ATTACHMENT #1

VENDOR CONTRACT # 0000001960

02/26/07 through 2/28/2012


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

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, 
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.

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 (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.
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;


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.

J.
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. 

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


	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
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