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Massachusetts Teachers’ Retirement System – Request for Response

	Purchasing Department
	Mass Teachers’ Retirement System

	Address
	500 Rutherford Ave, Suite 210

	City, State Zip Code
	Charlestown, MA 02129

	Procurement Contact Person
	Scott Olsen

	Telephone Number
	617-679-6844

	Fax Number
	617-679-1661

	E-Mail Address
	Scott.olsen@trb.state.ma.us

	RFR Name/Title
	MTRS 2026-2027 RetirementPlus (R+) Enrollment Response Services

	RFR Number
	MTRS 2026-2027EnrollmentResponse

	COMMBUYS Bid Number
	BD-26-1106-1106C-MTRSC-130774




1. Description or Purpose of Procurement:
Summary and purpose
Pending legislation would require, if passed, the Massachusetts Teachers’ Retirement System (MTRS) to conduct an enrollment opportunity for eligible members to participate in the RetirementPlus (R+) program. The bill is currently under consideration, and there is a possibility it could be signed during this legislative session, which formally ends on July 31, 2026. We will know by August 3, 2026, whether the bill has passed and whether we need to proceed with the election/enrollment period. If enacted, the enrollment period for eligible members could begin as soon as the legislation is signed into law and would run through June 30, 2027.
This enrollment opportunity response differs from a standard “election” in which members anonymously vote for board member candidates. In this potential upcoming R+ election/enrollment opportunity, eligible members, as identified by the MTRS, will receive a “ballot,” or an enrollment opportunity where each member will choose, for themselves, whether to “opt-in” and participate in R+ or “opt-out” and not participate in the R+ program. Non-repudiation evidence must be provided for each individual enrollment response and made available to the member and MTRS in an electronic format (PDF). 
The MTRS is seeking a contractor or contractors to provide services for the R+ enrollment response. Desired services include:
· Conduct an enrollment opportunity period where eligible members can choose to opt-in or opt-out of RetirementPlus (R+) by mailing and emailing a ballot and educational inserts to all eligible members; 
· Allows members to participate through mail or online with a unique pin;
· Print and distribute enrollment materials (via U.S. mail to home addresses) to approximately 11,000 eligible members;
· Receive, verify and process individual responses (paper and online); 
· Provide non-repudiation evidence, in the form of an image or PDF, that the materials were sent to the mailing address, as well as evidence of each member’s response (paper or online) for loading into member accounts in our system, along with a final database of all records and votes. Report returned mail, due to a bad mailing or email address, to the MTRS.
· Printing and mailing reminder notices at approximately six months (partway through the enrollment period) to eligible members who have not responded.
· Secure disposal of our electronic and paper records, including providing a certificate of destruction, or its equivalent.
Presently, the MTRS’s estimates approximately 11,000 individuals will receive an R+ enrollment opportunity packet. Applicable Procurement Law
	Check Appropriate Box (“X”):
	Type of Purchase
	Applicable Laws

	
	Executive Branch Goods and Services
	

	X
	Goods and Services
	MGL c. 7, § 22; c. 30, § 51, § 52; 801 CMR 21.00

	|_|
	Human and Social Services
	MGL c. 7, § 22, § 22N; c. 30, § 51, § 52; 801 CMR 21.00; 808 CMR 1.00

	|_|
	Legal Services	
	MGL c. 30, § 51, § 52 and § 65; c. 7, § 22; and 801 CMR 21.01(2) (b)

	|_|
	Grants
	MGL c. 7A, § 7; St. 1986 c. 206, § 17; 815 CMR 2.00



2. Acquisition Method:
	Check All Applicable (“X”):
	Category

	X
	Fee-For-Service

	|_|
	Outright Purchase

	|_|
	Rental (not to exceed 6 months)

	|_|
	Term Lease

	|_|
	License

	|_|
	Other:



3. Whether Single or Multiple Contractors are Required for Contract:
	Check One (“X”):
	

	X
	Single Contractor

	|_|
	Multiple Contractors


a. [bookmark: _Hlk116985986]Estimated Number of Awards
The MTRS reserves the right to award contracts to a single vendor or multiple vendors, in the best interest of the MTRS.
The contractor must agree to cooperate with such other contractors and must not commit or permit any act that may interfere with the performance of work by any other contractor.
If, over the life of the contract, the Purchasing Department determines that additional Contractors may be added, these may be drawn from qualified companies that responded to this Solicitation and not awarded Contracts. If necessary to meet the requirements of the Commonwealth, the Solicitation may be reopened to obtain additional Bids.
4. Entities Eligible to Use the Resulting Contract
	Check One (“X”):
	Eligible Entities

	|_|
	[bookmark: _Hlk83194811]Limited User Contract – Restricted to Use by Defined Entities Only.  Any Contract(s) resulting from this Bid will be open for use by the issuing Purchasing Department and the following other entities:
· [Identify additional Eligible Entities by name] 

	X
	[bookmark: _Hlk83194755]Limited User Contract – Restricted to Use by Issuing Entity Only. 



5. Expected Duration of Contract (Initial Duration and any Options to Renew):
The MTRS intends to enter into a contract for the duration of this enrollment period and related activities with the selected bidder(s).
6. Anticipated Expenditures, Funding, or Compensation:
It is anticipated that the cost for printing, processing and tabulation services for the 2026-2027 R+ enrollment period will range from $20,000-$25,000; we estimate the cost for postage to be no greater than $15,000.
7. Contract Performance and Business Specifications: 
a) [bookmark: _Hlk83328801]Evaluation and selection of contractor
The MTRS shall have sole authority to evaluate and make the final selection of bidder(s) for contract negotiation(s) pursuant to this RFR. The selection will be made after evaluation of both business and cost proposals by the PMT and final approval by the Executive Director, and/or Board.
b) Change in terms
The MTRS reserves the right to modify the specifications identified in the RFR at any time prior to the closing date. The MTRS reserves the right to negotiate with the selected bidder(s) as to any element of cost or performance, including without limitation, elements identified in the RFR and/or the selected bidder’s response in order to achieve the best value for the Commonwealth.
c) Termination or suspension
Contractor’s services may be terminated or suspended from the MTRS’s contract for poor performance, failure to perform, fraud or other cause with two (2) weeks’ prior written notice by the MTRS. Contractors may be terminated from the contract without cause with sixty (60) days’ prior written notice. The Contractor may not terminate the contract or performance thereunder except upon a minimum of 120 days’ written notice to the MTRS. Other terms regarding contract termination are subject to negotiation between the selected bidder(s) and the MTRS.
d) Permits and compliance
The contractor shall procure and pay for all permits, licenses and approvals necessary to perform the services solicited in this RFR. The contractor shall comply with all applicable laws, ordinances, rules, orders and regulations related to the performance of the services solicited.
e) Rejection of proposals
The MTRS reserves the right to reject any and all proposals submitted under this solicitation.
f) Fees subject to MTRS signatory authorization
All fees must be approved by the Election Officer or her designee and are subject to verification of performance.
g) Subcontracting policies
Prior approval of the department is required for any subcontracted service of the contract. Contractors are responsible for the satisfactory performance and adequate oversight of its subcontractors. Human and social service subcontractors are required to meet the same state and federal financial and program reporting requirements and are held to the same reimbursable cost standards as contractors.
h) Concurrent contracts running (renewals and transitions)
The MTRS shall cancel the contract if funds are not appropriated or otherwise made available to support continuation of performance in any fiscal year succeeding the first year or if satisfactory performance by the contractor does not ensue. The MTRS will also have the right to sole discretion in exercising an option to renew, which will not be subject to contractor acceptance or agreement. Any assistance required for this transition must be provided in a smooth and timely manner. If at any time the contract is canceled, terminated or expires, and a contract is subsequently executed with a firm other than the Contractor, the Contractor has the affirmative obligation to assist in the smooth transition of contract services to the subsequent Contractor.
B. Scope of Services: An individual or entity providing election services will be hired to assist the MTRS. The successful candidate must have substantial experience in providing ongoing professional election/enrollment services, support, development, and modifications related to the MTRS’s project. 
C. Requirements
1) Mandatory cover letter
Each proposal submission must be accompanied by a cover letter. The letter, which shall be considered an integral part of the submission, shall be signed by an individual who is authorized to bind the firm contractually, giving his or her title. The letter must certify that all of the information contained in the submission is accurate and complete. Inaccurate or incomplete information might affect the submission adversely. The letter shall contain a statement to the effect that it constitutes an offer to provide the services requested subject to acceptance of compensation levels determined in accordance with this RFR. The letter shall also state that the proposal was prepared solely by the firm and, prior to the time at which it became due, it was not discussed with any individual outside of the firm, other than as specifically contemplated by this RFR.
2) Information requested
Please provide a general description of the firm, its history, significant changes in its makeup over the last three (3) years, and its range of business. Please provide a detailed listing, which may be presented in tabular form as an exhibit or appendix to your submission.
a) Please provide the names and addresses for three references that the PMT may contact; at least 2 of which have worked directly with your staff proposed for this project listed in your response to 3a below.
b) Please indicate whether your firm intends to use the services of other vendors. Indicate the nature of such arrangements and include the names and résumés of the aforementioned with your response. 
c) Please provide details of any criminal investigation, regulatory proceeding, or material litigation against you, your firm or members of your firm which is either pending, or which has been completed in the last ten years.
Bidders should not submit extraneous marketing materials. They will not be reviewed.
3) Specific information
a) Please discuss your firm’s proposed staffing for this engagement, if selected, providing a brief résumé for each such employee, and the particular responsibilities of each such employee with respect to this matter. The naming of such persons shall be considered to be a commitment by the firm to assign those individuals to provide election services to the MTRS if the firm is the selected bidder. Any changes to staffing during the project would have to be submitted to the MTRS in writing and agreed to by the MTRS project manager.
b) Please describe up to five other engagements since January 1, 2017, most relevant to this RFR in which one or more of the employees named in response to a) above had principal responsibility.
c) Please include the following information specific to this project:
i) Strict and secure maintenance of MTRS confidential information: The contractor must be able to ensure that all member information will remain confidential, and that none of the information provided will be sold or otherwise transferred to any other party. Please describe how you will ensure that our confidential information will be protected and maintained in the strictest confidence, as well as how—after the election services have been completed—you will securely dispose of our electronic and paper records, including providing a certificate of destruction, or its equivalent.
ii) Process: Please describe the process you will employ to conduct this election and provide a complete description of all materials to be used and their purpose.
iii) Security: Please describe how your election process will guarantee the security and integrity of the election. Information should include methods for the following: validating the legitimacy of paper and electronic ballots and securing them once you have received them; ensuring that each voter casts only one vote; ensuring that all eligible votes are counted; and, providing duplicate ballots when lost ballots are reported. 
iv)  Estimated charges to the MTRS in the event the election/enrollment period is not held due to the bill not being signed into law by July 31, 2026. Please describe how you would determine any charges to us and provide an estimate of their amounts.


4) Cost proposal, including bidder’s mandatory cost proposal chart
Please refer to the project specifications in Appendix D, and using the chart in Appendix E, provide a breakdown of costs for each of the production categories listed below. You may also include your own detailed quote worksheet, but be sure to indicate your costs in the chart in Appendix E.

Category		Item_____________________________________________________________
Printing	11M ballot pieces (2/2, blue and black; sheet with horizontal perf for ballot panel; 8.5x14). Ballot enclosed in #10 window envelope, with #9 reply envelope enclosed.
4-6M “Reminder” ballot pieces (approximately halfway through election) (2/2, blue and black; sheet with horizontal perf for ballot panel; 8.5x14). Ballot enclosed in #10 window envelope, with #9 reply envelope enclosed.
Dataprocess/mlg services
Personalizing 11M individual ballot pieces; sorting to achieve lowest possible postage rate. 
	Reminder mailing 	Personalizing 4-6M individual ballot pieces; sorting to achieve lowest possible postage rate. Please note that we will resend electronic notices to any corrected email addresses as a result of the first mailing. 
Online voting services	Establish secure, easy-to-use online voting site for use solely for this MTRS election; maintain throughout enrollment period as needed. Create a standard ‘receipt’ and confirmation of enrollment selection that can be provided immediately to online submissions and in a timely manner via a letter to mail in submissions. Provide the ability for the MTRS to send new online voting credentials via email for members who deleted or didn't receive the initial mailing or email.  Participants may not change their enrollment selection as this is a one-time, irrevocable selection.
Tabulation services	Receive and tabulate paper and/or electronic votes (cannot estimate the participation rate due to unknown variables (i.e. potential member cost) in the draft bills); verify and certify election returns.
Reporting services	Provide MTRS with periodic uploads of member vote confirmation and supporting documentation (TBD) and a final database at the conclusion of the project.
Administrative costs	 Any anticipated delivery, shipping or other costs (describe)
__________________________________________________________________________________
Cost if the bill is not signed into law by July 31, 2026, and no election/enrollment period is required. [pg 6, (iv)]
__________________________________________________________________________________
Postage                         Approximately 17M pieces if…
             		             • First-class presort (cost per piece)	
	                            • Standard presort (cost per 	 __________________________________________________________________________________

1. Payments
The MTRS is not obligated, nor will any payments be made for services provided until a fully executed contract between the Contractor and the MTRS is in place. 
All payment requests shall be submitted on an invoice containing, at a minimum, the following information: unique invoice #, name of requestor, date, itemized description of charges, detailed description of services provided, and dates of service. 
All payments will be made in accordance with the Office of the Comptroller’s Bill-Paying Policy, which can be found on the Comptroller’s website at www.mass.gov/osc and through the Commonwealth’s Electronic Funds Transfer (EFT) program. The Awarded Contractor must participate in the EFT program. 

The MTRS foresees providing payment at three points during this project:
i. Prior to the mailing of the printed ballots > Postage
ii. After the mailing of the printed ballots > Ballot printing and mailing costs
iii. Upon completion of all tabulation services and provision of certificate(s) of destruction > Tabulation and final costs
By submitting a response to this RFR, the bidder is indicating that they have read and agree to all Commonwealth’s payment policies. Bidders that do not agree to policies in their entirety or with exceptions should not submit a response.


2. Prompt Payment Discount: 
Prompt Payment Discounts (PPD). All bidders responding to this procurement must agree to offer discounts through participation in the Commonwealth Prompt Payment Discount (PPD) initiative for receiving early and/or on-time payments, unless the bidder can provide compelling proof that it would be unduly burdensome. PPD benefits both contractors and the Commonwealth.  Contractors benefit by increased usable cash flow as a result of fast and efficient payments for commodities or services rendered. Participation in the Electronic Funds Transfer initiative further maximizes the benefits with payments directed to designated accounts, thus eliminating the impact of check clearance policies and traditional mail lead time or delays. The Commonwealth benefits because contractors reduce the cost of products and services through the applied discount. Payments that are processed electronically can be tracked and verified through the Comptroller’s Vendor Web system. The PPD form can be found as an attachment for this Bid on COMMBUYS.

Requiring a PPD to be identified, as part of a procurement or contract does not mean for an automatic discount if the MTRS does not pay in the accelerated timeframe. If the MTRS schedules payment after the discount period(s), the normal 45-day cycle will apply without a discount being taken. No accelerated payments will be issued without the Contractor offering a discount.  
3. TAX Exemption: 
MTRS is a state agency exempt from sales tax. Therefore, requisition forms supplied by the awarded Bidder(s) must not include a sales tax.
4. Pricing/ Price Adjustment:
Pricing will remain firm for the initial contract period award. Prior to executing any contract renewals, the Awarded Bidder(s) may submit a request for price adjustments. This request must include a detailed statement substantiating the price adjustment.
5. Small Business Purchasing Program:
This is a Small Procurement targeted to verified small businesses participating in the Commonwealth’s Small Business Purchasing Program (SBPP). The MTRS intends to award a contract to one or more SBPP-participating businesses verified through CommBuys that submit a quote that meets or exceeds the best value requirements. Subcontracting in SBPP procurements is limited to no more than 20% of the total value of the contract, unless it is with another verified SBPP participant. If it is determined that there is inadequate SBPP capacity, or no SBPP participating vendors provide a responsive quote, the MTRS may award the solicitation to vendors who submitted responses and are not participating in the SBPP. To determine eligibility and to participate in the SBPP, please review the eligibility criteria and general program information at www.mass.gov/sbpp. Please provide OSD proof of certification for SBPP with your response.

8. Small Business Purchasing Program
Program Background
[bookmark: _Int_qjbsMcKJ]The Massachusetts Small Business Purchasing Program (SBPP) was established pursuant to Executive Order 523 to increase state contracting opportunities with small businesses having their principal place of business within the Commonwealth of Massachusetts. Pursuant to the SBPP, it is the intention of the issuing department to award this Small Procurement to one or more SBPP participating business(es) as described below. 
SBPP Award Preference
While all businesses, no matter the size or principal place of business, may submit responses to this solicitation, should an SBPP participant respond and meet the best value criteria as described in this solicitation, the SBPP participant shall be awarded the contract. The Strategic Sourcing Services Team (SSST) will not evaluate submissions from non-SBPP participants unless no SBPP Bidder meets the SSST’s best value evaluation criteria. 
SBPP Participation Eligibility
To be eligible to participate in this procurement as an SBPP participant, an entity must meet the following criteria, and be marked as an SBPP-registered business in COMMBUYS:
1. Have its principal place of business in the Commonwealth of Massachusetts;
2. Been in business for at least one year;
3. Employ a combined total of 50 or fewer full-time equivalent employees in all locations, or employees work less than a combined total of 26,000 hours per quarter; and
4. Have gross revenues, as reported on appropriate tax forms, of $15 million or less, based on a three-year average. 
Non-profit firms also must be registered as a non-profit or charitable organization with the MA Attorney General’s Office and be up to date with all filings required by that office and be tax exempt under Section 501(c) of the Internal Revenue Code. 
SBPP Compliance Requirements
It is the responsibility of the Bidder to ensure that their SBPP status is current at the time of submitting a response and throughout the life of any resulting contract. Misrepresentation of SBPP status will result in disqualification from consideration, and may result in debarment, contract termination, and other actions. To learn more about the SBPP, including how to apply, visit the SBPP Webpage. 
Program Resources and Assistance
Bidders and Contractors seeking assistance regarding SBPP may visit the SBPP webpage, http://www.mass.gov/sbpp, or contact the SBPP Help Desk at sbpp@mass.gov.
9. Environmentally Preferable Products
Products and services purchased by state agencies must be in compliance with Executive Order 515, issued October 27, 2009.  Under this Executive Order, Executive Departments are required to reduce their impact on the environment and enhance public health by procuring environmentally preferable products and services (EPPs) whenever such products and services perform to satisfactory standards and represent best value, consistent with 801 CMR 21.00. In line with this directive, all Contracts, whether departmental or statewide, must comply with the specifications and guidelines established by OSD and the EPP Program. EPPs are products and services that help to conserve natural resources, reduce waste, protect public health and the environment, and promote the use of clean technologies, recycled materials, and less toxic products. Bid responses must identify how a contractor meets these goals.
10. Evaluation Criteria  
Contractors must submit responses that meet all the submission requirements of the RFR. Only responsive proposals that meet the submission requirements will be evaluated, scored, and ranked by the evaluation team according to the evaluation criteria. Additional information may be requested for evaluation purposes.
Evaluation process
All proposals will be evaluated to determine whether or not they meet the requirements of this RFR. Without limitation by enumerating, the primary factors which will be considered include the following:
a) completeness of response, including mandatory attachments, and compliance with submission criteria (refer to Section VIII, C, Requirements), as bids that do not comply with these components will be rejected (MTRS reserves the right to allow any bidder that does not comply with the submission criteria to cure);
b) the contractor’s understanding of the work to be performed, commitment to perform the work within the schedule and ability to meet the specifications;
c) evaluation of the contractor’s election process in terms of maintaining the security and integrity of the process and guaranteeing the accuracy of the results
d) experience of the contractor and proposed staff; and,
e) cost, which will include the consideration of any Prompt Pay Discounts (please refer to Appendix A for Standard Language.)
f) Small Business Certification- Certified by the Massachusetts Operational Services Division
The successful bid will be determined based on the one that represents the “best value” overall—both technically and cost-wise—and achieves the procurement goals. The MTRS will award the contract based on the quality of the proposal and the acceptability of the bid for the services/products offered.
Additionally, the MTRS may request a personal interview prior to entering into a contractual agreement and may request a bidder to modify specific aspects of their proposal prior to being offered a contract. All contracts over $50,000 are subject to approval by the Massachusetts Teachers’ Retirement Board.   

Evaluation requirements and mandatory attachments
Compliance with all requirements and inclusion of all mandatory attachments listed below is mandatory in order for a bid to be accepted for further review. Lack of compliance will automatically disqualify the bidder.
A)	 Legal and other requirements
For each of the items listed below, the bidder must provide the required certification, statement or information that is responsive to the requirement.
1) Solvency
Certification that the bidder has not been in bankruptcy and/or receivership within the last three calendar years.
2) Corporate good standing
If incorporated, identification of the bidder’s state of incorporation and a statement that it is in good standing in that state, and, if the state of incorporation is not Massachusetts, a statement that the bidder has complied with all filing requirements of the Massachusetts Secretary of State.
3) Licenses and registrations
A statement that the bidder meets all applicable state and federal requirements and has all the licenses and registrations necessary to perform the contract.
4) Pending litigation
Details of any pertinent judgment, criminal conviction, investigation or litigation pending against the bidder or any of its officers, directors, employees, agents, or subcontractors of which the bidder has knowledge or a statement that there are none. The MTRS reserves the right to reject a response based on this information.
5) Compliance with RFR requirements
A statement that the bidder agrees to meet every specification, requirement, or condition set forth in the RFR. (This statement will not be deemed to encompass any requirement, specification, or condition for which the RFR indicates that a preference may or will be given by the MTRS. Any such requirement, specification, or condition must be met by only a bidder seeking the preference.)
6) Confidentiality
All materials and information provided to the successful bidder by the MTRS or acquired by the successful bidder on behalf of the MTRS shall be regarded as confidential information in accordance with Federal and State law, and ethical standards. The successful bidder must take all necessary steps to safeguard the confidentiality of such materials or information. The successful bidder must certify that all member information will remain confidential, and that none of the information provided will be sold or otherwise transferred to any other party.
Additionally, the successful bidder must complete and sign the   indicating that our data will be handled in compliance with the Commonwealth’s security policies.
11.  Instructions for Submission of Responses:
Only electronic quotes submitted via COMMBUYS will be accepted in response to this RFR. Responses must be sent via the “Create Quote” functionality in COMMBUYS. For instructions concerning how to submit a Quote, please see Appendix B.
Any submission that fails to meet the submission requirements of the RFR will be found non-responsive without further evaluation unless the evaluation team, at its discretion, determines that the non-compliance is insubstantial and may be corrected. In these cases, the evaluation team may allow the vendor to make minor corrections to the submission.
All responses must be submitted via CommBuys.
Questions concerning this RFR must be submitted via CommBuys. Questions and answers regarding this RFR will be posted on CommBuys, per the procurement schedule contained in Section XII on page 12.
When responding to this RFR, bidders should take note of the following provisions:
a) The MTRS reserves the right to request additional information from firms responding to this request.
b) The MTRS reserves the right to reject any and all responses to this request, to waive any minor informality in a response, to request clarification of information from any firm responding, and to effect any agreement deemed by the MTRS to be in the Commonwealth’s best interest with one or more of the firms responding. The MTRS reserves the right to amend or cancel this RFR at any time.
c) All responses and their contents submitted in response to this RFR shall become the property of the MTRS and will not be returned to the bidder. Bidders are cautioned that ideas, techniques, information, etc., submitted as part of the bidder’s response may be used by the MTRS without separate payment to the bidder or subcontractors.
d) The MTRS will not reimburse any firm for costs associated with the preparation or submission of any response to this request. 
Disqualification of proposals
a)  Late proposals
The CommBuys system will NOT allow vendors to submit a response after the submission deadline (bid opening date/time). Vendors must allow themselves ample time to allow for any technical issues to be resolved when trying to submit a bid. Vendors must give themselves enough time to contact the CommBuys help desk for assistance when necessary. Proposals sent by email or any other method than through CommBuys for any reason shall be 	
b) Nonresponsive proposals
Proposals which are not responsive or which fail to comply with mandatory requirements of the RFR shall be deemed nonresponsive and shall be disqualified. Nonresponsive proposals shall include, but not be limited to, those which fail to address or meet any mandatory item, and those submitted in insufficient number, or in incorrect format.
c) Collusion
Collusion by two or more bidders agreeing to act in a manner intended to avoid or frustrate fair and open competition is prohibited and shall be grounds for rejection or disqualification of a proposal or termination of this contract.
d) Debarred bidders or subcontractors
A bidder who is currently subject to any Commonwealth or federal debarment order or determination, shall not be considered for evaluation by the PMT. If a bidder’s proposal is dependent upon the services of a named subcontractor and the disqualification of this named subcontractor would materially alter the proposal, then that proposal shall be deemed unresponsive if the named subcontractor is found to be debarred. Proposals that indicate that subcontractors will be used but do not rely on any specifically named subcontractor shall not be deemed unresponsive if the disqualification of a proposed subcontractor will not materially alter the proposal.
12. Estimated Procurement Calendar
The following is the tentative time schedule for the MTRS’s search for a vendor to provide election services. All dates are subject to modification by the MTRS with notice.
	Procurement Activity
	Date
	Time

	Issuance of RFR
	6/23/2026
	

	Deadline for submission of questions through COMMBUYS “Bid Q&A” 
	6/30/2026
	4:00 PM EST

	Target Q&A posting date
	7/3/2026
	4:00 PM EST

	Deadline for all amendments to the bid
	7/7/2026
	4:00 PM EST

	Deadline for submitting bids  
[Quotes (Bid Responses) Deadline]
	7/10/2026
	4:00 PM EST

	Notification of Successful Bidder
	7/13/2026
	

	Estimated Contract Start Date
	7/17/2026
	

	Enrollment opportunity mailed*
	Between 8/1/2026* - 9/8/202
	Please see comment

	Enrollment begins
	Between 8/1/2026* - 9/8/2026
	

	Enrollment response deadline*
	6/30/2027
	

	Tabulated votes reported to MTRS 
	Periodic TBD
	

	Vendor to destroy all data/materials 
(60 days after votes certified)
	9/1/2027
	



Bidders are required to monitor COMMBUYS for changes to the procurement calendar for this Bid.
a. Online Questions (Bid Q&A) 
Written Questions must be entered using the “Bid Q&A” tab for the Bid in COMMBUYS no later than the “Online Questions Due” date and time indicated in the Estimated Procurement Calendar (above). The issuing department reserves the right to not respond to questions submitted after this date. It is the Bidder’s responsibility to verify receipt of questions. 
It is the responsibility of the prospective Bidder and awarded Contractor to maintain an active registration in COMMBUYS and to keep current the email address of the Bidder’s contact person and prospective contract manager, if awarded a contract, and to monitor that email inbox for communications from the Purchasing Department, including requests for clarification. The Purchasing Department and the Commonwealth assume no responsibility if a prospective Bidder’s/awarded Contractor’s designated email address is not current, or if technical problems, including those with the prospective Bidder’s/awarded Contractor’s computer, network, or internet service provider (ISP) cause email communications sent to/from the prospective Bidder/Awarded contractor and the Purchasing Department to be lost or rejected by any means including email or spam filtering.
Written Responses to Questions will be released on or about the “Responses to Questions Posted Online” date indicated in the Estimated Procurement Calendar (above). 
(Written questions and responses will be posted on the Bid Q&A Tab for this Bid in COMMBUYS.) 
b. Bid Amendment Deadline 
The Purchasing Department reserves the right to make amendments to the Bid after initial publication. It is each Bidder’s responsibility to check COMMBUYS for any amendments, addenda or modifications to this Bid, and any Bid Q&A records related to this Bid. The Purchasing Department and the Commonwealth accept no responsibility and will provide no accommodation to Bidders who submit a Quote based on an out-of-date Bid or on information received from a source other than COMMBUYS.
   c. Quotes (Bid Responses) Deadline
See the Quotes (Bid Responses) Deadline indicated in the Estimated Procurement Calendar (above).
d. Estimated Contract Start Date
This is the approximate start date. The actual start date will be the Contract Effective Date which is the date the Contract is executed by the parties.


13. Required Forms
Bidder responses to this RFR must contain the following documents marked with an X. All other forms listed are required to be signed electronically by the successful bidder only:
	Check if applicable (“X”)
	Form/Document
	Submission Instructions

	X
	Cost proposal sheet
	Required with bid submission 
(Refer to Appendix E)

	X
	Bidder’s checklist
	Required with bid submission 
(Refer to Appendix E)

	
	Standard Contract Form and Instructions 
	 Read. Electronic submission required by the successful bidder. MTRS will send via Docusign.

	 
	Contractor Authorized Signatory Listing
	 Electronic submission required by the successful bidder. MTRS will send via Docusign.

	X
	Prompt Payment Discount Form
	Required with bid submission

	X
	Business Reference Form 
	Required with bid submission

	X
	MTRS Secure Data Exchange Standards
	Required with bid submission 

	|_|
	Commonwealth Terms & Conditions
	Read.   These T&C are incorporated by reference into the Standard Contract. 

	￼
	Request for Taxpayer Identification Number & Certification (Massachusetts Substitute W-9 Form)
	 Electronic submission required by the success bidder. MTRS will send via Docusign.

	
	EFT Authorization Form
	Selected Bidder will be required to agree to electronic payments and submit the required documents. MTRS will send via Docusign. 



The above attachments are available as part of the Bid record on COMMBUYS (WWW.COMMBUYS.COM). 
*. The Bidder has read and agrees to all of the terms and conditions set forth in these documents and that the Bidder understands that these forms must be executed without exception within 5 business days of receiving notice of selection. Bidders that take exception to any of the terms should not submit a response.  
 
The above attachments are available as part of the Bid record on COMMBUYS (WWW.COMMBUYS.COM).
14. RFR Attachments
Appendix A:  Required Specifications
Appendix B:  Electronic Quote Submission Instructions 
Appendix C:  Required Specifications for Information Technology
Appendix D:  RFR – Other Specifications
Appendix E: Project Specifications, Miscellaneous Reference, Desired Production Schedule and Cost Proposal Sheet


Appendix A: Required Specifications
https://www.mass.gov/doc/rfr-required-specifications-of-commodities-and-services
Appendix B:  Electronic Quote Submission Instructions 
https://www.mass.gov/doc/instructions-for-vendors-responding-to-bids
Appendix C:  Required Specifications for Information Technology
https://www.mass.gov/doc/rfr-required-specifications-for-information-technology/download
Appendix D:  RFR – Other Specifications 
Acceptable Forms of Signature
Effective June 15, 2021, for all 1) CTR forms, including the Standard Contract Form, W-9s, Electronic Funds Transfer (EFT) forms, ISAs, and other CTR-issued documents and forms, or 2) documents related to state finance and within the statutory area of authority or control of CTR (i.e. contracts, payrolls, and related supporting documentation), CTR will accept signatures executed by an authorized signatory in any of the following ways: 1. Traditional “wet signature” (ink on paper); 2. Electronic signature that is either: a. Hand drawn using a mouse or finger if working from a touch screen device; or Page 2 b. An uploaded picture of the signatory’s hand drawn signature 3. Electronic signatures affixed using a digital tool such as Adobe Sign or DocuSign. If using an electronic signature, the signature must be visible, include the signatory’s name and title, and must be accompanied by a signature date. Please be advised that typed text of a name not generated by a digital tool such as Adobe Sign or DocuSign, even in computer-generated cursive script, or an electronic symbol, are not acceptable forms of electronic signature.
Appendix E: Project Specifications, Miscellaneous Reference, Desired Production Schedule and Cost Proposal Sheet
I. Project Specifications
In addition to the specifications contained within this Request for Response, the contractor will be required to provide the following services:
a) Printing of outgoing voting materials
· The format, content and appearance of all voting materials must support the running of the election in an orderly secure fashion.
· The contractor will prepare all draft and final art of all printed and online materials, which will be subject to MTRS review and approval.
· Proofs of all printed pieces will be required.
 b) Distribution of outgoing voting materials
This project involves the distribution of the same ballot package to approximately 11M members identified by the MTRS. 
Recipients. . . . . . . There are approximately 11,000 individuals eligible for the R+ election. 
Contents. . . . . . . . It is envisioned that the outgoing voting piece will consist of an 8.5x14, double-sided, two-color (blue and black) sheet that contains voting instructions and a ballot/enrollment opportunity form. Ballot enclosed in #10 window envelope, with #9 reply envelope enclosed.
· To verify the returned mailed ballot or online vote, the vendor may include one or more number identifiers, including one that is unique to each individual voter, but that does not correlate with the voter’s personally identification information.
· We will provide the data for each individual via a secure online exchange process. The vendor must immediately advise us of any limitations—or preferences—regarding the format in which we provide the data. 
· In order to ensure compatibility and accuracy, we will provide the vendor with at least one test database, which the vendor is required to run and use to generate sample voting pieces that he or she will, in turn, submit to us for review.
· If necessary, a second or “final” database will be provided that contains final data for testing, and, if approved, printing.
Data Integrity & security….. .The contractor must ensure that: 
· The voting process employed is uncomplicated, easily understood by the voters, and offers adequate controls and safeguards to guarantee the integrity of the election.
· All outgoing ballots are mailed to the correct address (as provided by the MTRS).
· All returned votes—both paper and electronic—are accounted for, secured, and cannot be tampered with in any way.
· Procedures are in place to ensure that each vote is legitimate.
· An appropriate validation process is employed to guarantee that no member is able to vote more than once.
· All votes are counted and the result of the count is accurate.
Distribution. . . . . . . . . .	The voting pieces are to be sent via U.S. mail to members’ home addresses and 
                                      sorted so as to obtain the lowest possible postage rate. 
· The vendor must allow us the use of a first-class or standard presort postage indicia.
· The vendor must provide the MTRS with accurate information regarding anticipated and actual mail drop dates.
· The vendor must advise us of the amount needed for the postage prepayment as stated in the production schedule.
c) Verification, tabulation and retention of returned votes
The contractor is to:
· For online voting, provide a working, preview test site of the online voting process for our review as early as possible before the outgoing voting pieces are mailed. 
· Verify and tabulate all properly returned votes. The contractor must have the appropriate procedures to guarantee that all votes—paper and electronic—can be validated and tabulated.
· Provide evidence, in the form of an image or PDF, that the materials were sent to the mailing address and evidence of each ember response (paper or online ballot) to load into member accounts in our system.
· Provide certified election results to the MTRS on a periodic basis to be agreed upon by the Vendor and MTRS.
· Retain all ballots, envelopes, tabulation records and other related material for a period of at least 60 days after completion of the election.
· Securely destroy (shred) all returned paper ballots and all other related voting materials once 60 days after the election has passed and provide a Certificate of Destruction of such to the MTRS.
· Securely purge (wipe) all electronic MTRS member data from all systems once 60 days after the election has passed and provide the MTRS with a certification of successful data removal Certificate of Destruction that states that all data was successfully removed and destroyed.

II. Desired Production Schedule
	
	7/10/2026Bidders
	Submit bid by 4:00 p.m. EST

	7/13/2026
	MTRS
	Select contractor

	7/20/2026
	MTRS
	Provide test data to contractor [eligible voters’ names, addresses, unique identifier (TBD) and status (active or retired)]. Contractor to test readability and notify MTRS of any problems or issues.

	8/3/2026
	Contractor
	Provide draft art in accordance with MTRS specifications and subject to MTRS pre-approval

	8/17/2026
	MTRS 
	Provide FINAL data to contractor

	8/31/2026
	Contractor
	Notify MTRS of postage cost so that MTRS can obtain EFT for prepayment

	8/31/2026
	Contractor
	Provide final art in accordance with MTRS specifications and subject to MTRS pre-approval

	9/1/2026
	MTRS
	Provide contractor with postage prepayment

	On or around 9/8/2026
	Contractor
	Mail ballots to all eligible voters

	9/8/2026 6/30/2027
	Contractor and MTRS
	Receive votes for tabulation. Process ballots returned by PO for reballoting, and requests for replacement ballots

	TBD - periodic
	Contractor
	Submit completed votes and paperwork

	By 9/1/2027
	Contractor
	Vendor to destroy all data/materials 
(60 days after votes certified)






III: Cost Proposal Sheet
Company	____________________________________________________

Representative	____________________________________________________

Date		____________________________________________________
	Category
	Item
	

	Printing
	11M ballot pieces (2/2, blue and black; sheet with horizontal perf for ballot panel; 8.5x14). Ballot enclosed in #10 window envelope, with #9 reply envelope enclosed.
	$

	
	4-6M “Reminder” ballot pieces (approximately half way through election) (2/2, blue and black; sheet with horizontal perf for ballot panel; 8.5x14). Ballot enclosed in #10 window 
envelope, with #9 reply envelope enclosed.
	$

	Dataprocess/mlg services
	Personalizing 11M individual ballot pieces; sorting to achieve lowest possible postage rate. 
	$

	
	Reminder mailing - Personalizing 4-6M individual ballot pieces; sorting to achieve lowest possible postage rate.
	$

	Online voting services
	Establish secure, easy-to-use online voting site for use solely for this MTRS election; maintain throughout election period as needed. Create a standard ‘receipt’ and confirmation of enrollment selection that can be provided immediately to online submissions and in a timely manner via a letter to mail in submissions. Provide the ability for the MTRS to send new online voting credentials via email for members who deleted or didn't receive the initial mailing or email.
	$

	Tabulation services
	Receive and tabulate paper and/or electronic votes (est. 7M); verify and certify election returns.
	$

	Reporting services
	Provide MTRS with periodic uploads of member vote confirmation and supporting documentation (TBD) and a final database at the conclusion of the project.
	$

	Administrative costs
	Any anticipated delivery, shipping or other costs (describe)
	$

	 Cost if bill is not signed into law by July 31, 2026, and no election/enrollment period is required [pg 6, (iv)]
	See pg 6, (iv)
	$

	Postage
	Approximately 17M (Initial and reminder mailing) pieces if:
	

	
	• First-class presort (cost per piece)
• Standard presort (cost per piece)
	$
$
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