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                                       City Purchasing          General Information 206-684-0444

Current Contract Information


ALERTS

This contract is not intended for anything that is more properly classified as Public Works.  

This contract is limited to only those items expressly provided for in this contract.

Do not use for federally funded purchases without a specific review for your grant funding requirements. 

	Contract Title  PRINTING SERVICES:  DIRECT MAILING SERVICES
	Contract #  0000001960

	Buyer
	Name: Laura Park
	Phone: 206-684-0445
	E-Mail:

Laura.park@seattle.gov

	Vendor 

	Name:  Lacy & Par
	ID# 0000038063

	Vendor Address

	Street:  660 S Industrial WAY, Seattle WA
	Zip  98108

	Vendor Contact
	Name:     Rhonda Herman

	
	Phone:    206-343-5719        


	Fax:  206-682-7826
	E-Mail: 

Rhonda@lacypar.com

	WMBE Status
	WMBE

	Description


	Direct Mailing Services was bid under ITB #1960.

	Contract Term
	02/26/2007 through 02/28/2017


	Future Extension Option
	No additional option to renew.

	Freight Terms
	Destination, prepaid & allowed

	Prompt Pay Discount
	2% 10 - Net 30

	Delivery ARO
	varies

	Order Instructions
	All City Departments
	Order Limit:  N/A

	Contracting Options
	This is the only contract for this service.

	Contract Change History
	Original Contract Award:  02/26/2007– 02/28/2012
Change Order 1:  02/29/12 through 02/28/14 to extend -  02/24/12
Change Order 2:  03/01/14 through 02/28/17 to extend for the final extension – 01/14/14

	Comprehensive Contract


[image: image1.emf]0000001960v2-2014 011508273111.pdf



	Current Pricing

[image: image2.emf]0000001960v2a1.pd f



	Original Invitation to Bid

T&C’s in Comprehensive contract
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	Vendor Emergency Contact Information

	Emergency Contact Name
	same

	Emergency Phone Number
	Cell:  206-310-8041

	Back-Up Emergency Phone Number 
	

	Contact information for company locations areas outside Seattle that can be called upon in an emergency

Alternative Address
	Robert@lacypar.com
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

LACY & PAR

660 S. Industrial Way
Seattle, WA 98108
TEL: 206-343-5719
FAX: 206-682-7326

DIRECT MAILING SERVICE

SPECIFICATIONS AND SCOPE OF WORK

Specifications and Scope of Work:

Services shall be ordered by the City Department as needs arise throughout the term of the
contract. The City Department will place orders directly with the Contractor.

Orders may include printing of the piece (with or without mailing labels), machine inserting,
folding, sealing and metering, sorting, sacking, data entry and file maintenance, direct mailing
services, and other related services.

No Minimum Order: There is no minimum order size for requests by City departments.

Invoicing: Contractor shall invoice for each project separately, to the City Department that
ordered services. Invoices shall specify the project, project manager name, volumes processed,
and other specific information to identify the basis for the invoice charges.

Paper Content: The City has a policy to utilize 100% PCF Recycled Paper product whenever
possible. For paper products that the City supplies to the Contractor, the Contractor equipment
must be capable of processing the 100% PCF paper and envelopes. In addition, Contractor must
supply 100% PCF Recycled Paper products for any paper and envelopes required by the City for
the printing and production of the job, unless the specific job requires a paper product that is not
reasonably available in a 100% PCF Recycled Content version. In such event, the highest
available alternate (30% or as otherwise available) may be substituted.

Reports: Upon request, the Contractor shall provide a summary report for any project as
requested by the City. This report will include, unless requested differently by the Department:
1) Full description of project(s) including Type and Size
2) Quantity Ordered (number of pieces)
3) Weight (if applicable)
4) Date Ordered and Date delivered/picked up
5) Price per piece
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

Direct Mail Services

Contractor will provide printing of materials if requested by Department. Contractor will print
and affix mailing labels, or ink-jet addresses, using either manuscript lists or pressure sensitive
labels, at the specification of the Department. At request of City, the Contractor will print with a
high-speed laser printer, using either simplex or duplex, and in either Black and White or color.

Contractor will have capacity to accept documents via the mail, diskette, e-mail, of FTP Site.

Contractor will advise Departments as to most cost-effective sorting and mail processing, to
ensure the lowest postage costs.

Contractor will provide, as requested by the City Department, folding, bursting, labeling, tabbing,
stapling, and inserting, and/or preparation for mailing by folding and stapling them or placing in
envelopes. Contractor will provide Department with customized packaging options.

Approval and Proofs: Material approval (Proofs) will be sent to the Department Project
Manager for approval, before printing and production. Contractor will make any corrections and
request re-approval before proceeding with production. Contractor will check for invalid
addresses, and sends error codes to Department for correction. The City is responsible for
identifying errors in preprinted copy on City-furnished materials and assumes the costs resulting
from mailing of materials which contain erroneous information if the materials were approved by
the City prior to mailing.

If Contractor makes an error including but not limited to errors in production, distribution of an
item that has not been approved by the City or mailing to addresses that were not approved by the
City, Contractor shall be liable errors made by the Contractor. Remedies that the City may seek
of such errors include, but are not limited to, requiring the Contractor to remail at Contractor cost
a correction or corrected job.

Mapping: Contractor will provide automated mapping upon request of the department, including
identification of distribution addresses based on zip, street name, city, and/or residential,
commercial/industrial, or other designators. The Contractor will supply the Department Project
Manager with the postal carrier maps and updated counts and maps of routes used to City
departments upon request, at no charge.

Sequence of Insertions: The Contractor will insert materials in the exact sequence and facing
the direction the City Department specifies. Contractor will recommend the most advantageous
sequence in order to allow rapid production and will provide the City Department advance notice
if any specified sequence or facing may result in additional charges being billed.

Overages: The City Department will advise the Contractor, in advance of the job, the disposition
of overs. Overs may be returned to the City, stored or destroyed. If items are stored or returned,
Attachment # 1
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

applicable storage and delivery charges may be added by the Contractor. Additionally, at the
Contractor’s option, material may be automatically destroyed after 60 days if the City has failed
to respond to a request or failed to pay for storage starting 30 days after the mail date. Premium
storage rates may be applied to old materials or materials for which disposition has not been
designated.

Production Timeframe: After receipt of all mailing address data from the City, after all
materials have been approved and accepted for printing by the City, and after all materials are
printed, bulk mailers must be processed for mailing and distribution within 2 business days,
although 3 business days may be required for high-volume jobs.

Delivery Schedule: Contractor will be responsible to meet scheduled delivery and mailing
date(s), except for unusual circumstance such as a cancellation of U.S. Postal Service or common
carriers’ delivery schedules. Although the Contractor cannot guarantee when mail or shipments
deposited with or released to these carriers will be delivered, the Contractor is responsible for
providing the City Department with a standard and reasonable expectation given normal services.

Bulk Mail Permit: Contractor will obtain at Contractor’s own cost, a bulk mail permit as
required.

Contractor will provide “direct deposit” First Class mailing at Sea-Tac Airport, to ensure faster
delivery.

Contractor will provide remote encoding to ensure that all mail pieces (even handwritten) can
have a barcode applied.

“Resident” addressing each mailing piece shall show “To the Resident at:” plus the specific
address of the recipient as follows:

(Example)

To the Resident at:

123 Maple Lane

Seattle, WA 908999-1234

Ordering department will have the choice of mailing by:
Zip Code
Postal Route
Homes Only
Apartments Only
Feathering within a category

Attachment # |
Page 3 of 10





ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

The Contractor must verify amount in postage account with post office and notify client
immediately if funds are insufficient to process order.

Tabs must be used on all SDART Newsletters; otherwise Contractor will recommend and/or use
tabs as directed by the Department.

Database Management:

Contractor will establish and maintain mailing lists, as ordered by City Departments. Contractor
will provide basic set-up of the file, will verify, sort to zips and assign unique numbers.
Contractor will provide capacity to sort in alphabetical order, or in other sequences as requested
by the Department.

Contractor will provide file maintenance at the request of the Department, including additions of
new names, changes or deletions, and reorganization of materials. Contractor shall provide
ordering departments(s) with printout of additions/deletions on request.

Customized Services:
Customized services including personalized laser letters which are personally addressed, matched
with envelope and a response device.

uotations do not include postage. The Contractor will notify the City Department Project
Manager in writing or by e-mail of the required postage as soon as this amount is known and will
notify the Project Manager of the date when the postage is needed in order to complete the
mailing prior to the agreed upon mailing date. While the Contractor will make every effort to
provide the customer with an accurate estimate of required postage, the Contractor is not
responsible for additional postage charges if the rate of postage changes due to the design of the
mail piece. Payment of postage in advance is required on all orders and is the responsibility of the
customer. The Contractor reserves the right to hold mailings for which sufficient postage has not
been paid or until postage payment has been verified. The City Department will provide the
postage payment in adequate time for the mailer to complete the mailing prior to the previously
agreed upon mail date.

Mailing Lists: The City Department mailing list(s) in the Contractor’s possession, for storage or
otherwise, is the exclusive property of the City Department and shall be used only at the City
Departments instructions. The Contractor shall provide reasonable and prudent protection against
the loss of a mailing list, in much the same manner that the City Department would itself. This
includes adequate backup procedures for all files and programs. The Contractor shall pay the cost
of replacing lists in the event of systems failure, loss by fire, vandalism, theft, or other such
causes (excluding destruction of the list due to the City’s negligence or willful misconduct),
provided that the City has a duplicate list or has the source material from which the list was
compiled, and then only to the extent of the costs involved in replacing the lost list. The
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

Contractor shall not be liable for compiling such lists nor for an intangible or special value
attached thereto.

The Contractor is not responsible for the accuracy or integrity of lists or other data supplied by
the customer or a list broker. Unless otherwise specified in writing in advance, all rented mailing
lists are provided on a one-time use basis.

should be taken into consideration in ordering material, and the Contractor will recommend
quantities that can properly accommodate normal spoilage in processing.

Holding Materials for the City: Stock and materials belonging to the City will be held and
stored by the Contractor, upon the request of the City. When asked to hold these materials, the
Contractor will safeguard the materials from damage, although the materials remain at the City’s
risk, and the City shall be responsible for insurance on such material.

Printer Count: Contractor will accept printers' count until processing and is not responsible for
shortages by the printer discovered at the time of printing. However, the City may request that the
Contractor instead verify printer’s counts prior to processing at additional cost

Confidential data safeguards: City materials shall be secured and maintained as
confidential. Access to materials from City Departments will be restricted to those employees
who need it to perform their duties. City materials will be kept in a secure area that is safe from
access by unauthorized persons during duty hours as well as non-duty hours or when not in use.

Contractor shall instruct all personnel with access to City materials to protect against
unauthorized disclosure of City materials.

CONTRACT TERM, PRICING, OTHER PROVISIONS, BOND

Not a Mandatory or Guaranteed Utilization: The City does not guarantee utilization of this
contract. The City may provide estimates of use or the value of prior utilization of similar contracts;
such information is for the convenience of the Vendor and does not serve as a guarantee of usage
under any contract signed as a result of this solicitation. The City reserves the right to multiple or
partial awards, to terminate contracts under the conditions named herein, and/or to order quantities
based on the needs of the City.

Contract Term: This contract shall be for five years, with a five year extension allowed at the option
of the City. Such extensions shall be automatic, and shall go into effect with or without written
confirmation from the City to the Contractor, unless the City provides the Contractor advance notice
of the intention to not renew. Such notice shall be given prior to the otherwise automatic renewal
date.

Contractor Usage Reports: Should the City request, within 10 business days, the Contractor shall
supply to the City a usage report in the format requested by the City. The report must be clearly titled
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

(Company name, contact information, dates of report period). The Contractor will provide, upon a
request by the City, information sorted according to the City request, which may include: invoice
specific detail or summary detail, by item name, by the user name (the department customer placing
the order), by City Department, and date or order.

Rates and Prices: Pricing shall be prepared with the following contract terms considered. Postage
shall not be included in the Offer and the City pay the direct postage costs in effect at the time of the
production and mailing.

Requests for price increases shall be considered only immediately prior to a contract
anniversary period, as follows: Pricing shall be fixed and firm throughout the first two years. No
later than forty-five days prior to the second anniversary date of the contract, Contractor may submit a
written request for a price increase to the City Buyer. Thereafter, written request for price increases
shall only be considered when provided at least 45-days prior to the contract anniversary date, and if
approved shall take effect on the contract anniversary date. Such requests shall demonstrate the
following:

"  Price request shall be no greater than the total of changes to the CPI Index for King County or
other pricing index appropriate to the particular product herein;
Not produce a higher profit margin than that on the original contract;
Clearly identify the items impacted by the increase; ;
Be accompanied by documentation acceptable to the Buyer sufficient to warrant the increase;
And remain firm for a minimum of 365 days.

The request shall be considered by the Buyer and may be accepted or rejected. Failure to submit a
price request at least 45-days prior to the contract anniversary date, shall result in a continuation of all
existing pricing on the contract until the next contract anniversary date. The decision to accept any
price increase will be at the sole discretion of the Buyer.

The Buyer may exempt these requirements for extraordinary conditions that could not have been
known by either party at the time of bid or for other circumstances beyond the control of both parties,
in the opinion of the Buyer.

Cost Reductions: Any cost reductions to the Contractor, such as rebates or “specials”, shall be
reflected in a reduction of the contract price effective immediately. Seattle will not be bound by
prices contained in an invoice that are higher than those in the contract. Unless the higher price has
been accepted by the City and the contract amended, the invoice may be rejected and returned to the
Contractor for corrections.

Expansion Clause: Any resultant contract may be further expanded by the Buyer in writing to
include any other item normally offered by the vendor, as long as the price of such additional
products is based on the same cost/profit formula as the listed item.

Attachment # 1
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

Trial Period and Right to Award to Next Low Bidder: A ninety (90) day trial period shall apply to
contract(s) awarded as a result of this solicitation. During the trial period, the vendor(s) must perform

in accordance with all terms and conditions of the contract. Failure to perform during this trial period
may result in the immediate cancellation of the contract. In the event of dispute or discrepancy as to
the acceptability of product or service, the City’s decision shall prevail. The City agrees to pay only
for authorized orders received up to the date of termination. If the contract is terminated within the
trial period, the City reserves the option to award the contract to the next low responsive bidder by
mutual agreement with such bidder. Any new award will be for the remainder of the contract and will
also be subject to this trial period.

Licensing and Taxes:

Please note that companies are required to license, report and pay revenue taxes for both a Washington
State business License (UBI#) and separately for the Seattle Business License. Such costs should be
carefully considered by the bidder prior to submitting their offer.

Mandatory Seattle Business Licensing and associated taxes.

1. You must obtain a Seattle Business license and have taxes paid current before the Contract is
signed. All costs for any licenses, permits and Seattle Business License taxes shall be borne by
the Contractor and not charged separately to the City.

2. The apparent successful Contractor shall immediately obtain the Seattle Business License and
ensure all City taxes are current, unless exempted by City Code. Failure to do so will result in
rejection of the bid/proposal.

3. If you believe you are exempt, provide an explanation to the Buyer and/or confirmation by
Revenue and Consumer Affairs Office (RCA). Out-of-state and foreign-owned businesses are
NOT exempt.

Questions and Assistance: The City Revenue and Consumer Affairs (RCA) is the office that issues business
licenses and enforces licensing

A.

CITY OF SEATTLE RIGHT TO TERMINATE FOR DEFAULT

The City of Seattle may consider the Contractor in default and serve written notice upon
the Contractor of its intention to terminate the contract for any of the following reasons:

A. If the Contractor should be adjudged bankrupt, or make a general assignment
for the benefit of its creditors, or if a receiver should be appointed for its insolvency;

B. If in the City of Seattle’s opinion the Contractor falls behind schedule and is not
executing the Work with such diligence that will ensure the meeting of the completion
date;
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

C. If the Contractor disregards laws, ordinances, and instructions of the City of
Seattle, and,
D. If the Contractor is otherwise guilty of a substantial violation of any provision

of these Specifications.

Unless, within three (3) calendar days after the receipt of such notice by the Contractor,
such violation or delay shall cease and satisfactory arrangement for correction be made,
the contract, upon expiration of said three calendar days, shall terminate.

1 TERMINATION FOR CONVENIENCE OF THE CITY OF SEATTLE

The City of Seattle may terminate the contract at any time provided the Contractor is
given a notice in writing, which shall include the date on which the Work is to be
stopped.

The contract may also be terminated by the Contractor upon 30 days prior written notice
to the City of Seattle and should the City of Seattle fail substantially to perform in
accordance with its terms or should the City of Seattle fail substantially to perform in
accordance with the contract.

In the event of termination, the Contractor shall be paid for its deliverables provided and
services performed under the contract up to the date of termination as agreed to by the
parties, based on work actually accomplished.

Attachment # 1
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

PRICING SCHEDULE
for
DIRECT MAIL SERVICES

All prices specified herein include the cost of printing and labeling, metering, sorting, bundling and sack
each mailing piece. Lacy & Par during the course of the contract may have additional service options that
the City Department may order which are not specifically listed and priced below. In such situation, the

Lacy & Par will utilize the same pricing margins in pricing such services.

Price per Thousand
Base price to print, address (ink-jet), meter, sort, bundle, and sack address: | $35.00
Additional costs per thousand for:
Folding $8.50
Tabbing $9.50
Inserting (per 1,000 for each piece inserted) $8.75
Collating $4.50

Additional cost if City of Seattle desires Lacy & Par to pick up materials: No Charge

Charge for Providing Postal Carrier Route Maps, and Updated Counts and Maps of Routes Used by

Ordering Department: No Charge

Charge for Use of Bulk Permit: No Charge

Database Management
Basic Data Entry (from legible sources) | Price per each entry
3-lines .09
4-lines .10
5-lines .10
TOTAL 29
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ATTACHMENT #1

VENDOR CONTRACT # 0000001960
Change Order #2

03/01/14 through 2/28/2017

New List Price per Thousand
Basic Set Up $10.00
Verify, sort by criteria, assign unique numbers $5.00

File Maintenance

Price per Thousand

Basic Set Up $10.00
Verify, sort by criteria, assign unique numbers $5.00

Additions of new names $50.00
Deletions or changes $50.00

The above prices include and cover all duties, handling and transportation charges and all charges
incidental to the requested work excluding Sales Tax or Use Tax.

Payment Terms: 2% 10, Net 30 days

Attachment # 1
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_1451280287.pdf
‘Q’ BLANKET CONTRACT

The City of Seattle Blanket Contract # Date Change Order #
PURCHASING SERVICES
700 — 5 AVE Suire 4112 0000001960 01/14/14 - 2
PO BOX 94687 Payment Terms Freight Terms
Seattle, WA 98124-4687 2% 10, Net 30 days | Prepaid & Allowed:FOB: Destination
Buyer: FAX: Phone:
Laura Park 206-233-5155 206-684-0445
Vendor #: 0000038063 -
Ship To:
LACY & PAR »
660 S. Industrial Way CITY DEPARTMENTS
Seattle, WA 98108
Contact: Rhonda Herman ;
Bill To:
Phone #: 206-343-5719 '
E-Mail: Rhonda@lacypar.com ORDERING DEPARTMENT

LACY & PAR was awarded a contract to provide the CITY OF SEATTLE with DIRECT MAILING
SERVICE, for a five (5) year period, with the option to extend for five additional years, as specified in
Attachment #1 — Specification and pricing sheets, and Attachment #2 - Terms and Conditions (in
receipt).

Original Contract Term: 02/26/07 through 02/28/12

Change Order #1 Term: 02/29/12 through 02/28/14 to extend

Change Order #2 Term: 03/01/14 through 02/28/17 to extend for the final time period as allowed
for in the bid and original contract.

Orders shall be placed by the CITY OF SEATTLE. Invoices shall be mailed in duplicate to the CITY OF
SEATTLE, Accounts Payable, per attached list. Each invoice shall indicate Contract #0000001960.

In all other respects, this contract remains unchanged.

Authorized Signature/Date

0}'& {//ﬂ’%@ 7z //-/%@/
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City of Seattle





Invitation to Bid

ITB # 1960

TITLE: Direct Mailing Services Closing Date & Time: 2/8/07,3:00pm







		Schedule of Events

		Date



		ITB Release date

		1/18/07



		Pre-Bid Conference

		1/30/07, lO:OOam



		Deadline for Questions

		2/1107



		Sealed Bids Due to the City

		2/8/07, 3:00pm



		Estimated Announcement of Apparent Successful

Bidder(s)

		2115/07



		Contract Award and Start Date

		2/22/07







The City reserves the right to modify this schedule at the City's discretion. Notification of changes in the response due

date would beposted on the City website or as otherv.,ise stated herein.



BIDS MUSTBE RECEWED ON OR BEFORE THE CLOSING DATE AND TIMEAT THIS LOCATION:

Mark the outside of your mailing envelope to say ITB # 1960



If delivered by the U.S. Postal Service,it must be addressed to: Nelson Park

City of Seattle Purchasing and Contracting Services

PO Box 94687

Seattle, WA  98124-4687

If delivered by other than the U.S.Postal Service, address to: Nelson Park

City of Seattle Purchasing and Contracting Services

Seattle Municipal Tower

700 5th Ave., #4 112

Seattle, WA  98104-5042







1. INTRODUCTION AND PURPOSE.



Bidders are required to read and understand all infonnation contained within this entire bid package. By responding to this ITB,the bidder agrees to read and understand these documents.



Purpose:



The purpose of this ITB is to establish an annual vendor contract for Direct Mailing Services, to be used

citywide by departments of the City of Seattle on an "as needed"basis. The direct mailing service and n:laleu st:rvices shall consist uf but nut excluding machine inserting, folding, sealing & metering, sorting, typing and sacking, data file maintenance, and processing direct mailing services



The City has had a successful mailing services contract with a local provider, however that contract now expires and does not have any renewal options.  Therefore, the City is returning for a competitive bid to establish a new contract.



Citywide usage in the past has been approximately $200,000 per year. A number of departments use this service, including Fleets and Facilities, Executive Administration , Human Services, Legislative, Parks, Seattle City Light,Seattle Public Utilities, and Seattle Transportation. Most jobs are small, less than $1,000,however there are occasional jobs that are between $1,000 and $5,000 as well.







2. SOLICITATION  OBJECTIVES.

The City expects to achieve the following outcomes through this solicitation:

· Provide a skilled contract with long-tenn expertise in providing such services, so that the

City can be guaranteed dependable , responsive,proven and expert services;

· Achieve the lowest available costs through both service pricing and expertise that a long­

term,experienced Vendor can provide;

· Provide a range of services within one contract, including personalized laser printing, ink­ jet labeling, database managemen t expertise, and specialized mapping services.

· Implement the City requiremen t for I 00% PCF Recycled paper and envelopes.







3. QUALIFICATIONS, SPECIFICATIONS and SCOPE OF WORK





Minimum Qualifications: The following are minimum qualifications the Bidder must meet to be eligible to submit a bid. The Offer Fonn must clearly show compliance to these minimum

qualifications. Those bidders that are not clearly responsive to these minimu m qualifications shall be

rejected by the City without further consideration:



· Contractor must have a minimum of ten years continuous experience during which time direct ma iling services has been the primary business service. Printing or fulfillment experience alone will not substitute for this requirement .



· Contractor must provide at least the following services:



· Direct Mail Services including: laser printing of documents and materials (with/without mailing labels), ink jet addressing, machine inserting,folding, sealing and metering, sorting, sacking, hand-sorting to zip code, and mailing;



· Database Management:  establishing and maintaining an address data file, and data entry;



2



· Mapping services including ability to map mailings by radius,zip code, street or City, as

requested by the City.



· Customized services including personalized laser letters which are personally addressed, matched with envelope and a response device.



· Contractor must have successfully performed at least one contract with a public or private agency of similar size to the City, that bas been active for a minimum of five-years, with volumes and services that are similar to that required by the City. Alternatively, the Bidder must provide proof of equivalent experience in performing jobs of a similar duration,volume and services. The determination as to equivalent experience shall be made in the sole opinion of the Buyer.







Specifications and Scope of Work:



Services shall be ordered by the City Department as needs arise throughout the term of the contract.

The City Department will place orders directly with the Contractor.

Orders may include printing of the piece (with or without mailing labels), machine inserting, folding, sealing and metering, sorting, sacking, data entry and file maintenance, direct mailing services, and other related services.



No Minimum Order: There is no minimum order size for requests by City departments.



Invoicing:  Contractor shall invoice for each project separately, to the City Department that ordered services.  Invoices shall specify the project, project manager name, volumes processed, and other specific information to identify the basis for the invoice charges.



Paper Content: The City has a policy to utilize 100% PCF Recycled Paper product whenever

possible . For paper products that the City supplies to the Contractor, the Contractor equipment must be capable of processing the 100% PCP paper and envelopes.  In addition, Contractor must supply 100% PCF Recycled Paper products for any paper and envelopes required by the City for the printing and production of the job, unless the specific job requires a paper product that is not reasonably available in a 100% PCF Recycled Content version.  In such event, the highest available alternate (30% or as otherwise available) may be substituted.



Reports: Upon request, the Contractor shall provide a summary report for any project as requested by the City.  This report will include, unless requested differently by the Department :

I)	Full description ofproject(s) including Type and Size

2) Quantity Ordered (number of pieces)

3) Weight (if applicable)

4) Date Ordered and Date delivered/picked up

5) Price per piece



Direct Mail Services

Contractor will provide printin g of materials if requested by Department.  Contractor will print and  affix mail ing labels, or ink-jet addresses, using either manuscript lists or pressure sensitive labels, at the specification of the Department.  At request of City, the Contractor will print with a high-speed laser printer, using either simplex or duplex, and in either Black and White or color.





Contractor will have capacity to accept documents via the mail, diskette, e-mail, of FTP Site.





Contractor will advise Departments as to most cost-.effective sorting and mail processing,to ensure the

lowest postage costs.



Contractor will provide, as requested by the City Department, folding, bursting, labeling, tabbing, stapling, and inserting, and/or preparation for mailing by folding and stapling them or placing in envelopes. Contractor will provide Department with customized packaging options.



Approval and Proofs: Material approval (Proofs) will be sent to the Department Project Manager for approval, before printing and production. Contractor will make any corrections and request re-approval before proceeding with production.  Contractor will check for invalid addresses,and sends error codes to Department for correction. The City is responsible for identifying errors in preprinted copy on City­ furnished materials and assumes the costs resulting from mailing of materials which contain erroneous information if the materials were approved by the City prior to mail ing.



IfContractor makes an error including but not limited to errors in production, distribution of an item that has not been approved by the City or mailing to addresses that were not approved by the City, Contractor shall be liable errors made by the Contractor.  Remedies that the City may seek of such errors include, but are not limited to,requiring the Contractor to remail at Contractor cost a correction or corrected job.







Mapping: Contractor wiU provide automated mapping upon request of the department, including identification of distribution addresses based on zip, street name, city, and/or residential, commerciaVindustrial, or other designators. The Contractor will supply the Department Project Manager with the postal carrier maps and updated counts and maps of routes used to City departments upon request, at no charge.



Sequence of Insertions:  The Contractor will insert mater ials in the exact sequence and facing the direction the City Department specifies. Contractor will recommend the most advantageous sequence in order to allow rapid production and will provide the City Department advance notice if any specified sequence or facing may result in additional charges being billed.



Overages:  The City Department will advise the Contractor, in advance of the job, the disposition of overs. Overs may be returned to the City, stored or destroyed. If items are stored or returned , applicable storage and delivery charges may be added by the Contractor. Additionally, at the Contractor's option, material may be automatically destroyed after 60 days if the City has failed to respond to a request or failed to pay for storage starting 30 days after the mail date. Premium storage rates may be appHed to old materials or materials for which disposition has not been designated.



Production Timeframe:  After receipt of all mailing address data from the City, after all materials have been approved and accepted for printing by the City, and after all materials are printed, bulk mailers must be processed for mailing and distribution within 2 business days, although 3 business days may be required for high-volume jobs.



Delivery Schedule: Contractor will be responsible to meet scheduled delivery and mailing date(s), except for unusual circumstance such as a cancellation of U.S. Postal Service or common carriers' delivery schedules. Although the Contractor cannot guarantee when mai l or shipments deposited with or released to these carriers will be delivered,the Contractor is responsible for providing the City Department with a standard and reasonable expectation given norma l services.
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Bulk Mail Permit:  Contractor will obtain at Contractor's own cost, a bulk mail permit as required.



Contractor will provide "direct deposit" First Class mailing at Sea-Tac Airport, to ensure faster delivery.



Contractor will provide remote encoding to ensure that all mail pieces (even handwritten) can have a

barcode applied.



"Resident"addressing each mailing piece shall show "To the Resident at:"plus the specific address of the recipient as follows:

(Example)

To the Resident at: 123 Maple Lane

Seattle, WA 908999-1234



Ordering department will have the choice of mailing by:

Zip Code

Postal Route

Homes Only Apartments On1y

Feathering within a category







The Contractor must verify amount in postage account with post office and notify client immediately if

funds are insufficient to process order.



Tabs must be used on all SDART Newsletters; otherwise Contractor will recommend and/or use tabs as directed by the Department .







Database Management:



Contractor will establish and maintain mailing lists, as ordered by City Departments. Contractor will provide basic set-up of the file, will verify, sort to zips and assign unique numbers. Contractor will provide capacity to sort in alphabetical order, or in other sequences as requested by the Department.



Contractor will provide file maintenance at the request of the Department, including additions of new names, changes or deletions, and reorganization of materials.  Contractor shall provide ordering departments(s) with printout of additions/deletions on request.



Customized Services:

Custom ized services including personalized laser letters which are personally addressed, matched with

envelope and a response device.





Quotations do not include postage. The Contractor will notify the City Department Project Manager in writing or by e-mail of the required postage as soon as this amount is known and will notifY the Project Manager oftbe date when the postage is needed in order to complete the mailing prior to the agreed upon mailing date. While the Contractor will make every effort to provide the customer with an accurate estimate of required postage, the Contractor is not responsible for add itional postage charges if the rate of postage changes due to the design of the mail piece. Payment of postage in advance is



required on all orders and is the responsibility of the customer. The Contractor reserves the right to bold mai lings for which sufficient postage has not been paid or until postage payment has been verified. The City Department will provide the postage payment in adequate time for the mailer to complete the

mai ling prior to the previously agreed upon mai l date.



Mailing Lists: The City Department mailing list(s) in the Contractor's possession, for storage or otherwise, is the exclusive property of the City Department and shall be used only at the City Departments instructions. The Contractor shall provide reasonable and prudent protection against the loss of a mailing list, in much the same manner that the City Department would itself. Tltis includes adequate backup procedures for all files and programs. The Contractor shall pay the cost of replacing lists in the event of systems failure, Joss by fire, vandalism, theft, or other such causes (excluding destruction of the list due to the City's negligence or willful m isconduct), provided that the City has a duplicate list or has the source material from which the list was compiled, and then only to the extent of the costs involved in replacing the lost Jist. The Contractor shall not be liable for compiling such lists nor for an intangible or special value attached thereto.

The Contractor is not responsible for the accuracy or integrity of lists or other data supplied by the

customer or a list broker. Unless otherwise specified in writing in advance, all rented mailing lists are provided on a one-time use basis.



Materials: The Contractor assumes in all quotations that all material provided will permit efficient handling on automated equipment and meets equipment manufacturer's published specifications. Materials furnished that are within manufacturer's specifications, but which are not up to acceptable operational standards due to poor folding, facing, trimming, packing, sticking together of material, insufficient leeway between enclosures and envelopes, square envelope flaps or other causes, will be subject to pricing at special rates. The City Department will be notified if a deficiency is discovered and the Contractor will wait for City approval for proceeding at special rates. A new delivery schedule may result when deficient materials are used.



Spoilage: All direct mail handling and.processing involves spoilage. Si>oiLage of up to three (3) percent of material is typical. Allowances for spoilage should be taken into consideration in ordering material , and the Contractor will recommen d quantities that can properly accommodate normal spoilage in processmg.



Holding Materials for the City:  Stock and materials belonging to the City will be held and stored by the Contractor, upon the request of the City. When asked to hold these materials, the Contractor will safeguard the materials from damage, although the materials remain at the City's risk,and the City shall be responsible for insurance on such material.



Printer Count:  Contractor will accept printers' count until processing and is not responsible for shortages by the printer discovered at the time of printing. However, the City may request that the Contractor instead verify printer 's counts prior to processing at additional cost



Confidential data safeguards: City materials shall be secured and maintained as confidential. Access to materials from City Departments will be restricted to those employees who need it to perform their duties.  City materials will be kept in a secure area that is safe from access by unauthorized persons during duty hours as well as non-duty hours or when not in use.  Contractor shall instruct all personnel with access to City materials to protect against unauthorized disclosure of City materials.



4. CONTRACT TERM, PRICING, OTHER PROVISIONS, BOND



Not a Mandatory or Guaranteed Utilization:  The City does not guarantee utilization of this contract.

The City may provide estimates of use or the value of prior utilization of similar contracts; such information

is for the convenience of the Vendor and does not serve as a guarantee of usage under any contract signed as a result of this solicitation.  The City reserves the right to multiple or partial awards, to terminate contracts under the conditions named herein, and/or to order quantities based on the needs of the City.



Contract Term: This contract shall be for five years,with a five year extension allowed at the option of the City. Such ex.'tensions shall be automatic, and shall go into effect with or without written confirmation from the City to the Contractor, unless the City provides the Contractor advance notice of the intention to not renew.  Such notice shall be given prior to the otherwise automatic renewal date.



Contractor Usage Reports:  Should the City request, within 10 business days,the Contractor shalJ supply to the City a usage report in the format requested by the City. The report must be clearly titled (Company name, contact information, dates of report period).  The Contractor will provide, upon a req uest by the City, information sorted according to the City request, which may include: invoice specific detail or summary detail, by item name, by the user name (the department customer placing the order), by City Department, and date or order.





Rates and Prices: Pricing shall be prepared with the following contract terms considered.  Postage shall not be included in the Offer and the City pay the direct postage costs in effect at the time of the production and mailing.



Requests for price increases shall be considered only immediately prior to a contract anniversary period, as follows: Pricing shall be fixed and firm throughout the first two years. No later than forty-five days prior to the second anniversary date of the contract, Contractor may submit a written request for a price increase to the City Buyer. Thereafter, written request for price increases shall only be considered when provided at least 45-days prior to the contract anniversary date,and if approved shall take effect on the contract anniversary date.  Such requests shall demonstrate the following:

· Price request shall be no greater than the total of changes to the CPI Index for King County or other

pricing index appropriate to the particular product herein;

· Not produce a higher profit margin than that on the original contract;

· Clearly identify the items impacted by the increase;

· Be accompanied by documentation acceptable to the Buyer sufficient to warrant the increase;

· And remain firm for a minimum of365 days.





The request shall be considered by the Buyer and may be accepted or rejected . Failure to submit a price request at least 45-days prior to the contract anniversary date, shall result in a continuation of all existing pricing on the contract until the next contract anniversary date. The decision to accept any price increase will be at the sole discretion of the Buyer.



The Buyer may exempt these requirements for extraordinary conditions that could not have been known by either party at the time of bid or for other circumstances beyond the control of both parties, in the opinion of the Buyer.





Cost Reductions:  Any cost reductions to the Contractor, such as rebates or "specials", shall be reflected in a reduction of the contract price effective immediately.  Seattle will not be bound by prices contained in an jnvoice that are higher than those in the contract. Unless the higher price has been accepted by the City and the contract amended, the invoice may be rejected and returned to the Contractor for corrections .



Expansion Clause: Any resultant contract may be further expanded by the Buyer in writing to include any other item normally offered by the vendor, as long as the price of such additional products is based on the same cost/profit formula as the listed item.



Trial Period and Right to Award to Next Low Bidder: A ninety (90) day trial period shall apply to contract(s) awarded as a result ofthls solicitation. During the trial period, the vendor(s) must perform in accordance with all tenus and conditions of the contract. Failure to perform during this trial period may result in the immediate cancellation of the contract. In the event of dispute or discrepancy as to the acceptability of product or service, the City's decision shall prevail. The City agrees to pay only for authorized orders received up to the date of tennination. If the contract is terminated within the trial period, the City reserves the option to award the contract to the next low responsive bidder by mutual agreement with such bidder. Any new award will be for the remain der of the contract and will also be subject to this trial period.



Licensing and Taxes:

Please note that companies are required to license,report and pay revenue taxes for both a Washington State business License (UBI#) and separately for the Seattle Business License. Such costs should be carefully considered by the bidder prior to submitting their offer.



Mandatory Seattle Business Licensing and associated taxes.

1. You must obtain a Seattle Business license and have taxes paid current before the Contract is signed.

All costs for any licenses, permits and Seattle Business License taxes shall be borne by the Contractor and not charged separately to the City.

2. The apparent successful Contractor shall inunediately obtain the Seattle Business License and ensure

all City taxes are current, unless exempted by City Code. Failure to do so will result in rejection of the

bid/proposal.

3. If you believe you are exempt, provide an explanation to the Buyer and/or confirmation by Revenue

and Consumer Affairs Office (RCA).  Out-of-state and foreign-owned businesses are NOT exempt.

4. Questions and Assistance: The City Revenue and Consumer Affairs (RCA) is the office that issues business licenses and enforces licensing requirements. The main phone is 206-684-8484. You may also call RCA staff for assistance: Anna Pedroso at 206-615-1611, Wendy Valadez at 206-684-8509 or Brenda Strickland at 206 684-8404.

5. The licensing website is httpJ/""'WW.seattle.gov/rca/taxes/taxmain .htm.

6. A cover-sheet providing further explanation, along with the application and instructions for a Seattle

Business License is provided below for your convenience.

7. Please note that those holding a City of Seattle Business license may be required to pay revenue taxes

to the City. Such costs should be carefu lly considered by the bidder prior to submitting your offer.

The City retains the right to pursue compliance to taxes and license fees, including withholding offmal invoice payments as provided for within SMC 5.45.060.
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Mandatory State Business Licensing and associated taxes.

Before the contract is signed, you must provide the State of Washington business license (a "Unified Business Identifier" known as a UBI#) and Contractors License ifrequired. These are required before the contract is signed. If the State has exempted your business from licensing (for example, some foreign companiesmay be exempt), then submit proof of that exemption to the City. Costs for licenses, permits and tax payments due to the State shall be borne by the Contractor and not charged separately to the City. Instructions and applications are at http://wwvv.dol.wa.gov/business/file.html.



5. ADMINISTRATIVE REQUIREMENTS & INFORMATION.



Bid Procedures and Process.

This chapter details City procedures for directing the ITB process . The City reserves the right in its sole discretion to reject the Bid of any vendor that fails to comply with any procedures outlined in this chapter.



Communications with the City.

All vendor communications concerning this acquisition shaJI be directed to the Senior Buyer.  The Buyer is:



Ne lson Park

(206) 386-1760

nelson .park@seattle.gov



Unless authorized by the Buyer, no other City official or City employee is empowered to speak for the City

w ith respect to thisacquisition. Any vendor seeking to obtain information, clarification, or interpretations from any other City official or City employee other than the Buyer is advised that such material is used at the Vendor's own risk. The City will not be bound by any such information, clarification, or interpretation.



Following the bid submittal deadline, Bidders shall not contact the City Buyer or any other City employee, except to respond to a request by the City Buyer.  The Vendor may obtain status of the project on the City website at http://www.seattl e.gov/purchasing/pan.htm . Contact by the vendor to obtain information regarding this acquisition from anyone other than the Buyer may be grounds for rejection of the vendor's Bid.



Pre-Bid Conference.

The City shall conduct an optional pre-Bid conference at the date and time on page 1, at the Seattle Purchasing Services Office, 700 5m Avenue,Suite 4 112, Seattle. Bidders are not required to attend in order to be eligible to submit a Bid. The purpose of the meeting is to answer questions potential Bidders may have regard ing the solicitation document and to discuss and clarifY issues. This is an opportunity for Proposers to raise concerns regarding specifications, terms,conditions,and any requirements of this solicitation. Failure to raise concerns over any issues at this opportunity will be a consideration in any protest filed regarding such items that were known as of this pre-bid conference.







Questions.

Questions shaJJ be submitted electron ically to the Boyer, Nelson Park, no later than the date and time

on page 1. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the Bidder of any responsibilities under this Bid or any subsequent contract.  It is the responsibility of the Bidder to assure that they received responses to the questions if any are issued.



Changes to the ITS/Addenda.

A change may be made by the City if, in the solejudgment of the City, the change will not compromise the City's objectives in this acquisition.  A change to this ITB will be made by formal written addendum issued by the City's Buyer. Addenda issued by the City shall become part of this ITB specification and will be included as part of the final Contract. It is the responsibility of the interested Vendor to assure that they have received Addenda.



Receiving Addenda and/or Question and Answers.

The City will make efforts to provide courtesy notices, reminders, addendums and similar announcements directly to interested Bidders. The City intends to make information available on the City website.  The City website for this ITB and related documents is:  http://www.seattle.gov/ purchasing/

Notwithstan ding efforts by the City to provide such notice to known Bidders, it remains the obligation and

responsibility of the Bidder to learn of any addenda, responses, or notices issued by the City. Such efforts by the City to provide notice or to make it available on the website do not relieve the Vendor from the sole obligation for learning of such material. The City reserves the right to accept an Offer as considerate of all such Questions and Answers and Addendums that have been issued, if any. Should an Addendum modify the Offer Form and the Vendor fails to util ize the most current Offer Form as provided in the most recent Addendum , the Buyer shall have the sole responsibility to determine ifthe revised Offer Form provides a material and/or more stringent requirement, and if so the Buyer will reject the Vendor for not utilizing the most recent Offer Form.





Bid Response Date and Location.



a) Bids must be received into the City Purchasing Offices no later than the date and time on page 1or as rev ised by Addenda .





b) Bids must be submitted in a hard-copy original.  FAX and e-mail copies are not a substitute for the

hard-copy originaL



c) Responses should be in a sealed box or envelope clearly marked and addressed with the Buyer, ITB title and number.  IfiTB's are not clearly marked, the Vendor has all risks of the ITB being misplaced and not properly delivered.  The Buyer is not responsible for identifying bid s submitted that are not properly marked



d)  Mark the outside of your mailing envelope to say "ITB # 1960." This is important to proper handling of your bid!



e)  The ITB response may be hand-delivered or must otherwise be received by the Buyer at the  address provided, by the submittal deadline.  Delivery errors will result if you aren't very careful to use the proper address given your chosen delivery method.



Ifthe Bid is delivered by the U.S. Postal Service, it must be addressed to:



Nelson Park

City of Seattle Purchasing and Contracting Services

PO Box 94687

Seattle, WA 98124-4687







Ifthe Bid is delivered by other than the U.S. Postal Service, address to:



Nelson Park

City of Seattle Purchasing and Contracting Services

Seattle Municipal Tower

700 5th Ave., #4 112

Seattle, WA 98104-5042
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f)  The City requires one original and one (1) copy.



g) The submitter has full responsibility to ensure the Bid arrives at the City Purch asing Office within the deadline.  The City assumes no responsibility for delays caused by the US Post Office or any other delivery service. Postmarking by the due date will not substitute for actual receipt of response by the date due.  Bids will be opened after the due date and time.  Responses arriving after the deadline may be returned,unopened ,to the Bidder, or may simply be declared non­ responsive and not subject to evaluation, or may be found to have been received in accordance with the solicitation requirements,at the sole determination of Purchasing.



h) ITB responses shall be signed by an official authorized to legally bind the Bidder.



i) The City will consider supplemental brochures and materials.Bidders are invited to attach any

brochures or materials that will assist the City in evaluation.







Bid Opening.

The Bid shall be publicly opened by the City at the date and time specified, at the City Purchasing office. The City requests bidders honor the City effort to safeguard pricing or proposal information until an Intention to Award is announced.  With this preference stated, the City shall continue to properly fulfill all public disclosure requests for such information, as required by State Law. Should any bidder request pricing information prior to City award, all bidd ers may be informed of such by the City.



Bid and Price Specifications.

Bidder shall specify Offer on the form provided, indicating unit prices for each  item, attaching additional pages if needed.  Inthe case of difference between the unit pricing and the e>..1:ended price, tbe City shall use the unit pricing. The City may correct the extended price accordingly.   Unless specified otherwise on the Offer Fonn, Bidder shall quote prices with freight prepaid  and allowed. Bidder shall quote prices FOB Destination.  All prices are to be in US Dollars.



Don't mark your Offer Form with Exceptions nor add alternative boilerplate.



The City will reject bids that the Buyer finds to be taking material exception to the City specifications and City contract.  Therefore, be careful that you don't add information or mark-up forms in a mrumer that may appear to be a change or exception.   Don't take exceptions, don 't offer alternatives (unless the City specifically requests), and don't mark the Offer with changes to specifications or the contract.  Don't attach your own boilerplate.   Even a request to consider an exception or an attachment "for our information " could result in rejection of your bid.  This decision will be made in the sole opinion of the Buyer.





Prohibition on Advance Payments.

State law prohibits the City from paying in advance for goods and services. No request for early payment, down payment or partial payment will be honored; payment shall be made only upon delivery of units . Maintenance may be paid up to one year in advance provided that should the City terminate early,the amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days after receipt and acceptance and satisfactory compliance.



Partial and Multiple Awards.

Unless stated to the contrary in the Scope of Work, the City reserves the right to name a partial and/or multiple awards, in the best interest of the City. Bidders are to prepare pricing and Offers given the City's

intention to utilize the right to a partial or multiple award, in the best interest of the City. Further,the City
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may eliminate an individual line item when calculating award, in order to best meet the needs of the City, if

a particular line item is not routinely available or is a cost that exceeds the City funds.



All or None Bid.

Ifthe Bidder is submitting an All or None bid, such a bid must be clearly marked on the Offer Form.  The City may calculate bids based on partial awards to achieve the most favorable overall pricing, and an All or None bid may therefore be less favorable than the overall ca1culation of a partial award from mu ltiple Bidders.







Equal Benefits.

1. Bidders must submit an Equal Benefits Compliance Form with their ITB response (See Attachments).

If not submitted,your bid will be rejected. If your company does not comply with Equal Benefits and does not intend to do so, you must still submit the Form with your bid.



2. Fill out the form properly.  It is essential to your standing in the evaluation process, so it is important to understand and complete the Form properly . You may call the Buyer or Julie Carpenter at 206-684- 4529 (the City Equal Benefits Manager) to ensure you correctly complete the form properly before you submit your bid. If Julie is not available or you are not receiving a response in the time frame you require to submit your bid on time, call the Buyer for assistance.



3. There are 6 options on the Form to pick among.  They range from full compliance (Options A, B, C), to several alternatives that require advance authorization by the City before you send in your bid (Option D, E),to Non Compliance.  Select the option that is true of your company standing at the time you send in your bid. You are not allowed to change your answer after you submit the Form.



4. Option D and Option E are used only if you have an official waiver from the City before you submit your bid . Waivers are issued by Julie Carpenter at 206-684-4529. You must request and receive the waiver before you submit your bid. IfJulie is not available or you are not receiving a response in the time frame you require, ca11 the Buyer for assistance . If the waiver is not attached with your bid, the Buyer can change your status to non-compliance.



5. The Form provides the Buyer your declared EB status. However, the City issues the fmal determination

of your EB status for purposes of bid evaluation .



6. If information on your form is conflicting or not clearly supported by the documentation that the City receives, the Buyer may reject your bid or may seek clarification to ensure the City properly classifies your compliance.



Equal Benefits makes a significant difference in your standing as a Bidder.  Here are the evaluation steps:

7. If one or more vendors comply (having properly selected any options from A through E) then:



· Only EB compliant vendors continue towards evaluation.



· Any non-compliant  vendor would  be rejected and not evaluated .  These include vendors that select the option of "Non Compliance"(they do not comply and do not intend to comply) or those that the City finds Non Compliant upon review (such as those that select Option D orE and do not have a waiver from the City to select that option, or where the form is blank, or where the bidder

worksheet proves non-compliance even iftbey checked a compliance option).



8. The City occasionally receives responses where every Vendor is non-compliant to EB. If every vendor

is non-compliant then:



· All bids or responses that are otherwise responsive and responsible bids will continue forward for scoring and evaluation.



· This is used when every vendor either selects Non Compliance (that they do not comply and do not intend to comply) or is found by the City as Non Compliant upon review.



9. The Equal Benefit requirements are established under Seattle Municipal Code 20.45. Compliance to the Equal Benefits statements made by the Vendor is requ ired through the duration of the Contract. If the Vendor indicates that the Vendor provides Equal Benefits, and then discontinues during the tenn of the contract, this can cause contract termination and/or Vendor debarment from future City contracts. Equal Benefits may be audited at any time prior to contract award or during the contract.  See the City website for further information: http://www.citvofseattle .net/contract/equalbenefits/default.htm







Affirmative Efforts for Women and Minority Subcontracting .



Under SMC 20.42.010,the City finds that minority and women businesses are significantly under­ represented and have been underutilized on City Contracts.  Add itionally, the City does not want to enter into agreements with businesses that discriminate in employment or the provision of services. The City intends to provide the maximu m practicable opportun ity for increased participation by minority and women owned and controlled businesses, as long as such businesses are underrepresente d, and to ensure that City contracting practices do not support discrimination in employment and services when the City procures public works, goods, and services from the private sector. The City shall not enter into Contracts with contractors that do not agree to use Affirmative Efforts as required under SMC Chapter 20.42 or violate any provisions of that chapter, or those requirements given below.







I. As part of the ITB response, Proposers must fill out and submit a Vendor Questionnaire. That is provided to Vendors in the Submittal Section at the back of this ITB. This Vendor Questionnaire will ask the Proposer whether there is any new employm ent or subcontracting opportunities that will result from award of this contract.



2. Ifthe Vendor anticipates no new employment and no new subcontracting opportunities,the Vendor shal1 simply indicate NO and proceed forward. A "No" response does not impact the standing of the Vendor during the evaluation in any way.



3. Ifyes,the Vendor shall submit the requested Outreach Plan. The City shall review the Plan to ensure it

is a responsible response.



4. By submitting a Proposal, the Proposer is agreeing to the terms and conditions that require the Vendor to take affrrmative efforts to assure equality of employment. Contractors entering into Contracts shall actively solicit the employment of women and minority group members. At the request of the City, Contractors must furnish evidence of the Contractor's compliance, including documentation of their efforts to: 1)employ women and minority group members; 2) subcontract with Women and Minority Businesses on City Contracts; and 3) compliance with non-discr imination in the provision of goods and services.



Terms and conditions for affirmative efforts in subcontracting and employment are within the Contract Terms and Conditions. Bidders should review those obligations and be aware of them as a condition of bidding.







Prompt Payment Discount.

On the Offer fonn or submittal, the Bidder may state a prompt payment d iscount term, if the Bidder offers

one to the City. A prompt payment discount term often or more days will be considered for bid tabulation.



Seattle Business Tax Revenue Consideration.

SMC 20.60.106 (H) authorizes that in determining the lowest and best bidder, the City shall consider the tax revenues derived by the City from its business and occupation or utility taxes and its sales and use taxes from the proposed purchase.   Businesses located and licensed within the Seattle City limits are eligible for Seattle tax consideration for purposes of calculation of low bid.  This shall be equivalent to a reduction of the cost for purposes of bid evaluation only, of .019.



Taxes.

The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City). Washington  state and local sales tax will be an added  line item  although  taxes are not used  in bjd  tabulation for purposes of award.



lnterlocal Purchasing Agreements.

This is for information only and consent of the Bidder,and will not be used to determine award. RCW

39.34 allows cooperative purchasing between public agencies, non profits and other political subdivisions. Public agencies that file an Intergovernmental Cooperative Purchasing Agreement with the City of Seattle

may purchase from Contracts established by the City.  The seller agrees to sell additional items at the bid prices, terms and conditions, to other eligible governmental agencies that have such agreements with the City.  The City of Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies.  Should the Vendor require additional pricing for such purchases , the Vendor is to name such additional pricing upon Offer to the City.



Insurance Requirements.

Insurance requirements presented in Attachment # 1are mandatory.  If none, then the Contract Terms and Conditions (Attachment #2) shall prevail.  Ifformal proof of insurance is required to be submitted to the City before execution of the Contract, the City will remind the apparent successful proposal in the Intent to Award letter. The apparent successful Bidder must promptly provide such proof of insurance to the City in reply to the Intent to Award Letter.  Contracts will not be executed until all required proof of insurance has been received and approved by the City. The Apparent Successful Bidder shall be allowed five (5) business days to provide insurance after they receive the Intent to Award Jetter. If the City requires corrections, the Bidder has 5 days from such request to complete all corrections.  Failure to meet these dead l ines will allow the City the right to reject the Bidder and proceed to the next frnalist.



Vendors are encouraged to immediately contact their Broker to begin preparation of the required insurance documents, in the event that the Vendor is selected as a finalist. Bidders may elect to provide the requested insurance documents within their Bid.



Contract Terms and Conditions.

Bidders are to carefully review all specifications, requirements, Terms and Conditions (see Attachme nt # 1), insurance requirements (see Attachment #2 if any, or Contract Terms and Conditions), and other requirements herein. Submittal of a proposal is agreement to all Terms and Conditions. All documents and responses are considered a part of the resulting contract executed with the City. All such specifications, requirements, terms and conditions are mandatory and all submittals should anticipate full compliance with no exceptions to these terms and conditions.



Effective Dates of Offer.

Offer prices and costs in Vendor submittal must remain valid until City completes award. Should any vendor object to this condition, the vendor must provide objection throu gh a question and/or complaint to the Buyer prior to the bid closing date.





Taxpayer Identification Number and W-9.

Unless the apparently successful Vendor has already submitted a fully executed Taxpayer Identification Number and Certificati on Request Form (W-9) to the City, the apparently successful Vendor must execute and submit this form prior to the contract execution date.







Mailing Services

W-9.pdf





Proprietary Bid Material.

The City requests that compan ies refrain from requesting public disclosure of proposal information until an intention to award is announced, as a measure to best protect th e solicitation process, particul arly in the event of a cancellation or resolicitation.  With this preference stated, the City shall continue to properly

fu lfill all public disclosure requests for such information as required by State Law.



Proposers should understand that any records (including but not limited to bid or proposal submittals, the Agreement, and any other contract materials) they submit to the City become public records under Washington State law (See RCW Chapter 42.56,the Publ ic Disclosure Act, at

http://w\ovwl.leg .wa.gov/LawsAndAgencyRules. Public records must be promptly disclosed upon request

unless a statute exempts disclosure. Exemptions from disclosure include trade secrets and valuable formu las (See RCW 42.56.540 and RCW Ch. 19.108). However, public-discl osure exemptions are narrow and specific.  Proposers are expected to be familiar with any potentially-applicable exemptions, and the limits of those exemptions.



Proposers are obligated to separately bind and clearly mark as "proprietary" information any proposal records they believe are exempted from disclosure. The body of the proposal may refer to these separately­ bound records. Proposers should mark as "proprietary"only that information they believe legitimately fits within a public-disclosure exemption . The City may reject solicitation respon ses that are marked proprietary in their entirety.



lf the City receives a public disclosure request for records that a Proposer has marked as "proprietary information," the City may notify the Proposer of this request and postpone disclosure briefly to allow the Proposer to file a lawsuit under RCW 42.17.330 to enjoin disclosure. However, this is a courtesy of the City and not an obligation.



The City has no obligation to assert an exemption from disclosure. Ifthe Proposer believes that its records are exempt from disclosure, the Proposer is obligated to seek an injunction under RCW 42.56. By submitting a Proposal the Proposer acknowledges this obligation; the Proposer also acknowledges that the City will have no obligation or liability to the Proposer if the records are disclosed.



Cost of Preparing Bids.

The City will not be liable for any costs incurred by the Bidder in the preparation and presentation of Bids submitted in response to this ITB including, but not limited to, costs incurred in connection with the Bidder's participation in demonstrations and the pre-Bid conference.



Bidder Responsibility.

It is the Bidder responsibility to examine all specifications and conditions thoroughly, and comply fully with specifications and all attached terms and conditions. Bidders must comply with all Federal, State, and City laws, ordinances and rules, and meet any and all registration req uirements where required for contractors as set forth in the Washington Revised Statutes.





Changes in Bids.

Prior to the bid submittal closing date and time established for this ITB, a Bidder may make changes to its bid provided the change is initialed and dated by the Bidder. No change to a bid shall be made after the bid closing date and time.



Errors in Bids.

Bidders are responsible for errors and omissions in their Bids. No such error or omission shall diminish the Bidder's obligations to the City.







Withdrawal of Bid.



A submittal may be withdrawn by written request of the submitter, prior to bid closing. After the dosing date and time, the submittal may be withdrawn only with permission by the City.



Rejection of Bids and Rights of Award.

The City reserves the right to reject any or all Bids at any time with no penalty . The City also has the right

to waive immaterial defects and minor irregularities in any submitted Bid.



Incorporation of ITB and Bid in Contract.

This ITB and the Vendor's response, including all promises, warranties, commitments, and representations made in the successful Bid, shall be binding and incorporated by reference in the City's contract with the Vendor.





No Gifts and Gratuities.

The Seattle Ethics Code provides rules about employee work activities,business relationships, and the use of City resources.  City Purchasing requires that Vendors who contract with City Purchasing, or are interested in pursuing a purchasing contract, comply with standards to support the City Ethics Code. Vendors shall not directly or indirectly offer gifts and resources to any person employed by the City that is intended, or may be reasonably intended,to benefit the Vendor by way of award, administration, or in any other way to influence purchasing decisions of the City.  This includes but is not limited to, City Purchasing office employees and City employees that do business with, order, purchase or are part of decision-making for business, contract or purchase decisions.  The Vendor shall not offer meals, gifts, gratuities, loans, trips, favors, bonuses,donations,special discounts, work, or anything of economic value to any such City employees. This does not prohibit distribution of promotiona l items that are less than $25 when provided as part of routine business activity such as trade shows.



It is also unlawful for anyone to offer another such items, to influence or cause them to refrain from submitting a bid .



Vendors must strictly adhere to the statutes and ordinances for ethics incontracting and purchasing, including RCW 42.23 (Code of Ethics for Municipal Officers) and RCW 42.52 (Ethics in Public Service). This is applicable to any business practice, whether a contract, solicitation or activity related to City business.



The website for the Code of Ethics is: http://inweb/ethics/

Attached is a pamphlet for Contractors, Vendors,Customers and Clients.



[image: ]







Involvement of Former City Employees.

Upon receipt of a notice of intention to award, Contractor shall promptly notify the City in writing of any person who is expected to perform any of the Work and wbo, during the twelve months immed iately prior to the expected start of such work, was a City official, officer or employee.  Contractor shall ensure that no Work related to this contract is performed by such person, to the extent that such work is disallowed by the City.



No Conflict of Interest

Bidder confirms that Bidder does not have a business interest or a close family relationsh ip with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluating Vendor performance.  Should any such relationship exist, Contractor shall notify the Buyer in writing, and the City shall make sole detennination as to compJjance.



Protests and Complaints.

The City has rules to govem the rights and obligations of interested parties that desire to submit a complaint or protest to this ITB process.  Please see the City website at http://vvww.seattle .gov/purchasing/ for these rules. Interested parties have the obligation to be aware of and understand these rules, and to seek clarification as necessary from the City



Bid Disposition.

All material submitted in response to this ITB shall become the property of the City upon delivery to the Buyer.
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6. Bid Format and Organization.





Note: Before submitting your Bid,register in the City Vendor Registration System. Women and minority owned firms are asked to self-certify.  If you need assistance, please call 206-684-0444.  Register at: http://seattle.gov/purchasingNendorRegistration.htm







Submit Bid with the following format and attachments. Attach each form within your bid:





1. Vendor Questionnaire: Submit the follo'"ring Vendor Questionnaire.  The Questionnaire is to be signed.  This is a mandatory fonn.









!VIailing Services

Verrlor  Questionnaire





2. Offer:  Submit the attached Offer form. The City will reject bids that do not enclose the attached Offer Sheet. This is a mandatory form.
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Offer Sheet 1960.dcx







3.   Equal Benefits Declaration:  This Declaration is a mandatory form. Vendors that do not submit the EB Declaration within their bid are subject to rejection as indicated in the instructions provided previously herein.  Ifyou submitted an EB Declaration to the City on any previous bids, that does NOT waive your requirement to do so again with this bid.









Mailing Services EB Dec.doc







7. Evaluation Process.

The City shall select the lowest responsive and responsible bidder(s), and may consider multiple awards

or partial awards to achieve the best overall price to the City.



Responsiveness and Responsibility:  Purchasing Services shall review submittals as necessary for determination of the lowest responsive and responsible bidder.  Determinations of responsiveness and responsibility may be made upon initial review of submittals or at any time prior to contract award, and may be determ ined of all Bidders or made only as needed to determine the lowest responsive and responsible Bidder for purposes of award.



Specifications:  The City will evaluate each Bidder's compliance with the specifications and other bid requirements set forth in the ITB, and shall make determinations of "or equal" alternates prior to calculation of bidders.



Discounts:  Any discounts for Seattle Business address and/or for prompt payment discounts, shall be reviewed for acceptance and shall be calculated into the bidder's response for purposes of evaluation .





Pricing: Items on price sheets shall then be calculated for purposes of award. Item pricing will be multiplied by the number of units required for an item total. Item totals will be totaled for all items for a tabulat d total. In the event of an error in math, unit pricing will be considered the correct price and will be used . For businesses within the Seattle City limits, the scoring of cost proposals for purposes of evaluation only, the City will calculate and reduce the pricing submitted, by applying any prompt

paym ent discounts and/or any Seattle business tax revenues (.019%) for purposes of cost evaluation

only.



Substantially Equivalent Scores: Should calculation of the lowest responsive and respon sible bids result in two  bidders that are tied, the City shall award the contract to the bidder whose offer is deemed to be in the best interest of th is project using that method or consideration considered most appropriate by the City.



Attachments



For convenience, the foUowiog documents have been embedded in Icon fonn within this document.  To open,

simply double click on Icon .







Attachment #1: Contract Terms and Conditions
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BID OFFER SHEET

City of Seattle

ITBNo.1960

TITLE: Direct Mailing Services







Minimum Qualification Section:

l . Does Bidder have a minim um often years continuous experience during wh ich time direct mailing services has been the primary business service? Printing or fulfillment experience alone will not substitute for this requirement.	YES:		NO:



2. Does Bidder provide at least the following services?







a. YES:	NO:  	




Direct Mail Services including: laser printing of



documents and materia ls (with/without maHing labels), ink jet addressing, machine inserting, folding, sealing and metering, sorting, sacking, hand-sorting to zip code, and mailing;





b. YES:	NO:  	




Database Management: establishing and maintaining



an address data file, and data entry;





c. YES:	NO:  	




Mapping services including ability to map mailings



by radius, zip code, street or City, as requested by the City.





d. YES:	NO:  	




Customized services including personalized laser



letters which are personally addressed, matched with envelope and a response device.



3. List largest 3 contracts that the Bidder has successfully performed in the last 5 years.  To be eligible to bid, the Bidder must list at least one contract with a publ ic or private agency of similar size to the City, which has already been active for a m inim u m of five-years, with volumes and services that are similar to that required by the City.  Alternatively, the Bidder must provide proof of equivalent experience in performing jobs of a similar duration, volume and services. The determination as to equivalent experience shall be made in the sole opinion of the Buyer. These may be contacted for references.



		Agency Name

		Date of Contract

		Annua l Contract Amount



		Agency Name: Contact Person: Phone:

E-mai l:

		Start: End:

		$



		Agency Name:



Contact Person: Phone:

E-ma il:

		Start: End:

		$



		Agency Name:



Contact Person: Phone:

E-mail :

		Start:



End:

		$
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Terminated Contracts: Identify any contracts you have held in the past five years that were terminated prior to full completion of the contract. Identify Company Name,contact person at the company with whom you worked,the contact person phone and e-mail:









Mail Senrices and Fulfillment:



A required specification is to utilize 100% PCF Recycled Paper and Envelopes as a standard item for all orders,and the ability to process such paper quality through the Bidder's equipment. Does the bidder have access to a supplier for 100% PCP Recycled Paper and Envelope stock?

YES:	.N:....:-=-:=-_



If YES, identify the mill that will provide 100% PCF Paper and Envelopes: -------­

The City may seek documentation and/or certification from the mill to authenticate the paper.







All Prices specified herein include the cost of printing and labeling, metering, sorting, bundling and sacking each mail ing piece.  The Contractor,during the course of the contract, may have additional service options that the City Department may order which are not specifically listed and priced below.  ln such situations, the Contractor will utilize the same pricing margins in pricing such services.



		

		Price per Thousand



		Base price to print, address (ink-jet),meter,

sort, bundle and sack address:

		



		

		



		Additional costs per thousandfor:

		



		Folding

		



		Tabbing

		



		Inserting (per 1,000 for each piece inserted)

		



		Collating

		







Additional cost if City desires Contractor to pick-up of materials: $	_



Charge for Providing Postal Carrier Route Maps, and Updated Counts and Maps of Routes Used

by Ordering Department $ NO CHARGE Charge for Use of Bulk Permit$ NO CHARGE



Database Management



		Basic Data Entry (from legible sources)

		Price er each entrv



		3-lines

		



		4-lines

		



		5-Jines

		



		TOTAL
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		New List

		Price uer Thousand



		Basic Set up

		



		Verify, sort by criteria, assign unique

numbers

		















		File Maintenance

		Price uer Thousand



		Basic Set up

		$



		Verify, sort by criteria, assign unique

numbers

		$



		Additions of new names

		



		Deletions or changes

		







1. The above prices include and cover all duties, handling and transportation charges, and all charges incidental to the requested work excluding Sales Tax or Use Tax. Offer shall agree to all the original City contract terms and conditions without exception.



2. Do not mark, write-in or add any exceptions to the specifications, schedule, terms or conditions.  Do not attach alternative boilerplate.  Any such exception s can invalidate your Offer and cause the Buyer to reject your Bid.



3. Price Changes in future contract years shall be in accordance with the specifications.



4. Ifyou provide a Prompt Payment Discount:  Specify the discount rate that would apply to the invoice total (less sales tax)	% and the number of days in which the City would have to pay the invoice after receipt in order to qualify for the discount	(days). Note : Prompt payment discount periods equal to (or greater than) 10 calendar days will receive consideration and bid pricing will be reduced for evaluation by the amount of that discount.



5. Interlocal Agreement:  Can other government agencies use this contract? The City of Seattle has entered into Interlocal Purchase Agreements with other governmental agencies pursuant to RCW 39.34. The seller agrees to sell additional items at the bid price to other governmental agencies. The City of Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies. YES   	

NO ___



6.   Specify if the Business is located within the Seattle City Limits: Businesses located and licensed within the Seattle City limits are eligible for Seattle tax consideration for purposes of calculation of low bid. This shall be equivalent to a reduction of the cost for purposes of bid evaluation only, of.019.	Yes:	No :	_







Full Legal Name of Company: ------------------



Signed By:				_
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PrmtNrune:	------------------------­



Date: ---------------
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City of Seattle

Invitation to Bid
ITB # 1960
TITLE: Direct Mailing Services
Closing Date & Time: 2/8/07, 3:00pm

Schedule of Events Date

ITB Release date 1/18/07

Pre-Bid Conference 1/30/07, 10:00am
Deadline for Questions 2/1/07

Sealed Bids Due to the City 2/8/07, 3:00pm
Estimated Announcement of Apparent Successful 2/15/07
Bidder(s)

Contract Award and Start Date 2/22/07

The City reserves the right to modify this schedule at the City’s discretion. Notification of changes in the response due
date would be posted on the City website or as otherwise stated herein.

BIDS MUST BE RECEIVED ON OR BEFORE THE CLOSING DATE AND TIME AT THIS LOCATION:
Mark the outside of your mailing envelope to say ITB # 1960

If delivered by the U.S, Postal Service, it must be addressed to:

Nelson Park

City of Seattle Purchasing and Contracting Services
PO Box 94687

Seattle, WA 98124-4687

If delivered by other than the U.S. Postal Service, address to:

Nelson Park

City of Seattle Purchasing and Contracting Services
Seattle Municipal Tower

700 5" Ave., #4112

Seattle, WA 98104-5042





1. INTRODUCTION AND PURPOSE.

Bidders are required to read and understand all information contained within this entire bid package.
By responding to this ITB, the bidder agrees to read and understand these documents.

Purpose:

The purpose of this ITB is to establish an annual vendor contract for Direct Mailing Services, to be used
citywide by departments of the City of Seattle on an “as needed” basis. The direct mailing service and
related services shall consist of but not excluding machine inserting, folding, sealing & metering,
sorting, typing and sacking, data file maintenance, and processing direct mailing services

The City has had a successful mailing services contract with a local provider, however that contract
now expires and does not have any renewal options. Therefore, the City is returning for a competitive
bid to establish a new contract.

Citywide usage in the past has been approximately $200,000 per year. A number of departments use
this service, including Fleets and Facilities, Executive Administration, Human Services, Legislative,
Parks, Seattle City Light, Seattle Public Utilities, and Seattle Transportation. Most jobs are small, less
than $1,000, however there are occasional jobs that are between $1,000 and $5,000 as well.

2. SOLICITATION OBJECTIVES.

The City expects to achieve the following outcomes through this solicitation:

e Provide a skilled contract with long-term expertise in providing such services, so that the
City can be guaranteed dependable, responsive, proven and expert services;

e Achieve the lowest available costs through both service pricing and expertise that a long-
term, experienced Vendor can provide;

» Provide a range of services within one contract, including personalized laser printing, ink-
jet labeling, database management expertise, and specialized mapping services.

e Implement the City requirement for 100% PCF Recycled paper and envelopes.

3. QUALIFICATIONS, SPECIFICATIONS and SCOPE OF WORK

Minimum Qualifications: The following are minimum qualifications the Bidder must meet to be
eligible to submit a bid. The Offer Form must clearly show compliance to these minimum
qualifications. Those bidders that are not clearly responsive to these minimum qualifications shall be
rejected by the City without further consideration:

e Contractor must have a minimum of ten years continuous experience during which time direct
mailing services has been the primary business service. Printing or fulfillment experience alone
will not substitute for this requirement.

e Contractor must provide at least the following services:

o Direct Mail Services including: laser printing of documents and materials (with/without
mailing labels), ink jet addressing, machine inserting, folding, sealing and metering,
sorting, sacking, hand-sorting to zip code, and mailing;

o Database Management: establishing and maintaining an address data file, and data entry;





o Mapping services including ability to map mailings by radius, zip code, street or City, as
requested by the City.

o Customized services including personalized laser letters which are personally addressed,
matched with envelope and a response device.

e Contractor must have successfully performed at least one contract with a public or private agency
of similar size to the City, that has been active for a minimum of five-years, with volumes and
services that are similar to that required by the City. Alternatively, the Bidder must provide proof
of equivalent experience in performing jobs of a similar duration, volume and services. The
determination as to equivalent experience shall be made in the sole opinion of the Buyer.

Specifications and Scope of Work:

Services shall be ordered by the City Department as needs arise throughout the term of the contract.
The City Department will place orders directly with the Contractor.

Orders may include printing of the piece (with or without mailing labels), machine inserting, folding,
sealing and metering, sorting, sacking, data entry and file maintenance, direct mailing services, and
other related services.

No Minimum Order: There is no minimum order size for requests by City departments.

Invoicing: Contractor shall invoice for each project separately, to the City Department that ordered
services. Invoices shall specify the project, project manager name, volumes processed, and other
specific information to identify the basis for the invoice charges.

Paper Content: The City has a policy to utilize 100% PCF Recycled Paper product whenever
possible. For paper products that the City supplies to the Contractor, the Contractor equipment must be
capable of processing the 100% PCF paper and envelopes. In addition, Contractor must supply 100%
PCF Recycled Paper products for any paper and envelopes required by the City for the printing and
production of the job, unless the specific job requires a paper product that is not reasonably available in
a 100% PCF Recycled Content version. In such event, the highest available alternate (30% or as
otherwise available) may be substituted.

Reports: Upon request, the Contractor shall provide a summary report for any project as requested by
the City. This report will include, unless requested differently by the Department:

1) Full description of project(s) including Type and Size

2) Quantity Ordered (number of pieces)

3) Weight (if applicable)

4) Date Ordered and Date delivered/picked up

5) Price per piece

Direct Mail Services

Contractor will provide printing of materials if requested by Department. Contractor will print and
affix mailing labels, or ink-jet addresses, using either manuscript lists or pressure sensitive labels, at the
specification of the Department. At request of City, the Contractor will print with a high-speed laser
printer, using either simplex or duplex, and in either Black and White or color.

Contractor will have capacity to accept documents via the mail, diskette, e-mail, of FTP Site.

L)





Contractor will advise Departments as to most cost-effective sorting and mail processing, to ensure the
lowest postage costs.

Contractor will provide, as requested by the City Department, folding, bursting, labeling, tabbing,
stapling, and inserting, and/or preparation for mailing by folding and stapling them or placing in
envelopes. Contractor will provide Department with customized packaging options.

Approval and Proofs: Material approval (Proofs) will be sent to the Department Project Manager for
approval, before printing and production. Contractor will make any corrections and request re-approval
before proceeding with production. Contractor will check for invalid addresses, and sends error codes

to Department for correction. The City is responsible for identifying errors in preprinted copy on City-

furnished materials and assumes the costs resulting from mailing of materials which contain erroneous

information if the materials were approved by the City prior to mailing.

If Contractor makes an error including but not limited to errors in production, distribution of an item
that has not been approved by the City or mailing to addresses that were not approved by the City,
Contractor shall be liable errors made by the Contractor. Remedies that the City may seek of such
errors include, but are not limited to, requiring the Contractor to remail at Contractor cost a correction
or corrected job.

Mapping: Contractor will provide automated mapping upon request of the department, including
identification of distribution addresses based on zip, street name, city, and/or residential,
commercial/industrial, or other designators. The Contractor will supply the Department Project
Manager with the postal carrier maps and updated counts and maps of routes used to City departments
upon request, at no charge.

Sequence of Insertions: The Contractor will insert materials in the exact sequence and facing the
direction the City Department specifies. Contractor will recommend the most advantageous sequence
in order to allow rapid production and will provide the City Department advance notice if any specified
sequence or facing may result in additional charges being billed.

Overages: The City Department will advise the Contractor, in advance of the job, the disposition of
overs. Overs may be returned to the City, stored or destroyed. If items are stored or returned, applicable
storage and delivery charges may be added by the Contractor. Additionally, at the Contractor’s option,
material may be automatically destroyed after 60 days if the City has failed to respond to a request or
failed to pay for storage starting 30 days after the mail date. Premium storage rates may be applied to
old materials or materials for which disposition has not been designated.

Production Timeframe: After receipt of all mailing address data from the City, after all materials have
been approved and accepted for printing by the City, and after all materials are printed, bulk mailers must
be processed for mailing and distribution within 2 business days, although 3 business days may be required
for high-volume jobs.

Delivery Schedule: Contractor will be responsible to meet scheduled delivery and mailing date(s),
except for unusual circumstance such as a cancellation of U.S. Postal Service or common carriers’
delivery schedules. Although the Contractor cannot guarantee when mail or shipments deposited with
or released to these carriers will be delivered, the Contractor is responsible for providing the City
Department with a standard and reasonable expectation given normal services.





Bulk Mail Permit: Contractor will obtain at Contractor’s own cost, a bulk mail permit as required.

Contractor will provide “direct deposit™ First Class mailing at Sea-Tac Airport, to ensure faster
delivery.

Contractor will provide remote encoding to ensure that all mail pieces (even handwritten) can have a
barcode applied.

“Resident” addressing each mailing piece shall show “To the Resident at:” plus the specific address of
the recipient as follows:

(Example)

To the Resident at:

123 Maple Lane

Seattle, WA 908999-1234

Ordering department will have the choice of mailing by:
Zip Code
Postal Route
Homes Only
Apartments Only
Feathering within a category

The Contractor must verify amount in postage account with post office and notify client immediately if
funds are insufficient to process order.

Tabs must be used on all SDART Newsletters; otherwise Contractor will recommend and/or use tabs as
directed by the Department.

Database Management:

Contractor will establish and maintain mailing lists, as ordered by City Departments. Contractor will
provide basic set-up of the file, will verify, sort to zips and assign unique numbers. Contractor will
provide capacity to sort in alphabetical order, or in other sequences as requested by the Department.

Contractor will provide file maintenance at the request of the Department, including additions of new
names, changes or deletions, and reorganization of materials. Contractor shall provide ordering
departments(s) with printout of additions/deletions on request.

Customized Services:
Customized services including personalized laser letters which are personally addressed, matched with
envelope and a response device.

Quotations do not include postage. The Contractor will notify the City Department Project Manager
in writing or by e-mail of the required postage as soon as this amount is known and will notify the
Project Manager of the date when the postage is needed in order to complete the mailing prior to the
agreed upon mailing date. While the Contractor will make every effort to provide the customer with an
accurate estimate of required postage, the Contractor is not responsible for additional postage charges if
the rate of postage changes due to the design of the mail piece. Payment of postage in advance is






required on all orders and is the responsibility of the customer. The Contractor reserves the right to hold
mailings for which sufficient postage has not been paid or until postage payment has been verified. The
City Department will provide the postage payment in adequate time for the mailer to complete the
mailing prior to the previously agreed upon mail date.

Mailing Lists: The City Department mailing list(s) in the Contractor’s possession, for storage or
otherwise, is the exclusive property of the City Department and shall be used only at the City
Departments instructions. The Contractor shall provide reasonable and prudent protection against the
loss of a mailing list, in much the same manner that the City Department would itself. This includes
adequate backup procedures for all files and programs. The Contractor shall pay the cost of replacing
lists in the event of systems failure, loss by fire, vandalism, theft, or other such causes (excluding
destruction of the list due to the City’s negligence or willful misconduct), provided that the City has a
duplicate list or has the source material from which the list was compiled, and then only to the extent of
the costs involved in replacing the lost list. The Contractor shall not be liable for compiling such lists
nor for an intangible or special value attached thereto.

The Contractor is not responsible for the accuracy or integrity of lists or other data supplied by the
customer or a list broker. Unless otherwise specified in writing in advance, all rented mailing lists are
provided on a one-time use basis.

Materials: The Contractor assumes in all quotations that all material provided will permit efficient
handling on automated equipment and meets equipment manufacturer's published specifications.
Materials furnished that are within manufacturer's specifications, but which are not up to acceptable
operational standards due to poor folding, facing, trimming, packing, sticking together of material,
insufficient leeway between enclosures and envelopes, square envelope flaps or other causes, will be
subject to pricing at special rates. The City Department will be notified if a deficiency is discovered and
the Contractor will wait for City approval for proceeding at special rates. A new delivery schedule may
result when deficient materials are used.

Spoilage: All direct mail handling and processing involves spoilage. Spoilage of up to three (3) percent
of material is typical. Allowances for spoilage should be taken into consideration in ordering material,
and the Contractor will recommend quantities that can properly accommodate normal spoilage in
processing.

Holding Materials for the City: Stock and materials belonging to the City will be held and stored by
the Contractor, upon the request of the City. When asked to hold these materials, the Contractor will
safeguard the materials from damage, although the materials remain at the City’s risk, and the City shall
be responsible for insurance on such material.

Printer Count: Contractor will accept printers' count until processing and is not responsible for
shortages by the printer discovered at the time of printing. However, the City may request that the
Contractor instead verify printer’s counts prior to processing at additional cost

Confidential data safeguards: City materials shall be secured and maintained as confidential.
Access to materials from City Departments will be restricted to those employees who need it to perform
their duties. City materials will be kept in a secure area that is safe from access by unauthorized
persons during duty hours as well as non-duty hours or when not in use. Contractor shall instruct all
personnel with access to City materials to protect against unauthorized disclosure of City materials.





4. CONTRACT TERM, PRICING, OTHER PROVISIONS, BOND

Not a Mandatory or Guaranteed Utilization: The City does not guarantee utilization of this contract.
The City may provide estimates of use or the value of prior utilization of similar contracts; such information
is for the convenience of the Vendor and does not serve as a guarantee of usage under any contract signed
as a result of this solicitation. The City reserves the right to multiple or partial awards, to terminate
contracts under the conditions named herein, and/or to order quantities based on the needs of the City.

Contract Term: This contract shall be for five years, with a five year extension allowed at the option of
the City. Such extensions shall be automatic, and shall go into effect with or without written confirmation
from the City to the Contractor, unless the City provides the Contractor advance notice of the intention to
not renew. Such notice shall be given prior to the otherwise automatic renewal date.

Contractor Usage Reports: Should the City request, within 10 business days, the Contractor shall supply
to the City a usage report in the format requested by the City. The report must be clearly titled (Company
name, contact information, dates of report period). The Contractor will provide, upon a request by the
City, information sorted according to the City request, which may include: invoice specific detail or
summary detail, by item name, by the user name (the department customer placing the order), by City
Department, and date or order.

Rates and Prices: Pricing shall be prepared with the following contract terms considered. Postage shall
not be included in the Offer and the City pay the direct postage costs in effect at the time of the production
and mailing.

Requests for price increases shall be considered only immediately prior to a contract anniversary
period, as follows: Pricing shall be fixed and firm throughout the first two years. No later than forty-five
days prior to the second anniversary date of the contract, Contractor may submit a written request for a
price increase to the City Buyer. Thereafter, written request for price increases shall only be considered
when provided at least 45-days prior to the contract anniversary date, and if approved shall take effect on
the contract anniversary date. Such requests shall demonstrate the following:

= Price request shall be no greater than the total of changes to the CPI Index for King County or other

pricing index appropriate to the particular product herein;

m  Not produce a higher profit margin than that on the original contract;

®  Clearly identify the items impacted by the increase;

= Be accompanied by documentation acceptable to the Buyer sufficient to warrant the increase;

®  And remain firm for a minimum of 365 days.

The request shall be considered by the Buyer and may be accepted or rejected. Failure to submit a price
request at least 45-days prior to the contract anniversary date, shall result in a continuation of all existing
pricing on the contract until the next contract anniversary date. The decision to accept any price increase
will be at the sole discretion of the Buyer.

The Buyer may exempt these requirements for extraordinary conditions that could not have been known by
either party at the time of bid or for other circumstances beyond the control of both parties, in the opinion of
the Buyer.

Cost Reductions: Any cost reductions to the Contractor, such as rebates or “specials”, shall be reflected in
a reduction of the contract price effective immediately. Seattle will not be bound by prices contained in an
invoice that are higher than those in the contract. Unless the higher price has been accepted by the City and
the contract amended, the invoice may be rejected and returned to the Contractor for corrections.





Expansion Clause: Any resultant contract may be further expanded by the Buyer in writing to include any
other item normally offered by the vendor, as long as the price of such additional products is based on the
same cost/profit formula as the listed item.

Trial Period and Right to Award to Next Low Bidder: A ninety (90) day trial period shall apply to
contract(s) awarded as a result of this solicitation. During the trial period, the vendor(s) must perform in
accordance with all terms and conditions of the contract. Failure to perform during this trial period may
result in the immediate cancellation of the contract. In the event of dispute or discrepancy as to the
acceptability of product or service, the City’s decision shall prevail. The City agrees to pay only for
authorized orders received up to the date of termination. If the contract is terminated within the trial period,
the City reserves the option to award the contract to the next low responsive bidder by mutual agreement
with such bidder. Any new award will be for the remainder of the contract and will also be subject to this
trial period.

Licensing and Taxes:
Please note that companies are required to license, report and pay revenue taxes for both a Washington State
business License (UBI#) and separately for the Seattle Business License. Such costs should be carefully
considered by the bidder prior to submitting their offer.

Mandatory Seattle Business Licensing and associated taxes.

1. You must obtain a Seattle Business license and have taxes paid current before the Contract is signed.
All costs for any licenses, permits and Seattle Business License taxes shall be borne by the Contractor
and not charged separately to the City.

2. The apparent successful Contractor shall immediately obtain the Seattle Business License and ensure
all City taxes are current, unless exempted by City Code. Failure to do so will result in rejection of the
bid/proposal.

3. Ifyou believe you are exempt, provide an explanation to the Buyer and/or confirmation by Revenue
and Consumer Affairs Office (RCA). Out-of-state and foreign-owned businesses are NOT exempt.

4. Questions and Assistance: The City Revenue and Consumer Affairs (RCA) is the office that issues
business licenses and enforces licensing requirements. The main phone is 206-684-8484. You may
also call RCA staff for assistance: Anna Pedroso at 206-615-1611, Wendy Valadez at 206-684-8509
or Brenda Strickland at 206 684-8404.

The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm.

6. A cover-sheet providing further explanation, along with the application and instructions for a Seattle
Business License is provided below for your convenience.

7. Please note that those holding a City of Seattle Business license may be required to pay revenue taxes
to the City. Such costs should be carefully considered by the bidder prior to submitting your offer.
The City retains the right to pursue compliance to taxes and license fees, including withholding of final
invoice payments as provided for within SMC 5.45.060.
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Mandatory State Business Licensing and associated taxes.

Before the contract is signed, you must provide the State of Washington business license (a “Unified Business
Identifier” known as a UBI#) and Contractors License if required. These are required before the contract is
signed. If the State has exempted your business from licensing (for example, some foreign companies may be
exempt), then submit proof of that exemption to the City. Costs for licenses, permits and tax payments due to
the State shall be borne by the Contractor and not charged separately to the City. Instructions and applications
are at http://www.dol.wa.gov/business/file.html.






5. ADMINISTRATIVE REQUIREMENTS & INFORMATION

Bid Procedures and Process.

This chapter details City procedures for directing the ITB process. The City reserves the right in its sole
discretion to reject the Bid of any vendor that fails to comply with any procedures outlined in this chapter.

Communications with the City.
All vendor communications concerning this acquisition shall be directed to the Senior Buyer. The Buyer is:

Nelson Park
(206) 386-1760
nelson.park(@seattle.gov

Unless authorized by the Buyer, no other City official or City employee is empowered to speak for the City
with respect to this acquisition. Any vendor seeking to obtain information, clarification, or interpretations from
any other City official or City employee other than the Buyer is advised that such material is used at the
Vendor’s own risk. The City will not be bound by any such information, clarification, or interpretation.

Following the bid submittal deadline, Bidders shall not contact the City Buyer or any other City employee,
except to respond to a request by the City Buyer. The Vendor may obtain status of the project on the City
website at http://www.seattle.gov/purchasing/pan.htm. Contact by the vendor to obtain information
regarding this acquisition from anyone other than the Buyer may be grounds for rejection of the vendor’s
Bid.

Pre-Bid Conference.

The City shall conduct an optional pre-Bid conference at the date and time on page 1, at the Seattle
Purchasing Services Office, 700 5™ Avenue, Suite 4112, Seattle. Bidders are not required to attend in order
to be eligible to submit a Bid. The purpose of the meeting is to answer questions potential Bidders may
have regarding the solicitation document and to discuss and clarify issues. This is an opportunity for
Proposers to raise concerns regarding specifications, terms, conditions, and any requirements of this
solicitation. Failure to raise concerns over any issues at this opportunity will be a consideration in any
protest filed regarding such items that were known as of this pre-bid conference.

Questions.

Questions shall be submitted electronically to the Buyer, Nelson Park, no later than the date and time
on page 1. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the
Bidder of any responsibilities under this Bid or any subsequent contract. It is the responsibility of the
Bidder to assure that they received responses to the questions if any are issued.

Changes to the ITB/Addenda.

A change may be made by the City if, in the sole judgment of the City, the change will not compromise the
City’s objectives in this acquisition. A change to this ITB will be made by formal written addendum issued
by the City’s Buyer. Addenda issued by the City shall become part of this ITB specification and will be
included as part of the final Contract. It is the responsibility of the interested Vendor to assure that they
have received Addenda.





Receiving Addenda and/or Question and Answers.

The City will make efforts to provide courtesy notices, reminders, addendums and similar announcements
directly to interested Bidders. The City intends to make information available on the City website. The City
website for this [TB and related documents is: http://www.seattle.gov/purchasing/

Notwithstanding efforts by the City to provide such notice to known Bidders, it remains the obligation and
responsibility of the Bidder to learn of any addenda, responses, or notices issued by the City. Such efforts
by the City to provide notice or to make it available on the website do not relieve the Vendor from the sole
obligation for learning of such material. The City reserves the right to accept an Offer as considerate of all
such Questions and Answers and Addendums that have been issued, if any. Should an Addendum modify
the Offer Form and the Vendor fails to utilize the most current Offer Form as provided in the most recent
Addendum, the Buyer shall have the sole responsibility to determine if the revised Offer Form provides a
material and/or more stringent requirement, and if so the Buyer will reject the Vendor for not utilizing the
most recent Offer Form.

Bid Response Date and Location.

a) Bids must be received into the City Purchasing Offices no later than the date and time on page 1 or
as revised by Addenda.

b) Bids must be submitted in a hard-copy original. FAX and e-mail copies are not a substitute for the
hard-copy original.

¢) Responses should be in a sealed box or envelope clearly marked and addressed with the Buyer, ITB
title and number. If ITB’s are not clearly marked, the Vendor has all risks of the ITB being
misplaced and not properly delivered. The Buyer is not responsible for identifying bids submitted
that are not properly marked.

d) Mark the outside of your mailing envelope to say “ITB # 1960.” This is important to proper
handling of your bid!

e) The ITB response may be hand-delivered or must otherwise be received by the Buyer at the
address provided, by the submittal deadline. Delivery errors will result if you aren’t very careful to
use the proper address given your chosen delivery method.

If the Bid is delivered by the U.S. Postal Service, it must be addressed to:

Nelson Park

City of Seattle Purchasing and Contracting Services
PO Box 94687

Seattle, WA 98124-4687

If the Bid is delivered by other than the U.S. Postal Service, address to:

Nelson Park

City of Seattle Purchasing and Contracting Services
Seattle Municipal Tower

700 5™ Ave., #4112

Seattle, WA 98104-5042
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f) The City requires one original and one (1) copy.

g) The submitter has full responsibility to ensure the Bid arrives at the City Purchasing Office within
the deadline. The City assumes no responsibility for delays caused by the US Post Office or any
other delivery service. Postmarking by the due date will not substitute for actual receipt of
response by the date due. Bids will be opened after the due date and time. Responses arriving
after the deadline may be returned, unopened, to the Bidder, or may simply be declared non-
responsive and not subject to evaluation, or may be found to have been received in accordance
with the solicitation requirements, at the sole determination of Purchasing.

h) ITB responses shall be signed by an official authorized to legally bind the Bidder.

1) The City will consider supplemental brochures and materials. Bidders are invited to attach any
brochures or materials that will assist the City in evaluation.

Bid Opening.

The Bid shall be publicly opened by the City at the date and time specified, at the City Purchasing office.
The City requests bidders honor the City effort to safeguard pricing or proposal information until an
Intention to Award is announced. With this preference stated, the City shall continue to properly fulfill all
public disclosure requests for such information, as required by State Law. Should any bidder request
pricing information prior to City award, all bidders may be informed of such by the City.

Bid and Price Specifications.

Bidder shall specify Offer on the form provided, indicating unit prices for each item, attaching additional
pages if needed. In the case of difference between the unit pricing and the extended price, the City shall use
the unit pricing. The City may correct the extended price accordingly. Unless specified otherwise on the
Offer Form, Bidder shall quote prices with freight prepaid and allowed. Bidder shall quote prices FOB
Destination. All prices are to be in US Dollars.

Don’t mark your Offer Form with Exceptions nor add alternative boilerplate.

The City will reject bids that the Buyer finds to be taking material exception to the City specifications and
City contract. Therefore, be careful that you don’t add information or mark-up forms in a manner that may
appear to be a change or exception. Don’t take exceptions, don’t offer alternatives (unless the City
specifically requests), and don’t mark the Offer with changes to specifications or the contract. Don’t attach
your own boilerplate. Even a request to consider an exception or an attachment “for our information”
could result in rejection of your bid. This decision will be made in the sole opinion of the Buyer.

Prohibition on Advance Payments.

State law prohibits the City from paying in advance for goods and services. No request for early payment,
down payment or partial payment will be honored; payment shall be made only upon delivery of units.
Maintenance may be paid up to one year in advance provided that should the City terminate early, the
amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days
after receipt and acceptance and satisfactory compliance.

Partial and Multiple Awards.

Unless stated to the contrary in the Scope of Work, the City reserves the right to name a partial and/or
multiple awards, in the best interest of the City. Bidders are to prepare pricing and Offers given the City’s
intention to utilize the right to a partial or multiple award, in the best interest of the City. Further, the City
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may eliminate an individual line item when calculating award, in order to best meet the needs of the City, if
a particular line item is not routinely available or is a cost that exceeds the City funds.

All or None Bid.

If the Bidder is submitting an All or None bid, such a bid must be clearly marked on the Offer Form. The
City may calculate bids based on partial awards to achieve the most favorable overall pricing, and an All or
None bid may therefore be less favorable than the overall calculation of a partial award from multiple
Bidders.

Equal Benefits.

1.

Bidders must submit an Equal Benefits Compliance Form with their ITB response (See Attachments).
If not submitted, your bid will be rejected. If your company does not comply with Equal Benefits and
does not intend to do so, you must still submit the Form with your bid.

Fill out the form properly. It is essential to your standing in the evaluation process, so it is important to
understand and complete the Form properly. You may call the Buyer or Julie Carpenter at 206-684-
4529 (the City Equal Benefits Manager) to ensure you correctly complete the form properly before you
submit your bid. If Julie is not available or you are not receiving a response in the time frame you
require to submit your bid on time, call the Buyer for assistance.

There are 6 options on the Form to pick among. They range from full compliance (Options A, B, C), to
several alternatives that require advance authorization by the City before you send in your bid (Option
D, E), to Non Compliance. Select the option that is true of your company standing at the time you send
in your bid. You are not allowed to change your answer after you submit the Form.

Option D and Option E are used only if you have an official waiver from the City before you submit
your bid. Waivers are issued by Julie Carpenter at 206-684-4529. You must request and receive the
waiver before you submit your bid. If Julie is not available or you are not receiving a response in the
time frame you require, call the Buyer for assistance. If the waiver is not attached with your bid, the
Buyer can change your status to non-compliance.

The Form provides the Buyer your declared EB status. However, the City issues the final determination
of your EB status for purposes of bid evaluation.

If information on your form is conflicting or not clearly supported by the documentation that the City
receives, the Buyer may reject your bid or may seek clarification to ensure the City properly classifies
your compliance.

Equal Benefits makes a significant difference in your standing as a Bidder. Here are the evaluation
steps:

¥

If one or more vendors comply (having properly selected any options from A through E) then:
e  Only EB compliant vendors continue towards evaluation.

e Any non-compliant vendor would be rejected and not evaluated. These include vendors that select
the option of “Non Compliance” (they do not comply and do not intend to comply) or those that the
City finds Non Compliant upon review (such as those that select Option D or E and do not have a
waiver from the City to select that option, or where the form is blank, or where the bidder
worksheet proves non-compliance even if they checked a compliance option).

The City occasionally receives responses where every Vendor is non-compliant to EB. If every vendor
is non-compliant then:

e All bids or responses that are otherwise responsive and responsible bids will continue forward for
scoring and evaluation.
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e This is used when every vendor either selects Non Compliance (that they do not comply and do not
intend to comply) or is found by the City as Non Compliant upon review.

9. The Equal Benefit requirements are established under Seattle Municipal Code 20.45. Compliance to
the Equal Benefits statements made by the Vendor is required through the duration of the Contract. If
the Vendor indicates that the Vendor provides Equal Benefits, and then discontinues during the term of
the contract, this can cause contract termination and/or Vendor debarment from future City contracts.
Equal Benefits may be audited at any time prior to contract award or during the contract. See the City
website for further information: http://www.cityofseattle.net/contract/equalbenefits/default.htm

Affirmative Efforts for Women and Minority Subcontracting.

Under SMC 20.42.010, the City finds that minority and women businesses are significantly under-
represented and have been underutilized on City Contracts. Additionally, the City does not want to enter
into agreements with businesses that discriminate in employment or the provision of services. The City
intends to provide the maximum practicable opportunity for increased participation by minority and women
owned and controlled businesses, as long as such businesses are underrepresented, and to ensure that City
contracting practices do not support discrimination in employment and services when the City procures
public works, goods, and services from the private sector. The City shall not enter into Contracts with
contractors that do not agree to use Affirmative Efforts as required under SMC Chapter 20.42 or violate any
provisions of that chapter, or those requirements given below.

1. As part of the ITB response, Proposers must fill out and submit a Vendor Questionnaire. That is
provided to Vendors in the Submittal Section at the back of this ITB. This Vendor Questionnaire will
ask the Proposer whether there is any new employment or subcontracting opportunities that will result
from award of this contract.

2. Ifthe Vendor anticipates no new employment and no new subcontracting opportunities, the Vendor
shall simply indicate NO and proceed forward. A “No” response does not impact the standing of the
Vendor during the evaluation in any way.

3. [Ifyes, the Vendor shall submit the requested Outreach Plan. The City shall review the Plan to ensure it
is a responsible response.

4. By submitting a Proposal, the Proposer is agreeing to the terms and conditions that require the Vendor
to take affirmative efforts to assure equality of employment. Contractors entering into Contracts shall
actively solicit the employment of women and minority group members. At the request of the City,
Contractors must furnish evidence of the Contractor's compliance, including documentation of their
efforts to: 1) employ women and minority group members; 2) subcontract with Women and Minority
Businesses on City Contracts; and 3) compliance with non-discrimination in the provision of goods and
services.

Terms and conditions for affirmative efforts in subcontracting and employment are within the Contract
Terms and Conditions. Bidders should review those obligations and be aware of them as a condition of
bidding.

Prompt Payment Discount.
On the Offer form or submittal, the Bidder may state a prompt payment discount term, if the Bidder offers
one to the City. A prompt payment discount term of ten or more days will be considered for bid tabulation.
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Seattle Business Tax Revenue Consideration.

SMC 20.60.106 (H) authorizes that in determining the lowest and best bidder, the City shall consider the tax
revenues derived by the City from its business and occupation or utility taxes and its sales and use taxes
from the proposed purchase. Businesses located and licensed within the Seattle City limits are eligible for
Seattle tax consideration for purposes of calculation of low bid. This shall be equivalent to a reduction of
the cost for purposes of bid evaluation only, of .019.

Taxes.

The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts the City).
Washington state and local sales tax will be an added line item although taxes are not used in bid tabulation
for purposes of award.

Interlocal Purchasing Agreements.

This is for information only and consent of the Bidder, and will not be used to determine award. RCW
39.34 allows cooperative purchasing between public agencies, non profits and other political subdivisions.
Public agencies that file an Intergovernmental Cooperative Purchasing Agreement with the City of Seattle
may purchase from Contracts established by the City. The seller agrees to sell additional items at the bid
prices, terms and conditions, to other eligible governmental agencies that have such agreements with the
City. The City of Seattle accepts no responsibility for the payment of the purchase price by other
governmental agencies. Should the Vendor require additional pricing for such purchases, the Vendor is to
name such additional pricing upon Offer to the City.

Insurance Requirements.

Insurance requirements presented in Attachment #1 are mandatory. If none, then the Contract Terms and
Conditions (Attachment #2) shall prevail. If formal proof of insurance is required to be submitted to the
City before execution of the Contract, the City will remind the apparent successful proposal in the Intent to
Award letter. The apparent successful Bidder must promptly provide such proof of insurance to the City in
reply to the Intent to Award Letter. Contracts will not be executed until all required proof of insurance has
been received and approved by the City. The Apparent Successful Bidder shall be allowed five (5) business
days to provide insurance after they receive the Intent to Award letter. If the City requires corrections, the
Bidder has 5 days from such request to complete all corrections. Failure to meet these deadlines will allow
the City the right to reject the Bidder and proceed to the next finalist.

Vendors are encouraged to immediately contact their Broker to begin preparation of the required insurance
documents, in the event that the Vendor is selected as a finalist. Bidders may elect to provide the requested
insurance documents within their Bid.

Contract Terms and Conditions.

Bidders are to carefully review all specifications, requirements, Terms and Conditions (see Attachment #1),
insurance requirements (see Attachment #2 if any, or Contract Terms and Conditions), and other
requirements herein. Submittal of a proposal is agreement to all Terms and Conditions. All documents and
responses are considered a part of the resulting contract executed with the City. All such specifications,
requirements, terms and conditions are mandatory and all submittals should anticipate full compliance with
no exceptions to these terms and conditions.
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Effective Dates of Offer.

Offer prices and costs in Vendor submittal must remain valid until City completes award. Should any
vendor object to this condition, the vendor must provide objection through a question and/or complaint to
the Buyer prior to the bid closing date.

Taxpayer ldentification Number and W-9.

Unless the apparently successful Vendor has already submitted a fully executed Taxpayer Identification
Number and Certification Request Form (W-9) to the City, the apparently successful Vendor must execute
and submit this form prior to the contract execution date.

Mailing Services
W-9.pdf

Proprietary Bid Material.

The City requests that companies refrain from requesting public disclosure of proposal information until an
intention to award is announced, as a measure to best protect the solicitation process, particularly in the
event of a cancellation or resolicitation. With this preference stated, the City shall continue to properly
fulfill all public disclosure requests for such information as required by State Law.

Proposers should understand that any records (including but not limited to bid or proposal submittals, the
Agreement, and any other contract materials) they submit to the City become public records under
Washington State law (See RCW Chapter 42.56, the Public Disclosure Act, at
http://www].leg.wa.gov/LawsAndAgencyRules. Public records must be promptly disclosed upon request
unless a statute exempts disclosure. Exemptions from disclosure include trade secrets and valuable formulas
(See RCW 42.56.540 and RCW Ch. 19.108). However, public-disclosure exemptions are narrow and
specific. Proposers are expected to be familiar with any potentially-applicable exemptions, and the limits of
those exemptions.

Proposers are obligated to separately bind and clearly mark as “proprietary” information any proposal
records they believe are exempted from disclosure. The body of the proposal may refer to these separately-
bound records. Proposers should mark as “proprietary™ only that information they believe legitimately fits
within a public-disclosure exemption. The City may reject solicitation responses that are marked proprietary
in their entirety.

If the City receives a public disclosure request for records that a Proposer has marked as “proprietary
information,” the City may notify the Proposer of this request and postpone disclosure briefly to allow the
Proposer to file a lawsuit under RCW 42.17.330 to enjoin disclosure. However, this is a courtesy of the City
and not an obligation.

The City has no obligation to assert an exemption from disclosure. If the Proposer believes that its records
are exempt from disclosure, the Proposer is obligated to seek an injunction under RCW 42.56. By
submitting a Proposal the Proposer acknowledges this obligation; the Proposer also acknowledges that the
City will have no obligation or liability to the Proposer if the records are disclosed.
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Cost of Preparing Bids.

The City will not be liable for any costs incurred by the Bidder in the preparation and presentation of Bids
submitted in response to this ITB including, but not limited to, costs incurred in connection with the
Bidder’s participation in demonstrations and the pre-Bid conference.

Bidder Responsibility.

It is the Bidder responsibility to examine all specifications and conditions thoroughly, and comply fully with
specifications and all attached terms and conditions. Bidders must comply with all Federal, State, and City
laws, ordinances and rules, and meet any and all registration requirements where required for contractors as set
forth in the Washington Revised Statutes.

Changes in Bids.

Prior to the bid submittal closing date and time established for this ITB, a Bidder may make changes to its
bid provided the change is initialed and dated by the Bidder. No change to a bid shall be made after the bid
closing date and time.

Errors in Bids.

Bidders are responsible for errors and omissions in their Bids. No such error or omission shall diminish the
Bidder’s obligations to the City.

Withdrawal of Bid.

A submittal may be withdrawn by written request of the submitter, prior to bid closing. After the closing
date and time, the submittal may be withdrawn only with permission by the City.

Rejection of Bids and Rights of Award.

The City reserves the right to reject any or all Bids at any time with no penalty. The City also has the right
to waive immaterial defects and minor irregularities in any submitted Bid.

Incorporation of ITB and Bid in Contract.

This ITB and the Vendor’s response, including all promises, warranties, commitments, and representations
made in the successful Bid, shall be binding and incorporated by reference in the City’s contract with the
Vendor.

No Gifts and Gratuities.

The Seattle Ethics Code provides rules about employee work activities, business relationships, and the use
of City resources. City Purchasing requires that Vendors who contract with City Purchasing, or are
interested in pursuing a purchasing contract, comply with standards to support the City Ethics Code.
Vendors shall not directly or indirectly offer gifts and resources to any person employed by the City that is
intended, or may be reasonably intended, to benefit the Vendor by way of award, administration, or in any
other way to influence purchasing decisions of the City. This includes but is not limited to, City Purchasing
office employees and City employees that do business with, order, purchase or are part of decision-making
for business, contract or purchase decisions. The Vendor shall not offer meals, gifts, gratuities, loans, trips,
favors, bonuses, donations, special discounts, work, or anything of economic value to any such City
employees. This does not prohibit distribution of promotional items that are less than $25 when provided as
part of routine business activity such as trade shows.
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It is also unlawful for anyone to offer another such items, to influence or cause them to refrain from
submitting a bid.

Vendors must strictly adhere to the statutes and ordinances for ethics in contracting and purchasing,
including RCW 42.23 (Code of Ethics for Municipal Officers) and RCW 42.52 (Ethics in Public Service).
This is applicable to any business practice, whether a contract, solicitation or activity related to City
business.

The website for the Code of Ethics is: http://inweb/ethics/
Attached is a pamphlet for Contractors, Vendors, Customers and Clients.

Ethics Commission
contractor-vendorbrc

Involvement of Former City Employees.

Upon receipt of a notice of intention to award, Contractor shall promptly notify the City in writing of any
person who is expected to perform any of the Work and who, during the twelve months immediately prior
to the expected start of such work, was a City official, officer or employee. Contractor shall ensure that no
Work related to this contract is performed by such person, to the extent that such work is disallowed by the

City.

No Conflict of Interest.

Bidder confirms that Bidder does not have a business interest or a close family relationship with any City
official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing,
administration or evaluating Vendor performance. Should any such relationship exist, Contractor shall
notify the Buyer in writing, and the City shall make sole determination as to compliance.

Protests and Complaints.

The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint
or protest to this ITB process. Please see the City website at http://www.seattle.gov/purchasing/ for these
rules. Interested parties have the obligation to be aware of and understand these rules, and to seek
clarification as necessary from the City

Bid Disposition.
All material submitted in response to this ITB shall become the property of the City upon delivery to the
Buyer.
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6. Bid Format and Organization.

Note: Before submitting your Bid, register in the City Vendor Registration System. Women and minority
owned firms are asked to self-certify. If you need assistance, please call 206-684-0444. Register at:
http://seattle.gov/purchasing/VendorRegistration.htm

Submit Bid with the following format and attachments. Attach each form within your bid:

1. Vendor Questionnaire: Submit the following Vendor Questionnaire. The Questionnaire is to
be signed. This is a mandatory form.

Mailing Services
Vendor Questionnaire

2. Offer: Submit the attached Offer form. The City will reject bids that do not enclose the attached
Offer Sheet. This is a mandatory form.

Mailing Services
Offer Sheet 1960.do

3. Equal Benefits Declaration: This Declaration is a mandatory form. Vendors that do not submit
the EB Declaration within their bid are subject to rejection as indicated in the instructions provided
previously herein. If you submitted an EB Declaration to the City on any previous bids, that does
NOT waive your requirement to do so again with this bid.

Mailing Services EB
Dec.doc
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7. Evaluation Process.

The City shall select the lowest responsive and responsible bidder(s), and may consider multiple awards
or partial awards to achieve the best overall price to the City.

Responsiveness and Responsibility: Purchasing Services shall review submittals as necessary for
determination of the lowest responsive and responsible bidder. Determinations of responsiveness and
responsibility may be made upon initial review of submittals or at any time prior to contract award, and
may be determined of all Bidders or made only as needed to determine the lowest responsive and
responsible Bidder for purposes of award.

Specifications: The City will evaluate each Bidder’s compliance with the specifications and other bid
requirements set forth in the [TB, and shall make determinations of “or equal” alternates prior to
calculation of bidders.

Discounts: Any discounts for Seattle Business address and/or for prompt payment discounts, shall be
reviewed for acceptance and shall be calculated into the bidder’s response for purposes of evaluation.

Pricing: Items on price sheets shall then be calculated for purposes of award. Item pricing will be
multiplied by the number of units required for an item total. Item totals will be totaled for all items for
a tabulated total. In the event of an error in math, unit pricing will be considered the correct price and
will be used. For businesses within the Seattle City limits, the scoring of cost proposals for purposes of
evaluation only, the City will calculate and reduce the pricing submitted, by applying any prompt
payment discounts and/or any Seattle business tax revenues (.019%) for purposes of cost evaluation
only.

Substantially Equivalent Scores: Should calculation of the lowest responsive and responsible bids
result in two bidders that are tied, the City shall award the contract to the bidder whose offer is
deemed to be in the best interest of this project using that method or consideration considered most
appropriate by the City.
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Attachments

For convenience, the following documents have been embedded in Icon form within this document. To open,
simply double click on Icon.

Attachment #1: Contract Terms and Conditions

Mailing Services
T&LC.doc
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BID OFFER SHEET
City of Seattle
ITB No. 1960
TITLE: Direct Mai]ing Services

Minimum Qualification Section:

Does Bidder have a minimum of ten years continuous experience during which time
direct mailing services has been the primary business service? Printing or fulfillment
experience alone will not substitute for this requirement. YES: NO:

Does Bidder provide at least the following services?

a. YES:  NO: Direct Mail Services including: laser printing of
documents and materials (with/without mailing labels), ink jet addressing,
machine inserting, folding, sealing and metering, sorting, sacking, hand-sorting
to zip code, and mailing;

b. YES: NO: Database Management: establishing and maintaining
an address data file, and data entry;

c. YES: NO: Mapping services including ability to map mailings
by radius, zip code, street or City, as requested by the City.

d. YES: NO: Customized services including personalized laser
letters which are personally addressed, matched with envelope and a response
device.

List largest 3 contracts that the Bidder has successfully performed in the last 5 years. To
be eligible to bid, the Bidder must list at least one contract with a public or private agency
of similar size to the City, which has already been active for a minimum of five-years,
with volumes and services that are similar to that required by the City. Alternatively, the
Bidder must provide proof of equivalent experience in performing jobs of a similar
duration, volume and services. The determination as to equivalent experience shall be
made in the sole opinion of the Buyver. These may be contacted for references.

Agency Name Date of Contract Annual Contract Amount
Agency Name: Start: $
Contact Person: End:
Phone:
E-mail:
Agency Name: Start: $
Contact Person: End:
Phone:
E-mail:
Agency Name: Start: $
Contact Person: End:
Phone:
E-mail:
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Terminated Contracts: Identify any contracts you have held in the past five years that were
terminated prior to full completion of the contract. Identify Company Name, contact person at
the company with whom you worked, the contact person phone and e-mail:

Mail Services and Fulfillment:

A required specification is to utilize 100% PCF Recycled Paper and Envelopes as a standard item
for all orders, and the ability to process such paper quality through the Bidder’s equipment. Does
the bidder have access to a supplier for 100% PCF Recycled Paper and Envelope stock?

YES: NO:

If YES, identify the mill that will provide 100% PCF Paper and Envelopes:
The City may seek documentation and/or certification from the mill to authenticate the paper.

All Prices specified herein include the cost of printing and labeling, metering, sorting, bundling
and sacking each mailing piece. The Contractor, during the course of the contract, may have
additional service options that the City Department may order which are not specifically listed
and priced below. In such situations, the Contractor will utilize the same pricing margins in
pricing such services.

Price per Thousand

Base price to print, address (ink-jet), meter,
sort, bundle and sack address:

Additional costs per thousand for:

Folding

Tabbing

Inserting (per 1,000 for each piece inserted)

Collating

Additional cost if City desires Contractor to pick-up of materials: $

Charge for Providing Postal Carrier Route Maps, and Updated Counts and Maps of Routes Used
by Ordering Department $ NO CHARGE

Charge for Use of Bulk Permit § NO CHARGE

Database Management

Basic Data Entry (from legible sources) | Price per each entry

3-lines

4-lines

5-lines

TOTAL
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New List Price per Thousand

Basic Set up

Verify, sort by criteria, assign unique

numbers

File Maintenance Price per Thousand
Basic Set up 3

Verify, sort by criteria, assign unique $

numbers

Additions of new names

Deletions or changes

1.

(5]

The above prices include and cover all duties, handling and transportation charges, and all
charges incidental to the requested work excluding Sales Tax or Use Tax. Offer shall agree
to all the original City contract terms and conditions without exception.

Do not mark, write-in or add any exceptions to the specifications, schedule, terms or
conditions. Do not attach alternative boilerplate. Any such exceptions can invalidate your
Offer and cause the Buyer to reject your Bid.

Price Changes in future contract years shall be in accordance with the specifications.

If you provide a Prompt Payment Discount: Specify the discount rate that would
apply to the invoice total (less sales tax) % and the number of days in
which the City would have to pay the invoice after receipt in order to qualify for the
discount  (days). Note: Prompt payment discount periods equal to (or greater
than) 10 calendar days will receive consideration and bid pricing will be reduced for
evaluation by the amount of that discount.

Interlocal Agreement: Can other government agencies use this contract? The City
of Seattle has entered into Interlocal Purchase Agreements with other governmental
agencies pursuant to RCW 39.34. The seller agrees to sell additional items at the bid
price to other governmental agencies. The City of Seattle accepts no responsibility
for the payment of the purchase price by other governmental agencies. YES

NO

Specify if the Business is located within the Seattle City Limits: Businesses located and
licensed within the Seattle City limits are eligible for Seattle tax consideration for purposes of
calculation of low bid. This shall be equivalent to a reduction of the cost for purposes of bid
evaluation only, of .019. Yes: No:

Full Legal Name of Company:

Signed By:
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Print Name:

Date:
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