall start at $0.123 per ssngle page statement, and $0.095 for additional pages:
Charge for set up iplementation are as follows: FEE WAIVED. NGOALink address cotrection
service is offered at 0.003 per recoerd.

2. "The single pagé rate is based on United States Postal Service rates @s of April 10, 2012. When posfage
rates chiange the price will go up by thé same amount as the new postal rate for the class of mait
covered by this contract. Cnty of Key West is responsible for any postal increase. Postage is estimated
at 0.365. Postage is due prior to each months mailing period.

3. Séuthwest Direct, Inc. agrees not to use any Confidential Infarmation, including but not limited to health
berefits-related transaction information and pnvate personal, medical and/or other information of any
pérson which is protacted by law, tt_;_a_i it receives in access pursuant to the: Agreement i in any way which

would produce or cause City of Key West or its affiliates to be held to have produced a violation of the
Privacy Act, or of any other applicable federal or state statute or regulation; er principal of common faw.

a. Southwest Direct, Inc. agreesto hold all confidential information in sirffct confidence: Southwest
Direct, Inc. agrees not to make the Confidential Information available in any form to any third party
or to use the Confidential Information for any purpoese other than for uses parmitted hereunder.
Southwest Direct, Inc. agrees to take all reasonable steps to ensure that the Confidential
Information is not disclosed or distributed by its employees or agents in violation of the provision of
the Agreement.

4, - Neither party will be responsiblé for delays or failures in performance resulting from acts or events
beyond its control, including but not limited to, acts of nature, governmentat action, fire, labor difficulties, -
or shortages, civil disturbance, transportation problems; interruption of power, supply or communication
by natural disasters, provided such parties will take reasonable efforts to minimize the efféct of the Acts.
orgvents. Both parties will fake reasonable stéps to communicate to the other party the circumstance
and impact of the delay,

5, Either party may cancel this agreement by providing to the other party a written notice of such intent (30)
sixty days prior to the termination of Agreement.




10.

11.

Notices required hereunder shall be in. wntmg signed by an officer of the: notifyieg party, and de!avered

personally or senf by registered or cerfifigd mail, charge prepaid, or overnight courier service fo the
- address noted on the top of this Agreement {or to other address as thie recipient may have previousiy

designated by notice} and shall be deemed given when so dehvered or four days after the mailing,
whichever comes first

This Agreementand the fghtand obligafions hereurider may not be assigned by Southwest Direct, inc.,
in whole or in part, without the prior written consent of City of Key West, which consent shali nat be

unreasonably withheld.

Mo representations have been made to induce either party to enter this Agreement excepifer the
representations explicitly stated in this Agreement This Agreement supercedes all prior or
contemporaneous written or oral agreemrients or expressions of intent or understanding and s the entire
Agreement between the partles with respect to its subject matter.

All terms, conditions or provisions which may appear on any purchase or saEe order or invoice issued
pursuant to this Agreement, to the extent inconsistent with the terms and conditions of this Agreement,
shall be of no force ar effect, notwithstanding the fact that such order or invoice may have been executed
subsequent {o the date of this Agreemerit, any preprinted terms of any such order or invoice shall have
no force or effect.

This Agreement canrot be changed exaept pursuant to a writing signed by an authorized officer of the
parties, No waiver of any of the provisions of this Agreement shall be effective unless in writing and
signed by an authorized officer of the party charged with such waiver and such waiver shall be strictly
fimited of the terms of such writing:

The laws of the State of Florida govern this Agreement.

Seyttrwest Direct, Inc. City of Key West.

Signs . Sign:

Name: Name:

Title: o o Title:

Date: ) Date:




Southwest Direct is comml’rled to maintaining on-going business operations regard%ess of any disruptive event We
recognized that our customers depend on our ability to miiigate risks that couid arise frem . Business Confinuity
depends on several key elements: trained personnel, facilifites, equipment and utitities. Safety is also on primary
concern. As a commitment to our customers, Southwest Direct has contingency plans in place to maintain operahons
oft-site i the everit of 2 major catasfrophic event. Southwest Direct has provided confinuous uninterrupted service
since 1988.

Our plans are based on a three-tiered level of disruptive events:

Tier System: 7

Tier 1: Low level event such as short ferm (1 day or less) power outage, Intemet interruption, phone system
outage, employee disruption, equipment theft or supplier problems.

Tier 2: Medium level event such as any outage longerthan 1 business day, some loss or critical equipment, or
- personnel reporting problems.

Tier 3: High level event that would totally disrupt operations at our tmain Yigadquarters. These would include
major weather events (i.e. hutricane or tomade}, building fire, flooding, bio-hazard, efe.

Planning Process:
Our basic planning process consists of the foligwing:

Threat Assessmeat: Purpose of which is to identify and prioritize the types of events and hazards that would
disrupt normal operations, takifig into. ccount their tikefihood, and impact on our bisiness and employees.

System Analysis: This was a camplete analysis 6f alf operations with the goal o identify critical tasks and
equipment needed in each fo maintain operations.

Personnel Analysis; To assess employees skills, personal i lssues which couid affect availability, and to assign
response pronties based on function.

Faciiity Analysis: To identiy the currenit state of our facility, including: security, communications, power Usage
needs (both overall; and by function), and fo determine minimum needs for offsile operations.

Customer Assessment; To identify the types of customers and the needs of each. This relatesto bioth shart
tertn, ane jong term account mainterance, as well as communication assessmerit during the event:

Recovery Timeline: To identify, based on length of disruption, functions, personnel and equipment needed to
re-establish normal business opérations.




{sOUTHWEST }

Response to an event that could affect the way business operations are normaily conducted fo ensure any Tiggative
effects to customers, employees, community are mitigated.

Disaster Recovery
Business Recovely
Business Restmption
_Contingency Planping
Details how the various departments wili perform their responsibilities in the event of a disaster, and thevarious
safeguards undertaken in preparatian for a polential disaster.

.Sﬁpported by management and has as:its objective to provide adocumented method of responding to a disaster which
might disrupt the company's engoing operations, Plan will aid management during and following a crisis that impairs the
company business.

Summary of Key Areas

" Ppwer - on site 1000 KW diesel generater

Ecuipment - redundant, networked, and fully integrated. Commonily used spare parts in inventory on site. Machine
shop staffed with technicians on sife iif case defivery of additional parts unavailable. Maintenance contracts with
equipment véndors in plage.

Datta — off site miored data backup for all processes located in Winterhaven, FL.

Facility — off site recovery vendor with Mutual Aid. Agreement ins place in Canton, MA,

Cpmmunicagionr—.manégemant and staff Kept in fegutar contact via cell phone, home phone, Text messaging, VOIP,
Skype, email, and social media,




Threat Assessment
Ranked By Cverall

impact
i Prope Business.
o ability.] . Humanmpact. impact | tmpact
| Cat3-5 Hurricane 8 ' 15 15 15
“Cat 1-2 Hurricane 11 | 10 . 11 11
' Tornado 7 - 10 13 13
Bldg System _
Failure/Collapse 3 ..M 14 14
- Flsoding 6 _ 10 12 12
- Explosion 3 10 11 11
Building Fire 3 4 14 13
Tropical Storm 15 5 6 8
T-Storm, Lightning, S o '
Hale , 5 1 6 7 5
Power Service
interruption ) 15 2 3 12
Bio Terrorism 4 7 10
Extreme Hoat 12 10 2 3
_ Cyber-Aftaci 8. 3 2 12 .
Emergency Water
Shortage 5 8 5 8 ..
Sabotage, Fraud, Theft | & 4 7 10
Hazardous Material 6 g 3 é
Violence in Workplace | 5 7 3 8
Radiological )
Emergency 3 8 3. "
| Bomb Thraat 3 8 5 5
| Adjacent Hazard 4 7 4 5
| Loss of Key Staff 5 3 3 8
Terrorism 3 7 3 B
Environmental Health 6 5 3 3
Sinkhole 5 2 32 5
Work Force Disruption 3 3 3 5
Civil Unrest 3 3 3 3
Drought 5 2 2 1
Wildfire 2 2 2 2
Extreme Cold 1 1 4 1




SOUTHWEST Y

Threat Asseé__'_s._ment
Ranked By
Qecourrence

Business
o 25 Impact
-Storm, Lightning, Hale 15 6 7 5 33
‘Tropical Storm 15 5 _ & 8 34
' Power Service Interruption 15 2 3 12 32
Extréme Heat 1 12 10 2 3 27
| Cat 1-2 Hurricane o 1 40 1] %" 43
' : i5 15 15 53
3 12 26
13 13 43

Probahnhty " Human Im ._'.{!;l.___ .To.t:_a:i_.

Tornado
Flooding
Hazardous Material
Environmental Health
Emergency Water Shortage
| Violeice in Workplace
Sabotage, Fraud, Theft
“Loss of Key Staff
Sinkhole
| Drought
' Bio Terrorism
Adjacent Hazard
Bldg System
Failure/Collapse
Explosion
Bomth Threat
_Radiclogical Emergency
“Terrorism
Building Fire
Work Force Disruption
Civif Unrest '
Wildfire
Extreme Cold
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Threat Assessment
Ranked By Human

lmpatt;

Probability

ot

Property
impact

Business |

~impact

Cat 3-5 Hurricans

156

15

Bldg System
Failure/Collapsé

11

14

14

Tornado

19

13

13

Flooding

0 pd [t

10

12

12

Cat %-2 Hurricarna

-
-

10

11

11

Explosion

X}

10

11

11

Extreme Heat

-
N

10

3

27

Hazardous Material

6

24

Bio Terrorism

&,

10

28

Emergency Wafer
Shortage

26

Boinb Threat

21

22

Radiclogical Emergency

_Adjacent Hazard

20

Violeénce in Workplace

23

Terrorism

K

T-Storm, Lightning, Hale

33

| Tropical Storm

34

| Environmental Health

17

Building Fire

34

26

Sabotage, Fraud. Theft
Cyber-Attack

26

9

Loss of Key Staff
Work Farcs Disruption

-

Civit Unrest

12

32

Power Service Interruption |

Sinkhole

15

Drought

10

Wildfire

Extreme Coid
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Thieat Assessmerit
Ranked By Property

impact
| Haz Probability Fipact | Cimpact | Tota
Cat 35 Hurricane 8 15 15 | 53
 Bldg System :
Failure/Collapse 3 11 14 14 42
Building Fire 3 4 14 13 34
 Tornado 7 10 13 13 43
Flooding & 10 12 12 40
Cat 1-2 Horricane E3! 10 14 11 43
Explosior. R E— ~To . 1 25
T-Storm, Lightning, Hale 15 § 7 5 33
Bio Terrarismy 4 8 T 10 29
Sabotage, Fraud, Theft 5 4 7 10 26
Tropital Storm. 15 5 6 8 34
Emergency Water o
Shortage 5 8 5 8 26
Bomb Threat 3 ] 5 5 24
Adjacent Hazard 4 - T 4 5 20
Power Service '
Interruption 15 2 3 12 32
Cyher-Attack 8 3 3 12 26 -
Hazardous Material 6 s | 3 K 24
Vialence in Workplace 5 7 3 8 23
Radiological Emergency 3 8 3 8 22
_Loss of Key Staff 5 3 ¥ 8 19
e ST 3 7 % 5 Y
Environmental Health & 5 3 3 17
Sinkhole 5 2 3 5 15
Work Force Disruption 3 3 3 5 14
Civil Unrest 3 3 3 3 12
Extreme Heat 12 10 2 3 27
Drought 5 2 2 1 10
Wildfire 2 2 2 2 8
Extreme Cold 1 1 1 1 4
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Threat Assessment
Ranked By Business
Impact
Hazard ity | Human Impact Bmpact | Tom
Cat 3-5 Hurricane 8 . 15 15 53
Bidg System | | . "
Faihire/Collapse 3 11 : 14 14 42
fomado = 8 T TR 3
Building Fire 3 4 14 13 34
Flocding - & 10 1 12 ] 42 | 40
Cyber-Attack 3 3 3 : 12 26
Power Service _ . .
Interruption 15 . 2 3 2 ) 32
Cat 1-2 Hurricane . 1 : 10 11 19 43
Explosion ' 3 - 10 11 M1 | 3%
_Bio Terrorism 4 ' 8 7 1 | 29
Sabotage, Fraud, Theit 5 4 7 10 26
Emergency Water
Shortage 5 8 5 8 26
Radiological Emergency 3 8 3 8 22
Viclence in Workplace 5 7 3 8 3
Tropical Storm 15 5 & 8 34
Loss of Key Staff 5 3 3 3 18
Hazardous Material 6 g 3 8 24
Terrorism 3 7 3 6 19
Bomb Threat 3 .8 5 5 21
Adjacent Hazard 4 7 4 5 20
T:Storm, Lightning, Hale 15 & 7 5 33
“Work Force Disruption 3 3 3 5 14
- Sinkhoie 5 2 Ed 5 15
Extreme Heat 12 10 2 3 27
Environmental Health 6 5 3 3 17
Civil Unrest 3 3 3 3 12
Wildfire 2 2 2 2 g
Drought 5 2 2 1 16
Extreme Cold 1 1 1 1 4
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Unintermupted power supply y is provided by 1000 K diesef generator which provides 1 week worth af off-gnd pOWEFON ang
tank of fuel, This systeim is connected to an automatic tranisfer switch (ATS) that autamatically tirng on-wheri & power
interruption is Hetected. The generator system is powerfisl enough fo run the entire production organization and
integrated with a UPS backup system for erifical process servers and workstations.

Data backup is provided with mimored servers at T3 Communications in Winterhaven, Flonda. In the gventof a
catastrophic event, the fedundant server configuration and communigations systems can be operated remoiely by 2
SWD technician and direct print production to our backup site in Canton, Massachusetis. The data backup cortaing all
customer production templates, extraction and mapping programs, as well as art files for pre-printed forms and backeis.

DISASTER AYDIDANCE AND RECOVERY

SouthWest Direct has applied significant resources to contlnue operations in the event of a disaster. While "ﬁve— ineg”
may riat be required we do insure that we ¢an be operational in less than 24 hours after a disaster. -

Fower

We have backup generators at both of our facilities. These are tested regularly and they start automatically wheri
reqtired. We also use advanced UPS technology within our data centers to insure clean uninterrupted DEWEF,

Redundant Communications
We have redurnidant wired communications and failover in case of an litémet provider faifure.
Backup and Recovery

We use redundant BDR units {orie af each facility) to insure data centinuity. These appliances automatically backup
specified resources and synchronize in real-ime, They aiso can be used to do bare-metal restores to servers and
provide Virtual Machines that can be used while a physical server is being restored.

~ Network Attached Storage

YWe use NAS 'techho_lt)gy via 1SC! for archival storage. Local drives on servers only house transient data and the
operating system. The NAS units. use RAID technalagy to help insure that a single drive failuré does not impact
production.

RAID on Servers

All servers have their internal drives mirrored via RAID {o insure that a single drive failure does not hinder daily
operations.




Building Security:

Total building security review fo identify weaknesses and strengths has been completed

= Level and types of security for each building
- Employees access Jimited to job function; and role spegific
- Non employee access
= Single poirit of access for visitors and employees
- 24-7-365 security moniforing by Checkpoint Security Inc (securfty & fire alarm system vendor)
- Fire alam , extinguishers, fraining, and fire drills
- - Yehicle access

‘Power Requirements by Function:

- Established peak draw of entire operation (Tier 1, 2, 3)

- Analyzed Departmental Use

- Defermined Tier 1 & 2 levefs of power fo re-establish minimum operations.
- Inventoried current power generating equipment

- Identified short terms power backup and surge protection

- Investad $75,000 inta installing a diesel powered generator'gapable of running the entire operation for T week

on 1 {ank of f_ue_l
- Obtained fusl contract for fuel delivery in case of emergenty

Communicafions:

- Phone system:
- Intemet/ Data co-location to provide redundancy of Intemnet FTP semvices

Design
Pre-Press
Press
Laser
Folding
Cirtter
Inserter
Purchasing

~ Operatar, Mac Computer with menitor and inkjet laser printer

— Qutsourced or nothing

~ Qutsourced or nothing

~ Operator, laser with electricity

— Operator, folder with electricity

— Operator, small cutter with electricity

— Operator, inserter with electnicity

— Materials and supplies for inkjet, Laser, Print and Maliing Depts. Hard copy of ali vendors with
phone numbers, accatint numbers, efc. for reference. Phone required.




Estimating — Hard copy of price lists and papervendor stock books. Phone and calculatof required.

Genéral — Graphits and inks pose nd probiem as long as product ID#s are available. With the exception of our
papet, ink and graphics supplies vendors, the majority of the others are located out of state. All paper
and ink vendors have muttiple locatioris in Florida and should their SarasotafTaiipa facilities become
damaged, we would be suppliad from their Miami branches. Should graphics: A iave a problem, we
would need to hiave an afternate company supp[y chiemicals, plates, efc.

When there is a threat to Florida, we will need to stack up on paper, ink, efc, in case our vendors have a disniption at
melrfacdmes Prnb[ems with deliveries are a distinct possibility, but shiouidn't be severe,

Priotity Task Staff  Resources

HIGH Inserter 1 220 Electric

HIGH Meter Base 1 110 Electric

HIGH New Meter 1 Peachtree or Manual
HiGH Gas Truck t 25 Gallons Gas
HIGH Diesel Triick 1 25 Gallons Diese
MEDIUM Postal Supplied 1 GPC's Trays, Sacks




