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Section I.
1.	INTRODUCTION
The purpose of this Bid is to solicit proposals from qualified bidders having demonstrated experience in outsourced printing and mailing of documents for California Community Colleges.  

2.  	OBJECTIVE

The objective of this Bid is to locate and select an appropriate vendor to provide the printing and mailing services the San Mateo County Community College District desires and then enter into a two (2) year contract with the option to renew up to three (3) additional years on an annual basis pending agreement on pricing and review of contract performance. 

3.	BACKGROUND

San Mateo County Community College District (SMCCCD) is a multi-college district composed of 3 separate colleges:  Skyline College in San Bruno, College of San Mateo in San Mateo and Cañada College in Redwood City.  We share one SCT Banner database and the total FTES of the District is currently 19,658.  The Information Technology Department produces combination Registration/Statement documents, Appointment Postcards, Dean’s List Letters, and Past Due Notice Letters periodically during the academic year.  Batches may contain up to 60,000 records. These records are then electronically sent offsite where the data is “stripped” and merged into a new document, printed and posted through the U.S. Postal Service. 

Section II.

 	DATES AND TIMEFRAMES:  
	Dates and Timeframes

	Issuance of Bid
	May 20, 2009

	Deadline for vendors’ submission of Bid
	June 10, 2009

	Award of Bid to the selected qualified Vendor
(Upon approval by the District’s Board)
	June 24, 2009

	
	


	The District reserves the right to alter the timeline with notification to Vendors according to its needs


Section III.

	Bid Instructions and Requirements
All Vendors interested in submitting a response to this Bid are encouraged to submit an email notification to districtbids@smccd.edu indicating their intent to respond.  

1. General
Vendors must comply with the provisions of these instructions for completion and submission of the Bid (“Bid Instructions and Requirements”).  The failure of a Vendor to comply with the Bid Instructions and Requirements will result in rejection of the Vendor’s Bid for non-responsiveness. 

2. Definitions 
The District, the Colleges and the Vendor are those named as such in the contract documents and are referred to as if each were of the singular number and masculine gender. 

3. Responsible Bidder
Only Bids submitted by Vendors with the relevant experience, qualifications and capacity to meet the needs of SMCCCD will be accepted. A “responsible bidder” is a bidder who has the financial resources, personnel, facilities, integrity, and overall capacity to complete the contract successfully. A “responsible bid” is a bid which meets all of the terms, conditions, and specifications of the Request for Bid. 
4. Preparation of Bid

a. Submission of Executed “Hard Copy”.   Vendors interested in this opportunity must submit three copies of the Vendor’s Bid in ink or typewritten on the form(s) furnished. No erasures are permitted. Mistakes may be crossed out and corrections entered adjacent and must be initialed in ink by the person signing the bid. Please deliver the bid documents in a sealed envelope addressed to the Department of General Services, San Mateo County Community College District located at 3401 CSM Drive, San Mateo, CA 94402.  Please indicate “Bid 86607 Enclosed” on the lower left corner of the envelope.  The bid must be delivered on or before 2:00 p.m. on Wednesday June 10, 2009.  Postmarking prior to this time is not sufficient. Faxed bids or bids sent via electronic mail will not be accepted.  Failure to meet the deadline will result in disqualification of the bid without review. 

b. Bid Contents: Bids must include the following items, all of which must be submitted concurrently and executed as required by these Bid Instructions or by the form of document:
· Bid on company letterhead including unit pricing.
· Company Information and Signatory Page (Appendix A)
· Non-Collusion Affidavit (Appendix C)
· Required reference information on the form (Appendix B)
· A minimum of three (3) samples of College Course Schedules and Paper Stock printed by the vendor in the last three years must be submitted with the bid. Paper stock proposed must be submitted, if not same as on the samples. 
· Vendor samples of similar type printed matter
· The following bid sections which require a signature and/or checkbox selection:  III-15 
“Liability and Insurance”, III-21 “Vendor Scholarship Fund” and III-23 “Piggyback Clause”

c. Digital Submittals:  An additional electronic submittal of the pricing section of the Bid is requested; however, the submission of electronic file(s) do not replace the foregoing requirement for submission of the Vendor’s signed, hard copy  bid at, or prior to the date/time set forth above. Digital submittals should be forwarded to districtbids@smccd.edu after 2 p.m. on Wednesday June 10, 2009.  Do not submit your digital copy prior to this date and time.

d. Questions: Any questions regarding the information contained in this Request for Bid must be submitted in writing via email to districtbids@smccd.edu no later than three (3) working days prior to the deadline on June 10, 2009 Vendors may request clarifications or make other inquiries concerning this Request for Bid or the requirements hereof.  

e. Vendors’ Review of District Web Site: All Vendors are required to review materials on the SMCCCD Purchasing web site (www.smccd.edu/purchasing) relating to this bid prior to submission of a bid.  Any addendums, clarifications, Request for Bid updates/revisions, or replies to specific questions will be posted on the web site. All web postings should be treated like all requirements set forth in this Request for Bid. Vendors are responsible for incorporating these changes or addendums into their respective bids and all such matters shall be deemed incorporated into all Vendors’ bids.  

f. Copies of this Request for Bid can be obtained by visiting the SMCCCD Purchasing Department’s Website at www.smccd.edu/purchasing .  Click on “Bid Announcements”.

g. Modifications to Submitted Bid:   A Vendor submitting a bid may modify its submitted bid in writing, to be received by the District’s Department of General Services at or prior to the time/date deadline for submission of bids.  Modifications to the submitted bid which are not in writing will not be accepted and will not be deemed modifications to the submitted bid.

5. Signature
A responsible officer or employee of the Vendor must sign the bid.  Please refer to the “Company       Information and Signatory Page” form (Appendix A).  An unsigned, but executed bid will be rejected for non-responsiveness.

6. References  
The Vendor shall include with its bid response a minimum of three (3) recent customer references for which the Vendor has provided the same or similar jobs.  The references shall include the following minimum information: customer name, contact name, complete address, fax, email address and telephone number, and dates of business (see Appendix B).  

7. Non-Collusion Affidavit  
Each Vendor shall submit with its response a duly completed and executed form of the Non-Collusion Affidavit.  The required form of the Non-Collusion Affidavit is included as Appendix C of this RFP.  The failure of a Vendor to submit the completed and executed form of Non-Collusion Affidavit with its bid will result in rejection of the bid for non-responsiveness.  

8. Evidence of Responsibility  
Upon the request of the District, a Vendor whose bid is under consideration shall promptly submit to the District satisfactory evidence showing the Vendor’s financial resources, organization, and plant facilities available for the performance of the contract.  The failure of such a Vendor to submit requested materials in a timely manner will result in rejection of the Vendor’s Bid for non-responsiveness.

9. District Modifications to  Bid  
The District reserves the right to modify this Request for Bid or any portion hereof by written addendum issued to all Vendors who have previously obtained this RFP from the District.  All addendums issued by the District pursuant to the foregoing shall be deemed incorporated into the bids.

10. Evaluation of Bid and Award
The District will award the bid to a responsive and responsible bidder whose bid is most advantageous. In determining the most advantageous bid, the District will consider criteria such as, but not limited to, cost, quality, workmanship, references, sample work, compatibility, standardization, warranty, delivery, and past experience.
The issuance of this Request for Bid creates no obligation on the part of the District and the District reserves the right to reject any or all bids, or to waive any irregularity or informality in a Bid or in the Bid process.  Award of the contract(s) by the Board will be based upon a comprehensive review and analysis of the bid(s), which best meets the needs of the college community.  The District will be the sole judge of the suitability of the bid and the Vendor shall abide by its decision.
The San Mateo County Community College District is an equal opportunity, affirmative action employer. 

11. Contract Terms & Conditions
The District’s intention is to award a two year contract with the option to renew for three additional years without re-bidding, providing that service and quality remains excellent. The District has no obligation to renew the contract. By submission of a bid, the Vendor agrees to abide by the terms and conditions of the bid and contract documents. The District reserves the right to cancel the contract resulting from this agreement with thirty (30) days of written notification.

12. Contract Award
The District will award one (1) contract addressing outsourced printing and mailing related functions for    the four (4) previously mentioned documents.  The Bid response shall include a breakdown of pricing and billing per document type.  This breakdown will include all processing and postage fees.  Award of contract will only be by action of the District’s Board of Trustees or in accordance with authority delegated by action of the District’s Board of Trustees.



13. Conflict of Interest  
No officer, member or employee of the District and no member of its governing bodies shall have any pecuniary interest, direct or indirect, in this contract or the proceeds thereof.  No Vendor or member of Vendor’s family shall serve on a District board, committee, or hold any such position which either by rule, practice or action nominates, recommends, supervises Vendor’s operation or authorizes funding to Vendor.


14. Legal Entity 
Should a change be contemplated in the name or nature of the Vendor’s legal entity, the Vendor shall first notify the District in order that proper steps are taken to have the change reflected in all legal documents.  In such case, it shall be incumbent on the Vendor to continue operation until relieved by a subsequent Vendor chosen by the District (not to exceed ninety (90) days).  The foregoing provisions are in addition to and not in limitation of any other rights or remedies available to the District.    

15. Liability and Insurance 
The Vendor shall provide a certificate of insurance evidencing $1,000,000 in errors and omissions insurance coverage. Vendor shall be responsible for all damages to persons or properties that occur as a result of Vendor’s or Vendor’s employees fault or negligence in connection with the performance of this Agreement. 
Vendor shall procure and maintain during the life of this Agreement, Comprehensive General Liability Insurance which provides for injuries including accidental death, per any one occurrence in an amount not less than $2,000,000 per occurrence and $4,000,000 annual aggregate; property damage insurance in an amount not less than $2,000,000 per occurrence; and business Automobile Liability Insurance in an amount not less than $2,000,000 including coverage for owned, non-owned and hired vehicles. 
Vendor shall have in effect, during the entire life of this Agreement, Workers' Compensation and Employer Liability Insurance providing full statutory coverage.  In signing this Agreement, Vendor makes the following certification, required by Section 1861 of the California Labor Code (select one):
__   I am aware of the provisions of Section 3700 of the California Labor Code, which require every   employer to be   insured against liability for Workers' Compensation or to undertake self‑insurance in accordance with the provisions of the Code, and I will comply with such provisions before commencing the performance of the work of the Agreement.
	Or
__   I have no employees and, therefore, will not submit a Certificate of Workers' Compensation.

 			              	
           Vendor’s Signature 
Certificates of Insurance for coverage required herein shall be filed with District's Executive Vice Chancellor prior to the commencement of work.  The certificates shall provide that if the policy or policies be canceled by the insurance company or Vendor during the term of this Agreement, thirty (30) days written notice prior to the effective date of such cancellation will be given to District's Executive Vice Chancellor. The certificates shall also show the information that the San Mateo County Community College District is named on Vendor’s Comprehensive General Liability and Property Damage policies as co‑insured or added thereon by endorsement as a named insured or additional insured.
The Vendor’s insurance carrier must be approved by the District and carry an “A” rating. 

16. Proof of Insurance  
Proof of insurance shall be delivered to the Department of General Services prior to the contract beginning date.  Certificates of insurance shall state in particular those insured, extent of insurance, location and operation to which insurance applies, expiration date, and cancellation and reduction notice.  Certificates of insurance shall clearly state that the District and its officers, agents, employees and servants are named as an additional insured under the policy described and that such insurance afforded thereby to the District, its officers, agents, employees and servants shall be primary insurance to the full limits of liability of the policy, and that if the District, or its officers and employees have other insurance or self-insurance against a loss covered by such a policy, such other insurance shall be excess insurance only. Vendor shall provide District with the endorsement to the policy that names District as additional insured.
Certificates and insurance policies shall include the following clause:
“This policy shall not be canceled or reduced in required limits of liability or an amount of insurance until notice has been mailed to the District. Date of cancellation or reduction may not be less than thirty (30) days after date of mailing notice."

17. Indemnification 
The Vendor, at its expense, shall indemnify the District from and defend or settle any claim or action brought against the District to the extent that it is based on a claim that any services furnished hereunder infringed any patented or unpatented invention, copyright, trademark, service mark, trade secret, process, article, appliance manufactured or used or other legally protected proprietary right. The Vendor shall pay all costs, fees (including attorneys' fees) and damages which may be incurred by the District for any such claim or action or settlement thereof.

18. Taxes 
The Vendor assumes complete liability for all taxes applicable to the operations, income and transactions of the Vendor. The District shall not be liable and will not make reimbursement to the Vendor for any tax imposed either directly or indirectly upon the Vendor by any authority by reason of the contract or otherwise.
The Vendor recognizes and understands that the contract may create possessor interest subject to property taxation and that the Vendor may be subject to the payment of property tax levied on such interests.

19. Confidentiality  
The District defines confidential information as all information disclosed to Vendor that relates to the District's past, present and future activities, as well as activities under this agreement.  Vendor will hold all such information in trust and confidence.  Upon cancellation or expiration of a Contract, Vendor will return to the District all written or descriptive materials that contain any such confidential information.

20. Public Record
Government Code Sections 6250 et. seq., the Public Records Act defines public record as any writing containing information relating to the conduct of the public’s business.  This applies to bids submitted pursuant to this Bid.  
 
The Public Records Act provides that public records shall be disclosed upon written request, and that any citizen has a right to inspect any public record, unless the document is exempted from the disclosure requirements.  SMCCCD cannot represent or guarantee that any information submitted in response to the Bid will be confidential.  If the County of San Mateo receives a request for any document submitted in response to this Bid, it will not assert any privileges that may exist on behalf of the person or business submitting the bid.  Rather, SMCCCD will notify the party whose bid is being sought.  In the event that a party who has submitted a bid wishes to prevent disclosure, it is the sole responsibility of that party to assert any applicable privileges or reasons why the document should not be produced, and to obtain a court order prohibiting disclosure.

21. Vendor Scholarship Fund  
The District encourages Vendors to help support our community college students in their academic pursuits by considering student scholarships as part of this bid.  The willingness to take a part in our students’ lives is important to a student focused District.  Please check below if you are interested in participating in our Vendor Scholarship Fund, which is handled through the San Mateo Community College Foundation (SMCCF).  Vendors are welcome to participate in the award presentations that occur annually at the end of the spring semester.   
Check one of the following:
			□	Count my firm in.  We can use the tax write off.
	□	Thank you for your offer, but we will not participate.

22. Promotion
In no instance will the District/College name be used by the Vendor in connection with any advertising or promotion without the specific written permission of the District.

23. Piggyback Clause
The District intends that other public agencies (city, special district, public authority, public agency, school district or other political subdivision of the state of California) shall have the option to participate in any agreement created because of this Request for Bid. The San Mateo County Community College District shall incur no financial responsibility in connection with a purchase order from another public entity.  Vendor’s agreement or failure to agree to the "piggyback" agreement will not be a factor in the award.  This piggyback will remain available for one year from the date the Bid award.

a. Check one of the following:

i. □ Agree to extend all prices, terms, and conditions of my bid to any other public agency located in the state of California with no exceptions.

ii. □ Agree to extend all prices, terms, and conditions of my bid to any other public agency located in the state of California with the following exceptions noted, as attached.

iii. □ The Vendor does not agree to extend pricing, terms and conditions in our Bid to any other agency.
      

24. Invoicing
a. Vendor shall submit an invoice directly to:

San Mateo County Community College District
Attn:  Accounts Payable
3401 CSM Drive
San Mateo, CA  94402

b. Information on the invoice shall include:

· Purchase Order Number
· Invoice number
· Invoice date
· Payment due date
· Total invoice amount

c. Payment

The District shall issue a check for the total amount of the invoice within thirty (30) working days of the date of receipt of the invoice, terms are Net 30.




















Section IV.
BID SPECIFICATIONS

Proposals submitted in response to this Bid will be evaluated according to the following specifications.  Please reply in red directly after the questions/specifications.  Use the accompanying table to present your pricing:

1. Printing and Mailing Experience:  Any company responding to this Bid must provide evidence outlining their proven levels of experience in the area of outsourced printing and mailing services working in the California Community College space.  This should include company background, past and current operating levels and future plans and directions.  In addition, information addressing printing, inserting, special mail sorting services, mailroom services and other related functionality should be included.   

2. Programming Capabilities:  All respondents shall provide an outline of their current programming capabilities.  SMCCCD currently produces files that contain formatted images and data from its database.  The data from these files will need to be “stripped” out and merged into a new formatted document to be printed and mailed.  In some cases additional coding may be needed.  For example, a college code that is located in a particular location on the existing document image might be used to determine which of 3 different graphics to include in the new document.  

3. Printing Capabilities:  Minimal printing capabilities shall include the use of duplex printing, multiple type styles and sizes and graphic enhancements.  The capability to assist in graphic design is also desirable.

4. Availability:  All respondents shall provide services between the hours of 8:00 am and 5:00 pm on a daily (weekdays, other than holidays) basis.  Vendors shall also provide the necessary infrastructure allowing SMCCCD to electronically transfer all data files.  In addition, the ability to receive processing reports electronically would be highly desirable.

5. Mail Sorting Requirements:  All respondents will tray the mail and provide SMCCCD with an accurate total count broken out by college and billing by college.  The mail will be sorted complying with US Post Office permit mailing guidelines.  After completing the sorting services, the contractor shall deliver the mail to the United States Post Office.  This will include filling out any forms required by US Post Office for the mailing.  It would be highly desirable to have the Vendor work with SMCCCD to obtain the best possible postage rates given the current specifications.  Please indicate if your firm performs in-house mailing service.  If not, provide the mailing house that you intend to work with as a subcontractor required under the Purchasing Agreement, section 6.

6. Postal Services:  The contractor shall satisfy all requirements of the United States Postal Service including the use of CASS certified software and must maintain any other certification required by the Unites States Postal Service.  The contractor must maintain such certification throughout the term of the contract and must provide proof of such certification if requested by SMCCCCD.  A copy of this certification must be submitted with responses to this Bid.

7. Destination:  No documents, regardless of their respective addressing information, shall be intended for delivery outside of the boundaries of the United States of America and its territories.

8. Volume:  SMCCCD will transmit files containing from 500 to 100,000 records.  Special consideration will be made for file sizes outside of this range.  

9. Timeline:  Once the initial setup and programming has been completed for a specific document, SMCCCD will expect a processing time of less than 72 hours for providing proofs for review prior to printing, printing, sorting and delivery of any file within the standard volume levels.  Status reports would also be electronically available within this time frame and would include at a minimum, reports specifying the number of records read, the number of records processed, the number of records rejected, the reasons for rejection and date received by the US Postal Service.

10. Quality Assurance:  SMCCCD expects a high level of quality assurance from all respondents and reserves the right to inspect any document prior to delivery to the US Postal Service.  Any deviances in normal processing shall be immediately addressed and all associated costs, if any, will be solely born by the contractor.


11. Confidentiality and Security:  Transferred data is confidential and may not be shared or sold by the vendor or designated subcontractor.  All proposals shall include details of an information risk management plan.  This plan should address both the physical aspects as well as the data aspects of risk management.  Examples would include system checks and balances, audit techniques and status reports.  In addition, the contractor shall assume full responsibility for all documents in their possession until the mail is in possession of the United States Post Office.  

12. Changes and/or Modifications:  SMCCCD will provide a 15-day notice outlining any changes in pre-printed forms or formats of existing image files.

13. Additional Services:  All respondents will provide services on an as needed, if needed, basis.  The San Mateo California Community College District makes no guarantee of a minimum or maximum amount of service required from the contractor.  The District will make every attempt to give the contractor reasonable notice when services shall be required in any situation, normal or emergency.

14. Detailed Billing Options:  All respondents should have the ability to provide detailed billing invoices to include a breakdown of processing fees and postage per document type.  Additionally, it would be desirable to have a breakdown of charges by college within the District if appropriate and requested.

15. Data Policies:  All respondents will provide a copy of their standard operating procedures for dealing with all electronic files containing data belonging to SMCCCD.  Included would be procedures pertaining to file retention, file deletion and file backup practices.

DETAILED SPECIFICATIONS  
The following four documents, Registration/Statement, Appointment Postcards, Dean’s List Letter, and Past Due Notice Letters will be printed with the specifications listed below and in the quantities provided on the Pricing Proposal page.

1. REGISTRATION/STATEMENT DOCUMENT:  Contractor agrees to:
a. Produce the Registration/Statement documents when requested by the District.  These documents are produced on a regular cycle each semester.  The Registration/Statement document includes an 8½” by 11” 20 lb. cut sheet and a stock #10 double window envelope.  This is a duplex document with static information on one side of the document and variable information on the other side.
b. Receive the image file and strip out the appropriate data elements.
c. Interpret data to determine variables.  Some programming may be required.  For example, college codes will determine college addresses and seals to be included.
d. Merge data with pre-defined Registration/Statement template.  
e. Print the Registration/Statement, insert into the envelope, presort and mail First Class.
f. Estimated annual quantity—80,000.
g. Sample upon request.


2. APPOINTMENT POSTCARDS DOCUMENT:  Contractor agrees to:
a. Produce the Appointment Postcards when requested by the District.  These documents are produced on a regular cycle each semester.  The Appointment Postcard includes a 4¼” by 6” blank post card.  The material for the post card will be 8½” x 11” 110# Postcard Stock.  This is a duplex document with variable information on both sides.  Postcard colors will be selected by SMCCCD.
b. Receive the image file and strip out the appropriate data elements.
c. Interpret data to determine variables.
d. Merge data with pre-defined Appointment Postcard template.  Some programming may be required.  For example, college codes will determine college addresses and seals to be included.  Print the Appointment Postcards, presort and mail First Class.
e. Estimated annual quantity—120,000.
f. Sample upon request.

3. DEAN’S LIST LETTERS:  Contractor agrees to:
a. Produce the Dean’s List Letters when requested by the District.  These documents are produced on a regular cycle each semester.  The Dean’s List Letter includes an 8½” by 11” 20 lb. cut sheet and a stock #10 double window envelope.
b. Receive six (6) data files from SMCCCD and merge with six (6) pre-defined letters.  Two (2) letters are sent from each college, one for full-time dean’s list, one for part-time dean’s list.  Some programming may be required.  For example, college codes will determine signatures and seals to be included.  Data files are double quote comma delimited.
c. Print the letter, insert into the envelope, presort and mail   First Class.
d. Estimated annual quantity—4500.
e. Sample upon request.

4. PAST DUE NOTICE LETTERS:  Contractor agrees to:
a. Produce the Past Due Notice Letters when requested by the District.  These documents are produced two times a year.  The Past Due Notice Letters includes an 8½” by 11” 20 lb. cut sheet and a stock #10 double window envelope.
b. Receive two (2) data files from SMCCCD and merge with two (2) pre-defined letters.  Two (2) letters are sent from each college, one for current students who have a past due balance and one for previous students who have a past due balance.  Some programming may be required.  For example, college codes will determine addresses and seals to be included.  
c. Print the letter, insert into the envelope, presort and mail First Class.
d. Estimated annual quantity—26,800.
e. Sample upon request.

5. OPTIONAL ITEM TO BE QUOTED:

A. SMCCCD desires to work with a vendor to investigate the possibilities of including a 
parking permit with a Registration/Statement.  The image file would contain a code to determine this requirement.  

Capabilities for alternate work:

               Parking Permits embedded in Schedule/Bill Document.     	Yes ____    	No ____

	DETAILED SPECIFICATIONS  

              Registration Statement with Integrated Parking Permits: Contractor agrees to:

b. Produce the registration Statement documents when requested by the District. These documents are produced on a regular cycle each semester. The Registration Statement document includes an 8 ½” x 11” 20 lb. cut sheet with an integrated electrostatic parking permit measuring 3” W x 2” H and a stock #10 double window envelope. This is a duplex document with static information on one side of the document and variable information on the other side.  Ink color of parking permit and registration statement will be determined by the District.
c. Receive the image file and strip out the appropriate data elements.
d. Interpret data to determine variables. Some programming may be required. For example, college codes will determine college addresses and seals to be included.
e. Merge data with pre-defined Registration Statement template.
f. Print the Registration Statement, insert into the envelope, presort and mail First Class.
g. Estimated annual quantity: 9,200
h. Sample upon request.

           










OPTIONAL ITEM TO BE QUOTED

B. SMCCCD desires to work with the vendor to investigate the possibilities of including additional documents such as Certificates of Achievement and Certificates of Award with the Dean’s List Letters if appropriate.  The data files might contain a code to determine this requirement.  

Capabilities for alternate work:

               Certificates of Achievement & Certificates of Award 	Yes ____	No ____	


DETAILED SPECIFICATIONS 

LOOSE PARKING PERMITS: Contractor agrees to:

a. Produce the Loose parking Permits when requested by the District. These documents are produced on a regular cycle each semester. The Loose Parking Permits are electrostatic forms measuring 3” W x 2” H. There will be four (4) different colored permits – each, color specific to a semester permit type (fall, semester, spring semester, fall & spring semester, summer semester). Color of permit will be color coordinated to match color of permit in the Registration Statement with Integrated Parking Permits.
b. Estimated annual quantity: 21,500 (this quantity includes the four types of permits).
c. Samples upon request.



































V.  

PRICING PROPOSAL

The Vendor must set forth the Pricing based on the specifications above. All proposals shall include a detailed pricing matrix (use format below) with accompanying documentation. SMCCCD would like all processing charges rolled into 1 charge per quantity of specific document type. In other words, we do not want set up, programming, processing and printing charges listed separately.  Postage charges will be listed separately.


	[bookmark: _Hlk53483189]Document
	Annual
Quantity 
	Processing
Price
	Postage
Price
	Total
Price

	
Registration
Statement
	Up to 10,000
8 times
per year
80,000 annually
	1.  

2. 

3.

	$
	1. 

2.

3.

	
Appointment
Postcards
	Up to 60,000
2 times
per year
120,000 annually
	1.

2.

3.

	
	1. 

2.

3.

	
Dean’s
List
Letters

	Up to 1,500
3 times
per year
4,500 annually
	1.

2.

3.

	
	1. 

2.

3.

	Past Due
Notice Letters
	Up to 13,400
2 times
per year
26,800 annually
	1.

2.

3.

	
	1. 

2.

3.



Note:  Pricing should be quoted with different recycled content paper. Please provide three different quotes showing prices for:
	1.  Zero recycled content, 
	2.  30% recycled content, and 
	3. 100% recycled content.













Optional Items- Pricing Proposal




	Document
	Annual
Quantity 
	Processing
Price
	Postage
Price
	Total
Price

	
Registration statement with integrated parking permits

	
9,200
	1.  

2. 

3.

	$
	1. 

2.

3.




	Document
	Annual
Quantity 
	Processing
Price
	Postage
Price
	Total
Price

	
Loose parking permits
	
21,500
	1.  

2. 

3.

	$
	1. 

2.

3.





Appendix A
COMPANY INFORMATION AND SIGNATORY PAGE

	Company Name: 	

	Business Address: 	

Telephone: 		Fax: 	
	
	Email: 		 Web Site: 	
	
	Type of Firm: 	Corporation: 		Proprietorship:  	
		Partnership: 		Joint Venture: 	
	Other (please describe):  	

Business License Number:   		

Number of years in business under firm name:   	

Full names of firm’s owners (> 10% ownership), officers and managing employees:


Has the firm changed its name within the past 3 years?       YES  |_|	NO  |_|


If yes, provide former name(s): 

		

Have there been any recent (within the last three years) changes in control/ownership of the firm? 
YES  |_|		NO  |_|
If yes, explain.

Have officers or principals of the firm ever had their business license suspended or revoked for any reason? 
YES  |_|		NO  |_|
If yes, please explain.

Name and title of person completing responsible for submission of this Bid and the responses to this questionnaire:

Signature: 		Date: 	

Name & Title: 	
		
Phone:  		Email: 	




Appendix B
REFERENCES


	REFERENCES:
 Please provide a minimum listing of three (3) customers (use Colleges if available) who have used your services in the past year.  In this listing, please provide the following information: 

	REFERENCE #1

	a.   Name of the Customer (College) # 1:

	b.   Web Address.

	c.   Contact name with phone, address, fax, and email.



	d.   Dates of business.


	REFERENCE #2

	a.    Name of the Customer (College) # 2:

	b.    Web Address.

	c.    Contact name with phone, address, fax, and email.



	d.    Dates of business.


	REFERENCE #3

	a.    Name of the Customer (College) # 3:

	b.    Web Address.

	c.    Contact name with phone, address, fax, and email.



	d.    Dates of business.





Appendix C
NON-COLLUSION AFFIDAVIT


STATE OF CALIFORNIA
COUNTY OF ______________________

I, __________________________________, being first duly sworn, deposes and says that I am                                   (Typed or Printed Name)

the ________________________ of _____________________________________, the party submitting the 
       (Title)				(Vendor’s Name)
foregoing   Bid (“the Vendor”).  In connection with the foregoing Bid, the undersigned declares, states and certifies that:

1. The Bid is not made in the interest of, or on behalf of, any undisclosed person, partnership, company, association, organization or corporation.

2. The Bid is genuine and not collusive or sham.

3. The Vendor has not directly or indirectly induced or solicited any other Vendor to put in a false or sham RFI, and has not directly or indirectly colluded, conspired, connived, or agreed with any other Vendor or anyone else to put in sham RFI, or to refrain from submitting this Bid.

4. The Vendor has not in any manner, directly or indirectly, sought by agreement, communication, or conference with anyone to fix the Bid price, or that of any other Vendor, or to fix any overhead, profit or cost element of the Bid price or that of any other Vendor, or to secure any advantage against the public body awarding the contract or of anyone interested in the proposed contract.

5. All statements contained in the Bid and related documents are true.

6. The Vendor has not, directly or indirectly, submitted the Bid price or any breakdown thereof, or the contents thereof, or divulged information or data relative thereto, or paid, and will not pay, any fee to any person, corporation, partnership, company, association, organization, Bid depository, or to any member or agent thereof to effectuate a collusive or sham Bid.

Executed this ____ day of ___________, 20___ at ___________________________________________.
                                                                                                                      (City, County and State)

I declare under penalty of perjury under the laws of the State of California that the foregoing is true and correct.

I declare under penalty of perjury under the laws of the State of California that the foregoing is true and correct.

By: _________________________________

Title: ________________________________
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