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TOWN OF LEESBURG, VIRGINIA

REQUEST FOR QUOTATION NO 100420-FY10-01
Graphic Design of Logos, Promotional and Advertisements Materials

For Major Town Events

Issue Date: 



August 8, 2009

Due Date:



Monday, August 24, 2009






2:00 P.M.


Mailing Address:


Town of Leesburg








Purchasing Division








P.O. Box 88








Leesburg, VA  20178



Delivery Address:


25 W. Market Street








Leesburg, VA  20176



Technical Contact:


Rachael Goodwin







Recreation Program Supervisor







Phone: 703-737-7156







E-mail: rgoodwin@leesburgva.gov


Purchasing Contact:


Kathy S. Elgin, CPPO








Chief Purchasing Officer








Phone: 703-737-7176  

E-mail: kelgin@leesburgva.gov
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A. TECHNICAL SPECIFICATIONS

1.
LIST OF SPECIFIC EVENTS
.
The Town of Leesburg is requesting written quotations to provide graphic design for event logos and all promotional and advertisement related items for the following events:  
*Independence Day Celebration, to include:



- Logo design/updates


- Poster Design


- Rack card Design


- Assortment of event ads


- T-shirt Design


- Other items as deemed necessary


*Freeze Your Gizzard Cross Country Race

- Logo design/updates


- Poster Design


- Assortment of event ads


- T-shirt Design


- Other items as deemed necessary

*Holidays in Leesburg

- Logo design/updates


- Poster Design


- Rack card Design


- Assortment of event ads


- Other items as deemed necessary

*Flower & Garden Festival


- Logo design/updates


- Poster Design


- Rack card Design


- Assortment of event ads


- Application design


- T-shirt Design


- Cups, Bags, and other promotional items


- Other items as deemed necessary

2. Other events may be added by the Town upon mutual agreement of both parties.

3.
CONTRACTOR RESPONSIBILITIES:  The successful contractor will be responsible for the following:

A.
PICK UPS/DELIVERIES: Contractor will be responsible for all pick-ups and deliveries of all materials.  The artist will be responsible for submission of artwork directly to the media vendor once approved.   Deadlines will be established for each project by staff or media vendor.

B.
LAYOUT: Contractor will edit text and rework layout and style sheets as required during development stage to comply with space allocation per marketing project.  Contractor must have the ability to email soft copies for editing & approvals as well as meeting face to face as needed.

C.
SCHEDULE CHANGES: The Town of Leesburg reserves the right to modify the scheduled events as necessary.

D.
ADDITIONAL COSTS: Any additional costs caused by the contractor or the contractor’s failure to make requested corrections shall be incurred by the contractor.  The additional costs to be incurred by the Town of Leesburg will be agreed to and approved by the Town prior to commencement of respective work.

4.
TOWN PROVIDED INFORMATION AND SERVICES: The Town will provide the following information:

A.
ARTWORK: Will be presented in a combination of a disk and/or board layout.

B.
PROOFING: The Town of Leesburg shall be provided a minimum of two working days for first proofing and one complete working day for the additional proofing and edits.  A working day is defined as 9:00 A.M. – 5:00 P.M, Monday through Friday.

C.
PICTURES or LOGOS: The Town of Leesburg will provide photos to scan and edit for printing.  

B.  
CONTRACT PERIOD: The resulting contract will begin on the date of execution and extend for a twelve-month period. Upon mutual written agreement of both parties, the Town may extend this contract for up to three additional one-year periods.  The contract price for the renewal period may be negotiated upon mutual agreement but can not increase more than 3% annually or 5% over the entire four year period.

C.
PROPOSAL CONTENTS

1.
Individual qualifications

2.
Firm’s experience

3.
Cost proposal – Elements to include in cost proposal include:
Black and White periodical advertisement design: 

Color periodical advertisement design:

Advertisement resizing- Color:

Advertisement resizing- Black and White:

Addition of spot color to advertisement:

Original logo design:

Logo updates:

Rack Card design (9” x 4”)- single sided, full color:

Rack Card design (9” x 4”)- two sided, full color:

Rack Card design (9” x 4”)- single sided, one or two color design:

Rack Card design (9” x 4”)- two sided, one or two color design:

Poster design (12” x 16”)- full color:

T-shirt design:

Other specialty advertising pieces (Cups, bags, etc):

Additional revisions, corrections, edits, etc:

4.
SAMPLES: As part of the proposal, the contractor must design a marketing package for our Holidays in Leesburg event, to include one color newspaper advertisement and one Rack Card. Advertisement will measure 5” x 5 1/2” which represents one standard ad size used in local publications.  Rack card will be full color, 4” w x 9”h and feature a single-sided design. 

Advertisement and Rack Card copy to be included is as follows:

Holidays in Leesburg

· Holiday Tree Lighting on Town Green, 6:00pm Friday December 4th 

· Holiday Arts and Craft Show at Ida Lee Park Recreation Center, 9:00am- 4:00pm Saturday, December 5th and 10:00am – 4:00pm, Sunday December 6th
· Holiday Parade through downtown Leesburg, 10:00am Saturday, December 12th

· Holiday Festival throughout downtown Leesburg, 11am – 2pm, Saturday, December 12th
· Contact info: 703-777-1368 or www.idalee.org
· Use of Holidays in Leesburg logo

  
In addition, samples of similar work that comply with the references will be provided with the proposal.

D.
EVALUATION CRITERIA: 


The following are the criteria and point value for evaluation:

1. Cost of design services - This will be estimated, price per project will change depending on the number of advertisements done.

2.
Design of Sample materials - This will be evaluated by the accuracy, layout and design of the samples.

3.
Experience and relevance of prior work - This will be evaluated by past references and examples of similar work.

4.
Creativity of design - This will be evaluated by the flow of text, variety of layout and use of original designs

5.
Delivery Service - This will be evaluated by contacting references.

E.
GENERAL TERMS AND CONDITIONS

1.
PROPOSAL SUBMISSION: One (1) original and three (3) copies of the qualifications and cost proposal must be submitted to:

Town of Leesburg, Purchasing Office

25 W. Market Street, P.O. Box 88

Leesburg, VA 20178

Proposals must be received by Monday, August 24 by 2:00 P.M. local time.

2.
AWARD:  The Town intends to award this as a unit price contract. The award of a contract shall be at the sole discretion of the Town.  Award will be made to the Offeror whose proposal is determined to be most advantageous to the Town, taking into consideration the following evaluation factors.
3.
QUESTIONS AND ADDENDA: Offerors shall carefully examine this RFQ and any addenda.  Offerors should seek clarification of any ambiguity, conflict, omission or other error in the RFQ in writing.  Questions should be addressed to the Purchasing Officer and must be received no later than 5 days prior to the due date.  If the answer materially alters the scope of the RFQ, the information will be incorporated into an addendum and sent to all known offers via email, fax or US mail.  Oral questions or comments will not be binding.

4.
DISPOSITION OF PROPOSALS: All materials submitted in response to this RFQ will become the property of the Town.  One (1) copy of each proposal shall be retained for official files and will become a public record after the award and will be open to public inspection.  It is understood that the proposal will become a part of the official file on this matter without obligation on the part of the Town except as to the disclosure restrictions contained in Section K “Disclosure.”

5.
DISCLOSURE:  In compliance with the Town’s purchasing policy, all proposals will be available for public inspection after the contract award.  Trade secrets and proprietary information submitted by an Offeror in connection with a procurement shall not be subject to public disclosure under the Virginia Freedom of Information Act, however, the Offeror must invoke the protection of this section prior to or upon submission of the data or other materials, and must identify the specific area or scope of data or other materials to be protected and state reasons why protection is necessary.  An all-inclusive statement that the entire proposal is proprietary is unacceptable.  A statement that costs are to be protected is unacceptable.
6.
COST INCURRED IN RESPONDING: This solicitation does not commit the Town to pay any costs incurred in the preparation and submission of proposals or in making necessary studies or designs for the preparation thereof.

7.
PRIME VENDOR RESPONSIBILITIES: Offerors may propose services that are provided by others, but any services proposed must meet all of the requirements of this RFQ.  If the Offerors proposal includes services provided by others, the Offeror will be required to act as the prime vendor for all such items and must assume full responsibility for the procurement delivery and quality of such services.  The Offeror will be considered the sole point of contact with regard to all stipulations, including payment of all changes and the meeting of all requirements of this RFQ.

8.
LAWS AND REGULATIONS:  The Offerors attention is directed to the fact that all applicable Commonwealth of Virginia laws, municipal ordinances and the rules and regulations of all authorities having jurisdiction over the contract shall apply to the contract throughout, and they will be considered to be included in the contract the same as though herein written out in full.

9.
CONFLICT OF INTEREST STATEMENT: The conflicts of interest statement attached to this RFQ must be executed and returned with the proposal documents.  See Offeror Submission Form.

10.
ETHICS IN PUBLIC CONTRACTING: Offeror will familiarize itself with the Code of Virginia, Section § 2.2-4367 through § 2.2-4377, titled “Ethics in Public Contracting”, and will abide by such provisions in submission of its proposal and performance of any contract awarded.

11.
NON-DISCRIMINATION - Offeror agrees that it will adhere to the non-discrimination requirements set forth in the Code of Virginia, Section § 2.2-4311, which will be incorporated into any contract awarded.


The Contractor also agrees to comply, and to require all suppliers and subcontractors paid in whole or in part from funds made available under the contract, to comply with Section § 122 (A)(1) of the State and Local Fiscal Assistance Act of 1972 (Public Law 92-512), as amended to wit:


“No person in the United States shall, on the grounds of race, color, national origin, or sex be excluded from participation in, be denied the benefits of or be subjected to discrimination under any program or activity of a State government or unit of Local government, which government or unit receives funds made available under Subtitle A (of title 1 of the Act).


Any prohibition against discrimination on the basis of age under the Age Discrimination Act of 1975 or with respect to an otherwise qualified handicapped individual as provided in Section 504 of the Rehabilitation Act of 1973 shall also apply to any such program or activity.


Any prohibition against discrimination on the basis of religion, or any exemption from such prohibition, as provided in the Civil Rights Act of 1964 or title VIII of the Act of April 11, 1968, hereafter referred to as the Civil Rights Act of 1968, shall also apply to any such program or activity.”

12.
ANTI-COLLUSION: The signer of the proposal must declare that all persons, companies and parties interested in the contract as principals are named therein; that the proposal is made without collusion with any other person, persons, company or parties submitting a proposal; that it is in all respects fair and in good faith without collusion or fraud; and that the signer of the proposal has authority to contractually bind the Offeror.  See Offeror Submission Form.

13.
CONTRACT EXECUTION: The successful Offeror will be required to execute the attached contract, Attachment III.  Questions or concerns with any of the contract terms and conditions are to be addressed in the original proposal.
14.
LEGAL COMPLIANCE: Offerors must comply with all Federal, State and Local laws and regulations.

15.
FAITH-BASED ORGANIZATIONS:  The Town of Leesburg does not discriminate against faith-based organizations.

16.
TERMINATION - Subject to the provisions below, the contract may be terminated by the Town upon thirty (30) days advance written notice to the other party; but if any work or service hereunder is in progress, but not completed as of the date of termination, then this contract may be extended upon written approval of the Authority until said work or services are completed and accepted.


Termination for Convenience – In the event that this contract is terminated or cancelled upon request and for the convenience of the Town, without the required thirty (30) days advance written notice, then the Town shall negotiate reasonable termination costs, if applicable.


Termination for Cause – Termination by the Town for cause, default or negligence on the part of the contractor shall be excluded from the foregoing provision; termination costs, if any, shall not apply.  The thirty (30) days advance notice requirement is waived in the event of Termination for Cause.


Termination Due to Unavailability of Funds in Succeeding Fiscal Years – When funds are not appropriated or otherwise made available to support continuation of performance in a subsequent fiscal year, the contract shall be cancelled and the contractor shall be reimbursed for the reasonable value of any non-recurring costs incurred, but not amortized, in the price of the supplies or services delivered under the contract.

17.
PURCHASE ORDERS:  A purchase order will be enclosed with the resulting contract or will be issued shortly thereafter, and will become an integral part of the resulting contract.  The purchase order indicates that sufficient funds have been obligated as required by Title 15 of the Code of the Commonwealth of Virginia, and assures distribution of the necessary receiving reports.


The purchase order does not supersede any provisions of the resulting contract.  Performance time and dates are determined solely by the contract, and any modification thereto.  Services are not to begin until receipt of the purchase order and/or other notification by the Town Purchasing Officer.

18.
USE BY OTHER LOCALITIES - Bidders are advised that the resultant contract may be extended, with the authorization of the Bidder, to other public bodies or public agencies or institutions of the United States to permit their use of the contract at the same prices and/or discounts and terms and conditions of the resulting contract.  If any other public body decides to use the final contract, the Contractor(s) must deal directly with that public body concerning the placement of orders, issuance of the purchase orders, contractual disputes, invoicing and payment.  The Town of Leesburg acts only as the “Contracting Agent” for these public bodies.  Failure to extend a contract to any public body will have no effect on consideration of your bid.

It is the Contractors responsibility to notify the public body(s) of the availability of the contract.


Other public bodies desiring to use this contract must make their own legal determination as to whether the use of this contract is consistent with their laws, regulations, and other policies.


Each public body has the option of executing a separate contract with the Contractor(s).  Public bodies may add terms and conditions required by statute, ordinances, and regulations, to the extent that they do not conflict with the contract’s terms and conditions.  If, when preparing such a contract, the general terms and conditions of the public body are unacceptable to the Contractor, the Contractor may withdrawal its extension of the award to that public body.


The Town of Leesburg shall not be held liable for any costs or damages incurred by another public body as a result of any award extended to that Public Body by the Contractor.
OFFEROR SUBMISSION FORM

RFQ#---------, Graphic Design and Advertisements for Town of Leesburg Special Events. 
SECTION I – COMPANY IDENTIFICATION AND OWNERSHIP DISCLOSURE

Company













Address













Contact Person





Title





Telephone No.



Fax No.

Email





Organized under the laws of the State of








Principal place of business at










Federal Id Number



Registered Agent






Following are the names and addresses of all persons having ownership of 3% or more in the company (attach more sheets if necessary):



Name




Address

The Town of Leesburg requests, as a matter of policy, that any consultant or firm receiving a contract of award resulting from a formal solicitation issued by the Town shall make certification as specified below.  Receipt of such certification, shall be a prerequisite to the award of contract and payment thereof.

SECTION II – EMPLOYEES NOT TO BENEFIT - I (we) hereby certify that if the contract is awarded to our firm, partnership, or corporation, that no employee of the Town of Leesburg, or members of his/her immediate family, including spouse, parents or children has received or been promised, directly or indirectly, any financial benefit, by way of fee, commission, finder’s fee, political contribution or any similar form of remuneration on account of the act of awarding and/or executing this contract.

SECTION III – CONFLICTS OF INTEREST - This solicitation is subject to the provisions of VA Code Ann. Section 2.1-639.2 et seq., the State and Local Government Conflict of Interests Act.  The Offeror [  ] is [  ] is not aware of any information bearing on the existence of any potential organizational conflict of interest.

SECTION IV – COLLUSION - I certify that this offer is made without prior understanding, agreement, or connection with any corporation, firm, or person submitting an offer for the same services, materials, supplies, or equipment and is in all respects fair and without collusion or fraud.  I understand collusive bidding is a violation of the State and federal law and can result in fines, prison sentences, and civil damage awards.  I hereby certify that the responses to the above representations, certifications, and other statements are accurate and complete.  I agree to abide by all conditions of this RFP and certify that I am authorized to sign for my company.

Signature








Date



Name (Printed)







Title



OFFEROR MUST RETURN THIS FORM WITH PROPOSAL

REFERENCES

QUALIFICATIONS OF BIDDER: Bidder must have the capability and capacity in all respects to fully satisfy the contractual requirements.

Indicate the length of time you have been in business providing this type of service and/or product.

_______________Years, _______________Months

Provide a list of at least (5) accounts, preferably governmental that your firm has provided similar goods and/or services to in the past twelve (12) months.

PLEASE PRINT OR TYPE

1.
FIRM NAME:___________________________________________________________________

ADDRESS:_____________________________________________________________________


     _____________________________________________________________________

CONTACT PERSON:__________________________________ TITLE:____________________

PHONE NO:______________________________ FAX NO:______________________________

EMAIL:________________________________________________________________________

2.
FIRM NAME:___________________________________________________________________

ADDRESS:_____________________________________________________________________


     _____________________________________________________________________

CONTACT PERSON:__________________________________ TITLE:____________________

PHONE NO:______________________________ FAX NO:______________________________

EMAIL:________________________________________________________________________

3.
FIRM NAME:___________________________________________________________________

ADDRESS:_____________________________________________________________________


     _____________________________________________________________________

CONTACT PERSON:__________________________________ TITLE:____________________

PHONE NO:______________________________ FAX NO:______________________________

EMAIL:________________________________________________________________________

4.
FIRM NAME:___________________________________________________________________

ADDRESS:_____________________________________________________________________


     _____________________________________________________________________

CONTACT PERSON:__________________________________ TITLE:____________________

PHONE NO:______________________________ FAX NO:______________________________

EMAIL:________________________________________________________________________

5.
FIRM NAME:___________________________________________________________________

ADDRESS:_____________________________________________________________________


     _____________________________________________________________________

CONTACT PERSON:__________________________________ TITLE:____________________

PHONE NO:______________________________ FAX NO:______________________________

EMAIL:________________________________________________________________________

CONTRACT NO. -----------
This CONTRACT (the “CONTRACT”) is made this ______day of ______, 20______, by and between the TOWN OF LEESBURG, VIRGINIA (the “TOWN”), a municipal corporation, and _____________________________, a __________________________ having a usual place of business at ___________________________________________ (the “CONTRACTOR”).

The Contractor and the Town, in consideration of the mutual covenants, promises, and agreements herein contained, agree as follows:

1. Provision of Services.  The Contractor hereby agrees to provide the following services to the Town;

[DESCRIPTION OF SERVICE]

2. Contract Documents.  The Contract Documents consist of this Contract, RFQ No. -----, the Town Purchase Order and the ____________________ proposal, dated ______________.  Where the terms of this Contract and the Contractor’s proposal are at variance, the provisions of this Contract shall prevail.

3. Contract Term.  The term of this Contract shall consist of the period of time 

[PERIOD OF TIME].

4. Contract Amount.  In return for the services identified above, the Town certifies that sufficient funds are budgeted and appropriated and shall compensate the Contractor within thirty (30) days after receipt of a proper invoice for the amount of payment due or thirty (30) days after receipt of services, whichever is later, and in accordance with paragraph numbered 5 of this Contract.

The Town agrees to pay the Contractor at the hourly rates shown below.  The total project cost shall not exceed $_________________________________________.

5. Method of Payment.  The Contractor shall submit invoices to the Town with all supporting documentation and shall be reimbursed as follows:

[PAYMENT TERMS OR SCHEDULE]


Payment will be made upon receipt of an invoice, which details the hours worked 

and services performed.  The invoice must be mailed to the address specified below and must reference the purchase order number.


Accounts Payable, Town of Leesburg, P.O. Box 88, Leesburg, VA 20178

6. Applicable Law and Courts.  This contract resulting from this solicitation shall be governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect thereto shall be brought in the Circuit Court of Loudoun County.  The Contractor shall comply with applicable Federal, State and Local laws and regulations.

7. Assignment of Contract.  This Contract shall not be assignable by the Contractor in whole or in part without the prior written consent of the Town.

8. Audit.  The Contractor shall retain all books, records, and other documents relative to this Contract for five (5) years after final payment, or until audited by the Town, whichever is sooner.  The agency, its authorized agents, and/or State auditors shall have full access to and the right to examine any of said materials during said period.

9. Indemnification.  Contractor agrees to indemnify, defend and hold harmless the Town, its officers, agents, and employees from any claims, damages and actions of any kind or nature, whether at law or in equity, arising from or caused by any services of any kind or nature furnished by the Contractor, provided that such liability is not attributable to the sole negligence of the Town.

10.
Notice.  The following persons shall be contact persons for the parties, and notice 

given them, by certified return receipt requested mail to the addresses shown, 

shall constitute valid notice under the requirements of this agreement:

1. For TOWN:

2. For CONTRACTOR:

The parties may amend such addresses by written notice to the opposite party at the given address.

11.
Termination by Town without Cause.  The Town may terminate this Contract for any 

reason upon ten (10) days notice and upon payment of any and all sums already earned under the terms of Paragraphs numbered 4 and 5 of this Contract and reasonable expenses incurred in reliance upon the Contract.

12. Integration Clause.  This contract shall constitute the whole agreement between the parties.  There are no promises, terms, conditions, or obligations other than those contained herein, and this Contract shall supersede all previous communications, representations or agreements, written or verbal, between the parties hereto related to the subject of this Contract.

In witness whereof, the parties below execute this Contract as of the date first above written.

TOWN OF LEESBURG





AUTHORIZED SIGNATURE: ___________________________​​​​​​__________

NAME: ________________________________________________________

TITLE: ________________________________________________________

DATE: ________________________________________________________

[ENTER NAME OF CONTRACTOR]

AUTHORIZED SIGNATURE: ___________________________​​​​​​__________

NAME: ________________________________________________________

TITLE: ________________________________________________________

DATE: ________________________________________________________
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