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SECTION 1 

NOTICE OF REQUEST FOR PROPOSALS 
 
Notice is hereby given that Water Environment Services (“WES”), through its Board of County 
Commissioners, will receive sealed Proposals per specifications until 2:00 PM, April 17, 2025 
(“Closing”), to provide printing and mailing services for customer utility billing. No Proposals 
will be received or considered after that time. 
 
 
RFP Documents can be downloaded from the state of Oregon procurement website 
(“OregonBuys”) at the following address https://oregonbuys.gov/bso/view/login/login.xhtml, 
Document No. S-C01010- 00013168. 
 
Prospective Proposers will need to sign in to download the information and that information will 
be accumulated for a Plan Holder's List. Prospective Proposers are responsible for obtaining any 
Addenda, clarifying questions, and Notices of Award from OregonBuys. Sealed Proposals are to 
be emailed to https://bidlocker.us/a/clackamascounty/BidLocker.  
 
Submitting Proposals: Bid Locker 
Proposals will only be accepted electronically thru a secure online bid submission service, Bid Locker. 
Email submissions to Clackamas County email addresses will no longer be accepted.  

A. Completed proposal documents must arrive electronically via Bid Locker located at 
https://bidlocker.us/a/clackamascounty/BidLocker.  

B. Bid Locker will electronically document the date and time of all submissions. Completed 
documents must arrive by the deadline indicated in Section 1 or as modified by Addendum. 
LATE PROPOSALS WILL NOT BE ACCEPTED. 

C. Proposers must register and create a profile for their business with Bid Locker in order to submit 
for this project. It is free to register for Bid Locker.  

D. Proposers with further questions concerning Bid Locker may review the Vendor’s Guide located 
at  https://www.clackamas.us/how-to-bid-on-county-projects . 

 
Contact Information  
Procurement Process and Technical Questions: Thomas, tcandelario@clackamas.us  
 
The Board of County Commissioners reserves the right to reject any and all Proposals not in 
compliance with all prescribed public bidding procedures and requirements, and may reject for 
good cause any and all Proposals upon the finding that it is in the public interest to do so and to 
waive any and all informalities in the public interest.  In the award of the contract, the Board of 
County Commissioners will consider the element of time, will accept the Proposal or Proposals 
which in their estimation will best serve the interests of Clackamas County and will reserve the 
right to award the contract to the contractor whose Proposal shall be best for the public good. 
 
Clackamas County encourages proposals from Minority, Women, and Emerging Small 
Businesses.  

           

https://oregonbuys.gov/bso/view/login/login.xhtml
https://bidlocker.us/a/clackamascounty/BidLocker
https://bidlocker.us/a/clackamascounty/BidLocker
https://www.clackamas.us/how-to-bid-on-county-projects
mailto:tcandelario@clackamas.us
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SECTION 2 
INSTRUCTIONS TO PROPOSERS 

Clackamas County (“County”) reserves the right to reject any and all Proposals received as a result of this 
RFP. County Local Contract Review Board Rules (“LCRB”) govern the procurement process for the County.  

2.1 Modification or Withdrawal of Proposal: Any Proposal may be modified or withdrawn at any time 
prior to the Closing deadline, provided that a written request is received by the County Procurement Division 
Director, prior to the Closing. The withdrawal of a Proposal will not prejudice the right of a Proposer to submit 
a new Proposal. 
 
2.2 Requests for Clarification and Requests for Change: Proposers may submit questions regarding 
the specifications of the RFP. Questions must be received in writing on or before 5:00 p.m. (Pacific Time), on 
the date indicated in the Schedule, at the Procurement Division address as listed in Section 1 of this RFP. 
Requests for changes must include the reason for the change and any proposed changes to the requirements. 
The purpose of this requirement is to permit County to correct, prior to the opening of Proposals, RFP terms 
or technical requirements that may be unlawful, improvident or which unjustifiably restrict competition. 
County will consider all requested changes and, if appropriate, amend the RFP. No oral or written instructions 
or information concerning this RFP from County managers, employees or agents to prospective Proposers shall 
bind County unless included in an Addendum to the RFP. 
 
2.3 Protests of the RFP/Specifications: Protests must be in accordance with LCRB C-047-0730. 
Protests of Specifications must be received in writing on or before 5:00 p.m. (Pacific Time), on the date 
indicated in the Schedule, or within three (3) business days of issuance of any addendum, at the Procurement 
Division address listed in Section 1 of this RFP. Protests may not be faxed. Protests of the RFP specifications 
must include the reason for the protest and any proposed changes to the requirements. 

 
2.4 Addenda: If any part of this RFP is changed, an addendum will be provided to Proposers that have 
provided an address to the Procurement Division for this procurement. It shall be Proposers responsibility to 
regularly check OregonBuys for any notices, published addenda, or response to clarifying questions.  
 
2.5 Submission of Proposals: Proposals must be submitted in accordance with Section 5. All Proposals 
shall be legibly written in ink or typed and comply in all regards with the requirements of this RFP. Proposals 
that include orders or qualifications may be rejected as irregular. All Proposals must include a signature that 
affirms the Proposer’s intent to be bound by the Proposal (may be on cover letter, on the Proposal, or the 
Proposal Certification Form) shall be signed.  If a Proposal is submitted by a firm or partnership, the name and 
address of the firm or partnership shall be shown, together with the names and addresses of the members.  If 
the Proposal is submitted by a corporation, it shall be signed in the name of such corporation by an official 
who is authorized to bind the contractor.  The Proposals will be considered by the County to be submitted in 
confidence and are not subject to public disclosure until the notice of intent to award has been issued. 
 
No late Proposals will be accepted.  Proposals submitted after the Closing will be considered late and will be 
returned unopened. Proposals may not be submitted by telephone or fax.   
 
2.6 Post-Selection Review and Protest of Award: County will name the apparent successful Proposer in 
a Notice of Intent to Award published on OregonBuys. Identification of the apparent successful Proposer is 
procedural only and creates no right of the named Proposer to award of the contract. Competing Proposers shall 
be given seven (7) calendar days from the date on the Notice of Intent to Award to review the file at the 
Procurement Division office and file a written protest of award, pursuant to LCRB C-047-0740. Any award 
protest must be in writing and must be delivered by hand-delivery or mail to the address for the Procurement 
Division as listed in Section 1 of this RFP.  
 
Only actual Proposers may protest if they believe they have been adversely affected because the Proposer would 
be eligible to be awarded the contract in the event the protest is successful.  The basis of the written protest must 
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be in accordance with ORS 279B.410 and shall specify the grounds upon which the protest is based. In order to 
be an adversely affected Proposer with a right to submit a written protest, a Proposer must be next in line for 
award, i.e. the protester must claim that all higher rated Proposers are ineligible for award because they are 
non-responsive or non-responsible. 
 
County will consider any protests received and:  

a. reject all protests and proceed with final evaluation of, and any allowed contract language 
negotiation with, the apparent successful Proposer and, pending the satisfactory outcome of this 
final evaluation and negotiation, enter into a contract with the named Proposer; OR 

b. sustain a meritorious protest(s) and reject the apparent successful Proposer as nonresponsive, if 
such Proposer is unable to demonstrate that its Proposal complied with all material requirements 
of the solicitation and Oregon public procurement law; thereafter, County may name a new 
apparent successful Proposer; OR 

c. reject all Proposals and cancel the procurement. 
 
2.7 Acceptance of Contractual Requirements: Failure of the selected Proposer to execute a contract and 
deliver required insurance certificates within ten (10) calendar days after notification of an award may result in 
cancellation of the award. This time period may be extended at the option of County. 
 
2.8 Public Records: Proposals are deemed confidential until the “Notice of Intent to Award” letter is issued. 
This RFP and one copy of each original Proposal received in response to it, together with copies of all documents 
pertaining to the award of a contract, will be kept and made a part of a file or record which will be open to public 
inspection. If a Proposal contains any information that is considered a TRADE SECRET under ORS 192.345(2), 
SUCH INFORMATION MUST BE LISTED ON A SEPARATE SHEET CAPABLE OF SEPARATION 
FROM THE REMAINING PROPOSAL AND MUST BE CLEARLY MARKED WITH THE 
FOLLOWING LEGEND:  
 
“This information constitutes a trade secret under ORS 192.345(2), and shall not be disclosed except in 
accordance with the Oregon Public Records Law, ORS Chapter 192.” 
 
The Oregon Public Records Law exempts from disclosure only bona fide trade secrets, and the exemption from 
disclosure applies only “unless the public interest requires disclosure in the particular instance” (ORS 192.345). 
Therefore, non-disclosure of documents, or any portion of a document submitted as part of a Proposal, may 
depend upon official or judicial determinations made pursuant to the Public Records Law. 
 
2.9 Investigation of References: County reserves the right to investigate all references in addition to those 
supplied references and investigate past performance of any Proposer with respect to its successful performance 
of similar services, its compliance with specifications and contractual obligations, its completion or delivery of 
a project on schedule, its lawful payment of subcontractors and workers, and any other factor relevant to this 
RFP. County may postpone the award or the execution of the contract after the announcement of the apparent 
successful Proposer in order to complete its investigation. 
 
2.10 RFP Proposal Preparation Costs and Other Costs: Proposer costs of developing the Proposal, cost 
of attendance at an interview (if requested by County), or any other costs are entirely the responsibility of the 
Proposer, and will not be reimbursed in any manner by County. 
 
2.11    Clarification and Clarity: County reserves the right to seek clarification of each Proposal, or to make 
an award without further discussion of Proposals received. Therefore, it is important that each Proposal be 
submitted initially in the most complete, clear, and favorable manner possible. 
 
2.12 Right to Reject Proposals: County reserves the right to reject any or all Proposals or to withdraw any 
item from the award, if such rejection or withdrawal would be in the public interest, as determined by County. 
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2.13 Cancellation: County reserves the right to cancel or postpone this RFP at any time or to award no 
contract. 
 
2.14 Proposal Terms: All Proposals, including any price quotations, will be valid and firm through a 
period of one hundred and eighty (180) calendar days following the Closing date. County may require an 
extension of this firm offer period. Proposers will be required to agree to the longer time frame in order to be 
further considered in the procurement process. 
 
2.15 Oral Presentations: At County’s sole option, Proposers may be required to give an oral presentation of 
their Proposals to County, a process which would provide an opportunity for the Proposer to clarify or elaborate 
on the Proposal but will in no material way change Proposer’s original Proposal. If the evaluating committee 
requests presentations, the Procurement Division will schedule the time and location for said presentation. Any 
costs of participating in such presentations will be borne solely by Proposer and will not be reimbursed by 
County. Note: Oral presentations are at the discretion of the evaluating committee and may not be conducted; 
therefore, written Proposals should be complete. 
 
2.16 Usage: It is the intention of County to utilize the services of the successful Proposer(s) to provide 
services as outlined in the below Scope of Work. 
 
2.17 Review for Responsiveness: Upon receipt of all Proposals, the Procurement Division or designee 
will determine the responsiveness of all Proposals before submitting them to the evaluation committee. If a 
Proposal is incomplete or non-responsive in significant part or in whole, it will be rejected and will not be 
submitted to the evaluation committee. County reserves the right to determine if an inadvertent error is solely 
clerical or is a minor informality which may be waived, and then to determine if an error is grounds for 
disqualifying a Proposal. The Proposer’s contact person identified on the Proposal will be notified, identifying 
the reason(s) the Proposal is non-responsive. One copy of the Proposal will be archived and all others 
discarded. 
 
2.18 RFP Incorporated into Contract: This RFP will become part of the Contract between County and 
the selected contractor(s). The contractor(s) will be bound to perform according to the terms of this RFP, their 
Proposal(s), and the terms of the Sample Contract. 
 
2.19 Communication Blackout Period: Except as called for in this RFP, Proposers may not communicate 
with members of the Evaluation Committee or other County employees or representatives about the RFP during 
the procurement process until the apparent successful Proposer is selected, and all protests, if any, have been 
resolved.  Communication in violation of this restriction may result in rejection of a Proposer.  
 
2.20 Prohibition on Commissions and Subcontractors: County will contract directly with 
persons/entities capable of performing the requirements of this RFP. Contractors must be represented directly. 
Participation by brokers or commissioned agents will not be allowed during the Proposal process. Contractor 
shall not use subcontractors to perform the Work unless specifically pre-authorized in writing to do so by the 
County.  Contractor represents that any employees assigned to perform the Work, and any authorized 
subcontractors performing the Work, are fully qualified to perform the tasks assigned to them, and shall 
perform the Work in a competent and professional manner. Contractor shall not be permitted to add on any fee 
or charge for subcontractor Work.  Contractor shall provide, if requested, any documents relating to 
subcontractor’s qualifications to perform required Work. 
 
2.21 Ownership of Proposals: All Proposals in response to this RFP are the sole property of County, and 
subject to the provisions of ORS 192.410-192.505 (Public Records Act). 
 
2.22 Clerical Errors in Awards: County reserves the right to correct inaccurate awards resulting from its 
clerical errors. 
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2.23 Rejection of Qualified Proposals: Proposals may be rejected in whole or in part if they attempt to 
limit or modify any of the terms, conditions, or specifications of the RFP or the Sample Contract. 
 
2.24 Collusion: By responding, the Proposer states that the Proposal is not made in connection with any 
competing Proposer submitting a separate response to the RFP, and is in all aspects fair and without collusion 
or fraud. Proposer also certifies that no officer, agent, elected official, or employee of County has a pecuniary 
interest in this Proposal. 
 
2.25 Evaluation Committee: Proposals will be evaluated by a committee consisting of representatives 
from County and potentially external representatives. County reserves the right to modify the Evaluation 
Committee make-up in its sole discretion.  
 
2.26 Commencement of Work: The contractor shall commence no work until all insurance requirements 
have been met, the Protest of Awards deadline has been passed, any protest have been decided, a contract has 
been fully executed, and a Notice to Proceed has been issued by County. 
 
 
2.27 Nondiscrimination: The successful Proposer agrees that, in performing the work called for by this 
RFP and in securing and supplying materials, contractor will not discriminate against any person on the basis 
of race, color, religious creed, political ideas, sex, age, marital status, sexual orientation, gender identity, 
veteran status, physical or mental handicap, national origin or ancestry, or any other class protected by 
applicable law. 
 
2.28 Intergovernmental Cooperative Procurement Statement: Pursuant to ORS 279A and LCRB, other 
public agencies shall have the ability to purchase the awarded goods and services from the awarded 
contractor(s) under terms and conditions of the resultant contract. Any such purchases shall be between the 
contractor and the participating public agency and shall not impact the contactor’s obligation to the County. 
Any estimated purchase volumes listed herein do not include other public agencies and County makes no 
guarantee as to their participation. Any Proposer, by written notification included with their Proposal, may 
decline to extend the prices and terms of this solicitation to any and/or all other public agencies. County grants 
to any and all public serving governmental agencies, authorization to purchase equivalent services or products 
described herein at the same submitted unit bid price, but only with the consent of the contractor awarded the 
contract by the County. 
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SECTION 3 
SCOPE OF WORK 

 
3.1. INTRODUCTION 
 
Clackamas County, on behalf of Clackamas Water Environment Services (“WES”), is seeking Proposals 
from vendors to provide printing and mailing services for its customer utility billing function. 
 
The selected vendor shall provide all necessary supplies and services, including paper, printing, folding, 
inserting, metering, and mailing for monthly billing statements and other customer notices based on 
electronic data and image files provided by WES. 
 
 
Please direct all Technical/Specifications or Procurement Process Questions to the indicated 
representative referenced in the Notice of Request for Proposals and note the communication 
restriction outlined in Section 2.19.    
 
3.2 BACKGROUND 
 
WES generates an average of approximately 18,000 billing statements per month, totaling approximately 
220,000 statements per fiscal year (July to June). The number of billing statements is an estimate and may 
fluctuate. In December and June, billing statement volume increases to approximately 20,800 due to the 
inclusion of semi-annual billing cycles. 
 
Currently, approximately 40% of customers receive electronic statements, and this percentage may 
increase over the contract term. WES regularly includes inserts with the monthly billing, which may be in 
various sizes depending on the notices. WES may include up to two (2) inserts per mailer.   
 
In addition to monthly billing statements and inserts, WES periodically generates past-due notifications 
and other customer notices. Past-due notifications and other notices are currently issued three or four 
times per year, and consist of approximately 1,600 notices each instance.  
 
WES currently utilizes a third-party vendor for the printing and mailing services which the services under 
this Request for Proposal (RFP) will replace. 
 
Detailed below is a breakdown of services to be provided by awarded Vendor under the Agreement. 
 
3.3. SCOPE OF WORK 
 
3.3.1. Scope:  

1. Envelope, Statement, Insert, and Notification Standards 
 

a. Envelopes 
i. #10 double-window security envelopes and #9 single-window remittance 

envelopes. 
ii. One #9 envelope will be inserted per customer utility statement with the 

following exceptions: Direct Draft/Auto-Pay customers, and customers 
with credit balances will not receive a return envelope with the statement. 
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b. Monthly utility statements - produce and print on-demand approximately 18,000 
- 20,800 utility statements per month from billing system software extract data. 
Data is currently natively exported from Tyler Technologies Incode 10 ERP Pro 
software utility billing application (software application may be subject to 
change). Statements should be formatted per specifications below: 
 
Statement specifications:  

i. Paper Size: 8.5” x 11” 
ii. Paper Type and Weight: 24# white, minimum 89% opacity and 92 

brightness to prevent bleed-through. 
iii. Printing Options: One side full color; backside black-only print. 

1. Printing must be done using toner-based equipment (not inkjet) to 
ensure high-quality, smudge-resistant output consistent with the 
Clackamas Water Environment Services’ brand. 

iv. Perforation: Micro-perforation 3.5” from the bottom edge of the page for 
easy remittance stub detachment. 

v. Folding: Z-fold 
vi. Remittance Processing Requirements:  

1. Statements must comply with remittance processing requirements 
for utility bill payment processing through WES’ bank (currently 
US Bank). 

2. This requires a specific utility statement template setup and testing 
to confirm compliance. 

3. WES’ current remittance processing requirements through US 
Bank are included as Attachment 7. 

4. Vendor shall comply with all requirements of WES’ bank and 
WES for utility statements and #9 remittance envelope setup. 

5. Remittance processing requirements may be subject to change; 
vendor must accommodate specification changes and testing of 
new specifications as needed. 

6. The vendor is responsible for ensuring all printed statements meet 
remittance processing requirements. If statements fail to meet these 
requirements and require manual processing or scanning 
adjustments by WES’ bank, the vendor shall: 

a) Reimburse WES for any additional processing costs 
incurred due to non-compliance. 

b) Implement quality control measures to prevent recurrence. 
7. Provide setup and mapping/programming support for statement 

design, content changes, and data-driven formatting. 
a) Vendor shall support customized programming logic to 

dynamically adjust printed messages, notes, and statement 
elements based on the billing system extract data. This 
includes, but is not limited to: 
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i. Suppressing or modifying specific messages based 
on account type, payment status, or past-due 
conditions.  

ii. Implementing business rule-based printing logic for 
tailored customer communications. 

b) Vendor shall provide ongoing maintenance, testing, and 
updates to these customized programming features as 
billing system data structures or business requirements 
evolve. 

viii. If a vendor error results in incorrect or incomplete statements being 
printed and mailed, the vendor shall promptly correct the issue by 
reprinting and remailing affected statements at no additional cost to WES. 
The vendor shall also provide a remediation plan to prevent future 
occurrences. 

1. Examples of errors covered under this provision include but are not 
limited to: 

a) Data processing or printing that results in incorrect 
customer information or billing details. 

b) Printing or formatting errors affecting readability. 
c) Omission of required notices or messages. 

 
c. Inserts - Produce and print on-demand inserts per specifications below. 

Insert specifications: 
i. Paper Sizes:  

1. 1/3 page (8.5” x 3.67”) 
2. 8.5" x 11" single-sided trifolded 
3. 8.5" x 11" double-sided tri-folded 

ii. Paper Weight: 24-32#, minimum 89% opacity and 92 brightness to 
prevent bleed-through. 

iii. Printing Options: Inserts may be black and white, full color or high gloss. 
iv. Inserts should be printed using toner-based or offset printing equipment, 

not ink jet, to ensure quality and durability. 
v. Folding and Inserting Services: 

1. Provide folding and inserting services for these one-time projects 
to fit into standard #10 mailing envelopes for mailing 
compatibility. 

 
d. Customer Notices - Produce and print on-demand approximately 1,600 past-due 

notifications (3-4 times per year) and other customer notices (estimated 1-3 times 
per year) per specifications. Past-due notifications and other customer notices 
shall be generated from billing system software extract data or in PDF format. 
Notification Specifications 

i. Paper Size – 8.5” x 11” 
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ii. Paper Weight – 24# white, minimum 89% opacity and 92 brightness to 
prevent bleed-through. 

iii. Printing Options: Full-color front, black-only back.  
iv. Notifications should be printed using toner-based or offset printing 

equipment, not inkjet, to maintain quality and readability. 
v. Folding and Inserting Services: 

1. Notifications must be folded to fit into #10 windowed envelopes 
for mailing. 

2. Ensure alignment of recipient address with window placement for 
clear visibility. 

vi. Provide setup and programming support for notification design and/or 
content changes. 

 
2. Incode 10 ERP Pro Experience  

Experience with Tyler Technologies Incode 10 ERP Pro software utility billing 
application is preferred. 

 
3. Postage 

a. Vendor shall use United States Postal Service (USPS) Automated Presorted First-
Class Mail for all statements and customer notices unless otherwise approved by 
WES.  

b. Vendor shall use USPS automated postage systems for all mailed materials, 
including statements and remittance envelopes. 

c. Vendor shall invoice WES only for the actual postage costs billed by USPS. 
d. Vendor must provide automated address updates NCOA Link (National Change 

of Address Linkage System) 
i. All address updates and move data shall be provided to the WES in digital 

format after each mailing at no additional charge. 
e. Vendor must fully comply with all USPS postal regulations and requirements to 

secure the lowest postage rates.   
i. If a mailing fails to meet USPS “Full Service” requirements due to vendor 

error, the vendor shall: 
1. Absorb all additional postage costs or penalties imposed by USPS. 
2. Reimburse WES for any extra processing costs incurred. 
3. Cover the cost of reprinting, remailing, and postage if a reissue is 

required. 
4. Implement corrective measures to prevent recurrent at no 

additional charge to WES. 
  

4. Data Transfer and Production 
a. Data Access and Retention 

i. Vendor shall maintain a secure website, with multiple user-specific logins 
and role-based security levels, to allow WES staff to upload and download 
files. 
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ii. The website must support file formats compatible with WES systems and 
provide search and access capabilities for billing records. 

iii. Vendor shall retain all records on the secure website for a minimum of one 
(1) year from the date of creation and provide search and retrieval 
functionality. 

b. Data Submission 
i. WES will typically provide billing data between the 26th and the 30th day 

of each month.  
ii. An annual billing calendar will be provided to the Vendor each January, 

outlining the anticipated billing dates.  
iii. Billing data will typically be uploaded by WES by 12:00 p.m. on the 

scheduled billing date.  
iv. If inserts are to be included, WES will provide the image/artwork for the 

insert a minimum of 1 week (5 business days) before the scheduled billing 
date. 

c. Proof Approval, Production, and Mailing 
i. Vendor shall provide electronic confirmation of file upload. 

ii. Vendor shall generate and provide electronic proofs of all statements via 
the secure website within 2 business hours of file receipt. WES staff will 
review and approve the proofs before final production. 

iii. Vendor shall produce and mail statements within 1 business day of final 
approval by WES staff.  

iv. After proof approval, Vendor will provide confirmation of mailing date. 
d. Vendor shall provide an electronic PDF of the entire production file within 

seventy-two (72) hours of production approval. 

5. Security & Compliance Requirements 
i. The selected vendor must have adequate data security controls in place to protect 

the integrity and confidentiality of customer data.  
To demonstrate compliance, the vendor shall: 

i. Maintain Service Organization Control (SOC) 2 Type 2 Certification: 
1. Vendor must provide evidence of a current SOC 2 Type 2 audit report, 

demonstrating adherence to industry security standards for data 
handling, availability, confidentiality, and integrity. 

2. The audit report should be available for review upon request. 
 

6. Disaster Recovery & Failover Requirements 
a. The Vendor must have a documented disaster recovery and business continuity 

plan in place to ensure uninterrupted processing of utility bills in the event of a 
system failure, outage, or disaster affecting its primary facility.  
The Vendor shall: 

i. Maintain, or have access to, a redundant processing facility capable of 
handling utility bill production in the event of a disruption at the primary 
processing site. 

ii. Ensure automatic or near-immediate failover to the backup facility to 
minimize downtime. 
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iii. Notify WES within 24 hours in the event of a disruption that could impact 
billing operations. 
 

7. Contract Administration 
a. Vendor invoicing: Vendor shall submit monthly invoices via email to WES-

Billing@clackamas.us. Invoices must itemize all expenses incurred and be broken 
out by each category of fee. Postage to be reimbursed at actual USPS rates 
incurred, detailed by postage rate per piece and number of pieces. 

b. Vendor shall be required to participate in up to three (3) on-site or virtual 
meetings annually with WES staff to discuss billing format, potential format 
changes, design changes, or other issues related to the required services. On-site 
meetings would be held at 150 Beavercreek Road, Room 430, Oregon City, OR 
97045; virtual meetings would be held via Zoom or Teams. 

c. Vendor shall provide reasonable support setup services to facilitate changes in 
statement design and/or content, including programming work. 
 

 
 
3.3.2. Work Schedule: 
 
WES and the successful proposer will establish a work delivery schedule with the first utility bill 
statement printing and mailing to begin July 2025. To meet this timeline, statement 
programming, system setup, and remittance processing testing must be completed in advance. 
WES and the successful proposer will finalize these pre-implementation steps within a mutually 
agreed-upon timeframe to ensure a smooth transition to live statement production. 

3.3.3. Term of Contract and Service Fee 

The term of the contract shall be from the effective date through June 30, 2030, with the option 
for two (2) additional two-year renewals thereafter subject to the mutual agreement of the 
parties. The service fees will be locked in for the initial term of the contract. The selected vendor 
may request an increase in the service fee for the renewal(s) based on the change in Consumer 
Price Index for All Urban Consumers (CPI-U) for Portland, Oregon. 

  
3.3.4 Sample Contract: Submission of a Proposal in response to this RFP indicates Proposer’s 
willingness to enter into a contract containing substantially the same terms (including insurance 
requirements) of the sample contract identified below. No action or response to the sample 
contract is required under this RFP. Any objections to the sample contract terms should be raised 
in accordance with Paragraphs 2.2 or 2.3 of this RFP, pertaining to requests for clarification or 
change or protest of the RFP/specifications, and as otherwise provided for in this RFP. This RFP 
and all supplemental information in response to this RFP will be a binding part of the final 
contract. 
 
The applicable Personal Services Contract for this RFP can be found at 
https://www.clackamas.us/finance/terms.html.  
 

mailto:WES-Billing@clackamas.us
mailto:WES-Billing@clackamas.us
https://www.clackamas.us/finance/terms.html
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Personal Services Contract (unless checked, item does not apply) 

The following paragraphs of the Professional Services Contract will be applicable:  
 Article I, Paragraph 5 – Travel and Other Expense is Authorized 
 Article II, Paragraph 27 – Confidentiality  
 Article II, Paragraph 28 – Criminal Background Check Requirements 
 Article II, Paragraph 29 – Key Persons 
 Exhibit A – On-Call Provision 

 
The following insurance requirements will be applicable: 

  Commercial General Liability: combined single limit, or the equivalent, of not less than 
$1,000,000 per occurrence, with an annual aggregate limit of $2,000,000 for Bodily Injury and 
Property Damage. 

  Professional Liability: combined single limit, or the equivalent, of not less than $1,000,000 per 
occurrence, with an annual aggregate limit of $2,000,000 for damages caused by error, omission 
or negligent acts. 

  Automobile Liability: combined single limit, or the equivalent, of not less than $1,000,000 per 
occurrence for Bodily Injury and Property Damage. 
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SECTION 4 
EVALUATION PROCEDURE   

 
4.1 An evaluation committee will review all Proposals that are initially deemed responsive and they shall 

rank the Proposals in accordance with the below criteria. The evaluation committee may recommend an 
award based solely on the written responses or may request Proposal interviews/presentations.  
Interviews/presentations, if deemed beneficial by the evaluation committee, will consist of the highest 
scoring Proposers.  The invited Proposers will be notified of the time, place, and format of the 
interview/presentation.  Based on the interview/presentation, the evaluation committee may revise their 
scoring.   

 
 Written Proposals must be complete and no additions, deletions, or substitutions will be permitted 

during the interview/presentation (if any).  The evaluation committee will recommend award of a 
contract to the final County decision maker based on the highest scoring Proposal. The County decision 
maker reserves the right to accept the recommendation, award to a different Proposer, or reject all 
Proposals and cancel the RFP.  

 
 Proposers are not permitted to directly communicate with any member of the evaluation committee 

during the evaluation process.  All communication will be facilitated through the Procurement 
representative.   

 
4.2 Evaluation Criteria   

Category       Points available: 
Similar Project Experience      0-25 
Experience         0-10   
Vendor’s understanding of the project    0-25 
Ability to meet all the requirements    0-10 
Proposal price on a per unit basis     0-30 

 Available points           0-100 
 
4.3 Once a selection has been made, the County will enter into contract negotiations.  During negotiation, 

the County may require any additional information it deems necessary to clarify the approach and 
understanding of the requested services.  Any changes agreed upon during contract negotiations will 
become part of the final contract.  The negotiations will identify a level of work and associated fee that 
best represents the efforts required.  If the County is unable to come to terms with the highest scoring 
Proposer, discussions shall be terminated and negotiations will begin with the next highest scoring 
Proposer.  If the resulting contract contemplates multiple phases and the County deems it is in its 
interest to not authorize any particular phase, it reserves the right to return to this solicitation and 
commence negotiations with the next highest ranked Proposer to complete the remaining phases.   
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SECTION 5 
PROPOSAL CONTENTS 

 
5.1. Vendors must observe submission instructions and be advised as follows: 
 
5.1.1. Complete Proposals must be emailed to https://bidlocker.us/a/clackamascounty/BidLocker.  The subject 
line of the email must identify the RFP title.  Proposers are encouraged to contact Procurement to confirm 
receipt of the Proposal. 
 
5.1.2. County reserves the right to solicit additional information or Proposal clarification from the vendors, or 
any one vendor, should the County deem such information necessary. 
 
5.1.3.  Proposal may not exceed a total of 20 pages (single-sided), inclusive of all exhibits, attachments, title 
pages, pages separations, table of contents, or other information. The Proposal Certification Page will NOT 
count towards the final page count. 

 
Provide the following information in the order in which it appears below: 

 
5.2.   
 

• Proposal team’s successful experience within the past five (5) years with similar projects for a 
municipality. (25 points maximum) 

• Experience working with similar format files in a secure environment in the past five years. (10 points 
maximum) 

• Vendor’s understanding of the project and outline of the planned approach to the work. (25 points 
maximum) 

• Ability to meet all the requirements of this RFP. (10 points maximum) 
• Proposal price on a per unit basis – the proposed cost of each printed statement during the term of the 

contract. (30 points maximum) 
 
 
5.4.  Fees complete the attached Fee Schedule  
 
5.5.  References  
Provide at least three (3) references from clients your firm has served similar to the County in the past three (3) 
years, including one client that has newly engaged the firm in the past thirty-six (36) months and one (1) long-
term client. Provide the name, address, email, and phone number of the references. Please note the required 
three references may not be from County staff, but additional references may be supplied. 
 
 
 
 
 
 
 
 
 
 

https://bidlocker.us/a/clackamascounty/BidLocker
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5.6 Attachments 

Estimated Annual Usage* Sample # Description 
220,000 1 Monthly Billing Statement w/ variables 

- 2 Monthly Billing Statement, no variables 
9,600 3 Customer notice example (past-due notification) 

18,000 4 Special Insert Example 1 
20,800 5 Special Insert Example 2 

- 6 #9 Return Window Envelope 
- 7 #10 Customer Bill Window Envelope 
- 8 Lockbox Requirements 
- 9 Current Custom Programming / Monthly Billing 

Statement Rules 
*Actual quantities will vary. Quantities for billing statements will vary depending on customers’ enrollment in 
paperless billing options.   

WES will purchase quantities on-demand with no overruns or underruns allowed.  

 
 
5.6. Completed Proposal Certification (see the below form) 
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PROPOSAL CERTIFICATION 
RFP #2025-26 

 
Submitted by:            
 (Must be entity’s full legal name, and State of Formation) 
 
Each Proposer must read, complete and submit a copy of this Proposal Certification with their Proposal. Failure to do 
so may result in rejection of the Proposal. By signature on this Proposal Certification, the undersigned certifies that 
they are authorized to act on behalf of the Proposer and that under penalty of perjury, the undersigned will comply 
with the following: 
 
SECTION I. OREGON TAX LAWS: As required in ORS 279B.110(2)(e), the undersigned hereby certifies that, to 
the best of the undersigned’s knowledge, the Proposer is not in violation of any Oregon Tax Laws. For purposes of 
this certification, “Oregon Tax Laws” means the tax laws of the state or a political subdivision of the state, including 
ORS 305.620 and ORS chapters 316, 317 and 318.  If a contract is executed, this information will be reported to the 
Internal Revenue Service. Information not matching IRS records could subject Proposer to 24% backup withholding. 
 
SECTION II. NON-DISCRIMINATION: That the Proposer has not and will not discriminate in its employment 
practices with regard to race, creed, age, religious affiliation, sex, disability, sexual orientation, gender identity, 
national origin, or any other protected class. Nor has Proposer or will Proposer discriminate against a subcontractor in 
the awarding of a subcontract because the subcontractor is a disadvantaged business enterprise, a minority-owned 
business, a woman-owned business, a business that a service-disabled veteran owns or an emerging small business 
that is certified under ORS 200.055. 
 
SECTION III. CONFLICT OF INTEREST: The undersigned hereby certifies that no elected official, officer, 
agent or employee of Clackamas County is personally interested, directly or indirectly, in any resulting contract from 
this RFP, or the compensation to be paid under such contract, and that no representation, statements (oral or in 
writing), of the County, its elected officials, officers, agents, or employees had induced Proposer to submit this 
Proposal. In addition, the undersigned hereby certifies that this proposal is made without connection with any person, 
firm, or corporation submitting a proposal for the same material, and is in all respects fair and without collusion or 
fraud.   
 
SECTION IV. COMPLIANCE WITH SOLICITATION: The undersigned further agrees and certifies that they: 

1. Have read, understand and agree to be bound by and comply with all requirements, instructions, 
specifications, terms and conditions of the RFP (including any attachments); and 

2. Are an authorized representative of the Proposer, that the information provided is true and accurate, and that 
providing incorrect or incomplete information may be cause for rejection of the Proposal or contract 
termination; and 

3. Will furnish the designated item(s) and/or service(s) in accordance with the RFP and Proposal; and 
4. Will use recyclable products to the maximum extend economically feasible in the performance of the 

contract work set forth in this RFP.  
 

Name:_______________________________________ Date:______________________________________ 

Signature:____________________________________ Title:______________________________________ 

Email:_______________________________________ Telephone:_________________________________ 

Oregon Business Registry Number:________________ OR CCB # (if applicable):________________________ 

Business Designation (check one): 
 Corporation   Partnership   Sole Proprietorship   Non-Profit   Limited Liability Company 

 
 Resident Quoter, as defined in ORS 279A.120 
 Non-Resident Quote. Resident State:__________________________ 
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Fee Schedule 

One-Time Setup & Administrative Fees 

Service Fee Basis Fee 

Service Startup Charge  One Time $ 

Administrative Charge Monthly $ 

Other One-Time or Ongoing Fees or Charges  $ 

 

Monthly Billing Statements 

Service Fee Basis Fee 

Statement Service - (includes all services for printing and 
mailing billing statements, except postage) Per Billing Statement $ 

Statement Processing and Printing Costs (Breakout):   

Data Processing – Billing Data Import & Formatting Per Statement $ 

Laser Printing Per Statement $ 

Fold Per Statement $ 

Insert Per Statement $ 

Meter Per Statement $ 

Sort Per Statement $ 

Envelope and Address Services Costs:   

#10 Envelope (Mailing) Per Envelope $ 

#9 Envelope (Remittance) Per Envelope $ 

NCOALink - Automated address update service Per Address Correction $ 

Custom Programming   
Statement programming or update support services  
(as needed) Hourly $ 

Postage (All postage at actual USPS bulk presort rates) Per Statement Actual Cost 

Vendors may propose volume-based pricing for statement printing and mailing based on thresholds (e.g., 
15,000–19,999 statements per month, 20,000+ statements per month). WES reserves the right to negotiate 
volume discounts. 
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Inserts 

Insert Type Quantity Color 26# B/W 26# 
Color 26# Hi 

Gloss 
B/W 26# Hi 

Gloss 

1/3 page 
(8.5” x 3.67”) 

< 5,000 $ $ $ $ 

5,000 – 9,999 $ $ $ $ 

10,000 + $ $ $ $ 

8.5” x 11” 
single-sided 

< 5,000 $ $ $ $ 

5,000 – 9,999 $ $ $ $ 

10,000 + $ $ $ $ 

8.5" x 11" 
double-sided 

< 5,000 $ $ $ $ 

5,000 – 9,999 $ $ $ $ 

10,000 + $ $ $ $ 

* Fee shall be negotiated for alternative paper weights, finishes, or sizes as needed. 

Past-due Notifications and other Customer Notices  

Service Fee Basis Fee 

Customer Notice Service - (includes all services for printing 
and mailing customer notices, except postage) Per Notice $ 

Notice Processing and Printing Costs (Breakout):   

Data Processing – Notice Data Import & Formatting Per Notice $ 

Laser Printing Per Notice $ 

Fold Per Notice $ 

Insert Per Notice $ 

Meter Per Notice $ 

Sort Per Notice $ 

Envelope and Address Services Costs:   

#10 Envelope (Mailing) Per Envelope $ 

NCOALink - Automated address update service Per Address Correction $ 

Custom Programming   
Notice programming or update support services  
(as needed) Hourly $ 

Postage (All postage at actual USPS bulk presort rates) Per Statement Actual Cost 
 
 



2SURFACE WATER 18.20
1SANITARY SEWER 53.60

150 Beavercreek Road
#430
Oregon City, OR 97045

000071800300042061

SANITARY SEWER AND SURFACE WATER BILL

CUSTOMER NAME
ADDRESS
CITY, STATE, ZIP

IMPORTANT INFORMATION

ACCOUNT NUMBER

SERVICE ADDRESS

ACCOUNT NAME

01-12345-01

1234 MAIN STREET 

CUSTOMER 

BILL DATE

SERVICE PERIOD

1/29/2025

1/1/2025 to 2/1/2025

How to contact us:

Online: Clackamas.us/WES

Email: wescustomerservice@clackamas.us

Customer Service: 503-742-4567
Monday - Thursday, 7:30am - 12:00pm & 1:00pm - 5:00pm

After-Hours Sewer Emergencies: 503-655-8211

ACCOUNT SUMMARY
PREVIOUS BALANCE 287.20

PAYMENTS - THANK YOU -287.20

ADJUSTMENTS 0.00

PENALTIES 0.00

BALANCE FORWARD 0.00

CURRENT CHARGES
DESCRIPTION QTY AMOUNT

TOTAL CURRENT CHARGES 71.80

ACCOUNT BALANCE $71.80

DATE LAST PAYMENT RECEIVED 1/18/2025
AMOUNT OF LAST PAYMENT -$287.20

150 Beavercreek Road
#430
Oregon City, OR 97045
503-742-4567

Please detach and return this portion with your payment.

Mail payment to:

CLACKAMAS WATER ENVIRONMENT SERVICES
PO BOX 6940
PORTLAND, OR 97228-6940

PLEASE DO NOT PAY – AUTO PAYMENT SCHEDULED

5 EASY WAYS TO PAY

Automatic payments
Set up at Clackamas.us/WES

Online
Visit Clackamas.us/WES

By Phone
24/7 Automated system: 503-742-4567

By Mail
Please use the payment slip provided

In person
Mon - Thu, 7:30am - 12:00pm & 1:00pm - 5:00pm

TOTAL DUE

DUE DATE

$71.80

2/20/2025

ACCOUNT NUMBER

SERVICE ADDRESS

DUE DATE

TOTAL DUE

AMOUNT PAID

01-12345-01
1234 MAIN STREET

2/20/2025

$71.80

** DO NOT PAY **

Make 2025 the year of convenience and sustainability!  Manage
your WES account online to view and pay bills, set up auto-pay,
track payments, and go green with paperless billing.  Sign up
today at https://www.Clackamas.us/wes/pay.

PLEASE DO NOT PAY – AUTO PAYMENT SCHEDULED

DTFFFDFADFAFAADFFFDDDTAFFADFFFFAFAFTFFADFAADATAFDAFTDTTADATTADTDA



CLACKAMAS WATER ENVIRONMENT SERVICES

Clackamas Water Environment Services provides wastewater
and surface water services to more than 190,000 people who
live and work in Gladstone, Happy Valley, Johnson City,
Rivergrove, Milwaukie, Oregon City, West Linn and
unincorporated Clackamas County, in addition to the
communities of Boring, Fischer’s Forest Park and the
Hoodland area.

We operate and maintain five resource recovery facilities, 23
pump stations and more than 350 miles of pipes.

Each year, we clean more than seven billion gallons of water.
In the process, we convert materials that have long been
considered “waste” into natural energy and fertilizer. We also
help reduce pollution in local rivers, streams, and wetlands
caused by stormwater runoff, the number one source of water
pollution in Oregon.

We educate and assist community members from all walks of
life. It’s our job to ensure that our families and neighbors enjoy
the benefits of safe, healthy water for generations to come.

Clackamas.us/WES
wescustomerservice@clackamas.us

503-742-4567
503-742-4565

150 Beavercreek Road, #430
Oregon City, OR 97045

Website:
Email:

Phone:
Fax:

Address:

Office Hours:
Closed Fridays-Sundays and holidays

Mon-Thu, 7:30am - 12:00pm & 1:00pm - 5:00pm

EXPLANATION OF CHARGES

Your bill may include charges for sanitary sewer, surface
water, and on-site maintenance services. Service rates cover
the operation and maintenance of these systems.

Sanitary Sewer

Residential customers are billed a standard rate per dwelling
unit. Commercial and institutional sewer rates are based on a
12 month water consumption average.

Surface Water

Surface water rates are billed on impervious surface area with
2,500 square feet equaling 1 unit.

On-Site Maintenance

On-site maintenance fees are billed to residents in
subdivisions where additional detention is required.

Right-of-Way Fee

These fees are charged by your city when utilities provide
services within its streets.

Rates are adjusted on July 1st of every year.

BILLING OPTIONS

Having trouble paying your bill?

Financial assistance is available for qualifying customers.
Learn more on our website at Clackamas.us/WES or call 503-
742-4567.

Landlord Policy

Owners will be billed for rental properties and are responsible
for any past due balances on rental accounts per ORS 91.255.

Past Due Accounts

Account balances not paid by the due date may be assessed
a penalty. Please see Clackamas.us/WES for details.
Delinquent balances may be transferred to owner’s property
taxes for collection under ORS 454.225.

Returned Payments

A fee is charged for all returned payments. Please see
Clackamas.us/WES for details.

To sign up for paperless billing, please visit
Clackamas.us/WES or call 503-742-4567.

PAYMENT OPTIONS

Automatic Payments: Set up at Clackamas.us/WES

Online: Clackamas.us/WES

Automated phone system: 503-742-4567, available 24/7

By Mail: PO Box 6940, Portland, OR 97228-6940

In Person: Mon - Thu, 7:30am - 12:00pm & 1:00pm - 5:00pm

After-Hours Payment Dropbox: 150 Beavercreek Road, Oregon 
City, OR 97045

Moving? Have you sold your home?

Please contact us at 503-742-4567 or go online to 
Clackamas.us/WES to start or stop service.

To update your mailing address or other contact 
information, please call 503-742-4567 or email 
wescustomerservice@clackamas.us.

Protect the environment. Sign up for paperless billing 
today at Clackamas.us/WES or call 503-742-4567.

Manage your account online at Clackamas.us/WES:

Check your balance

View your account history

Update account information

Pay your bill from any device 24/7/365



Please detach and return this portion with your payment. 

SANITARY SEWER AND SURFACE WATER BILL 

TOTAL DUE 

DUE DATE 
ACCOUNT NUMBER 

SERVICE ADDRESS 
ACCOUNT NAME 

Mail payment to: 

BILL DATE  
SERVICE PERIOD  to 

ACCOUNT SUMMARY 
PREVIOUS BALANCE 
PAYMENTS – THANK YOU 
ADJUSTMENTS 
PENALTIES 

BALANCE FORWARD 

CURRENT CHARGES    
DESCRIPTION QTY AMOUNT 

TOTAL CURRENT CHARGES 
TOTAL DUE 

How to contact us: 
Online: Clackamas.us/WES 
Email: wescustomerservice@clackamas.us 
Customer Service: 503-742-4567 
Monday - Thursday, 7:30am - 12:00pm & 1:00pm - 5:00pm

After-Hours Sewer Emergencies: 503-655-8211 

ACCOUNT NUMBER 
SERVICE ADDRESS 
DUE DATE 
TOTAL DUE 
AMOUNT PAID 

 
Automatic payments 
Set up at Clackamas.us/WES 
Online 
Visit Clackamas.us/WES 
By Phone 
24/7 Automated system: 503-742-4567 
By Mail 
Please use the payment slip provided 
In Person 
Mon - Thu, 7:30am - 12:00pm & 1:00pm - 5:00pm 

IMPORTANT INFORMATION 

DATE LAST PAYMENT RECEIVED 
AMOUNT OF LAST PAYMENT 

CLACKAMAS WATER ENVIRONMENT SERVICES 
PO BOX 6940 
PORTLAND, OR 97228-6940 

150 Beavercreek Road 
#430 
Oregon City, OR 97045 
503-742-4567

150 Beavercreek Road 
#430 
Oregon City, OR 97045 

5 EASY WAYS TO PAY 



EXPLANATION OF CHARGES 
Your bill may include charges for sanitary sewer, surface water, 
and on-site maintenance services. Service rates cover the 
operation and maintenance of these systems. 
Sanitary Sewer 
Residential customers are billed a standard rate per dwelling 
unit. Commercial and institutional sewer rates are based on a 
12 month water consumption average. 
Surface Water 
Surface water rates are billed on impervious surface area with 
2,500 square feet equaling 1 unit.  
On-Site Maintenance 
On-site maintenance fees are billed to residents in subdivisions 
where additional detention is required. 
Right-of-Way Fee 
These fees are charged by your city when utilities provide 
services within its streets.  

Rates are adjusted on July 1st of every year. 

CLACKAMAS WATER ENVIRONMENT SERVICES 

Website: 
Email: 

Phone: 
Fax: 

Address: 

Office Hours: 

Clackamas.us/WES 
wescustomerservice@clackamas.us 

503-742-4567
503-742-4565

150 Beavercreek Road, #430            
Oregon City, OR 97045 

Mon-Thu, 7:30am-12:00pm & 1:00pm-5:00pm    
Closed Fridays-Sundays and holidays 

Clackamas Water Environment Services provides wastewater 
and surface water services to more than 190,000 people who 
live and work in Gladstone, Happy Valley, Johnson City, 
Rivergrove, Milwaukie, Oregon City, West Linn and 
unincorporated Clackamas County, in addition to the 
communities of Boring, Fischer’s Forest Park and the Hoodland 
area.  

We operate and maintain five resource recovery facilities, 23 
pump stations and more than 350 miles of pipes. 

Each year, we clean more than seven billion gallons of water. In 
the process, we convert materials that have long been 
considered “waste” into natural energy and fertilizer. We also 
help reduce pollution in local rivers, streams, and wetlands 
caused by stormwater runoff, the number one source of water 
pollution in Oregon.  

We educate and assist community members from all walks of 
life. It’s our job to ensure that our families and neighbors enjoy 
the benefits of safe, healthy water for generations to come. 

Having trouble paying your bill? 
Financial assistance is available for qualifying customers. Learn 
more on our website at Clackamas.us/WES or call 503-742-
4567. 

Landlord Policy 
Owners will be billed for rental properties and are responsible 
for any past due balances on rental accounts per ORS 91.255.

Past Due Accounts 
Account balances not paid by the due date may be assessed a 
penalty. Please see Clackamas.us/WES for details. Delinquent 
balances may be transferred to owner's property taxes for 
collection under ORS 454.225. 

Returned Payments  
A fee is charged for all returned payments. Please see 
Clackamas.us/WES for details. 

BILLING OPTIONS 

To sign up for paperless billing, please visit 
Clackamas.us/WES or call 503-742-4567. 

Moving? Have you sold your home? 

Please contact us at 503-742-4567 or go online to 
Clackamas.us/WES to start or stop service. 

To update your mailing address or other contact 
information, please call 503-742-4567 or email 
wescustomerservice@clackamas.us. 

Protect the environment. Sign up for paperless billing 
today at Clackamas.us/WES or call 503-742-4567. 

Manage your account online at Clackamas.us/WES: 

Check your balance 
View your account history 
Update account information 
Pay your bill from any device 24/7/365 

PAYMENT OPTIONS 

Automatic Payments: Set up at Clackamas.us/WES   
Online: Clackamas.us/WES 
Automated phone system: 503-742-4567, available 24/7  
By Mail: PO Box 6940, Portland, OR 97228-6940 
In Person: Mon - Thu, 7:30am - 12:00pm & 1:00pm - 5:00pm 
After-Hours Payment Dropbox: 150 Beavercreek Road, 
Oregon City, OR 97045 



Serving Clackamas County, Gladstone, Happy Valley, Johnson City, Milwaukie, Oregon City, Rivergrove and West Linn 
150 Beavercreek Road, Oregon City, Oregon 97045 Telephone: (503) 742-4567 Fax: (503) 742-4565 

www.clackamas.us/wes/ 

 CUSTOMER NAME
STREET ADDRESS
CITY, STATE, ZIP

You are receiving this notice because your account is more than 60 days past due. 

As of 10/14/2024, our records indicate the above account had a balance of $62.10. Clackamas Water 
Environment Services (WES) understands you may have overlooked this balance. 

Please make a payment to bring your account current. 

How can I pay? 

The best way to pay is online – it’s quick, secure, and easy. Please visit Clackamas.us/WES and 
select  Pay Your Bill . 

Additional payment options include: 
 By Phone: 24/7 Automated System 503-742-4567
 In Person: Monday – Thursday 7:30am – 12:00pm & 1:00pm – 5pm
 By Mail: PO Box 6940, Portland, OR 97228-6940
 After-Hours Payment Dropbox: 150 Beavercreek Road, Oregon City, OR 97045

What happens if I don’t pay what I owe? 

If your account remains past due, late charges and penalties may be assessed. Delinquent balances 
may be transferred to the owner’s property taxes for collection under Oregon Revised Statute (ORS) 
454.225. 

Who do I contact if I have questions? 

Our customer service staff are available by email at wescustomerservice@clackamas.us or by phone 
at 503-742-4567 Monday through Thursday between the hours of 7:30am – 12:00pm & 1:00pm – 
5:00pm. 

AMOUNT DUE $62.10 

NOTICE DATE 10/14/2024 

Account Number 

Account Name 

Service Address 

01-12345-01

 CUSTOMER NAME

STREET
CITY, STATE, ZIP

150 Beavercreek Road 
#430 
Oregon City, OR 97045 

SURFACE WATER 

PAST DUE BALANCE NOTICE 

DATE LAST PAYMENT RECEIVED 5/15/2024 

AMOUNT OF LAST PAYMENT $30.00 



Your Input is Needed!
As your wastewater services and 
stormwater management provider, we 
want to know what you value most 
when it comes to creating a clean water 
future for all. Your input will provide 
valuable insights into how Clackamas 
Water Environment Services can best 
serve you, protect public health, and 
support the vitality of our communities, 
natural environment, and economy.

Please complete our  
short survey at  
www.cleanwaterexchange.net 

Help us build a clean water future where 
all people benefit and rivers thrive.

before May 29, 2023



Learn why and how to reduce or eliminate pesticides 
and other harmful chemicals from your landscaping 
and still have a beautiful yard!

Lawn Care Tips to Help 
Protect Our Water
What we put on our lawn matters.

To learn more visit: 
www.clackamas.us/wes/lawn-care-tips-to-help-protect-our-water



Now available! 
We have a new and improved online payments system that will give you access 
to your account 24 hours a day, 365 days a year. It’s a secure and convenient way 
to pay your bills on your own time. Register on July 1 for this new system to take 
advantage of these enhanced features:
	� View real time balances, payment amounts and bill due dates
	� Make one-time or recurring payments
	� Review transaction history
	� Optimized for mobile devices

Already online? Upgrade from ePay
Current ePay customers who choose to continue making payments online need to 
register for the new online payments system beginning July 1. To protect financial 
information, ePay customer accounts will not automatically transfer to the new 
system. Learn more and register at clackamas.us/wes.

Now and in the future
We are dedicated to projects that will strengthen our ability to serve you in the 
future, including expansion and upgrades at our wastewater treatment facilities 
that together clean more than seven billion gallons of wastewater each year.

We are also focused on improving all of the ways we engage with you, our valued 
customer, with a brand new look, ongoing flexibility, and advancements in how you 
can easily reach us and manage your account in ways that work best for you.

Sign up for our new  
online payments  
system on July 1

Clackamas Water  
Environment Services is  
committed to protecting  
your health and our shared  
environment by providing  
sanitary sewer and surface 
water management services. 



Welcome to  
your new bill
Designed for you to easily find 
the information you need while 
providing valuable account 
details

1 Account Info - account 
number, service address, name, 
how much you owe and when 
it’s due

2 Account Summary - prior 
balance and account activity

3 Current Charges - detailed 
breakdown of current charges

4 Message Center - important 
account information, news or 
announcements

5 Contact Us - flexible options 
to help you reach us

6 Last Payment Detail - date 
received and amount of your  
last payment

7 Payment Coupon and Ways 
to Pay - choose from our many 
easy payment options

Please detach and return this portion with your payment. 

SANITARY SEWER AND SURFACE WATER BILL 

TOTAL DUE $ 63.89 

DUE DATE 7/20/2020 
ACCOUNT NUMBER 01-12345-01 

SERVICE ADDRESS 1234 MAIN ST  

ACCOUNT NAME VALUED CUSTOMER 

Mail payment to:   

1 

 

 

 
 

 

BILL DATE                     6/30/2020 
SERVICE PERIOD             6/01/2020  to  6/30/2020 

 
ACCOUNT SUMMARY 
PREVIOUS BALANCE 63.89 
PAYMENTS – THANK YOU  - 63.89 
ADJUSTMENTS 0.00 
PENALTIES 0.00 

BALANCE FORWARD 0.00 
  
CURRENT CHARGES         
DESCRIPTION QTY AMOUNT 
SANITARY SEWER 1 50.55 
SURFACE WATER 1 7.30 
ON-SITE MAINTENANCE 1 3.00 
RIGHT-OF-WAY FEE  3.04 
   
   
   

TOTAL CURRENT CHARGES 63.89 
TOTAL DUE $   63.89 

How to contact us: 
 

Online: Clackamas.us/WES 
 

Email: wescustomerservice@clackamas.us 
 

Customer Service: 503-742-4567 
Monday – Thursday, 7:30am to 5:30pm 
 

After-Hours Sewer Emergencies: 503-655-8211 

ACCOUNT NUMBER 01-12345-01 
SERVICE ADDRESS 1234 MAIN ST 

DUE DATE 7/20/2020 
TOTAL DUE $ 63.89 
AMOUNT PAID  

 

 
Automatic payments 
Set up at Clackamas.us/WES 

 
Online  
Visit Clackamas.us/WES  

 
By Phone 
24/7 Automated system: 503-742-4567 

 
By Mail  
Please use the payment slip provided 

 
In Person 
Monday – Thursday, 7:30am – 5:30pm 

IMPORTANT INFORMATION 
Please remember to toss all hand wipes, baby wipes and other wipes in 
the trash instead of flushing them down the toilet. These so-called 
"flushable" wipes do not disintegrate in water like toilet paper. 
 

DATE LAST PAYMENT RECEIVED 6/10/2020 
AMOUNT OF LAST PAYMENT $ 63.89 

  
 
CLACKAMAS WATER ENVIRONMENT SERVICES 
PO BOX 6940 
PORTLAND, OR 97228-6940 

150 Beavercreek Road 
#430 
Oregon City, OR 97045 
503-742-4567 

150 Beavercreek Road 
#430 
Oregon City, OR 97045 

VALUED CUSTOMER 
1234 MAIN STREET 
HAPPY VALLEY, OR 97086 
 

5 EASY WAYS TO PAY 

Your bill, your way

Learn more about our new online system  
and how to register at clackamas.us/wes

Call 503-742-4567 and select  
Pay-by-Phone any time, day or night

Arrange for automatic payments from  
your bank account at clackamas.us/wes

Sign up for paperless e-billing to get your  
bills and our messages emailed to you!

Mail your  
payment to us

Use our afterhours drop box at 150  
Beavercreek Rd near the front door

During this time of transition, our friendly and  
knowledgeable customer service team is available to 
answer your questions about our new billing and pay-
ment options at wescustomerservice@clackamas.us.

1

2

6

3

4

5

7

ACCOUNT BALANCE
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 GLOBAL TREASURY MANAGEMENT Specifications 

U.S. Bank Wholetail Lockbox 
Specifications 

 
 

This document is to be provided exclusively to current U.S. Bank clients.  
The information contained in this document is confidential  
and is not to be disclosed to any third party, nor disseminated, used,  
quoted or otherwise referred to for any purpose other than in  
connection with the internal evaluation of this product. 
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Chapter 1:  Overview 
Wholetail Lockbox combines the basic features of lockbox processing with the flexibility to receive 
payments accompanied by an OCR (optical character recognition), scannable coupon. The solution is 
designed with the flexibility to allow receipt and processing of different types of payments: ones which 
include OCR remittance documents and those that don’t. Our processing equipment quickly and 
accurately reads your customer’s payment information from their check and OCR remittance document 
scanline. Since information is electronically captured from all remittance documents, data accuracy is 
increased for your accounts receivable posting needs. U.S. Bank’s Wholetail Lockbox service can also be 
used for small retail organizations. 

The specifications outlined in this document are a guide to U.S. Bank’s design requirements for your 
Wholetail Lockbox remittance document. U.S. Bank’s ability to provide quick, efficient and accurate 
processing of your scannable lockbox payments is highly dependent upon adherence to these 
specifications. Optimal design of the remittance document will result in minimal processing errors and 
reduce the additional processing fees assessed for manual handling.  

The remittance document you provide your customers should contain all the information necessary to 
process your payments in our automated environment, and the data for posting to your accounts 
receivable system. 

Testing Requirement 
Testing the remittance document is required when implementing U.S. Bank Wholetail Lockbox.  

Testing and adequate lead time for programming are also required prior to modifying an approved 
remittance document.  

U.S. Bank will work with you and/or your print vendor to ensure the successful implementation of your 
new remittance document. 
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Chapter 2:   General Requirements 
Sound design of the OCR remittance document, which will be read by the lockbox equipment, is essential 
for efficient processing. The following specifications will assist you in your document design. 
Sample of a remittance document — front 

 
Sample of a remittance document — back 
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Document Elements 
Characteristic Specification Comments 

Scanline fields Preferred Information contained in the scanline should 
be printed elsewhere on the front of the 
remittance document. Each field should 
have a clear heading, such as Account 
Number or Amount Due. If any scanline 
fields cannot be read, the operator may be 
able to correct it using this information. 

Scanline check 
digit  

Required 

A check digit is required on the entire scanline. 

 

The check digit ensures the quality of the 
data being read. Without the check digit, we 
cannot verify the accuracy of the scanline 
read. See Chapter 3: Scanline 
Requirements for specific check digit 
requirements. 

Scanline clear 
zone 

Required 

A 0.5 inch clear zone surrounding the scanline 
is required. 

The clear zone is the area reserved for the 
scanline data to appear and must be printed 
in non-MICR black ink. No extraneous 
marks, printing, logo or scenic material 
should appear in the defined clear zone.  

Account number Required The customer’s account number and its 
check digit, if applicable, should be printed 
on the front of the remittance document in a 
clearly labeled field. 

Amount paid Preferred The remittance document should contain an 
amount paid area where the remitter can 
note how much is being paid.  

Lockbox address Required 

Format: 

• Use black ink. 

• Left margin of the address block must be 
aligned. 

• Use capital letters without punctuation. 
Characters cannot touch. 

• Use simple Sans Serif typeface with 
uniform stroke thickness. (Recommend 10 
to 12 font size.) 

• Use adequate vertical spacing. 
(Recommended spacing is 4 to 6 lines per 
inch.) 

• Use two-letter state abbreviations. 

• Use one space between city and state 
abbreviation; use two spaces between 
state and ZIP code. 

• Use the ZIP+4 code corresponding to the 
delivery address. 

The complete lockbox address with the 
nine-digit ZIP code must be on the front of 
the remittance document. 

Do not use blue, gray, or red ink. 
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Characteristic Specification Comments 

Remitter name 
and address 

Preferred The name and address of the remitter 
should be printed on the front of the 
remittance document to aid in processing of 
payments. 

Change of 
address 

Optional 

Optimal: 0.125 to 0.25 inch square. 

Optimal: isolated from surrounding text by >= 
0.25 inch 

 

If identification of change of address (COA) 
information from your customers is required, 
it is necessary to reserve an area for COA 
notations. The design of the COA area is 
critical for optimal mark detection of COA 
notations. See Chapter 4: Mark Detection 
Requirements for specific requirements. 

Note: If there is not a field designated for 
address changes, then a clear band area 
can be zoned for address changes or 
notations. The accuracy read rate would 
depend on the design of the coupon, i.e., 
layout paperweight, density, and reflectance 
of the paper.  

Credit card 
payments 

Optional If the remittance document includes a credit 
card payment section, it must not include 
the card validation or security code from the 
signature panel or front of the card even if 
U.S. Bank does not obtain the 
authorization of the credit card 
payments. PCI requirements prohibit this 
information on any paper documents. 

U.S. Bank can obtain the authorization of 
credit card payments for you and include 
these payments in your remittance file. 
Alternatively, credit card payments can be 
forwarded via trackable mail to you for in-
house processing.  
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Paper Specifications 
Characteristic Specification Comments 

Document size Length: Minimum: 6.50 inches; Maximum: 8.50 
inches 

Height: Minimum: 3.40 inches; Maximum: 4.25 
inches 

 

 

Coupons must have a 1/8” (0.125 inch) shift 
space after inserting the coupon inside the 
envelope.  

Any deviations from the recommended 
specifications require review and approval 
by U.S. Bank personnel. 

Weight Required: 20 to 24 pounds 

Recycled paper must be 24 pounds 

The paper weight is extremely important in 
reducing misapplications. Lightweight 
documents have a tendency to curl and 
thus jam during processing.  

Color Preferred: White  If color background is used in data areas, 
reduced recognition rates may occur due to 
noise. 

Quality Paper should have a flat finish and a low gloss. 
Unacceptable coatings include carbon coating 
and no-carbon-required coatings. 

It should be free of foreign material. 

There can be no holes in the remittance 
document. 

 

Perforation There should be no more than one perforated 
edge on the remittance document. 

If remittance documents are attached to 
customer statements or invoices, the 
remittance document should be perforated 
at its bottom edge and should separate 
cleanly.  

If applicable, the fold of the statement and 
perforation line should be the same. If the 
statement fold cannot be guaranteed to be 
exactly at the perforation, allow at least  
1 inch clearance between the perforation 
and the fold to reduce the likelihood of 
“flaps” along the document edges. Use 
graphics and text to highlight the correct 
perforation. 
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Chapter 3:   Scanline Requirements 
An OCR scanline must be included in the scanline zone on your remittance document. The recognition of 
the OCR-printed characters depends upon how closely the printing conforms to the character 
specifications described in this chapter. These standards are not readily apparent to the human eye. As a 
result, OCR printing usually requires more care than other kinds of printing.  

Scanline Example 
The following is an example of a very basic scanline with two dollar amounts. This example has a check 
digit on the account number, as well as on the entire scanline. Please note that the fields included in this 
example may not be sufficient to meet your processing needs. 

 

 

 

Font: OCR A 
Check Digit Routine: Modulus 10, sum of digits, with weights of 7, 5, 3, 2 

Location Number: 040524 
Account Number: 0000085298310  

Account Number Check Digit  7 

Minimum Amount Due:  $75.00 
Full Amount Due:  $523.98  

Scanline Check Digit: 0 

Character Specifications 
Characteristic Specification Comments 

Font 

 

 

 

Required: OCR A or OCR B.  

Preferred: Numeric characters only. Reduced 
read rates can be experienced if alpha and 
punctuation characters are mixed into the line; 
when alpha is included, capital letters are 
required. 

Preferred: Character size 10 characters/inch 
(cpi); 8-12 cpi will also work. 

If used, alpha characters are converted to 
single-digit numeric values in the scanline 
(i.e., A=1, B=2, C=3, … , I=9, J=0, K=1, 
L=2, etc.) for the check digit calculation. 
The values can be converted back to alpha 
characters for the transmission file or 
reports. 

Use of special characters require review 
and approval by U.S. Bank personnel.  

Ink Specifications 
Characteristic Specification Comments 

Color Black Do not use blue, gray, or red ink.  

0405240000085298310700007500000523980 
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Characteristic Specification Comments 

Type Matte-finished or non-reflective ink 

MICR free 

There should be no magnetic ink or toner 
anywhere on the remittance document. 

Scanline Specifications 
Characteristic Specification Comments 

Scanline Zone Optimal: at least 0.5 inches white space 
surrounding scanline 

Recommended: multiple coupon types in the 
same lockbox (or if multiple lockboxes) should 
have an identifier in the scanline. This is 
required if the scanline location zone is the 
same.  

The scanline zone is the area reserved for 
the scanline data to appear and must be 
printed in non-MICR black ink. No 
extraneous marks, printing, logo or scenic 
material should appear in the scanline 
zone.  

Contents Required: account number or invoice number; 
scanline check digit 

Preferred: amount due 

A single space between each field is preferred.  

Elements of the scanline include an account 
number, the amount due and a full scanline 
check digit. 

Any other identifying fields required in the 
payment posting data transmission should 
also be included in the scanline. 

Length Maximum: 79 characters including blanks and 
spaces 
 
(Shorter lengths preferred) 

Shorter scanlines are strongly preferred, 
with the minimum scanline contents 
determined in large part by the payment file 
specifications.  

Location 0.5 inches away from the document edge on all 
sides. 

The scanline position is critical to efficient 
processing. 

Check Digits 
A check digit is the answer to a mathematical calculation performed on the series of preceding numbers. 
A check digit is required on the entire scanline to ensure the accuracy of the scanline data being read. 
Without the check digit, we cannot verify the accuracy of the scanline read. 

The preferred check digit routine is Modulus 10, sum of digits, with weights of 7, 5, 3, 2. Other check 
digit calculation routines can be accommodated. Other check digit routines may be acceptable. Detailed 
specifications must be provided and tested.  

Check Digit Routine Calculation 
1. Multiply values in the first and fifth positions by 7 
2. Multiply values in the second and sixth positions by 5 
3. Multiply values in the third and seventh positions by 3 
4. Multiply the value in the fourth position by 2 
5. Split and add digits of product calculated for values, and add products together 
6. Modulus 10 (Divide total by 10, retain remainder) 
7. Subtract remainder from 10  
8. Check digit is the result  
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Note: to calculate check digit using alpha characters, alpha characters will be converted to their 
numerical equivalent prior to calculation. For example, A=1, B=2, C = 3, etc. 

 

Check Digit Routine Example (Scanline Check Digit) 
Example of scanline data: 852983107 

Using: Modulus 10, sum of digits, with weights of 7, 5, 3, 2 

Scanline data 
(excludes the last, 
check digit) 

8 5 2 9 8 3 1 0 T 

O 

T 

A 

L 

 

S 

U 

M 

Assigned weights 7 5 3 2 7 5 3 2 

Multiply each number 
by its assigned weight 56 25 6 18 56 15 3 0 

Sum the digits of the 
result 5 + 6 = 11 2 + 5 = 7 6 1 + 8 = 9 5 + 6 =11 1 + 5 = 6 3 0 

Sum (cumulative) 11 18 24 33 44 50 53 53 53 

Divide the Sum by 10 (Modulus) to determine the remainder: 
53/10 = 5 with a remainder of 3 

Subtract the remainder from 10 to determine the check digit: 
10 - 3 = 7 

The check digit, therefore, is: 7 

Note: Use the right-most digit if a double digit is the result. If the remainder is 10 - 0 = 10 the check digit is 0. 
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Chapter 4:  Mark Detection Requirements 
Mark detection is a function unique to the document imaging environment. This function is typically used 
to identify remittance documents that have been “marked” by your customer to notify you that their 
address has changed. Designing the remittance document to take advantage of mark detection can greatly 
improve accuracy of information delivery.  

Mark detection technology may require some fine-tuning to get the desired result. Some customers may 
decide to err on the side of over-detection to minimize missed information. Others may choose to 
minimize false positives at the risk of missing information. 

Document Design 
Mark detection requires careful document design to be effective. Either check boxes or white areas on the 
front of your remittance document may be designed as a mark detection zone. Lined zones on the front or 
back of your remittance document may be designed as a mark detection zone; lined zones on front and 
back of remittance document are not allowed. 

A maximum of one lined zone (front or back), one checkbox (front), and one blank space (front) are 
accepted per remittance document. Any deviations from the recommended specifications require review 
and approval by U.S. Bank personnel. 

Preprinted information in the mark detection area must always be in the same location on all documents 
and be printed in such a way as to not interfere with the hand-written information. 

Mark detection examines the established zones on the image of the remittance document and compares 
the pixel count in the zone to a preset threshold expected for an unmarked remittance document. If the 
pixel count in that zone of the image is greater than the threshold, the zone is considered marked. 

The pixel count of preprinted information is minimized by: 
• Printing check-box zone with light ink only (example below). 

 

• Using thin lines 
• Providing 1/4" (0.25 inch) white space around checkbox. 
• Right justifying field labels so they do not extend into the mark detect zone at all. 
• Using thin lines rather than boxes in the mark detect zone. 
• Leaving ample space for the written information to be readable. 
• Not shading the field unless drop-out ink is used. 

Change of Address Zone  

This is an example of a well-designed change of address zone: 
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Other Considerations 

Mark detection accuracy is dependent on the type of mark made by the remitter as it appears on a black 
and white or “bi-tonal” image. Some marks, such as black pen or solid pencil, will be detected with a very 
high degree of accuracy. Others, such as a faint pencil, gel pen or light-colored marker, may not be 
detected. We cannot guarantee 100% detection of all marks made on remittance documents. 

Mark Detection Area Specifications 
Characteristic Specification Comments 

Check box size 0.125 inch minimum  

Clear zone 0.508 cm (0.20 inch) Allow a clear zone of at least 0.508 
centimeters (0.20 inch) in all directions 
surrounding the area to be examined. Any 
non-dropout printing too close to the 
amount paid box will interfere with mark 
detection. 

Mark Detection for Address Changes 
U.S. Bank’s capabilities in the identification and processing of address changes are highly dependent on 
remittance document design and printing. Optimally, the remittance document has a designated location 
for address changes. Remitters should be instructed to write changes only in this area to discourage 
marking changes directly in the mailing address on the remittance document. Provide sufficient space for 
the remitter’s writing to be of legible size.  

Address change location is usually printed on the upper-back portion of the coupon. The lower-back 2.5 
inches of the coupon should remain clear of any printing as it may be needed for internal processing.  
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Appendix A:    Envelope Requirements 
High volume Wholetail lockboxes may be processed on special opening equipment. If so, company-
provided return envelopes are recommended for optimum efficiency within U.S. Bank Wholetail 
Lockbox. The following specifications outline the primary requirements related to U.S. Bank’s automated 
opening equipment.  

We will provide feedback on the suitability of remittance documents and envelopes after receipt and 
testing of your final documents and processing requirements.  

Envelope Examples 

Envelope — Front 

 

Envelope — Rear 
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Envelope Specifications 
Characteristic Specification Comments 

Color White or pastel Image-based functions, including Post Office 
routing, rely on print contrast against the paper. 
Dark colored paper should be avoided as this 
may affect mail delivery times. 

Finish  Extremes of smoothness and coarseness should 
be avoided. Very smooth (highly calendared) 
envelopes may be slippery or retain ink poorly. 
Very coarse (toothy) envelopes may not flow 
smoothly through automated opening 
equipment. 

Orientation Marks Recommended Orientation Marks on the edges of envelopes are 
highly recommended to assist in confirming 
orientation during mail preparation. The dual 
mark design shown in the example above is 
particularly effective. 

A Facing Identification Mark (FIM) is used to 
face the envelopes in the correct direction prior 
to running on the high-speed mail opening 
equipment. 

Size Length: 6.25” to 9.50” 
Height: 3.50” to 4.40” 

Shorter envelopes are preferred. Since envelope 
size interacts with remittance document size, 
they must be designed jointly. A fit which is too 
tight can cause remittance document folding and 
damage. A fit which is too loose requires a larger 
window. Return envelopes should be at least ¼ 
inch higher than the OCR document and large 
enough to accommodate a personal size check 
without folding.  

Weight Uncoated White Wove: 20 pound 
minimum 
Coated White Wove: 70 pound 
minimum 
Recycled: 24 pound minimum 

Matte finish is preferred on coated papers. 

Window Required Return envelopes with address windows are 
required. Window type and placement play an 
important role in facilitating optimal processing. 
Window size should be minimized to avoid 
structural weaknesses and reduce tearing by 
automated equipment. Be certain that the entire 
return address shows through the window when 
the remittance documents are completely 
inserted into the envelope. Use the “tap test” to 
be sure the address remains completely visible 
in the window regardless of the remittance 
document shifting within the envelope.  
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Envelope Construction 
Characteristic Specification Comments 

Bangtails  Bangtails are detachable advertising flaps. They 
may be accommodated but should be designed 
for easy removal by the remitter before mailing 
to reduce manual handling within the lockbox. If 
bangtails are not detached prior to processing, 
additional opening fees may apply. 

Flap  Long seal-flaps are not recommended. If used, 
they must allow a minimum of ½  inch clear 
space from the bottom edge of the envelope. 
Special attention should be paid to the glue on 
the flap. Even if the remitter poorly closes the 
envelope, the glue should not be exposed on the 
inside of the envelope. Flaps should be glued 
securely and as near to their edges as possible. 
This will reduce the potential for flaps to curl 
during automated sorting and opening. 

Intelligent mail  
bar code 

Required The POSTNET bar code tells automated Postal 
Service equipment the address of your lockbox, 
facilitating the movement of your mail through 
the system. 

The bar code can be in the same area as the 
lockbox address block so that it is readable by 
postal processing equipment through the 
envelope window, or it can be printed directly on 
the envelope. 

Seams Diagonal Diagonal seam return envelopes are preferred to 
eliminate trapping of the contents. If side seam 
envelopes must be used, other design factors 
apply including envelope length and seam width. 
Side seam widths over 1 inch are not 
recommended. Side seams must be securely 
glued to within 1/8 inch from the inside edge of 
the seam, with no glue on exposed surfaces 
inside the envelope. 

Static electricity  Documents should be discharged after printing if 
necessary to eliminate static electricity. 

Note: More information on the U.S. Postal Service’s recommended envelope specifications is 
available upon request. 
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Appendix B:    Glossary 
Term Definition 

Amount paid The dollar amount of the payment received from the customer. Also known as 
the “applied amount.” 

Check digit The answer to a mathematical calculation performed on the series of 
preceding numbers. The check digit is used to ensure the accuracy of the 
scanline and account number data. 

MICR Magnetic Ink Character Recognition. The machine recognition of numeric 
data printed with magnetically charged ink. It is used on bank checks and 
deposit slips. It should never be used on remittance documents. 

OCR Optical character recognition. The electronic translation of handwritten, 
typewritten or printed text images into machine-editable text. 

Remitter Your customer. The person or company making the payment. 

Remittance document The document you provide your customer for return with their payment. The 
remittance document contains all the information necessary to process your 
customer’s payment and provide you with an electronic file for accounts 
receivable posting. 

Skew The misalignment or slant of a character, bar, line of characters, or bar code 
with respect to the bottom or top edge of the piece. (Source: www.usps.com) 

Statement The periodic document you mail to your customer. The statement typically 
includes account activity and payment information, as well as a tear-off 
portion or “remittance document” to be returned with the payment.  

 

http://www.usps.com/
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Statement Rules 
General Rules: 
 
Rule - Create separate statement for each Unique Account Number & Account Name 
 
Rule - If Bank Draft = N, then do not include #9 envelope. 
 
Account Summary section: 
 
Rule - Previous Balance is calculated (L_b_amt – _pmts – T_adjs – T_pens) 
 
Messaging above the Important Information box: 
 
Rule - If Status contains “disconnect” then display: 
** FINAL BILL ** 
 
Rule - Landlord_copy is Y then display: 
** LANDLORD COPY ** 
 
Messaging below the Total Due and Amount Paid box: 
 
Rule - If Status contains “disconnect” then display: 
** FINAL BILL ** IF A CREDIT BALANCE, PLEASE 
CONTACT US FOR A REFUND ** 
 
Rule - If Drf_cst is Y then display: 
PLEASE DO NOT PAY – AUTO PAYMENT SCHEDULED 
 
Rule - If Drf_cst is Y and Arrear is >0 and Due is >0 then display: 
ACCOUNT IS PAST DUE. PLEASE REVIEW AND UPDATE YOUR AUTO PAY SETTINGS. 
 
Current Charges section: 
 
Rule - If the Current Total Due > 0, the amount is displayed next to TOTAL DUE 
 
Rule - If the Current Total Due is negative, “0.00” is displayed next to TOTAL DUE. 
 
Rule - If Service>>Serv_info[T_chg] = 0, the detail line is not displayed. 
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Coupon Amount Paid box: 
 
Rule - Amount Paid box, display text as noted: 
If Due is <0 
** CREDIT BALANCE – DO NOT PAY ** 
If Landlord_copy is Y then display: 
** DO NOT PAY ** 
If Drf_cst is Y then display: 
** DO NOT PAY ** 
 
Scanline: 
 

1. Processed Total Due (8 digits) = Current Total Due with all non-digit characters removed, left 
zeropadded to 8 characters. 

2. Processed Account ID (9 digits) = Account ID with all non-digit characters removed. In 
practice this only ends up removing dashes. 

3. The two values above are used to calculate a Mod10 Check Digit (1 digit). 
4. These values are concatenated to form the Scan Line: <Processed Total Due><Processed 

Account ID><Check Digit> 
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