
CITY of NOVI CITY COUNCIL 

Agenda Item 2 
September 10, 2012 

SUBJECT: Approval of contract award to PrintweiL the low bidder, for printing of the Annual 
Calendar in the amount of $16,245 and approval of a contract award to Accuform, the 
second low bidder, for design and printing of Engage! and Enhance in the amount of $88,704 
and $6,570, respectively, for a total of $111 ,519 for one year with the option for two renewals. 

SUBMITTING DEPARTMENT: Neighbor 

CITY MANAGER APPROVAL: 

EXPENDITURE REQUIRED $ 111,519 
AMOUNT BUDGETED $ 25,000, $116,000, $18,000 respectively 
APPROPRIATION REQUIRED N/A 
LINE ITEM NUMBER 208-695.00-888.900 ($6,570) 

101-295.00-888.000 ($16,245) 
101-295.00-888.500 ($88,704) 

BACKGROUND INFORMATION: 

In July 2012, a comprehensive Printing Bid Services request for proposals (RFP) was placed on BidNet for 
specialty publications (Annual Calendar, Engage!, and Enhance) as the Annual Report Calendar 
contract is expired and it has been decided not to renew the current contract with University 
Lithoprinters for the printing of Engage! and Enhance. 

The current contract was based on a page count and quantity that included Novi Community Schools. 
With their recent decision to no longer participate in the Engage! publication, resulting in smaller 
document coupled with concerns with inconsistent graphic artists assignments and additional charges 
it was decided to not renew with University Lithoprinters and advertise for proposals. Three qualified 
proposals were received in response to the RFP. After analyzing the bids, similar to printing awards in 
the past it is financially advantageous to split the project contracts. 

The first contract award consists of the printing of the Annual Calendar. Printwell is the low bidder of 
this item in the amount of $16,245. Print samples provided are of the quality Novi is known for and a 
telephone interview with the organization 's representative provided every indication the company will 
complete the project in a timely manner. 

Per unit printing cost of Annual Report Calendar: $16,245/28,000 copies= $.58 each 

The second contract award package consists of the printing and design of Engage! and Enhance. 
Accuform is the second low bidder of these items in the amount of $95,274. The low bidder, PrintweiL 
had a longer production and delivery time and did not supply samples of similar work. Given the 
significance of the timeliness of these publications and magnitude of layout and design of a 1 00-plus 
page publication, it is recommended the contract be awarded to Accuform . Past projects with 
Accuform have been completed on time, of superior quality, and delivered with exceptional customer 
service. 



Per unit production cost of Engage!: $29,568/28,000 copies = $1 .05 each 
Per unit production cost of Enhance: $2,189.99/10,750 copies= $.20 each 

RECOMMENDED ACTION: Approval of contract award to PrintweiL the low bidder, for printing of 
the Annual Calendar in the amount of $16,245 and approval of a contract award to 
Accuform, the second low bidder, for design and printing of Engage! and Enhance in the 
amount of $88,704 and $6,570, respectively, for a total of $111 ,519 for one year with the option 
for two renewals. 

1 2 y N 1 2 y N 
Mayor Gatt Council Member Margolis 
Mayor Pro Tern Staudt Council Member Mutch 
Council Member Casey Council Member Wrobel 
Council Member Fischer 



CITY OF NOVI 
RFP PRINTING SERVICES - COMMUNITY PUBLICATIONS BID TABULATION 

RFP DUE 8/3/12 

Total cost of calendars (28,000) 

Additional folded maps (500) 

Total annual cost 

Production/Delivery Time 

Glue bind- Total Cost (10,750) 

(10,750) 

Cost for additional 4 pages 

Production/Delivery Time 

RNATE #1 -ANNUAL REPORT 
CALENDAR PRINTING/DELIVERY ONLY 

Total cost of calendars (28,000) 

Additional folded maps (500) 

Total annual c 

Production/Delivery Ti 

RUSH CHARGES 

ADDITIONAL CHARGES/FEES 

EXCEPTIONS TO 
SPECIFICATIONS 

soy ink? 

21 ,000.00 

75.00 

21,075.00 

NA 

2,189.99 

101.86 

19,999.56 

75.00 

20,074.00 

7-10 bus. 

for a very 
unrealistic delivery 
productions i.e. 3 
days. Cost TBD 

NA 

NA 

Yes 

20,720.00 

55.00 

20,755.00 

NA 2,300.00 

NA 780.00 

2,130.00 2,995.00 

824.10 800.00 

blank 11 do 

if City is not able 
to adhere to 
agreed upon 

blank schedule 

blank page not included 

blank page not included 

page not included 



CITYOFNOVI 

CONTRACTOR QUESTIONNAIRE 

PRINTING SERVICES- COMMUNITY PUBLICATIONS 

Failure to provide all information may result in rejection of your proposal. 

Firm Name: \=t,l\-\-W<z..\ \ -\>t- l'l\:..\..-\k··:3 
Address: ~G47'5 A)ort-l.-. /u1e_ Rt':) 
City/State/ZipCode: ·r-w/or, MY: .l.fff/8"0 

Phone Number: 73Y-9¥J-bsi:JO Fax Number: 73'{·-'JJ.tl-1/29' 
Agents name (please print) -'Ft,___,_r..ctc=· __L_Ft:L!.rl.-'-'h'-'-P _____________ _ 

E-mail Address: ef./l/, p~ l?ftflfwe ({.CON\... 

/' f) 
l. Organizational structure: Corporation, Partnership, etc. C.orroCet..ft0/1 

2. Firm established: /98;;<. Years in business: ---==3=->-0~------
. 3. Has your firm filed for Chapter 7 or Chapter ll within the last ten ( 1 0) years? 

No_L Yes Reason: ______________ _ 

4. Under what other or former names has your organization operated? 

Be&\ C..~otq;: ~q"tt:J 
5. How many staff members does your company employ? 

Full-time employees: --'-'f 0=-b=--- Part-time employees:_-=g~---

6. How many years has your company been providing printing services for specialty 
publications such as those in our specifications? __ Provide historical narrative. 

7. Location of local facility where publication will be printed. 

~~\or, MJ: 
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9. Please provide three (3) client references for printing projects similar in scope to 
those in this RFP which have been completed within the last three years. Include 
name, address, phone number, contact person and briefly described scope of 
services performed. 

Company f!,h:J Of' !Ctylo(' 
Address 23SS.:;;;. dooidec.rd R.D 1 'fl,y/ar M.:Z ..f 8/a 0 
Phone ·-13l...f ·· .37L{ ··/IJ.ilq Contact name ); f'l c. Wet 1 d < /, cl, 
Scope of Service ~S.IfjV\. ~ k~ :Se.l/ i\.\)$1 1Cc ke (ot\.l'ffi f fY-om C.-1 'fl-+ L G.!j D'-cf Bo0 I< 

'Pn"+ --t ~iSft-tbc .. de.. 

Company __ ~_F~~------------------------------------­
Address O?oboo £vr~f:;.; Rf\ .Ste L(:J 

Phone '3t3-2/S-7J/? Contact name !Jlttrf:- AsU£ 
Scope of Service /...1 r d 6 L~l / t>e>lfad 8 Po cis Bcok @ • fbn /: .J.. [),s,J,·rbr-e k 

oF --rk A-"' m ~ 
Address ______________________________________________ _ 

Phone 7o Y-751.;-03/,.1 Contact name Mrchof!--{ £) jfq,Mt/k>a 

Scope of Service <..~.AS hzctet' Prothcle Cotlle,..t : DRS! 1~ ;1 / L &1:<1 e ~+-
Pr/ A·~+ \::::>, s~,f:Nt.k.. 

1 0. How many Graphic Designers do you have on staff? 3 

1 l. What is the name of the Graphic Designer you propose to assign to the City 

account? CtAij n.ib.ee .. .l.ec 
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12. Please provide three (3) client references for design projects similar in scope to those 
in this RFP which were completed by the Graphic Designer to be assigned to the 
City account. 

Company C:;6 oP fi:J/or 
Address ~ 3.55<;: 0-odcJtt-a;J /Z{) TCi;;; /4("' 1 111;1: £8: ( Kb 
Phone 734-3?l.J-/L/t.;tj Contact name C'f<::... Vvfi::'frde ?ct-. 
scope of Service C..t ~ frc;vtt/es texl; we Sel( Ms, des'yn , 

g cHi Prt t>Vt '7 d. tS. v tb.r.<- {-e 

Company (!_ F'tvl 
Address ?.. ObO 6 Eu r"etcc;;_ R-f':'::. Ste J..j'd ~j;t/~ M'X £t ?5/!r() 

Phone 3i3·-21'i5-]JI7 Contactname t4"tr!C fls.kc-
Scope of Service Cu.SffifVIe/' RrtJ111de:;. Kf<..l. i.er.y .& ut-/t;estpt 

Pf'!tVt t>r.Sf.rtbufec,(. 1 

Company C>e(?arMe-11 otC 

Address _________ ~-------------

Phone ]OL/-?Sty~ 03 L't Contact name M1cA-e.e/ 0 LkM~ /toe) 
Scope of Service Cu.sfoNr Prc>Jttlev{ Ccf.>11k.,.;, LPS;,nac(t LctJJ o~,_ 

PrtM + b>tS~tbvtkc..l ~~ ';>/.tM"''e._l" 

13. Submit profiles of staff to be assigned to these projects and examples of similar work 
performed by each staff member, including the Graphic Designer to be assigned to · 
the Citv. 

&t:trf tJJ1e.ekf'- f!rq(J),,c {)es;.,JU'er- t?lo yes .Ekfeoe.-zce 
~0110 5'd--u:·l - ;.)qnq~./' () £ Dc?Sifh t- pre,fre.SS ,. ;;?S yr:S' 
CS.R- :Jt~ \-h:>€K1f\ :s:.- 2$ yrs 

/ I Acco ;;.trd- R.e.P - En c._ £i h; i> 
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14. Do you intend to subcontract any part of this contract? If so, what and to whom? 

15. Describe methods of communication with your clients. 

:Teiepk"'C:-

16. Describe in detail your work plan or methodology for these projects. 
L4.£?dn ot. c,lt Sc.u.cStcuJ LNl K ~ <!j.e/l f on 7be.; C' 

VIStOI\ For -rk {kblcaful/j 
1 

Prc..df4.chc(l /oey•?S 
~ .esh4ls&'"J H-e c <> fl.:.d-zac, <9 P 14 vi M -de;y,z/<; • 
( ~~ ~~ iyp;cq/(' d&'le e/,.cfa:?ntcc,./(1 (Zrr 6o:f:h. 

Fr: feck J. £k ~:1- C()(2y be. pre~ tllcl<!'t( J l'f M<;. lAlor .D 
C)r bfuc WOf'cA. (4'ocesstn_7 Sc;f~,Jv.IO<I'f::. US't4q//!f q 
C-.<9 ()Ce(?{ I ~ pre Sfn leA ~ ou?IJ--o !I'~ l .. upoo Uit1 Ce t:JI 

af!frott£ll (JroAucf:dl'J on 6.-t 1/ cle-Dfn C:c;urti/Jeacc;::>5. 0'1ce 
Dest?n f S C:..oMp/e-fe, q {}roa?' I Sa. Sen 1-- h? c../; eat, 
£roo 6 tt:l ec."J e. dH hY\7, Co111 p/t' Je

7 
Su;n off ; s. 9~"CirJ/e..,f 

<ltr1d f1.e p, ece IS .$en I: A:?r PYnhnt:? u/lo( Dtsk.,6ultcJn 
J J 

17. Provide a complete list of your firms printing e~uipm~nt. 
Nex pt'<".S& - Dr,wbt { fU-el (!.o~r P,~ 
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{_;;z);.;o "' G ~·olur t,c.J 11/, q L6qb,,. ilock/i.url} . t!.o f?-.e.ss 
dO 

11 fp weJ> ;k &el web J?CcZ:<' ~ coloc 

Please attach additional sheets with any other information you believe the City could 
use to evaluate your firm. 

THE FOREGOING QUESTIONNAIRE IS A TRUE STATEMENT OF FAC: ·-/1 (} 

Signature of Authorized Company Representative: ~ 6-:--~ 
Representati_ye' s Na;ne (please print) ---"'£__,_r""-'JC. _ _..[;-'--'-/"-'h'-'()=--------­
Date 5/0 2 JL;l 
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CITY OF NOVI 

COST PROPOSAL FORM 

PRINTING SERVICES- COMMUNITY PUBLICATIONS 

We the undersigned as bidder, propose to furnish to the City of NovL according to the 
conditions and instructions attached hereto and made a part thereof 

1. ANNUAL REPORT CALENDAR (issued one time annually) 
All Inclusive- Design/editing, all proofs/revisions, printing, mailing services, 
delivery to Post Offices and Novi Civic Center. Do not include postage. 

Cost for 4 Estimated Cost for cover Total Unit Cost 
pages 32 paqes (4 paqesl (per calendar) 

$~jg) 09f X 8 + $ , 09t,lffl._gJ 7 = $ /5~ eutUf ' 
{!JA1i;z) 

X 28,000 

Total Cost of Calendars $ ()--~ tJO 0. 
6 

+ Additional 500 folded maps $ 15· 
e>iJ 

TOTAL ANNUAL COST $ (}._f; 0 7 [). ()~ 

rr 

~ 

_/}) r _;7 J()J( ~ J hJ! ,tJ~""'rj vd~ 
Production/delivery time 7-j{) vM;~ a~~ r'~ -/~ 

2. ENGAGE! (Community Program/Recreation Guide, issued three times/year) 
All inclusive- Design/editing, up to 4 proofs/revisions, printing, mailing services, 
delivery to Post Offices and City facilities. Do not include postage. 

Cover Cost per 4 
Estimated 

Total Unit Cost 
104 pages 

(4 pages) pages 
per book 

(per book) 

$ 
> ~121LA + $ y ()JqcvJJ X 26 $ J. {7j 6 

LJL/1\.AV 

/\Ok X 28,000 

TOTAL COST $ Q_ ~ 561. o-6 

Production/delivery time :;:;_}!Jrt 1;?: vJ 



3. ENHANCE (Senior Newsletter, issued three times/year) 
ALL INCLUSIVE- Design/editing (up to 4 proofs/revisions), printing, mailing services 
(addressed, folded, tabbed), delivery to Post Offices and City facilities. Do not 
include postage. 

Unit Price 
Cost for 

(per 1000) 
Est. Qty Total Cost additional 4 

,) pages 
Glue ~~~~ X 10,750 $ $ $ 5 = )\)~ h)q7 Bind + (} <A£ 1--

Saddle <1 

:L I '8 9, 99 !?6 $ .)UJ3, 7 ~ X 10,750 = $ $ 10// Stitch 

Production/deliverytime?~Jd~;~LAx? Q~-5 qj~ ~ 
wrovccf /1 

ALTERNATE #1 ·ANNUAL REPORT CALENDAR 
No design services would be required. Contractor will be provided with a print-ready 
version of publication and will print, provide mailing services, delivery to Post Offices 
and City facilities. Do not include postage. 

Cost for 4 Estimated Cost for cover Total Unit Cost 
paqes 32 pages (4 pages) (per calendar) 

$' 0 71 ?lj X 8 + $ a CfJ!tYJ = $ 71'1~7~ • "' (!v;Jz; ~ 
X 28,000 

Total Cost of Calendars $ ~~c;c;;;,s,r;; 

+ Additional 500 folded maps $ 75 
TOTAL ANNUAL COST $ oz_q () 7 ?'' 5Co-

~ 

Production/delivery time 7-JtJ 'J )_ IJ~ e<L/J ~ tf i&;L f r~ 
ttfpl'ov 

RUSH CHARGES 
Define the circumstances that would result in rush charges and all costs. 

Page 18 of 22 



ADDITIONAL CHARGES/FEES 
Any and all potential additional charges & fees must be indicated here. 

EXCEPTIONS TO SPECIFICATIONS 
All exceptions to specifications must be shown here. See Exceptions paragraph in 
Instructions to Proposers section. 

Does your proposal price include the use of Certified FSC recycled paper and soy inks? 

Are your labeled samples included? 

~Yes 

V Yes 

__ No 

__ No 

We acknowledge receipt of the following Addenda: UO oddeJ1. ~ 
(please indicate addenda #) 

Comments: 
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This proposal is submitted by: 

Firm Name: jt(!f!_k Po,e_;Jl f};~n±i K q= Y- yj/('t\_1') /ttC0 , I~ /) !lv 1 / 
Address: 7 d--61 So q,_;t;;A £/elqf ,llCL -

City/State/ZipCode: /)et£-oLi= , f11z:; 1'=60<.-d.-- f?' 
) 

Phone Number: 313- g._ 71 -Jit,oo Fax Number: 3 /J ... £ 7 I - 4c5' 7 9 
Agents name (please print) 6af'( JDA n SOn , 

Agent's Signature:~ t Ju1 S ~ 
E-mail Address: ~aJCD Yz~~ ace-tz:fotm' N e__ 1r 
Date: 9; .- f - /!A. 
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NOTICE - CITY OF NOVI 
REQUEST FOR PROPOSALS 

PRINTING SERVICES- COMMUNITY PUBLICATIONS 

cityofnovi.org 

The City of Novi will receive sealed proposals for Printing Services - Community 
Publications according to the specifications of the City of Novi. 

Sealed technical proposals, with the cost proposal form in a separate sealed 
envelope, will be received until 3:00 P.M. prevailing Eastern Time, Friday, August 3, 2012, 
at which time proposals will be opened and names only will be read. 

Proposals shall be addressed as follows and delivered to: 

CITY OF NOVI 
CITY CLERK'S OFFICE 
45175 W. Ten Mile Rd. 
No vi, Ml 4837 5-3024 

OUTSIDE OF MAILING ENVELOPES MUST BE PLAINLY MARKED "PRINTING SERVICES­
COMMUNITY PUBLICATIONS RFP" AND MUST BEAR THE NAME OF THE PROPOSER. 

The City reserves the right to accept any or all alternative proposals and award 
the contract to other than the lowest proposer, to waive any irregularities or informalities 
or both; to reject any or all proposals; and in general to make the award of the 
contract in any manner deemed by the City, in its sole discretion, to be in the best 
interest of the City of Novi. 

Notice dated: July 18, 2012 

NOTICE TO PROPOSERS: 

Sue Morianti 
Purchasing Manager 

The City of Novi officially distributes RFP documents through the Michigan Intergovernmental 
Trade Network (MITN) . Copies of RFP documents obtained from any other source are not 
considered official copies. The City of Novi cannot guarantee the accuracy of any information 
not obtained from the MITN website and is not responsible for any errors contained by any 
information received from alternate sources. Only those Contractors who obtain RFP documents 
from the MITN system are guaranteed access to receive addendum information, if such 
information is issued . If you obtained this document from a source other than the source 
indicated, it is recommended that you register on the MITN site, www.mitn.info and obtain an 
official copy. 



CITY OF NOVI 

PRINTING SERVICES- COMMUNITY PUBLICATIONS 

INSTRUCTIONS TO PROPOSERS 

cityofnovi.org 

This RFP is issued by the Purchasing Office of the City of Novi. 

IMPORTANT DATES 

RFP Issue Date 

Last Date for Questions 

Response Due Date 

Anticipated Award Date 

PROPOSAL SUBMITTALS 

July 18, 2012 

Thursday, July 26, 2012 by 12:00 P.M. 
Submit questions via email to: 
Sue Morianti, Purchasing Manager 
smorianti@cityofnovi.org 

Friday, August 3, 2012 by 3:00 p.m. 

August 27, 2012 

An original and three (3} copies of each technical proposal, with the Cost Proposal 
Form sealed in a separate envelope, must be submitted to the City Clerk 's Office. The 
original may be clipped but should not be stapled or bound. The copies may be 
stapled/bound. The sealed envelope containing the Cost Proposal form may be 
mailed in the same package with the technical proposal . 

The technical proposal will consist of Contractor Questionnaire, your samples, and any 
other documentation you would like to include to indicate your firm's qualifications. 
DO NOT INCLUDE ANY PRICING IN YOUR TECHNICAL PROPOSAL. ALL PRICING IS TO BE 
INCLUDED ON THE COST PROPOSAL FORM AND SEALED IN A SEPARATE ENVELOPE. 

No other distribution of the proposals wi ll be made by the Contractor. Proposals must 
be signed by an official authorized to bind the Contractor to its provisions. 

FAILURE TO SUBMIT PRICING ON THE PROPOSAL FORM PROVIDED BY THE CITY OF NOVI 
MAY CAUSE THE BID TO BE CONSIDERED NON-RESPONSIVE AND INELIGIBLE FOR AWARD. 

CHANGES TO THE RFP/ADDENDUM 
Should any prospective Proposer be in doubt as to the true meaning of any portion of 
the Request for Proposal, or should the Proposer find any patent ambiguity, 
inconsistency, or omission therein, the Proposer shall make a written request (via email) 
for official interpretation or correction. Such request shall be submitted to the specified 
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person by the date listed above. The individual making the request shall be held 
responsible for its prompt delivery. 

Such interpretation or correction, as w ell as any additional Bid provisions that the City 
may decide to include, will be made as an addendum, which will be posted on the 
MITN website at www.mitn.info . Any addendum issued by the City shall become part 
of the RFP and shall be taken into account by each proposer in preparing their 
proposal. Only written addenda are binding. It is the Proposer's responsibility to be 
sure they have obtained all addenda. Receipt of all addenda must be 
acknowledged on proposal form. 

TYPE OF CONTRACT 
If a contract is executed as a result of the bid, it stipulates a fixed price for products/ 
services. The contract period will be for one ( 1) year based on the number of issues to 
be produced in one year. Upon mutual consent of the City of Novi and the successful 
proposer, the contract may be renewed two (2) times in one ( 1) year increments at the 
same terms and conditions of the original contract . 

SUBMISSION OF PROPOSALS 
Proposals must be submitted in a sealed envelope. Outside of mailing envelope must 
be labeled with name of contractor and name of RFP. Failure to do so may result in a 
premature opening or failure to open such proposal . 

To be considered, sealed proposals, with bid form/fee proposal in a separate sealed 
envelope, must arrive at City Clerk's Office, on or before the specified time and date. 
There will be no exceptions to this requirement. Proposal is considered received when in 
the possession of the City Clerk. Contractors mailing proposals should allow ample time 
to ensure the timely delivery of their proposal . Proposals received after the closing date 
and time will not be accepted or considered. Faxed, emailed, or telephone bids are 
not acceptable. The City of Novi shall not be held responsible for lost or misdirected 
proposals. The City reserves the right to postpone an RFP opening for its own 
convenience. 

Proposals must be clearly prepared and legible and must be signed by an Authorized 
Representative of the submitting Company on the enclosed form . Proposals must show 
unit and total prices. ANY CHANGES MADE ON PROPOSAL FORMS MUST BE INITIALED OR 
YOUR PROPOSAL MAY BE CONSIDERED NON-RESPONSIVE. 

A proposal may be withdrawn in person before the stated due date/closing time by 
giving written notice to the Purchasing Manager. After the stated closing time, the 
proposal may not be withdrawn or canceled for a period of One Hundred and Twenty 
( 120) days from closing time. In case of error by the Proposer in making up a proposal, 
the Purchasing Manager may, by discretion, reject such a proposal upon presentation 
of a letter by the Proposer which sets forth the request to withdraw the proposal and 
specifying the error, the cause thereof, and sufficient evidence to substantiate the 
claim. Any Proposer who withdraws their proposal after the due date/closing time may 
be prohibited from bidding, proposing, or quoting on any other City projects, bids 
and/or RFP's for a period of three years. 
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Proposers are expected to examine all specifications and instructions. Failure to do so 
will be at the proposer's risk. 

Failure to include in the proposal all information requested may be cause for rejection 
of the proposal . 

No proposal will be accepted from, or contract awarded to any person, firm, or 
corporation that is in arrears or is in default to the City Novi upon any debt or contract, 
or that is in default as surety or otherwise, or failed to perform faithfully any previous 
contract with the City. 

USE OF THE CITY LOGO IN. YOUR PROPOSAL IS PROHIBITED. 

RESPONSIVE PROPOSALS 
All pages and the information requested herein shall be furnished completely in 
compliance with instructions. The manner and format of submission is essential to 
permit prompt evaluation of all proposals on a fair and uniform basis. Unit prices shall 
be submitted if space is provided on proposal form . In cases of mistakes in extension, 
the unit price shall govern. Accordingly, the City reserves the right to declare as non­
responsive, and reject an incomplete proposal if material information requested is not 
furnished, or where indirect or incomplete answers or information is not provided. 

EXCEPTIONS 
The City will not accept changes or exceptions to the RFP documents/specifications 
unless Contractor indicates the change or exception in the "Exceptions" section of the 
proposal form. If Contractor neglects to make the notation on the proposal form but 
writes it somewhere else within the RFP documents and is awarded the contract, the 
change or exception will not be included as part of the contract. The original terms, 
conditions and specifications of the RFP documents will be applicable during the term 
of the contract. 

CONTRACT AWARD 
The contract that will be entered into will be that which is most advantageous to the 
City of Novi, prices and other factors considered. The City reserves the right to accept 
any or all alternative proposals and to award the contract to other than the lowest 
proposer, waive any irregularities or informalities or both, to reject any or all proposals, 
and in general, to make the award of the contract in any manner deemed by the City, 
in its sole discretion, to be in the best interests of the City of Novi. 

After contract award, a summary of total price information for all submissions will be 
posted on the MITN website at www.mitn.info. 
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GENERAL CONDITIONS 

INSURANCE 
A certificate of insurance naming the City of Novi as an additional insured must be 
provided by the successful proposer prior to commencement of work. A current 
certificate of insurance meeting the requirements in Attachment A is to be provided to 
the City and remain in force during the entire contract period. 

TAX EXEMPT STATUS 
It is understood that the City of Novi is a governmental unit, and as such, is exempt from 
the payment of all Michigan State Sales and Federal Excise taxes. Do not include such 
taxes in the bid prices. The City will furnish the successful proposer with tax exemption 
certificates when requested. The City's tax-exempt number is 38-6032551. 

SHIPPING/HANDLING CHARGES 
All bid/proposal pricing is to be F.O.B. destination. 

DOWN-PAYMENTS OR PRE-PAYMENTS 
Any bid proposal submitted which requires a down-payment or prepayment prior to 
delivery and full acceptance of the item(s) as being in conformance with specifications 
will not be considered for award. 

INVOICING 
Invoices must be mailed to: City of Novi, Attn: Finance Department, 45175 W. Ten Mile 
Road, Novi, Ml 48375 

CONTRACT TERMINATION 
The City may terminate and/or cancel this contract (or any part thereof) at any time 
during the term, any renewal, or any extension of this contract, upon thirty days (30) 
days written notice to the Contractor, for any reason, including convenience without 
incurring obligation or penalty of any kind. The effective date for termination or 
cancellation shall be clearly stated in the written notice. 

TRANSFER OF CONTRACT/SUBCONTRACTING 
The successful proposer will be prohibited from assigning, transferring, converting or 
otherwise disposing of the contract agreement to any other person, company or 
corporation without the expressed written consent of the City of Novi. Such approval shall 
not constitute a basis for privity between the City and any subcontractor. Any 
subcontractor, so approved, shall be bound by the terms and conditions of the contract. 
The contractor shall be fully liable for all acts and omissions of its subcontractor(s) and shall 
indemnify the City of Novi for such acts or omissions. 

NON-DISCRIMINATION 
In the hiring of employees for the performance of work under this contract, neither the 
contractor, subcontractor, nor any person acting in their behalf shall by reason of 
religion, race, color, national origin, age, sex, height, weight, handicap, ancestry, place 
of birth, sexual preference or marital status discriminate against any person qualified to 
perform the work required in the execution of the contract. 
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ACCEPTANCE OF PROPOSAL CONTENT 
Should a contract ensue, the contents of the proposal of the successful Proposer may 
become contractual obligations. Failure of a contractor to accept these obligations 
may result in cancellation of the award. 

DISCLOSURE 
All documents, specifications, and correspondence submitted to the City of Novi 
become the property of the City of Novi and are subject to disclosure under the 
provisions of Public Act No. 442 of 197 6 known as the "Freedom of Information Act". 
This Act also provides for the complete disclosure of contracts and attachments hereto. 
This means that any informational material submitted as part of this RFP is available 
without redaction to any individual or organization upon request. 

ECONOMY OF PREPARATION 
Proposals should be prepared simply and economically, providing a straightforward 
and concise description of the contractor's ability to meet the requirements of the bid. 
Emphasis should be on completeness and clarity of content. Included in the response 
must be a point by point response to the Requirements and other sections of the bid. 
The City of Novi is not liable for any costs incurred by proposers prior to issuance of a 
contract. 

INDEPENDENT PRICE DETERMINATION 
By submission of a proposal, the offerer certifies, and in case of a joint proposal, each 
party hereto certifies as to its own organization, that in connection with the proposal: 
(a) The prices in the proposal have been arrived at independently without 
consultation, communication, or agreement, for the purpose of restricting competition, 
as to any matter relating to such prices with any other offerer or with any other 
Competitor; and 
(b) No attempt has been made or will be made by the offerer to induce any other 
person or firm to submit or not submit a proposal for the purpose of restricting 
competition. 

Each person signing the proposal certifies that: 
(c) He is the person in the offerer's organization responsible within that organization 
for the decision as to prices being offered in the proposal and that he has not 
participated an will not participate in any action contrary to (a) and (b) above; or 
(d) He is not the person in the offerer's organization responsible within that 
organization for the decision as to prices being offered in the proposal but that he has 
been authorized in writing to act as agent for the persons responsible for such decisions 
in verifying that such persons have not participated, and will not participate, in any 
action contrary to (a) and (b) above, and that as their agent, does hereby so certify; 
and that he has not participated, and will not participate in any action contrary to (a) 
and (b) above. 

A proposal will not be considered for award if the sense of the statements required in 
the proposal has been altered so as to delete or modify the above. 
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CITY OF NOVI 

PRINTING SERVICES- COMMUNITY PUBLICATIONS 

SPECIFICATIONS 
cityofnovi.org 

SCOPE OF WORK 
The City of Novi is seeking qual ified contractors o submit proposals to provide design 
print. and mail ing services for several community publications including the Annual 
Report Calendar. Engage! community program/recreation guide. and Enhance senior 
newsletter. 

ANNUAL REPORT CALENDAR 
Quantity: 28.000 (once annually) plus an additional 500 folded . pull -out maps 

• 11 x 8.5 .. finished size 
• 32 pages. four-c olor process. 80# ma tte coated text #2 grade 
• 4 page cover four-color process. 80# g loss enamel cover. #2 grade 
• 1 pu ll-o t map (center) . 17 x 22 inch. folded. four-color proce ss. 80# g loss 

white text 
• Postcard- 1 0" x 4" perforated at 5" . 90# card stock. printed on 2 sides 

with black ink . st itched in 
• Saddle stitched 
• · ... hole for hanging 
• Unit price (per calendar) is to be 'al! inclusive" (from design to delivery to 

Post Offices & City). 
• Pricing to incl de all necessary proofs/revisions. 
• Carrier Route Distribution 

Approximately 27.000 calendars are to be properly processed for mailing . route 
sorted & delivered to the a ppropriate Post Office (Novi and Northville Post 
Offices). Ro te data will b e provided by the City. No addresses are necessary 
as calendars are sent to all residents and businesses in the City. 

The contractor will a lso d e liver approximately 1 000 annua l report c a lendars and 
he additional 500 maps to the Novi Civic Center. 

ENGAGE! (Community Program/ Recreation Guide) 
Quantity: Approximate ly 28.000 per issue (three times annually) 

• 1 04-page guide 8 IJ2 X 11, four-color process thro ghout 
• Saddle Stitched 
• Postcard- l 0" x 4·· . p erforated at 5" . 901b card stock. printed on sides 

b lack ink. stitched or blown in 
• 70# gloss text pa ges and l OOib g loss text c over 
• Preferred Certified SFC recyc led paper and soy inks 
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• ni p ri c ing (per book) is to be "a ll inclusive" (from design to del ivery o 
Post Office) 

• Pricing to include up to 4 proofs/revisions. 
• Corr'er route d ist ri bution. 

Approxima tely 27 000 Engage! are to be properly processed for mailing . route 
sor ed ana de liverea to both the Novi and Northvill e post offices (or centra lized 
Post O ffice distribution cen ter as determined by the City o f Novi.). Route do a 
w ill be providea by the Ci y. No addresses ore necessary as Engage! is sem to a ll 
residen s o r d businesses in he Ci ty. 

Contractor will a lso deliver approximately 1 .000 Engage! to the Novi Civic Center 
a nd Novi Public ib rary . 

ENHANCE (Senior Newsletter) 
Quantity: .~pproxima ely 10.7 50 per issue (three times annually) 

• 8-page newsle tter - 2 pages of 11 x 17 uncoated stock. fo lded to c reate 
8 pages of 8 ·2 x 1 1 . 

• Sel cover included in page c ount 
• Two-color process throughout 
• Saddle stit c hed or g lue b ind (c ontroc or to provide p ric ing for both) 
• 701b g loss tex 
• Certified FSC recycled paper and soy inks preferred 
• Soft fol d 
• In jet addressed. fo lded to 8- 1 /2'' x 5-1 / 2" . wafer tabbed/ sea led per pos 

office requirements. 
• Addresses provided by Ci y in an Excel spreadsheet 
• Pric ing is o be ·'all inclusive" (from design to delivery to Post Office) 
• Price to inc lude up t 4 proof/revisions 

Approxima tely 10,350 newsle t ers will be addressed. properly processed for 
mailing. tabbed sor ed and delivered to he appropriate Post Office (Novi a nd 
Northvill e Post O ffices) by the contractor. 

The contractor will deli er approxima tely 400 newsle tters (fla t w ith no fo lds or 
seals) to the Novi Senior Center. 

PUBLICATION SAMPLES 
The publ icat ions (in P F forma t) may be found at the links below: 

Engage! 
Enhance 

http://c ityofnovi .org /Services/ ParksAndRec/Proqram.asp 
http://c ityofnovi.org/Services/ParksAndRec/Seniors/OverviewSeniors.asp 

Samples of the Annua l Report Calendar and Engage' publica tions are ava ilable for 
p ickup a t the Informa tion Desk a t the Novi Civic Center. 45 175 W . Ten Mile Rd.. ov1 Ml 
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48375. Please note that the paper used in the Engage! publication does not match 
he current specifications. We are unable to provide samples of the Enhance 

publication to take with you. however the Information Desk will hove one for you to look 
at. 

DESIGN 
The City will provide a ll written content to the designer in Microsoft Word or print ready 
PDF. Some verbal edirs of content may be required. 

The City will provide all photos for the Annual Report Calendar. Necessary stock 
imagery will be provided by designer/ printer at no cost to the City. Map art will be 
provided by the City. 

The City will provide most photos for Engage! and Enhance. Designer/Printer may be 
required o provide some stock photos & imagery. which will be provided to the City at 
no additional cost. 

he City will provide camera ready art for t e advertisement sections and the City will 
collect the revenue for he ads. 

Photos provided by City will be high resolution images . 

The contractor will be provided on originollnDesign file at beginning of contract for 
both Enhance and Engage! publications to use as a template. 

Contractor will provide finollnDesign file on disk for each publication within two (2) 
weeks of completion. at the City's request. Native files and font files become the 
property of the City of Novi. 

Engage! and Enhance publications are posted on the City' s w ebsite . A 12MB (or 
smaller) PDF must be provided to the City by 5 p.m. Eastern Time the next business day 
after final approval. 

The contractor shall provide pre-press proofs or PDF proofs (as determined by the City) 
for the City' s review and approval. Corrections will be re t rned to the c ontractor 
marked ··oK." ··o< with c orrections," or "Revised Proof Req ired," and signed by the 
Ci y. Pricing for Engage! and E honce must include up to four (4) PDF proofs/revisions 
each. The p ric ing for the Annual Repor' Calendar must include all proofs/revisions . 

Contractor shall designate the name of the Graphic Designer who will b e assigned to 
the City of Novi' s projec s with their proposal. Fa ilure to provide thi na me could res It 
in rejection of your proposa l. 

Contractor is responsible for work of Graphic Designer. If Graphic Designer foils to 
provide contractor with the completed product which requires contractor to key in 
data or other work. the City is not responsible and will pay no additiona l charges. 
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PRODUCTION 
he City reserves 'he right to reduce or increase the quantity of publications produced 

annually as well as eliminate o publicat ion. Printed quantities ore estimated. 

Contractor must inc ude prod ction ana delivery t'mefrome in proposa l. 

Controc or must provide costs for rush c orges. ConTracTor wi I c learly specify/define 
the circumstances Tho de ermine rush charges on he proposal form and the 
associated costs. 

Production services must be provided by the Contractor submitting the proposal. No 
subcontracting may be done without the written authorization by the C;ty of Novi . 

MAILING 
.t._l l pocking and crating . sort;ng. folding, tabs. and delivery to post offices (Novi and 

orthville) and the City of ovi / Novi Public Library will be included in proposal. No 
insurance or parcel post. UPS or Federal Express charges will be allowed unless 
authorized by the Cty. All materials are to be pocked in o manner allowing their 
proper storage w· hout damage through exposure. 

POSTAGE 
he City will be responsible for postage. Contractor w ill print publications with the City 's 

permit number. 

PROPOSAL SUBMISSION 
Contractor will provide on "all inclusive" price for the design, printing, addressing, 
f"llailing services and delivery to post office(s) and City of Novi/Novi Community 
Schools/ ovi Public Library according to the specifications. 

All pricing on proposal form will be assumed to meet the specifications. Any 
"Exceptions" to the specifications MUST be indicate on the proposal form. 

All pricing for publications as specified should be submitted on the proposal form only. 
Please do not submit a separate Quotation on contractors form unless it deviates from 
the specification. Please mark these Quotations as an "Alternate Proposal". 

SELECTION PROCESS 
This doc me nt is a Request for Proposals. It dif e rs from an Invitation to Bid in that the 
City is seeking a solution as d escribed herein. and not a bid meeting firm specifications 
for the lowest price . As such the lowest price will not guarantee an award 
recommendation. Proposals wil l be eval ated based on criteria form la ted oro nd the 
most importan features of the service, of w ic qua lifications. experience, capaci y 
and methodology, may be overriding factors , and price may not b e determinative in 
he issuance of a contract or award. he proposal evaluation criteria should be viewed 

ass andards tho measure how well a con rae or's opprooc mee s the d esired 
requiremen s of the ci y. Those criteria that will b e used and co sidered in evo luoti n 
for award ore set forth in this document. The City will thoroughly review all proposals 
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received. A contract will be awarded to a qualified contractor submitting the best 
proposal . 

PROPOSAL EVALUATION CRITERIA 

Proposals will be evaluated and ranked using the following critena. Contractor should 
be sure they hove provided sufficient information for each category: 

1. Quolifica ions & Experience 
2. Comparable Projects and References 
3. C apa city to Perform the Work 
4. Me hodology (Work Plan) 
5. Cost (Cost oroposal form will be opened only for the short list of firms who ore 

determined to be rhe most qualified .) 

An on-site visit of your plant to examine the equipment and facilities and to determine 
the ability of The contracTor to perform The work in accordance with the requirements 
of the RFP may be port of the evaluation process. 

SAMPLES REQUIRED 
Failure to provide samples may result in rejection of your proposal. Samples will not be 
returned to contractor. 

Print Samples 
Three (3) samples of fo r-color projects (with at least one calendar). The nome of the 
Respondent and Printer must be clearly affached to each sample. 

Design Samples 
Three (3) samp1es of four-color projects (wi hat least one calendar) comple ted by 
the d esigner proposed for the Novi publications. The name of the Respondent and 
Designer must be clearly affached to each sample. 

REFERENCES 
The contractor must provide the references as requested on the Contrac tor 
Questionnaire. 
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