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Request for Quote  

For Design & Printing of 

Cañada College High School Outreach Brochure
Department of General Services

3401 CSM Drive

San Mateo, California 94402

Telephone (650) 574-6508   FAX (650) 574-6574

Email districtbids@smccd.net
RFQ  # 86565
The San Mateo County Community College District (SMCCCD) is soliciting proposals from advertising agencies print and design companies to provide services for design and printing of a high school outreach brochure for Cañada College. The District does allow for the subcontracting of this service.
The District reserves the right to consider all response on a line item basis, or “ALL OR NONE”, whichever would be in the best interest of the District.

Vendors shall use the RFQ form when submitting their prices. Quotations shall be type written or printed in ink. The District is not responsible for errors or omissions on the part of the vendors in preparing their quotations. 

Submission of Proposal

Vendors should submit three (3) copies of the proposal, in a sealed envelope to the Department of General Services San Mateo Community College District located at 3401 CSM Drive, San Mateo, CA, 94402 by 2:00 pm on October 29, 2007. Please indicate RFP86565 Enclosed on the lower left corner of the envelope. 

   Digital copies should be sent to districtbids@smccd.net after 2:00 pm on October 29, 2007
SMCCD Contacts


General Services                         Cañada College

3401 CSM Dr.                               4200 Farm Hill Blvd.
     San Mateo, CA. 94402                Redwood City, CA. 94061

     (650) 358-6728                            (650) 306-3340

     Contact: Bob Domenici              Contact: Robert Hood

     domenicib@smccd.edu              hoodr@smccd.edu
I. Background Information

Approximately 40,000 people throughout San Mateo County attend one of the three Colleges of the San Mateo County Community College District: Cañada College in Redwood City, College of San Mateo, and Skyline College in San Bruno.  Although the boundaries of the San Mateo County Community College District are the same as those of the County, the District Board of Trustees is independent of County government.  The five-member Board of Trustees is elected at large by County voters every four years, and governs one of the largest two-year college systems in California.

Cañada College opened in 1968 and primarily serves the southern portion of San Mateo County including Redwood City, East Palo Alto, Menlo Park, San Carlos, Atherton, Portola Valley, La Honda, Woodside, Half Moon Bay and Pescadro. It is one of the smallest community colleges in the Bay Area, serving approximately 6,000 students per semester. This enables the college to meet its mission of ensuring that students from diverse backgrounds achieve their educational goals by providing quality instruction in transfer and general education classes, professional/technical programs, and basic skills. In 2001, Cañada College opened its University Center where students can earn bachelor’s degrees in nursing, child and adolescent development, business administration, and liberal studies. The University Center also offers teaching credentials for elementary and secondary schools and an accelerated master’s degree in business administration.

II. Profile of Cañada College High School Recruiting Brochure

The purpose of this document is to provide interested vendors with information to enable them to prepare and submit proposals to assist the college with development of a high-quality, colorful recruiting brochure that will be used at local high schools, college fairs, and other outreach events around the Bay Area. It’s imperative that the brochure reflect the strengths and mission of the college.
III. Dates and Timeframes (The District reserves the right to change or alter the times and activities):

	Issuance of RFQ 
	October 1, 2007

	Deadline for vendors’ submission of proposals
	October 29, 2007 by 2:00 pm

	Issuance of Award to the selected qualified vendor
	November 2, 2007

	Approval of contract award by the District’s Board
	Not required


Signed copy of quote to be mailed or delivered to:  SMCCD, Attn: Bob Domenici
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  Attn:  RFQ 86565
IV. GENERAL

1.01 Summary

A. Furnish market analysis (conduct focus group sessions at feeder high schools and review recruiting brochures from neighboring community colleges), submit three different creative designs with original text and color photography for review by campus committee, supply 10,000 printed copies delivered to campus.
B. Section Includes:
1. Recruiting brochure scope of work.

2. Recruiting brochure minimum requirements.

1.0.2 Description
A. Scope of Work
1. Conduct market analysis at five feeder high schools – Woodside High, Sequoia High, Menlo-Atherton High, Carlmont High, and Redwood Continuation High School. This analysis should include the most important reasons students choose a college and their perceptions of local community colleges (Foothill, Cañada, College of San Mateo, Skyline, and City College of San Francisco).  The questions and resulting data must be made available to the college on CD as a Microsoft Word Document and in printed form.

2. Analyze recruiting brochures at local community colleges and incorporate best practices into Cañada College brochure. Provide analysis on CD as a Microsoft Word Document and in printed form.

3. Provide three different creative designs based on information gathered during the market analysis. The design options will be presented to a campus committee for review where one of the three design options will be chosen for printing. Incorporate the committee’s ideas into the final design for printing. 

4. The final design should include original text and color photography. Text should reflect the mission, values, and strengths of the college and photographs should include current students, staff, faculty and facilities at the college. All photographs, even those not used in the project, must be made available to the college on a compact disc(s). Provide photo release forms for all photographed subjects. The college will provide the vendor with standard release form.

5. After the final design has been approved the vendor will provide 10,000 printed copies of the final brochure and EPS and PDF files of the final product to Canada College by Dec. 10, 2007. 

B. Recruiting Brochure Requirements               
1. Provide 10,000 high-quality, color brochures featuring original text and photography illustrating the strengths of Cañada College to be used to recruit high school students to the college. Please insert the unit cost in the table below
2. Provide the college with market analysis of local feeder high schools. Please insert the analysis cost in the table below
3. Provide the college with market analysis of local community colleges and their outreach brochures.

4. Provide CDs of photographs.

5. Provide signed photo release forms for all subjects photographed during the project.
PLEASE INSERT THE COSTS OF THIS PROJECT
	DESCRIPTION
	PRICE

	Market  Analysis Cost
	

	Design Cost
	

	Brochure Unit Cost
	



$
SUBCONTRACTOR LIST
Each bidder shall set forth below the name and location of the place of business of each subcontractor who will perform work or labor or render services to the bidder in performance of the contract.

	TRADE
	COMPANY NAME
	ADDRESS, CITY, STATE, ZIP

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Company & Signatory Page


Company Name: ________________________________________________________________


Business Address: _______________________________________________________________

Telephone: ________________________________
Fax: _______________________________


Email: _________________________________________________________________________


Hours of operation:
Weekdays: _______________________________________________





Weekend: ________________________________________________


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   FORMCHECKBOX 


NO   FORMCHECKBOX 

If yes, provide former

name(s): _______________________________________________________________________

(Copy Section V. and Appendices A&B and complete for each former firm name; attach to the current firm’s Proposal Questionnaire.)

Have there been any recent (within the last three years) changes in control/ownership of the firm? 

YES   FORMCHECKBOX 


NO   FORMCHECKBOX 

If yes, explain.

Have officers or principals of the firm ever had their business license suspended or revoked for any reason? 

YES   FORMCHECKBOX 


NO   FORMCHECKBOX 

If yes, please explain.


 Vendor Representative: _________________________________________________________


Authorized Signature: ___________________________________________________________


Print name: ___________________________________________________________________ 


Date: __________________________ 


Phone: ___________________________________
    Email: ___________________________

____________________________________________________________________________________________
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