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BOONE COUNTY TREASURER 
201 Courthouse Square
Lebanon, Indiana 46052 
Phone: (765) 482-2940
nbaldwin@co.boone.in.gov

REQUEST FOR PROPOSALS (RFP)
[bookmark: Xa92d258d840f69a35c165a7dbf5a0304e31ddad]Property Tax Bill Preparation, Printing, and Mailing/ENotice Services
Deadline: 7/31/26 at noon

[bookmark: issuing-agency]Issuing Agency
Office of the Treasurer
Boone County, Indiana
209 Courthouse Square
Lebanon, IN 46052
Phone: 765-482-2880
Email: nbaldwin@co.boone.in.us
[bookmark: proposal-due-date]
[bookmark: introduction]1. INTRODUCTION
The Office of the Treasurer for Boone County, Indiana, is soliciting sealed proposals from qualified vendors to provide property tax bill preparation, printing, processing, and mailing services utilizing the County’s existing tax billing software platform provided by PVDNET.
The County seeks a vendor who is approved and certified by the DLGF capable of providing accurate, timely, secure, and cost-effective tax statement processing services for all real property, personal property, mobile home, drainage, special assessment, and supplemental tax billings as required by Indiana law.
The selected vendor shall demonstrate extensive experience with Indiana property tax billing requirements, integration with PVDNET software, data security compliance, quality control procedures, and high-volume print and mail operations.

[bookmark: purpose]2. PURPOSE
The purpose of this RFP is to establish a contractual relationship with a qualified vendor to:
· Receive tax billing data from Boone County’s tax software system;
· Prepare tax statements for printing, mailing and emailing;
· Print tax bills, inserts, notices, envelopes, and related materials;
· Process and presort mailings;
· Provide eNotice online services;
· Deliver mailings to the United States Postal Service (USPS);
· Provide electronic proofs and quality assurance reporting;
· Ensure compliance with all Indiana statutory requirements for property tax billings;
· Maintain confidentiality and security of taxpayer information.

[bookmark: background-information]3. BACKGROUND INFORMATION
The County currently utilizes PVDNET software for tax billing administration. The County mails approximately:
· Boone County has approximately 46,000 Tax Parcels
· Approximately 33,000 tax statements will be mailed annually in April
Tax bills are mailed annually in April in accordance with Indiana statutory deadlines.
The County reserves the right to adjust quantities based on parcel growth, annexations, legislation, or operational needs.

[bookmark: scope-of-services]4. SCOPE OF SERVICES
The selected vendor shall provide all labor, materials, equipment, postage coordination, software compatibility, and support necessary to complete the following services.
[bookmark: data-receipt-and-processing]4.1 Data Receipt and Processing
Vendor shall:
· Accept electronic tax billing data files from the County or PVDNET;
· Verify data integrity and formatting;
· Notify the County immediately of any data inconsistencies or file issues;
· Maintain secure electronic transfer protocols;
· Maintain compatibility with PVDNET export formats;
· Provide Boone County Treasurer with one PDF file with a copy of all tax statements at no extra charge.
[bookmark: bill-formatting-and-preparation]4.2 Bill Formatting and Preparation
Vendor shall:
· Prepare tax bills in a format approved by the County and DLGF;
· Include all statutorily required information;
· Accommodate barcodes, QR codes, remittance stubs, inserts, and messaging;
· Provide sample proofs prior to production;
· Provide physical samples for scan tests to Boone County Treasurer;
· Provide physical samples for scan tests for KeyBank Processing Center;
· Allow for County review and approval before printing.
[bookmark: printing-services]4.3 Printing Services
Vendor shall:
· Print all tax bills using high-speed production equipment;
· Use high-quality paper stock 8.5 x 11 approved by the County;
· Ensure accurate alignment and readability;
· Print inserts and informational notices as requested;
· Maintain quality control standards throughout production.
[bookmark: inserting-and-mailing]4.4 Inserting and Mailing
Vendor shall:
· Fold tax statement and TS-1A forms together; 
· Provide one #9 reply envelope;
· Insert tax statement, TS-1A, and reply #9 envelope and any other materials into a #10 window envelope;
· Utilize intelligent inserting technology to ensure document integrity;
· Presort mail to maximize USPS postage discounts;
· Deliver mail to USPS in accordance with applicable postal regulations;
· Provide documentation verifying USPS acceptance.
[bookmark: postage-management]4.5 Postage Management
Vendor shall:
· CASS Certify, perform NCOA to comply with the USPS move update, and presort customer data file to obtain maximum postal discounts;
· Utilize the County “Bill To” Codes for mailing multiple parcels;
· Combine parcels into a single mailing when 2 or more are mailing to an identical name and address;
· Coordinate all USPS mailing requirements;
· Provide estimated postage costs prior to mailing;
· Utilize postal discounts whenever available;
· Maintain compliance with USPS regulations.
[bookmark: electronic-delivery-options]4.6 Electronic Delivery Options
If available, vendor should describe:
· Electronic bill presentment capabilities;
· PDF generation options;
· E-billing or paperless billing services;
· Online archival access;
· Integration capabilities with County systems.
[bookmark: reprints-and-supplemental-mailings]4.7 Reprints and Supplemental Mailings
Vendor shall be capable of:
· Processing corrected bills;
· Processing supplemental bills;
· Printing delinquent notices;
· Handling emergency or time-sensitive mailings.
[bookmark: customer-support]4.8 Customer Support
Vendor shall provide:
· Dedicated account management;
· Technical support;
· Production scheduling assistance;
· Issue resolution procedures;
· Emergency contact availability during critical billing periods.

[bookmark: minimum-qualifications]5. MINIMUM QUALIFICATIONS
Vendors responding to this RFP must:
· Have a minimum of three (3) years of experience providing governmental tax billing print and mail services;
· Demonstrate experience working with Indiana county tax billing systems;
· Demonstrate compatibility with PVDNET systems;
· Maintain adequate staffing and production capacity;
· Maintain all required business licenses and insurance coverage;
· Demonstrate compliance with applicable data security standards.

[bookmark: Xdadcb785540686e1241fb664746a7d90328000e]6. SECURITY AND CONFIDENTIALITY REQUIREMENTS
Vendor shall:
· Maintain strict confidentiality of taxpayer information;
· Comply with all applicable federal, state, and local privacy laws;
· Utilize secure file transfer methods;
· Restrict access to taxpayer data to authorized personnel only;
· Maintain written information security policies;
· Notify the County immediately of any suspected or actual data breach.
Vendor should describe:
· Security certifications;
· Data encryption standards;
· Employee background check procedures;
· Physical facility security measures;
· Disaster recovery and business continuity plans.

[bookmark: performance-requirements]7. PERFORMANCE REQUIREMENTS
The selected vendor shall:
· Meet all mailing deadlines established by the County;
· Maintain a high level of print accuracy;
· Provide timely proof approvals;
· Maintain documented quality assurance procedures;
· Ensure accurate matching of bills and envelopes;
· Maintain turnaround times as proposed.
The County expects error rates to be minimized and reserves the right to require corrective action plans if performance deficiencies occur.

[bookmark: proposal-requirements]8. PROPOSAL REQUIREMENTS
Proposals should include the following sections.
[bookmark: cover-letter]8.1 Cover Letter
Include:
· Vendor name and address;
· Primary contact information;
· Statement of interest;
· Signature of authorized representative.
[bookmark: company-profile]8.2 Company Profile
Include:
· Company history;
· Years in business;
· Organizational structure;
· Number of employees;
· Description of relevant governmental experience.
[bookmark: experience-and-references]8.3 Experience and References
Provide:
· At least three (3) governmental references, preferably Indiana counties;
· Contact names, phone numbers, and email addresses;
· Description of similar services performed.
[bookmark: technical-approach]8.4 Technical Approach
Describe:
· Compatibility with PVDNET systems;
· Data transfer process;
· Proofing procedures;
· Quality assurance processes;
· Mail processing procedures;
· Security protocols;
· Disaster recovery plans.
[bookmark: production-schedule]8.5 Production Schedule
Provide:
· Typical production timelines;
· Estimated turnaround times;
· Mailing schedule capabilities;
· Procedures for expedited processing.
[bookmark: pricing-proposal]8.6 Pricing Proposal
Provide detailed pricing including, but not limited to:
· Cost per printed bill;
· Insert costs;
· Envelope costs;
· Folding and inserting costs;
· Postage handling fees;
· USPS presort discounts;
· Reprint pricing;
· Supplemental billing pricing;
· Setup fees, if any;
· Optional electronic services pricing.
Pricing should clearly identify all costs to the County.
[bookmark: insurance-requirements]8.7 Insurance Requirements
Provide certificates evidencing:
· General liability insurance;
· Professional liability/errors and omissions insurance;
· Cyber liability insurance;
· Workers’ compensation insurance.

[bookmark: evaluation-criteria]9. EVALUATION CRITERIA
Proposals may be evaluated based upon the following criteria:
	Criteria
	Weight

	Experience with Indiana tax billing and 
PVDNET compatibility
	30%

	Cost proposal
	25%

	Quality assurance and security procedures
	20%

	Production capacity and turnaround time
	15%

	References and past performance
	10%


The County reserves the right to conduct interviews, request demonstrations, request additional information, or negotiate with selected vendors.

[bookmark: term-of-contract]10. TERM OF CONTRACT
The initial contract term shall be 5 years beginning on January 1, 2027, with the option for renewal upon mutual agreement of both parties.
The County reserves the right to terminate the agreement for cause or convenience in accordance with contract terms.

[bookmark: general-conditions]11. GENERAL CONDITIONS
[bookmark: reservation-of-rights]11.1 Reservation of Rights
The County reserves the right to:
· Reject any or all proposals;
· Waive informalities or irregularities;
· Request clarification of proposals;
· Cancel or modify the RFP;
· Negotiate terms with selected vendors;
· Award a contract in the best interest of the County.
[bookmark: proposal-costs]11.2 Proposal Costs
All costs associated with proposal preparation shall be the responsibility of the vendor.
[bookmark: confidentiality-of-proposals]11.3 Confidentiality of Proposals
Proposals may become public records subject to Indiana public records laws.
[bookmark: compliance-with-laws]11.4 Compliance with Laws
Vendor shall comply with all applicable federal, state, and local laws and regulations.
[bookmark: non-collusion]11.5 Non-Collusion
Vendor shall certify that the proposal is made without collusion or fraud.

[bookmark: proposal-submission-instructions]12. PROPOSAL SUBMISSION INSTRUCTIONS
Proposals must be received no later than:
July 31, 2026 at noon.
Submit proposals to:
Office of the Treasurer
Boone County, Indiana
209 Courthouse Square
Lebanon, IN 46052
Email: nbaldwin@co.boone.in.us
Late proposals may not be considered.

[bookmark: tentative-schedule]13. TENTATIVE SCHEDULE
	Event
	Date

	RFP Issued
	July 9, 2026

	Deadline for Questions
	July 17, 2026

	Responses to Questions Issued
	July 24, 2026

	Proposal Due Date
	July 31, 2026

	Evaluation Period
	August 3 – August 16, 2026

	Interviews (if needed)
	August 3 – August 16, 2026

	Notice of Intent to Award
	August 17, 2026 (Board of Commissioners’ meeting)

	Contract Approval
	October 19, 2026 (to be effective January 1, 2027)



[bookmark: questions-regarding-the-rfp]14. QUESTIONS REGARDING THE RFP
Questions regarding this RFP shall be submitted in writing to:
Boone County Treasurer
Nicole K. (Nikki) Baldwin
nbaldwin@co.boone.in.us
765-482-2880
Questions must be submitted by the deadline listed in this RFP.

[bookmark: attachments]15. ATTACHMENTS
The County may include the following attachments:
· Sample Tax Bill;
· Sample Inserts;
· Estimated Annual Volumes;
· Required Contract Terms;
· Non-Collusion Affidavit;
· Vendor Certification Forms.

[bookmark: Xff05779312764294431d029305bf0c65d5f28f8]16. OPTIONAL PVDNET EXPERIENCE QUESTIONNAIRE 
Vendors should specifically address the following:
1. Describe prior experience working with PVDNET tax software.
1. Identify counties or governmental entities currently using your services in conjunction with PVDNET.
1. Describe data import/export compatibility capabilities.
1. Describe any automation available for proofing and validation.
1. Describe procedures used to ensure bills are matched correctly to envelopes.
1. Describe contingency procedures in the event of production equipment failure.
1. Describe available reporting and audit trail capabilities.
1. Describe postage optimization methods.

[bookmark: signature-page]17. SIGNATURE PAGE
The undersigned certifies that the information contained in this proposal is true and correct and that the vendor agrees to comply with all terms and conditions set forth in this RFP.
Vendor Name: ____________________________________
Authorized Representative: _________________________
Title: ____________________________________________
Signature: ________________________________________
Date: ____________________________________________
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