Attachment #1 – General Conditions

Vendor Contract #1534, Change Order #1
Helene Bourget dba Helene Bourget Design


GRAPHIC DESIGN SERVICES
GENERAL CONDITIONS

I.  SCOPE OF WORK

A.
General
Vendor will provide graphic design and related services upon request of City Departments. 

B.      Original Contract Period

4/01/05 through 3/31/07 with option to extend for two additional two-year period as mutually agreed.
Change Order Contract Period

4/01/07 through 3/31/2011
C.
Minimum Performance Requirements
1.  Ownership of Originals
 All originals and/or negatives will be the property of the City and shall be returned to the City upon request or within three (3) years whichever occurs earlier unless an alternate ownership agreement has been agreed to between the Vendor and the ordering department.   Such originals may be reused by the City in any way for the same project or for any other City purpose.  The City shall be considered to have purchased the art and to own the art.  The artist may use the City art for promotional purposes (i.e. as samples of work performed for other clients, or for other similar purposes) upon written permission by the City customer department.  Alternative ownership agreements may be agreed to between the Vendor and ordering department, and will only be considered valid if made in writing and both parties have signed.

2.   Proofs
Proofs for each printing job shall be sent to the authorized City department.  It is the responsibility of the Vendor to obtain approval in writing from the City department before proceeding with production.  Failure to do so will result in the Vendor assuming liability for any costs incurred due to disagreement over the final product.

3. Stock
All materials, unless otherwise specified by the City, shall be designed for and printed on recycled stock.  

· Vendor will be required to maintain records of purchase orders, supplier shipping documents, invoices, etc. to support compliance with this requirement.

· The stock to be used will be indicated on each print order.

· ML not necessary - color of paper furnished shall be of uniform shade.


4.  Printing & Copying
Vendors are to duplex all materials that are prepared for the City under this Contract, whether such materials are printed or copied, except when impractical to do so due to the nature of the product being produced.  Vendors are to use 100% post consumer recycled content, chlorine-free paper in such products that are produced for the City, except where inpracticable due to the nature of the product being produced, and to use other paper-saving and recycling measures in business they conduct with and for the City.  This directive is executed under the Mayor's Executive Order, issued February 13, 2005.

5.  Errors after City Approval

Any file errors introduced by the Vendor after final approval by the City, e.g. typographical errors, ink number errors, crop marks, formatting, etc., are the sole responsibility of the Vendor to repair.  Publications that include any errors shall likewise be the sole responsibility of the Vendor to repair or replace at the City’s discretion.  


6.  Estimates

For jobs that that are estimated to exceed $500, the Vendor shall provide the City with a written estimate of the total cost.  The estimate can be sent by mail, e-mail or fax.  Failure to do so could cause contract termination.  The Vendor’s written estimate must provide:

· Detail about the project tasks and exact nature of the work required.

· Agreement on any auxiliary services that will be the responsibility of the Vendor, such as preparation, customer or Vendor- driven edits, production, printing or mailing prep.

· A production schedule that is mutually agreeable to both the Vendor and ordering City Department.

· Who shall review proofs, authorize and approve work and provide approval to proceed.

· Stipulation of whom owns the art

· Estimated hours and rates for each task.

· Invoice frequency

· Statement that Vendor is liable for all costs incurred if approval is not obtained from the City prior to production 

· Name of the person submitting the estimate.

7.  Overages
Should the Vendor provide printing and production services, the City will accept overages, but will not be liable for payment of such overages.
 8.  Freight

All shipments shall be F.O.B. destination,  Vendors that ship within the Seattle City limits may not add the cost of freight or delivery as an additional charge.

9.  Invoicing

After services have been furnished to and accepted by the ordering department, the Vendor will submit the invoice to same, Attn: Accounts Payable.  Listing of billing addresses of all City departments is attached.

The City will not make payments for work not yet performed or products not yet delivered.  However, with approval of the ordering department, Vendor may submit invoices for a phase of a project completed, instead of an entire project. 

10.  Use of City Contract Printers
Vendor shall utilize those printers which are on contract with the City of Seattle.  A list of printers will be furnished to the Vendor.  For printing jobs at or in excess of $6,000.00, the graphic design vendors are required to obtain two or more estimates from the pool of printers.

11.  Contract Extensions
After the first two years, the contract may be extended for two additional 2-year periods.  Extensions shall be automatic and shall not require written notice by either party.

12.  Non-Extension of Contract
If the City does not extend the contract, the City shall provide such notice at least 90 days prior to the automatic extension date.  Should the Vendor desires not to extend, the Vendor shall provide the City written notice at least 90 days prior to the automatic extension date.  

II  VENDOR INFORMATION
A.
Specialties:  Designer of various printed and web-based materials including print & production estimates, copy editing, photos, design, illustration, print control and distribution.
B.
Hourly Rate:  $65.00
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