NOTE:

It is the responsibility of each Bidder to periodically check this website up to bid due date for any addendums that may be posted against this solicitation.  

The Procurement Office will not automatically notify vendors of additional postings or addendums to this solicitation 
All questions pertaining to the specifications in this solicitation shall be submitted in writing using Attachment C. Questions can be faxed to 757-221-3959

The College of William and Mary

Request for Quotation –FAXBACK
PRINT:   Academic Planners
RFQ 09-SVM-137
TO BE CONSIDERED, RESPOND BY January 26, 2009         


 
TIME:  before 11:00 AM
Late bids will not be considered:  
           

 FAX responses back to Sherrene V. Moore at (757) 221-3959
	BIDDER:


	COLLEGE OF WILLIAM & MARY  

Office of Procurement

P O Box 8795, Williamsburg, VA  23187

Telephone No. (757) 221-3958

Fax No. (757)-221-3959


Refer questions to Sherrene V. Moore, VCO, Senior Procurement Officer                 Phone: 757-221-3958.
This solicitation is subject to the provisions of the Commonwealth of Virginia Mandatory General Terms and Conditions, the Procurement Manual for Virginia State Colleges and Universities of Higher Education and their Vendors, and the Special Terms and Conditions, as attached.

FOB DESTINATION/INSIDE DELIVERY - The College of William and Mary, Williamsburg VA. Vendor shall contact College designee 24-hours prior to delivery for exact delivery location on Campus.
Applicable if checked: ( ) Insurance required.  ( ) Contractor license required (insert
License # _______________)
The following checked specification and/or bid procedure applies to this request:

(X) Service: Submit quote based on description of service.

(  ) Generic: Bidder must list make, model and/or product description offered that will meet the below specified performance requirements.

( ) Brand Name or Equal: Bidder is not restricted to the specific brand name, but if an equal is quoted,

     sufficient descriptive literature must be faxed with the quote.

(  ) Proprietary: Quotes will only be accepted for exact brand and model listed.

Contract will be awarded to eVA registered vendor(s) only.  See Section III.Z for details

	Name and Address of Firm
	
	

	
	
	Date:

	
	
	

	
	
	By:

	
	
	Signature in Ink

	
	
	Name:

	Minority Owned Vendor : Yes                       No  
	
	Typed or Printed – Name & Title

Phone no:

	Small Owned Business:     Yes                       No  
	
	Fax no:

	Women Owned Business:  Yes                       No  
	
	VA. DMBE Certification #:


NOTE:  This public body does not discriminate against faith-based organizations in accordance with the Rules Governing Procurement, Chapter 2, Exhibit J, Attachment 1, § 36 or against a bidder because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment.
I. PURPOSE:  The purpose of this invitation is to solicit bids that will result in a purchase order for printing of Academic Planners for the Health Education Department at the College of William and Mary.  Paper submission is required; see Terms and Condition - PAPER SUBMISSION. 
II. SCOPE OF WORK:  The Contractor shall print and deliver the Academic Planners as specified in section V.

A. Information will be submitted to vendor on or about May 15th 2009 in the format suitable for the vendor and agreed upon by the College..
B. Proofs listed in the specifications should be delivered overnight to Courtney Dowell at The College of William and Mary, Campus Center, Room 153, Williamsburg, VA  23185.
C. Delivery is expected no later than July 1, 2009. 

D. Layout must be provided by the vendor and have the following feature:
 (see Section V. for specifications) 
E. Printer/Shipper shall contact College representative to coordinate inside delivery at The College.

F. Delivery hours are 8:00 am - 4:00 pm, Monday – Friday.

G. It is the responsibility of the bidder, upon notification of award, to contact the College to make arrangements for receipt or pickup of copy in the format provided by the College.  Contractor shall be responsible for cost of pick-up and delivery of all materials.

III. GENERAL TERMS AND CONDITIONS

A.
PURCHASING MANUAL:  This solicitation is subject to the provisions of the Commonwealth of Virginia Purchasing Manual for Institutions of Higher Education and their Vendors and any revisions thereto, which are hereby incorporated into this contract in their entirety.  A copy of the manual is normally available for review at www.wm.edu/procurement.

B.
APPLICABLE LAWS AND COURTS:  This solicitation and any resulting contract 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 courts of the Commonwealth.  The agency and the contractor are encouraged to resolve any issues in controversy arising from the award of the contract or any contractual dispute using Alternative Dispute Resolution (ADR) procedures (Rules Governing Procurement, Chapter 2, Exhibit J, Attachment 1§ 56).. ADR procedures are described in Chapter 9 of the Vendor’s Manual.  The Contractor shall comply with all applicable federal, state and local laws, rules and regulations.

C. ANTI-DISCRIMINATION:  By submitting their bids, bidders certify to the College of William and Mary (hereinafter referred to as the College) that they will conform to the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where applicable, the Virginians With Disabilities Act, the Americans With Disabilities Act and §10 of the Rules Governing Procurement, Chapter 2, Exhibit J, Attachment 1. If the award is made to a faith-based organization, the organization shall not discriminate against any recipient of goods, services, or disbursements made pursuant to the contract on the basis of the recipient's religion, religious belief, refusal to participate in a religious practice, or on the basis of race, age, color, gender or national origin and shall be subject to the same rules as other organizations that contract with public bodies to account for the use of the funds provided; however, if the faith-based organization segregates public funds into separate accounts, only the accounts and programs funded with public funds shall be subject to audit by the public body. (Code of Virginia, § 2.2-4343.1E).

In every contract over $10,000, the provisions in 1. and 2. below apply:

1.   During the performance of this contract, the Contractor agrees as follows:

a.
The Contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex, national origin, age, or disability, or any other basis prohibited by state law relating to discrimination in employment, except where there is a bona fide occupational qualification reasonably necessary to the normal operation of the Contractor.  The Contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices setting forth the provisions of this nondiscrimination clause.

b.
The Contractor, in all solicitations or advertisements for employees placed by or on behalf of the Contractor, will state that such Contractor is an equal opportunity employer.

c.
Notices, advertisements, and solicitations placed in accordance with federal law, rule or regulation shall be deemed sufficient for the purpose of meeting these requirements.

2. The Contractor will include the provisions of 1. above in every subcontract or purchase order over $10,000, so that the provisions will be binding upon each subcontractor or vendor.

D. ETHICS IN PUBLIC CONTRACTING:  By submitting their bids, bidders certify that their bids are made without collusion or fraud and that they have not offered or received any kickbacks or inducements from any other Bidder, supplier, manufacturer or subcontractor in connection with their bid, and that they have not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, present, or promised, unless consideration of substantially equal or greater value was exchanged.

E.
IMMIGRATION REFORM AND CONTROL ACT OF 1986:  By submitting their bids, bidders certify that they do not and will not during the performance of this contract employ illegal alien workers or otherwise violate the provisions of the federal Immigration Reform and Control Act of 1986.

F.
DEBARMENT STATUS:  By submitting their bids, bidders certify that they are not currently debarred by the Commonwealth of Virginia from submitting bids or proposals on contracts for the type of goods and/or services covered by this solicitation, nor are they an agent of any person or entity that is currently so debarred.

G.
ANTITRUST:  By entering into a contract, the Contractor conveys, sells, assigns, and transfers to the College all rights, title and interest in and to all causes of action it may now have or hereafter acquire under the antitrust laws of the United States and the Commonwealth of Virginia, relating to the particular goods or services purchased or acquired by the College under said contract.

H. MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS FOR IFB’s: 

        
Failure to submit a bid on the official state form provided for that purpose shall be a cause for rejection of the bid.  Modification of or additions to any portion of the IFB may be cause for rejection of the bid; however, the College reserves the right to decide, on a case by case basis, in its sole discretion, whether to reject such a bid as nonresponsive.  As a precondition to its acceptance, the College may, in its sole discretion, request that the Bidder withdraw or modify nonresponsive portions of a bid which do not affect quality, quantity, price, or delivery.  No modification of or addition to the provisions of the contract shall be effective unless reduced to writing and signed by the parties.

I. CLARIFICATION OF TERMS:  If any prospective bidder has questions about the specifications or other solicitation documents, the prospective bidder should contact the buyer whose name appears on the face of the solicitation no later than five working days before the due date.  Any revision to the solicitation will be made only by addendum issued by the buyer.

J.
PAYMENT:
1. 
To Prime Contractor:

a. Invoices for items ordered, delivered and accepted shall be submitted by the Contractor directly to the payment address shown on the purchase order/contract.  All invoices shall show the state contract number and/or purchase order number; social security number (for individual contractors) or the federal employer identification number (for proprietorships, partnerships, and corporations).

b.
Any payment terms requiring payment in less than 30 days will be regarded as requiring payment 30 days after invoice or delivery, whichever occurs last.  This shall not affect offers of discounts for payment in less than 30 days, however.

c.
All goods or services provided under this contract or purchase order, that are to be paid for with public funds, shall be billed by the Contractor at the contract price, regardless of which public agency is being billed.

d.
The following shall be deemed to be the date of payment: the date of postmark in all cases where payment is to be made by mail, or the date of offset when offset proceedings have been instituted as authorized under the Virginia Debt Collection Act.   

e.
Unreasonable Charges.  Under certain emergency procurements and for most time and material purchases, final job costs cannot be accurately determined at the time orders are placed.  In such cases, Contractors should be put on notice that final payment in full is contingent on a determination of reasonableness with respect to all invoiced charges. Charges which appear to be unreasonable will be researched and challenged, and that portion of the invoice held in abeyance until a settlement can be reached.  Upon determining that invoiced charges are not reasonable, the College shall promptly notify the Contractor, in writing, as to those charges which it considers unreasonable and the basis for the determination.  A Contractor may not institute legal action unless a settlement cannot be reached within thirty (30) days of notification.  The provisions of this section do not relieve an agency of its prompt payment obligations with respect to those charges which are not in dispute (Rules Governing Procurement, Chapter 2, Exhibit J, Attachment 1 § 53)
       2.
To Subcontractors:

 a.   A Contractor awarded a contract under this solicitation is hereby obligated:

(1)
To pay the subcontractor(s) within seven (7) days of the Contractor's receipt of payment from the Commonwealth for the proportionate share of the payment received for work performed by the subcontractor(s) under the contract; or 

(2)
To notify the agency and the subcontractor(s), in writing, of the Contractor's intention to withhold payment and the reason.

 b.
The Contractor is obligated to pay the subcontractor(s) interest at the rate of one percent per month (unless otherwise provided under the terms of the contract) on all amounts owed by the Contractor that remain unpaid seven (7) days following receipt of payment from the Commonwealth, except for amounts withheld as stated in (2) above.  The date of mailing of any payment by U.S. Mail is deemed to be payment to the addressee.  These provisions apply to each sub-tier Contractor performing under the primary contract.  A Contractor's obligation to pay an interest charge to a subcontractor may not be construed to be an obligation of the College.

K. PRECEDENCE OF TERMS: Paragraphs A-J of these General Terms and Conditions, Commonwealth of Virginia Purchasing Manual for Institutions of Higher Education and their Vendors, shall apply in all instances.  In the event there is a conflict between any of the other General Terms and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms and Conditions shall apply.

L. QUALIFICATIONS OF BIDDERS:  The College may make such reasonable investigations as deemed proper and necessary, to determine the ability of the bidder to perform the services/furnish the goods and the bidder shall furnish to the College all such information and data for this purpose as may be requested. The College reserves the right to inspect bidder’s physical facilities prior to award to satisfy questions regarding the bidder’s capabilities.  The College further reserves the right to reject any bid/proposal if the evidence submitted by, or investigations of, such bidder fails to satisfy the College that such bidder is properly qualified to carry out the obligations of the contract and to provide the services and/or furnish the goods contemplated therein.

M.
TESTING AND INSPECTION:  The College reserves the right to conduct any test/inspection it may deem advisable to assure goods and services conform to the specifications.

N.
ASSIGNMENT OF CONTRACT:  A contract shall not be assignable by the Contractor in whole or in part without the written consent of the College.

O.
CHANGES TO THE CONTRACT:  Changes can be made to the contract in any one of the following ways:

1.
The parties may agree in writing to modify the scope of the contract.  An increase or decrease in the price of the contract resulting from such modification shall be agreed to by the parties as a part of their written agreement to modify the scope of the contract.

2.
The Purchasing Agency may order changes within the general scope of the contract at any time by written notice to the Contractor.  Changes within the scope of the contract include, but are not limited to, things such as services to be performed, the method of packing or shipment, and the place of delivery or installation.  The Contractor shall comply with the notice upon receipt.  The Contractor shall be compensated for any additional costs incurred as the result of such order and shall give the Purchasing Agency a credit for any savings.  Said compensation shall be determined by one of the following methods:

a.
By mutual agreement between the parties in writing; or 

b.
By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be done can be expressed in units, and the Contractor accounts for the number of units of work performed, subject to the Purchasing Agency's right to audit the Contractor's records and/or to determine the correct number of units independently; or

c.
By ordering the Contractor to proceed with the work and keep a record of all costs incurred and savings realized.  A markup for overhead and profit may be allowed if provided by the contract.  The same markup shall be used for determining a decrease in price as the result of savings realized.  The Contractor shall present the Purchasing Agency with all vouchers and records of expenses incurred and savings realized.  The Purchasing Agency shall have the right to audit the records of the Contractor as it deems necessary to determine costs or savings. Any claim for an adjustment in price under this provision must be asserted by written notice to the Purchasing Agency within thirty (30) days from the date of receipt of the written order from the Purchasing Agency.  If the parties fail to agree on an amount of adjustment, the question of an increase or decrease in the contract price or time for performance shall be resolved in accordance with the procedures for resolving disputes provided by the Disputes Clause of this contract (see General Conditions, clause Y herein) or, if there is none, in accordance with the disputes provisions of the Commonwealth of Virginia Purchasing Manual for Institutions of Higher Education and their Vendors.  Neither the existence of a claim nor a dispute resolution process, litigation or any other provision of this contract shall excuse the Contractor from promptly complying with the changes ordered by the Purchasing Agency or with the performance of the contract generally.

P. DEFAULT:  In case of failure to deliver goods or services in accordance with the contract terms and conditions, the College, after due oral or written notice, may procure them from other sources and hold the Contractor responsible for any resulting additional purchase and administrative costs.  This remedy shall be in addition to any other remedies which the College may have.    

Q. INSURANCE:  By signing and submitting a bid or proposal under this solicitation, the bidder certifies that if awarded the contract, it will have the following insurance coverages at the time the contract is awarded.  For construction contracts, if any subcontractors are involved, the subcontractor will have workers' compensation insurance in accordance with §25 of the Rules Governing Procurement – Chapter 2, Exhibit J, Attachment 1 and 65.2-800 et seq. of the Code of Virginia. The bidder or offeror further certifies that the Contractor and any subcontractors will maintain these insurance coverages during the entire term of the contract and that all insurance coverages will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State Corporation Commission.  The awarded Contractor shall provide a copy to the College of the Declarations Page from each policy listed below along with a Certificate of Insurance naming the Commonwealth of Virginia as an additional insured.


INSURANCE COVERAGES AND LIMITS REQUIRED:

1. Workers' Compensation - Statutory requirements and benefits.  Coverage is compulsory for employers of three or more employees, to include the employer. Contractors who fail to notify the Commonwealth of increases in the number of employees that change their workers’ compensation requirements under the Code of Virginia during the course of the contract shall be in noncompliance with the contract. 

2. Employer's Liability - $100,000.

3. Commercial General Liability - $1,000,000 per occurrence.  Commercial General Liability is to include bodily injury and property damage, personal injury and advertising injury, products and completed operations coverage.   The Commonwealth of Virginia must be named as an additional insured and so endorsed on the policy.

4. Automobile Liability- $1,000,000 – per occurrence.

R.    ANNOUNCEMENT OF AWARD: Upon the award or the announcement of   the decision to award a contract over $30,000 as a result of this solicitation, the purchasing agency will publicly post such notice on the DGS/DPS eVA web site (www.eva.state.va.us) for a minimum of 10 days. 

S.     TAXES: Sales to the College are normally exempt from State sales tax.  State sales and use tax certificates of exemption, Form ST-12, will be issued upon request.  Deliveries against this contract shall usually be free of Federal excise and transportation taxes.  The Commonwealth’s excise tax exemption registration number is 54-73-0076K.

T.
USE OF BRAND NAMES: Unless otherwise provided in this solicitation, the name of a certain brand, make or manufacturer does not restrict bidders to the specific brand, make or manufacturer named, but conveys the general style, type, character, and quality of the article desired.  Any article which the public body, in its sole discretion, determines to be the equal of  that specified, considering quality, workmanship, economy of operation, and suitability for the purpose intended, shall be accepted.  The bidder is responsible to clearly and specifically identify the product being offered and to provide sufficient descriptive literature, catalog cuts and technical detail to enable the College to determine if the product offered meets the requirements of the solicitation.  This is required even if offering the exact brand, make or manufacturer specified.  Normally in competitive sealed bidding only the information furnished with the bid will be considered in the evaluation.  Failure to furnish adequate data for evaluation purposes may result in declaring a bid nonresponsive.  Unless the bidder clearly indicates in its (bid/proposal) that the product offered is an equal product, such (bid/proposal) will be considered to offer the brand name product referenced in the solicitation.

U.
TRANSPORTATION AND PACKAGING: By submitting their bids, all bidders certify and warrant that the price offered for FOB destination includes only the actual freight rate costs at the lowest and best rate and is based upon the actual weight of the goods to be shipped.  Except as otherwise specified herein, standard commercial packaging, packing and shipping containers shall be used.  All shipping containers shall be legibly marked or labeled on the outside with purchase order number, commodity description, and quantity.

V. DRUG-FREE WORKPLACE: During the performance of this contract,  the Contractor agrees to (i) provide a drug-free workplace for the Contractor’s employees; (ii) post in conspicuous places, available to employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the Contractor’s workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) state in all solicitations or advertisements for employees placed by or on behalf of the Contractor that the Contractor maintains a drug-free workplace;  (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor. 

         For the purposes of this section, “drug-free workplace” means a site for the performance of work done in connection with a specific contract awarded to a Contractor, the employees of whom are prohibited from engaging in the unlawful manufacture, sale distribution, dispensation, possession or use of any controlled substance or marijuana during the performance of the contract.

W. NONDISCRIMINATION OF CONTRACTORS: A bidder, offeror, or Contractor shall not be discriminated against in the solicitation or award of this contract because of race, religion, color, sex, national origin, age, disability, faith-based organizational status, any other basis prohibited by state law relating to discrimination in employment or because the bidder or offeror employs ex-offenders unless the state agency, department or institution has made a written determination that employing ex-offenders on the specific contract is not in its best interest.  If the award of this contract is made to a faith-based organization and an individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract objects to the religious character of the faith-based organization from which the individual receives or would receive the goods, services, or disbursements, the public body shall offer the individual, within a reasonable period of time after the date of his/her objection, access to equivalent goods, service, or disbursements from an alternative provider. 

X. AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that the College shall be bound hereunder only to the extent of the funds available or which may hereafter become available for the purpose of this agreement.

Y. CLAIMS PROCEDURE: Contractual claims for payment under the Agreement shall be submitted in writing no later than sixty (60) days after the College states in a writing delivered to the Contractor that it has made its final payment to the contractor under the Agreement and that Contractor must submit any claim within 60 days thereafter. Pendency of claims shall not delay payment of amounts agreed due in the final payment.

The College’s procedure for deciding such contractual claims is:

The Contractor must provide the written claim to:

Director of Procurement 

Grigsby Drive, Facilities Management Bldg, Lower Level

College of William and Mary

P.O. Box 8795Williamsburg, Virginia  23187-8795

· 
Although the Contractor may, if it chooses, attempt to resolve its claim directly with the College department using the product or services rather than the one stated in the above paragraph, the Contractor must submit any unresolved claim in writing, no later than sixty (60) days after notice of final payment is delivered to the Contractor in accordance with the opening paragraph of this subsection (w), to the Director of Procurement if it wishes to pursue its claim.

· 
Upon receiving the written claim, the Director of Procurement will review the written materials relating to the claim and decide whether to discuss the merits of the claim with the contractor.  If such discussion is to be held, the Director of Procurement will contact the Contractor and arrange such discussion. 

· 
The Director of Procurement will mail his or her decision to the Contractor within sixty-(60) days after receipt of the claim.  The decision will state the reason for granting or denying the claim.

· 
The Contractor may appeal the Director of Procurement’s decision to:




Vice President for Administration 




College Apartments




College of William and Mary




P.O. Box 8795




Williamsburg, Virginia  23187-8795

Upon receiving the written appeal, the Vice President for Administration will review the written materials relating to the claim and decide whether to discuss the merits of the claim with the Contractor.  If such discussion is to be held, Vice President for Administration will contact the Contractor and arrange such discussion. 

The Vice President for Administration will mail his or her decision to the Contractor within thirty (30) days after the Vice President for Administration’s receipt of the appeal.  The decision will state the reasons for granting or denying the appeal.

Nothing set forth in this section shall limit, delay or reduce the Contractor’s ability to seek equitable relief from a court of competent jurisdiction in the Commonwealth of Virginia to the extent permitted by Virginia law. In addition, to the extent the College brings a claim against the Contractor, then the Contractor shall in no event be precluded from asserting a counterclaim for payments due under the Agreement regardless of whether such counterclaim is raised within the 60 day period specified above.

Z. eVA BUSINESS-TO-GOVERNMENT VENDOR REGISTRATION: The eVA internet electronic procurement solution, web site portal www.eva.virginia.gov, streamlines and automates government purchasing activities in the Commonwealth.  The eVA portal is the gateway for vendors to conduct business with state agencies and public bodies. All vendors desiring to provide goods and/or services to the College shall participate in the eVA Internet e-procurement solution either through the eVA Basic Vendor Registration Service or eVA Premium Vendor Registration Service.  Winning Bidder must register in eVA prior to contract award; failure to register will result in the bid being rejected.

a. eVA Basic Vendor Registration Service: $25 Annual Registration Fee plus the appropriate order Transaction Fee specified below.  eVA Basic Vendor Registration Service includes electronic order receipt, vendor catalog posting, on-line registration, electronic bidding, and the ability to research historical procurement data available in the eVA purchase transaction data warehouse.
b. eVA Premium Vendor Registration Service: $25 Annual Registration Fee plus appropriate order Transaction Fee specified below.  eVA Premium Vendor Registration Service includes all benefits of the eVA Basic Vendor Registration Service plus automatic email or fax notification of solicitations and amendments.

c. For orders issued prior to August 16, 2006, the Vendor Transaction Fee is 1%, capped at a maximum of $500 per order.

d. For orders issued August 16, 2006 and after, the Vendor Transaction Fee is:

i. DMBE-certified Small Businesses: 1% capped at $500 per order.
ii. ii. Businesses that are not DMBE-certified Small Businesses: 1% capped at $1,500 per order. 

The DMBE certified Small Business designation is understood to include DMBE certified   Woman – and Minority – Owned Businesses as well.

The eVA transaction fee will be assessed approximately 30 days after each purchase order is issued. Any adjustments (increases/decreases) will be handled through eVA change orders.
IV. SPECIAL TERMS AND CONDITIONS: 

A. ADVERTISING:  In the event a contract is awarded for supplies, equipment, or services resulting from this bid, no indication of such sales or services to the College of William and Mary will be used in product literature or advertising.  The Contractor shall not state in any of its advertising or product literature that the College has purchased or uses its products or services without the prior written approval from the College.
B. AWARD: The College of William and Mary will make the award on a Total Base Price to the lowest responsive and responsible Bidder.  In case of arithmetic errors, the unit price will govern.  The College reserves the right to conduct any test it may deem advisable and to make all evaluations. The College also reserves the right to reject any or all bids, in whole or in part, to waive informalities and to delete items prior to making the award, whenever it is deemed in the sole opinion of the College to be in its best interest.
C. BID ACCEPTANCE PERIOD:  Any bid in response to this solicitation shall be valid for 90 days.  At the end of the 90 days the bid may be withdrawn at the written request of the Bidder.  If the bid is not withdrawn at that time it remains in effect until an award is made or the solicitation is canceled.
D. ACCEPTABLE MILL BRANDS:  Only mill brands listed in the latest edition of the Competitive Grade Finder, or otherwise accepted by Grade Finders, Inc. for publication in subsequent editions will be considered.  For products not listed in the current Competitive Grade Finder, a copy of Grade Finders’ letter of acceptability must be included with your returned bid.  Private brand papers will not be considered equal to mill brand papers.

E. QUANTITIES: Quantities set forth in this solicitation are estimates only, and the Contractor shall supply at bid prices actual quantities as ordered, regardless of whether such total quantities are more or less than those shown. 

F. BID PRICES: Bid shall be in the form of a firm unit price for each item during the contract period.
G. FINAL INSPECTION: At the conclusion of the work, the Contractor shall demonstrate to the College representative that the work is fully in compliance with contract specifications.  Any deficiencies shall be promptly and permanently corrected by the Contractor at the Contractor's sole expense prior to final acceptance of the work. 
H. LATE BIDS:  To be considered for selection bids must be received by the Office of Procurement by the designated date and hour.  The official time used in the receipt of bids is that time on the automatic time stamp machine in the Office of Procurement.  Bids received in the Office of Procurement after the date and hour designated are automatically disqualified and will not be considered.  The College is not responsible for delays in the delivery of mail by the U.S. Postal Service.  Private couriers, or the intra College mail system.  It is the sole responsibility of the bidder to ensure that its bid reaches the Office of Procurement by the designated date and hour.  Bid receipts and openings scheduled during a period of suspended state business operations will be rescheduled for processing at the same time on the next regular business day.

H. QUALIFICATIONS OF BIDDERS: The Commonwealth may make such reasonable investigations as deemed proper and necessary to determine the ability of the Bidder to perform the services/furnish the goods and the Bidder shall furnish to the Commonwealth all such information and data for this purpose as may be requested.  The Commonwealth reserves the right to inspect Bidder’s physical facilities prior to award to satisfy questions regarding the bidder’s capabilities.  The Commonwealth further reserves the right to reject any bid if the evidence submitted by, or investigations of, such Bidder fails to satisfy the Commonwealth that such Bidder is properly qualified to carry out the obligations of the contract and to provide the services and/or furnish the goods contemplated therein.
I. REFERENCES: Bidders shall provide a list of at least 3 references where similar goods and/or services have been provided.  Each reference shall include the name of the organization, the complete mailing address, the name of the contact person and telephone number (See Attachment A).

J. INDEPENDENT CONTRACTOR: The selected Bidder shall not be an employee of the College, but shall be an independent contractor.  The Contractor shall indemnify and hold the College harmless with respect to all withholding, social security, unemployment compensation and all other taxes or amounts of any kind relating to employment of any labor or other persons providing services to the College under this agreement.  Nothing in this agreement shall be construed as authority for the Contractor to make commitments which shall bind the College or to otherwise act on behalf of the College, except as the College may expressly authorize in writing.
K. SUBCONTRACTS:  No portion of the work shall be subcontracted without prior written consent of the College.  In the event that the contractor desires to subcontract some part of the work specified herein, the contractor shall furnish the purchasing agency the names, qualifications and experience of their proposed subcontractors.  The contractor shall, however, remain fully liable and responsible for the work to be done by its subcontractor(s) and shall assure compliance with all requirements of the contract.

L. BIDDER UNDERSTANDING OF REQUIREMENTS: It is the responsibility of each bidder to inquire about and clarify any requirements of this solicitation that are not understood.  The College will not be bound by oral explanations as to the meaning of specifications or language contained in this solicitation.  Therefore, all inquiries deemed to be substantive in nature must be in writing and submitted to the responsible buyer in the Office of Procurement.  Bidders must ensure that written inquiries reach the buyer at least two (2) days prior to the time set for receipt of bids.   A copy of all inquiries and the respective response will be provided in the form of an addendum to all bidders who have indicated an interest in responding to this solicitation.  Your signature on your bid certifies that you fully understand all facets of this solicitation.  These questions may be sent by FAX to 757-221-3959 using Attachment B, Understanding of Requirements form. 

M. ALTERATIONS TO BIDS:  Prior to submission of a bid, alterations may be made, but they must be initialed by the person signing the bid.  The proper procedure is to draw a single line through the information to be changed, insert the desired information and initial the change.  Erasures, typewriter strike-overs, or the use of opaquing fluid on bid or proposal forms that affect unit prices, quantity, quality or delivery may result in the rejection of the line item or items involved in the bid

N. PAPER SUBMISSION:  The bidder shall fax the signed response to the Office of Procurement at 757-221-3959 PRIOR TO OR BY THE DUE DATE & TIME OF THIS SOLICITATION.
O. PRIME CONTRACTOR RESPONSIBILITIES: The Contractor shall be responsible for completely supervising and directing the work under this contract and all subcontractors that he\she may utilize, using their best skill and attention.  Subcontractors who perform work under this contract shall be responsible to the prime Contractor.  The Contractor agrees that he\she is as fully responsible for the acts and omissions of their subcontractors and of persons employed by them as he is for the acts and omissions of their own employees.
P. PRINTING-OVERRUNS/UNDERRUNS:  Bids for printing will be rejected if the quoted overrun cost equals or exceeds the base lot price quoted for the equivalent incremental unit quantity. On bids for multiple part forms, envelopes, and signage, the additional overrun quoted shall not exceed the base lot price quoted for the equivalent incremental quantity. The College may at its discretion accept an underrun, provided credit is allowed the College of William and Mary at the full base price per unit for the quantity of the underrun.

Q. ADDITIONAL INFORMATION:  The Commonwealth reserves the right to ask any bidder to submit information missing from its bid, to clarify its bid, and to submit additional information which the Commonwealth deems desirable.
R. OWNERSHIP OF PRINTING MATERIALS:  All artwork, camera-ready copy, negative, dies, photos, and similar materials used to produce a printing job shall become the property of the Commonwealth.  Any furnished materials shall remain the property of the Commonwealth.  All such items and materials shall be delivered to the College of William and Mary in usable condition after completion of the work, and prior to submission of the invoice for payment.     

S. PRINTING PICK‑UPS/DELIVERIES:  Contractor shall be responsible for all pick‑ups and deliveries of all materials and the associated costs.

T. QUALITY COLOR PRINTING:  Contractor shall analyze each four-color subject and make separations individually.  Contractor shall allow for color correction, dot etching, etc., in order to achieve top-quality production from each separation made

U. CLASS 2 - EXCELLENT QUALITY PRINTING:  This class shall be used when good clean, crisp reproduction is required.  One color or multiple color jobs may be classified as “Class 1.”  Four-color process subjects shall have pleasing color matches with good skin tones; some color correction may be necessary.  PMS color matches may be required.  Very fine lines and drawings may be required.  Normally half-tones or screen tints will require 133, 150, or 200 line screens.  There is to be large reverse areas, and/or large solid areas where good even ink coverage is necessary.  Because of the overall design, very accurate registration is required.  Camera-ready copy is generally furnished.  Metallic inks may be used.  Finishing and bindery operations shall be of the same excellent quality.
V. RECYCLED PAPER: The College, in determining the award of any contract for paper and paper products, shall procure using competitive bidding and shall award to the lowest responsive and responsible bidder bidding recycled paper and paper products of a quality suitable for the purpose intended, and in accordance with current EPA procurement guidelines for paper and paper products, so long as the bid price is not more than ten percent (10%) greater than the bid price of the lowest responsive and responsible bidder offering a product that does not contain recycled materials.

Bidder agrees to furnish upon request, a minimum of fifty (50) sheets of paper stock offered.  Paper stock to be used for testing on The College’s equipment to ensure compatibility.  If requested, samples must be delivered within five (5) days.

W. CONDUCT:  The contractor(s) supervisor shall be responsible for the conduct and performance of the contractor(s) employees and their compliance with the following rules:

1. Workers appearance to be under the influence of alcohol or drugs shall not be permitted on the work site.

2. Loud and disruptive conduct shall not be permitted.  Whistling at, coercing, or the harassing of students and Staff shall not be tolerated.  Substantiated reports of harassment shall be grounds for removal of the employee(s) concerned from the College.  Repeated incidents shall be grounds for termination of the contract at the discretion of the College.

V. SPECIFICATIONS

PRINTING CONTRACTOR SHALL MEET THE FOLLOWING SPECIFICATIONS.

QUANTITY:
2,000 copies (Minimum order quantity 2000, maximum order quantity 4500)

(Under-runs will not be accepted.  Copies in addition to specified quantity may be delivered but not added to invoice)
PAGES:
171 

PAGE SIZE:
5 '' x 8''  

INK:
Cover: Full color front and back outside cover.  Full color back inside cover (2 specific PMS colors to match W&M approved green  and gold).  Black ink, inside front cover. 


Text:  
One color, green (W&M approved PMS )
STOCK:


Cover -   Cornwall, 1.5 mill lamination per side or approved equivalent

Text - 50 lb. Opaque Offset Recyclable Paper with brightness at 90-92 and Opacity at 90-92 – rounded corners (vendor shall specifically state brand of paper in the pricing schedule even if quoting specified brand)
Only mill brand papers listed in the most recent edition of the Competitive Grade Finder, or as otherwise accepted by Grade Finder, Inc. for publication in subsequent editions will be considered.  For products not listed in the current Competitive Grade Finder, a copy of Grade Finders’ letter of acceptability must be included with your return bid.  Private brand papers will not be considered equal to mill papers.

Finishing:
Clear, Plastic Spiral Bound.

PROOFS:
Proofs listed below should be delivered overnight or electronically to Courtney Dowell at The College of William and Mary, Office of Health Education, Campus Center, rm. 153, Williamsburg, VA  23185.

· Requesting covers, front and back customized pages and delivery of proof within a specific timeframe (vendor shall state their normal turn around time for proofs)
· 3 proofs total and two rounds of revisions if needed (proof 1, revision 1, proof 2, revision 2, final proof)

· Vendor shall notify Courtney Dowell of production and press schedule as soon as possible as she will be doing a press check.

COPY:
Supplied on or about May 15th, 2009 in the format suitable for the vendor and agreed upon by the College.. Printer is responsible for ensuring that all traps and bleeds are optimized to facility’s prepress and press requirements. Printer may not change any aspect of the document without prior approval from Courtney Dowell, director of publications, at William & Mary. Printer must check output against supplied laser proofs and notify Courtney Dowell of any discrepancy.

NOTE:
It is the responsibility of the contractor, upon notification of award, to contact the College to make arrangements to receive the copy in the format provided by the College.  Contractor shall be responsible for cost of pick-up and delivery of all materials.

Presswork

Bleeds


YES




Screens/Traps

YES (build/registration critical) 

LAYOUT

 Number of Pages:  171 total pages which consist of the following:
SPECIFICATIONS 

& OPTIONS 
Cover as described above.  Approximately 25 Handbook Pages placed in the front of the planner plus 40 pages in the back as described below – W&M will provide information only! - 

SPECIAL NOTE TO ALL VENDORS

The following pages ARE NOT provided by the College of William and Mary and William and Mary DOES NOT have any type of set-ups, files, etc. related to these.  These pages are pre-printed and must be provided by the awarded contractor.  Samples of these types of pages can be seen by visiting websites of vendors that provide collegiate planners.




Customize inside front & back covers 




12 Monthly Pages (two pages per month positioned at the beginning of each month) 24 pages total

· Ability to customize events and holidays on monthly calendar view

41 Weeks = 82 Weekly/daily pages (two pages per week) Printed with at least two events per date (or other customization as chosen by W&M)
40 customizable pages in the back; formatting of 25 of these pages must be included.  These pages will contain the ads of our sponsors and we need the vendor to format these for us




Customized events, graphics & logos on inside pages 

· Customizable text area at the top of each page that can be different for each week and page.  This allows for 2 unique items to be printed for each week.  

· Area for Weekly Goals; Must be very similar to the example provided or else fully customizable to recreate the example

· Customizable text fields to the right of each day; each one must be able to contain different information on weekly view
· Footer on right page – same or customizable for all pages, as long as it is something we can select (i.e. not the vendors name)

Layout: 

· Monday –Thursday on the left hand page

· Friday-Sunday on the right hand page

· Saturday and Sunday must be the same format as the previous days; not combined to share one space but the space for each of these days may be smaller than Monday – Friday

· Page numbers on each page

· Month tabs on each page




Color time management stickers

Quote separate:  Detachable clear plastic bookmarks - price per unit.



W&M supplied custom events or possible extended lines for additional writing space, comments, etc.

Quote Separately: Academic planning/resource pages for students including study tips, time management information, career planning, quotations, North American & World maps with time zones, class schedule, project planning, record of achievement, future planning, measurements/conversions, etc. (up to approximately 28 pages (depends on number of handbook pages)

DELIVERY:
Delivery is expected no later than July 1st 2009.

Delivery date may be a factor in the award of this bid.  Vendor shall state their earliest and firm delivery.

Printer/Shipper shall coordinate on-campus inside deliveries with Courtney Dowell at The College of William & Mary.
ADDITIONAL 

Two (2) completed samples of the publication shall be sent to:  The College of William and Mary, Office DELIVERY 

 
of Procurement, Facilities Management Building, Grisby Drive rear entrance, Williamsburg, VA INSTRUCTIONS 
23187,
ATTN: Sherrene Moore, Procurement File 
PAYMENT: 
Payment will be made to the Contractor 30 days after receipt of final approved invoice.  
INVOICES PRESENTED WITHOUT SUPPORTING DOCUMENTATION WILL BE CONSIDERED INVALID AND WILL BE RETURNED UNPAID TO THE CONTRACTOR.  NO PARTIAL PAYMENTS WILL BE PROCESSED FROM INVALID INVOICES.

CHANGES: 
Any change(s) to the specifications, whether at the suggestion of the College or the Contractor MUST be approved by the Office of Procurement prior to execution of the change(s).
VI. PRICING SCHEDULE: 
(Academic Planner)
Furnish all services and materials necessary to print the Academic Planners per the above specifications:

NOTE:  Quote an inside delivery F.O.B. destination base price. 

Bidders shall quote all options requested.  ANY BIDDER WHO ENTERS ($0) A ZERO DOLLAR FIGURE ON A PRICING BLANK OR LEAVES IT BLANK MAY BE CONSIDERED NON-RESPONSIVE.  (N/C) No charge is acceptable.   All pricing options should be filled in.
	
	Description
	Price Each
	
	Extended Total copies

	
	
	
	
	

	1
	Furnish and deliver 2,000 Academic Planners as specified above.  Unit price shall include all delivery charges
	$
	x 2,000
	$

	
	
	
	
	

	2
	Up charge for customized inside front and inside back cover
	$
	
	$

	
	
	
	
	

	3
	Up charge for “each exact ink match”
	$
	
	$

	
	
	Total 
	Base Price
	$ 

	
	

	
	BIDDER SHALL STATE BELOW THE PAPER STOCK, INCLUDING WEITHT, BEING QUOTED, EVEN IF QUOTING SPECIFIED STOCK:

	
	
	
	
	

	
	COVER:
	 
	WEIGHT:
	

	
	
	
	
	

	
	TEXT:
	 
	WEIGHT:
	

	
	
	
	
	

	
	STATE BELOW YOUR EARLIEST FIRM DELIVERY AFTER RECEIPT OF COPY. DELIVERY MAY BE A FACTOR IN MAKING THE AWARD:

	
	
	


OPTIONS, IF REQUESTED:

	
	Furnish and deliver 4,500 Academic Planners as specified above.  
	$
	x 4,500
	$

	
	
	
	
	

	
	ADDITIONAL COPIES R.A.S.T. 
	$ 
	Each
	

	
	
	
	
	

	
	Detachable clear plastic bookmarks
	$
	Each
	

	
	
	
	
	

	
	Academic Planning pages
	$
	Each
	

	
	
	
	
	

	
	AUTHOR'S ALTERATIONS
	$
	Per Hour
	

	
	
	
	
	

	
	ENHANCEMENTS:
	On a separate sheet, please provide a listing of additional enhancements/options available along with the charges related to them


RETURN OF THIS PAGE IS REQUIRED
ATTACHMENT A                       

 CONTRACTOR DATA SHEET



RFQ# 09-SVM-137


1. QUALIFICATIONS OF BIDDER.  The Bidder must have the capability and capacity in all respects to fully satisfy all of the contractual requirements.  The Bidder’s signature on the cover of this solicitation indicates that the Bidder certifies such.

2. YEARS IN BUSINESS: Number of years in business providing the types of services described in this solicitation _______Years  ______Months   

          Year business organized __________

3. TYPE OF BUSINESS: Please indicate if your firm is one or more of the following:

(  ) SMALL BUSINESS

     
(  )  INDIVIDUAL BUSINESS



(  ) WOMAN-OWNED BUSINESS          
(  )  SOLE PROPRIETORSHIP

(  ) MINORITY-OWNED BUSINESS     
(  )  PARTNERSHIP        

(  ) SHELTERED WORKSHOP              
(  )  CORPORATION


This information is requested for informational purposes only.

4. REFERENCES: Provide a list of at least 4 current references, either College, Educational Institutions, and/or other companies that your firm is servicing.  Include the length of service, dollar volume, year contract was entered into, and the name and address of the person The College can contact to verify the Contractor’s qualifications.  Such listing shall be comprehensive of your firm's customer base.

	COMPANY NAME AND CONTACT
	ADDRESS
	PHONE NUMBER
	SERVICES DELIVERED


RETURN OF THIS PAGE IS REQUIRED

ATTACHMENT B


BIDDER UNDERSTANDING OF REQUIREMENTS 
RFQ# 09-SVM-137

RFQ#:  ____________________     



DATE: ________________________

The following question concerns specifications, Section (number) _________________     

Paragraph ____________, page __________:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

All responses to questions may be made by Addendum.

Questions Submitted by: ________________________________________________





NAME





________________________________________________





ORGANIZATION





PAGE _______

This may be FAXED at least two (2) days prior the time set for receipt of bids to:

(757) 221-3959     Buyer: ___SHERRENE MOORE______

RFQ-09-SVM-137 Academic Planners.doc
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