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CITY OF CARROLLTON

GENERAL CONDITIONS

AND

SPECIFICATIONS

FOR

ANNUAL QUOTE FOR PRINTING OF THE CARROLLTON UTILITY BILL INSERT NEWSLETTER


QUOTE # 17-035

CLOSING DATE:


FRIDAY, MAY 19, 2017 


9:00 AM




PROPOSAL OF BIDDERS
The term bid/quote is used interchangeably in this quote. 
The following bid/quote is made for furnishing the materials/services for the city of Carrollton, Texas.
The undersigned declares that the amount and nature of the materials/services to be furnished is understood and that the nature of this bid is in strict accordance with the conditions set forth and is a part of this bid, and that there will at no time be a misunderstanding as to the intent of the specifications or conditions to be overcome or pleaded after the bids are opened.
The recipient shall not discriminate on the basis of race, color, national origin, or sex in the award and performance of any DOT-assisted contract or in the administration of its DBE program or the requirements 49 CFR part 26. The recipient shall take all necessary and reasonable steps under 49 CFR part 26 to ensure nondiscrimination in the award and administration of DOT-assisted contracts. The recipient's DBE program, as required by 49 CFR part 26 and as approved by DOT, is incorporated by reference in this agreement. Implementation of this program is a legal obligation and failure to carry out its terms shall be treated as a violation of this agreement. Upon notification to the recipient of its failure to carry out its approved program, the Department may impose sanctions as provided for under 49 CFR part 26 and may, in appropriate cases, refer the matter for enforcement under 18 U.S.C. 1001 and/or the Program Fraud Civil Remedies Act of 1986 (31 U.S.C. 3801 et seq.).

The undersigned hereby proposes to furnish the items on, F.O.B. Carrollton, Texas, freight pre-paid at the unit prices quoted herein after notice of bid award.
The undersigned affirms that they are duly authorized to execute this contract that this company, corporation, firm, partnership or individual and has not prepared this bid in collusion with any other bidder, and that the contents of this bid as to prices, terms or conditions of said bid have not been communicated by the undersigned nor by any employee or agent to any other person engaged in this type of business prior to the official opening of this type of business prior to the official opening of this bid.
Annual Quote for Printing of Utility Bill Insert Newsletter
Annual Quote 17-035								Respectfully Submitted,

Please provide a copy of your W-9											
							SIGNATURE

														
							DATE			

									
PRINTED NAME							TITLE

															
COMPANY NAME						CONTACT PERSON (Must have knowledge of Bid)

															
BILLING ADDRESS			STREET				CITY		STATE	 	ZIP

															
MAILING ADDRESS			STREET				CITY		STATE	 	ZIP


															
PHONE NUMBER	 (metro/toll free)			FAX NUMBER			E-MAIL ADDRESS

NO BID:	If response is not received in the form of a “Bid” or “No Bid” bidder will be removed from bid list.  Please give a specific reason as to why you are unable to bid, i.e.: we do not sell the required product/service. No bids may be faxed to: 972-389-9557 				

NOTICE TO BIDDERS
Quotes will be received by the city of Carrollton, Carrollton, Texas, at the office of Vince Priolo, Purchasing Manager, City Hall Building, 1945 E. Jackson Road, Carrollton, Texas 75006-1790 or via email, until the hour 9:00am on the 19th day of May 2017 at which time bids duly delivered and submitted will be considered for supplying the following:

ANNUAL QUOTE FOR PRINTING OF UTILITY BILL INSERT NEWSLETTER
QUOTE # 17-035

Any bid received after stated closing time will be returned unopened.  If bids are sent by mail to the Purchasing Manager, the bidder shall be responsible for actual delivery of the bid to the Purchasing Manager before the advertised date and hour for opening of bids.  If mail is delayed by the postal service, courier service, an ISP – internet service provider or in the internal mail system of the city of Carrollton beyond the date and hour set for the bid opening, bids thus delayed will not be considered and will be returned unopened.  

Information concerning the specifications and or information on the quote process/procedures may be submitted in writing or via phone call from Purchasing at (972) 466-3105 or purchasing@cityofcarrollton.com 

Until the final award by the city of Carrollton, said City reserves the right to reject any and/or all bids, to waive technicalities, to re-advertise, to proceed otherwise when the best interests of said City will be realized hereby.  Bids will be submitted sealed and plainly marked with the date and time of opening.

The city of Carrollton Municipal Building is wheelchair accessible.  For accommodations or sign interpretive services needed for bid openings, please contact the Purchasing Office 48 hours in advance at (972) 466-3105.
							
City of Carrollton, Texas							[image: v2]								Vince C. Priolo
								Purchasing Manager



DUE DATE: FRIDAY, MAY 19, 2017 @ 9:00 AM
GENERAL CONDITIONS
ADDENDA
It is the responsibility of the vendor to check for addenda.  Addenda will be posted to the City’s website: www.cityofcarrollton.com/purchasing 
ANNUAL CONTRACT FUNDING
The city operates on a fiscal year that ends on September 30th.  Because state law mandates that a municipality may not commit funds beyond a fiscal year, this bid is subject to cancellation if funds for this commodity are not approved in the next fiscal year.
ASSIGNMENT OF BID/CONTRACT
The successful bidder may not assign their rights and duties under and award without the written consent of the City’s Purchasing Manager.  Such consent shall not relieve the assignor of liability in event of default by their assignee.
BID CONSIDERATION / TABULATION
After bids are opened and publicly read, the bids will be tabulated for comparison on the basis of the bid prices and quantities (lowest responsible vendor) or by the best value method shown in the Proposal.  Until final award of the Contract, the city reserves the right to reject any or all bids, to waive technicalities, and to re-advertise for new bids, or proposed to do the work otherwise in the best interests of the City.
The following items will be considered when an award is based on best value:
· The purchase price;
· The reputation of the bidder and of the bidder’s goods or services;
· The quality of the bidders’ goods or services; 
· The extent to which the goods or services meet the municipality’s needs;
· The bidder’s past relationship with the municipality;
· The impact on the ability of the municipality to comply with laws and rules relating to contracting with historically underutilized businesses and nonprofit organizations employing persons with disabilities;
· The total long-term cost to the municipality to acquire the bidder’s goods or services; and
· Any relevant criteria specifically listed in the request for bids or proposals.
BID SUBMISSION
Bids may be submitted in person, electronically or by mail.
· To submit a bid electronically, all documents must be returned and a digital signature provided on the proposal to bidders form.  As an alternative to the digital signature, the bid may be sent electronically and the proposal to bidders form may be faxed to 972-389-9557  This form is the only page that will be accepted via fax.
· Submit bids via email to bids@cityofcarrollton.com
· Submit bids via mail to PO Box 110535, Carrollton, TX 75011-0535
· To submit a bid via mail, all documents must be returned and an original signature provided on the proposal to bidders sheet. 
· Bids will not be accepted in either format without a signature.
· The City is not responsible for mail service.  See page 2, paragraph 2 of the Notice to Bidders.
BRAND NAMES
If items for which bids have been called for have been identified by a “brand name or equal” description, such identification is intended to be descriptive, but not restrictive, and is to indicate the quality and characteristics of products that will be satisfactory.  Bids offering “equal” products will be considered for award if such products are clearly identified in the bids and are determined by the Purchasing Manager and requesting Department to be equal in all material respects to the brand name products referenced.  Unless the bidder clearly indicates in their bid that they are offering an “equal product”, their bid shall be considered as offering a brand name product referenced in the Proposal Schedule.

CANCELLATION OF BIDS
Bids may be cancelled with 30 days written notice with good cause.
CHANGES OR ALTERATIONS
No part of this bid may be changed/altered in any way.  Vendors must submit written requests to change any specifications/conditions with their proposal.  Changes made with out submission of a written request to this bid will result in disqualification.
COMPLETING INFORMATION
Bidder must fill in all information asked for in the blanks provided under each item.  Failure to comply may result in rejection of the Bid at the City’s option.
CONTRACT CLAUSE 
All bidders understand and agree that the vendor’s bid response will become a legally binding contract upon acceptance in writing by the City.  This contract may be superceded only if replaced with a more extensive contract that is agreed to by both parties.
DEFAULT
In case of default of the successful bidder, the city of Carrollton may procure the articles from other sources and hold the bidder responsible for any excess cost occasioned thereby.
DELIVERY
The City reserves the right to demand bond or penalty to guarantee delivery by the date indicated.  If order is given and the Bidder fails to furnish the materials by the guaranteed date, the City reserves the right to cancel the order without liability on its part.  All prices are to be F.O.B. Carrollton, Texas all freight prepaid.
DELIVERY DATE
Delivery date is an important factor to the City and may be required to be a part of each bid.  The city of Carrollton considers delivery time to be that period elapsing from the time the individual order is placed until that order or work thereunder is received by the City at the specified delivery location.  The delivery date indicates a guaranteed delivery at Carrollton, Texas.  Failure of the bidder to meet guaranteed delivery dates or service performance could affect future City orders.
Whenever the Contractor encounters any difficulty which is delaying or threatens to delay timely performance (including actual or potential labor disputes), the Contractor shall immediately give notice thereof in writing to the Purchasing Manager, stating all relevant information with respect thereto.  Such notice shall not in any way constitute a basis for an extension of the delivery or performance schedule or be construed as a waiver by the City of any rights or remedies to which it is entitled by law or pursuant to provisions herein.  Failure to give such notice, however, may be grounds for denial of any request for an extension of the delivery or performance schedule because of such delivery.
INDEMNIFICATION
In case any action in court is brought against the Owner, or any officer or agent of the Owner, for the failure, omission, or neglect of the vendor to perform any of the covenants, acts, matters, or things by this contract undertaken; or for injury or damage caused by the alleged negligence of the vendor or his subcontractors or his or their agents, or in connection with any claim based on lawful demands of subcontractors, workmen, materialmen, or suppliers the vendor shall indemnify and save harmless the Owner and his officers and agents, from all losses, damages, costs, expenses, judgments, or decrees arising out of such action.
INSURANCE
Deductibles, of any type, are the responsibility of the vendor/contractor

MISCELLANEOUS
Except as to any supplies or components which the specifications provide need not be new, all supplies and components to be provided under this contract shall be new (not used or reconditioned, and not of such age or so deteriorated as to impair their usefulness or safety), of current production and of the most suitable grade for the purpose intended.  If at any time during the performance of this contract the Contractor believes that the furnishing of supplies or components which are not new is necessary or desirable, they shall notify the Purchasing Manager immediately, in writing, including the reasons therefore and proposing any consideration which will flow to the City if authorization to use supplies or components is granted.
The city of Carrollton supports a recycling program.  Recycled materials are acceptable and will be considered for award.  The City desires to use recycled products when a comparable material/product is available.  If your company distributes products made of recycled materials please submit an alternate bid for the items requested.  All recycled products should meet the minimum standards established in the bid specifications provided.  State any exceptions: costs, warranties and percentage of recycle materials used in the manufacture of the material/product.  The City will determine the acceptability of the materials/product bid as an alternate.
The City will consider special vendor pricing on discounts in exchange for City’s willingness to participate in new product testing or promotion including ability of vendor to bring other potential customers to city job sites to demonstrate product.  The amount of product discount in exchange for these services should be clearly stated in the bid document.  Any promotional strategies should be discussed with the Purchasing Manager and approved by the appropriate City Official(s) before submission of the bid.
Successful bidder(s) agrees to extend prices to all entities that have entered into or will enter into joint purchasing inter-local cooperation agreements with the city of Carrollton.  As such, the city of Carrollton has executed an inter-local agreement with certain other governmental entities authorizing participation in a cooperative purchasing program.  The successful vendor may be asked to provide product/services, based upon the bid price, to any other participant in the forum.
The City operates on a fiscal year that ends on September 30th.  State law mandates that a municipality may not commit funds beyond a fiscal year; this bid is subject to cancellation if funds for this commodity are not approved in the next fiscal year. 
PAYMENT TERMS & CONDITIONS
All bids shall specify terms and conditions of payment, which will be considered as part of, but not control, the award of bid.  City review, inspection, and processing procedures ordinarily require thirty (30) days after receipt of invoice, materials or service.  Bids which call for payment before 30 days from receipt of invoice, or cash discounts given on such payment, will be considered only if in the opinion of the Purchasing Manager the review, inspection and processing procedures can be completed as to the specific purchases within the specified time.
It is the intention of the city of Carrollton to make payment on completed orders within thirty (30) days of receiving invoicing unless unusual circumstances arise.  Invoices shall be fully documented as to labor, materials and equipment provided.  Orders will be placed by the Purchasing Department and must be given a Purchase Order Number to be valid.  No payments shall be made on invoices not listing a Purchase Order Number.  No partial payment will be made.
Payment will not be made by the City until the vendor has been given a Purchase Order Number, has furnished proper invoice, materials, or services, and otherwise complied with City Purchasing procedures, unless this provision is waived by the City.  
PROVISIONAL CLAUSES
The city of Carrollton will not enter into any contract where the cost is provisional upon such clauses as are known as “escalator” or “cost-plus” clauses.


REJECTION OF BIDS
The City reserves the right to reject any or all bids or to waive technicalities at its option when in the best interests of said City.
Bids will be considered irregular if they show any omissions, alteration of form, additions, or conditions not called for, unauthorized alternate bids or irregularities of any kind.  However, the City reserves the right to waive any irregularities and to make the award in the best interests of the City.
The City reserves the right to reject any or all bids, and all bids submitted are subject to this reservation.  Bids may be rejected, among other reasons, for any of the following specific reasons:
· Bids received after the time limit for receiving bids as stated in the advertisement.
· Proposal containing any irregularities.
· Unbalanced value of any items.
Bidders may be disqualified and their bids not considered, among other reasons, for any of the following specific reasons:
· Reason for believing collusion exists among the Bidders.
· Reasonable grounds for believing that any Bidder is interested in more than one Proposal for the work contemplated.
· The Bidder being interested in any litigation against the City.
· The Bidder being in arrears on any existing contract or having defaulted on a previous contract.
· Lack of competency as revealed by a financial statement, experience and equipment, questionnaires, etc.
· Uncompleted work, which in the judgment of the City will prevent or hinder the prompt completion of additional work if awarded.
REQUEST FOR NON-CONSIDERATION
Bids deposited with the City cannot be withdrawn prior to the time set for opening bids.  Request for non-consideration of bids must be made in writing to the Purchasing Manager and received by the City prior to the time set for opening bids.  After other bids are opened and publicly read, the Proposal for which non-consideration is properly requested may be returned unopened.  The Proposal may not be withdrawn after the bids have been opened, and the Bidder, in submitting the same, warrants and guarantees that this bid has been carefully reviewed and checked and that it is in all things true and accurate and free of mistakes and that such bid will not and cannot be withdrawn because of any mistake committed by the Bidder.
SALES TAX
The total for each bid submitted must include any applicable taxes.  Although the City is exempt from most City, State, or Federal taxes, this is not true in all cases.  It is suggested that taxes, if any, be separately identified, itemized, and stated on each bid.  The City cannot determine for the bidder whether or not the bid is taxable to the City.  The bidder through the bidder’s attorney or tax consultant must make such determination.  Bills submitted for taxes after the bids are awarded will not be honored.


17-035 CITY OF CARROLLTON UTILITY BILL INSERT NEWSLETTER 
SPECIFICATIONS 

Printed items will be a newsletter printed 7 times per year.  Different art each time.  Dates for the newsletter will be January, March, April, June, August, September, and October.  

	ITEM TYPE:
	Insert

	DESCRIPTION:
	Utility Bill Newsletter 17” x 11” folding to 8.5” x 3.66” (packed tightly in cartons so the newsletters don’t curl or bend)

	INK COLOR(S):
	4cp/4cp with bleeds

	PAPER STOCK:
	60# White Offset or equivalent (please indicate)

	PREPARATION:
	These newsletters will be shipped to a facility in Coppell, Texas to be inserted into a utility bill (size 10 envelope)


  QUANTITY:                 34,000 for 6 out of the 7 months
                                          52,500 for the month of April 

Indicate the number of days you will need from receipt of the artwork to get the inserts printed, folded, and delivered over to the facility that will be inserting them into the City’s utility bill envelopes to be mailed?    _________________________

Please provide your cost: ________________________________________

Please list two or more of governments, individuals or companies that have used your printing of utility newsletter inserts before.

1.														
	COMPANY NAME OR CONTACT PERSON
													
STREET ADDRESS				CITY  			STATE			ZIP
													
CONTACT PERSON							TELEPHONE NUMBER
													 PRODUCTS/SERVICES USED		

2.														
	COMPANY NAME OR CONTACT PERSON
													
STREET ADDRESS				CITY  			STATE			ZIP
													
CONTACT PERSON							TELEPHONE NUMBER
													 
PRODUCTS/SERVICES USED		




Please note that the prices in this quote must remain unchanged for the first year.  With the option to renew for two additional years with the intentional of the conditions remain the same. Upon any of the renewal periods, if a market increase occurs which affect the cost of printing or folding and can be proven by submitting documentation, the city will reviewed and consider the information. 
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