Warren C. Evans
County Executive

SOLICITATION FOR QUOTES
FOR
STATIONARY, BUSINESS CARDS
& RELATED ITEMS
SQF Number 2016

Issue Date:  January 19, 2016

Quote Deadline:  January 25, 2016 at 4:00 PM Local Time
Charter County of Wayne
Purchasing Division
500 Griswold, 15" Floor
Detroit, Michigan 48226

Purchasing Contact:  Chaffon Wheeler-Cole, Purchasing Agent
Phone: (313) 224-6874
Fax: (313) 967-1251

DESCRIPTION: Quotes are being solicited for the purchase of stationary, business cards and related
items on an as needed basis until the contract expires or the funds are depleted, whichever comes first.

Fax the entire completed Quote Package to the fax number above by the Quote Deadline above.
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SPECIFICATIONS/SCOPE OF WORK

1) SCOPE OF SERVICES:

a)

b)

The successful respondent (Contractor) shall provide stationary, business cards and related items
on an as needed basis until the contract expires or the funds are depleted, whichever comes first.
Individual purchase orders will be provided for each order. Work shall not commence without
receipt of an official Wayne County printed purchase order via mail or fax.

Camera-ready artwork will be provided electronically to the successful vendor. This artwork will be
for the logo and general information only. Customized information (i.e. names, address, phone,
etc.) must be typeset on an order-by-order basis.

Proof authorization required for all orders.

Orders must be received within 7 calendar days after receipt of order.

Prices quoted shall be inclusive of all set up charges, as they will not be paid separately.

All orders to be delivered in lots of 500/box unless otherwise specified.

All printed materials must be printed in a union shop and have a union logo imprinted.
Subcontracts will not be allowed.

Faxed information will be provided to successful vendor all typesetting must be included in all
pricing electronic logo will be supplied upon request from successful vendor.

Prices quoted shall be inclusive of all set up and delivery/shipping charges, as they will not be paid
separately.

SPECIFICATIONS:

1) SPECIFICATIONS:

VENDOR MUST PROVIDE PROOF OF BEING A UNION SHOP AT THE TIME
OF SUBMITTING THEIR BID.

Printing Process:
All items must be offset printed with wax free (laser printer safe Inks) Reflex
Blue/ Metallic 871 gold ink

Papers:

Business card stock is to #80 Fax River vellum cover or of equal quality.
Letterheads and 2nd page must be on 25% cotton Fax River # 24 Capital
Bond (no substitutions). #10 regular envelopers must be on 25% cotton Fax
River Capital bond (no substitutions) all other memo pads # 20 bond, in pad'’s
of 50’s or 100’s as per request by purchaser.

UNION PRINTER:

a)

b)

Union label and recycle logo are required on all printed item

Business cards

i) Multiple names/addresses based on ordering Department/Division.
iy Trim size: 3.5" x 2"

iii) Flat size 3.5" x 2"

iv) Ink: Flat

v) Colors: 2/C (Flat Print — Text “Reflex Blue: County Seal PMS 871)
vi) Sides: 1

vii) No Bleeds

viii) Binding: none

ix) Proof: dylux, match print, color laser
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x) Paper/Cover: Weyerhaeuser Cougar White Smooth (or equal), wt. 80 Ib. Cover
xi) Off set printed

c) 1st Page Letterhead
i) Multiple addresses in footer based on ordering Department/Division.
iy Trim: 8 1/2"x 11"
i) Flat: 8 1/2" x 11"
iv) Colors: (2/C (Flat Print — Text “Reflex Blue: County Seal PMS 871)
v) no coating
vi) 1 side
vii) no bleeds
viii) no binding
ix) proof: dylux, match print
x) Paper/Text: Weyerhaeuser Cougar Opaque White Smooth (or equal), Wt. 60 Ib. Text

d) 2nd Page Letterhead
i) Multiple addresses in footer based on ordering Department/Division.
i) Trim:81/2"x 11"
i) Flat: 8 1/2" x 11"
iv) One (1) color: Reflex Blue
v) no coating
vi) 1 side
vii) no bleeds
viii) no binding
ix) proof. dylux, match print
x) Paper/Text: Weyerhaeuser Cougar Opaque White Smooth (or equal), Wt. 60 lb. Text

e) Envelopes (#9, #10 w/o window, #10 w/windows, 10” x 13”, 9” x 12”, etc.)
i) No. of pages: 2
iy Trim size: 9.125" x 3.875" (due to bleeds, may need to be converted)
iii) Colors: 2/C (Flat Print — Text “Reflex Blue: County Seal PMS 871)
iv) no coating
v) 1 side
vi) bleeds: 3 sides - 2 colors on 2 sides & 1 color on 1 side
vii) no binding
viii) Proof: dylux, match print
ix) Paper/text: Weyerhaeuser Cougar Opaque White Smooth (or equal), Wt. 60 Ib. Text

f) Customized Memo Pads (i.e. “From the desk of” NAME)
iy 4" x6” (both lined and blank) memo pads
i) Glue binding or sticky pads (Post-it type)
i) 50 sheets per pad/20 pads per box
iv) Assorted color or white paper
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SPECIAL INSTRUCTIONS, TERMS AND CONDITIONS

1. CONTRACT TERM: The contract shall be for a term of 1 year, effective upon issuance of Purchase
Order. The contract shall terminate upon expiration or when funds are depleted, whichever comes
first.

2. CONTRACT AWARD: This contract is intended to be awarded as a whole; however the County
reserves the right to award by group, whichever it deems to be in its own best interest. Additional like
items may be purchased under the resulting contract(s) at the contracted price schedule.

3. ESTIMATED QUANTITIES: The quantities shown are estimates only and the County reserves the right
to increase or decrease amounts as circumstances may require. Regardless, no contract shall exceed
$50,000.

4. SAMPLES: If you would like samples of any of the items listed in the specifications, please call the
contact on the cover page.

5. COUNTY-BASED AND TARGETED GROWTH COMMUNITY ENTERPRISE: Wayne County
administers a program that gives an advantage to businesses located within Wayne County that are
County-Based Enterprises (CBE). Additional advantage is also given if the business is located within
the 10 Targeted Growth Communities within Wayne County (Detroit, Ecorse, Hamtramck, Highland
Park, Inkster, Melvindale, River Rouge, Romulus, Sumpter Township, and Taylor). The County shall
apply credit up to 5% to bids submitted by certified County-Based Enterprises and 2% for TGCE. To
receive the applicable credit, the prime contractor and the first tier subcontractor must submit their
CBE and or TGCE certificate with the bid. If you are not certified, contact the office of Human
Relations at (313) 224-5021, or visit the County’s website, www.waynecounty.com.
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2)

3)

5)

TERMS AND CONDITIONS OF AGREEMENT

Deadline: All quotes received by the deadline stated will be considered for award. The County may,
at its sole discretion, accept or reject quotes received after the stated deadline, but before an award
decision is made. For this reason, quotes will only be made public when an award decision is made.
Quotes submitted after an award decision is made will be rejected.

Assignment/Transfer: Assignment or transfer of this contract without written consent of Wayne
County may be construed by the County as a breach of contract sufficient to cancel this agreement at
the discretion of the County.

Inspection: All goods and services shall be subject to inspection and approval by Purchaser at all
reasonable times including inspection during manufacture. Inspection and approval by Purchaser at
Seller's plant does not preclude rejection for defects upon discovery by subsequent inspection. Any
goods and services rejected by Purchaser shall be promptly repaired or replaced at Seller's expense.
Any and all costs incurred by Purchaser in connection with the return of goods rejected by Purchaser
as defective shall be at Seller’s risk and expense.

Risk of Loss: Regardless of FOB point, Seller agrees to bear all risks of loss, injury or destruction of
goods and materials ordered herein which occur prior to delivery and acceptance; and such loss, injury
or destruction shall not release Seller from any obligation hereunder.

Warranty: Seller warrants that it has good and merchantable title to the goods sold hereunder and that
said goods shall conform to the descriptions and applicable specifications and samples. Such goods
shall be of good merchantable quality and fit for the known purposes for which sold, and are free and
clear of all liens and encumbrances. Seller and Purchaser agree that this order does not exclude, or in
any way limit, other warranties provided for in this agreement or by law.

Excise and Sales Tax: The prices herein must not include any Federal excise taxes or sales taxes
imposed by any State or Municipal Government. Such taxes, if included, must be deducted by the
Seller when submitting invoice for payment.

Invoices: Invoices for Goods must be submitted on date of complete shipment. Invoices for Services
must be submitted within 45 days after completion of Services. Payment will be delayed if the invoice
fails to reference PO number, ordering department, unit prices, quantities, totals, and a full description
of the order that matches the PO.

IRS Form W-9: Seller must have on file with the County an IRS Form W-9 before Purchaser will issue
any payment to Seller.

Compliance with Laws: Seller represents and warrants that the performance of this order and the
furnishing of goods or services required shall be in accordance with the applicable standards,
provisions and stipulations of all pertinent Federal, State or County laws, rules, regulations, resolutions
and ordinances including but not limited to the Fair Labor Standards Act, the Equal Employment
Opportunity rules and regulations and the Occupational Safety and Health Acts.

10) Amendments: No amendment, modification or supplement to this contract shall be binding unless it is

in writing and signed by authorized representatives of the parties.

11) Termination: When in the County’s best interest, County may unilaterally cancel this agreement at

any time, whether or not Seller is in default of any of its obligations hereunder. Under any such
cancellation, Seller agrees to waive any claim for damages, including loss of anticipated profit on
account hereof. However, the County agrees that Seller shall be paid for items and/or services
already accepted by County, but in no event shall the County be liable for any loss of profits on the
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order or portion thereof so terminated. Either party may terminate this agreement at any time for the
failure of the other to comply with any of its material terms and conditions.

12) Waiver of Breach: No waiver by either party of any breach of any of the covenants or conditions
herein contained performed by the other party shall be construed as a waiver of any succeeding
breach of this same or of any other covenant or condition.

13) Complete Agreement: The parties agree that the conditions of purchase stated herein and the quote
submitted in response to this document set forth their entire agreement and there are no promises or
understandings other than those stated herein, and that any prior negotiations between the Purchaser
and Seller or terms and conditions of sales set forth in the Seller's quotation or order or sales
acknowledgment shall not constitute a part of the agreement between the Purchaser and Seller
concerning this purchase. The term “agreement” as used in this clause shall include any future written
amendments, modifications, or supplements made in accordance herewith.

14) Liability and Indemnity: Contractor agrees to protect, defend, reimburse, indemnify and hold the
County, its Commissioners, officers, affiliates, employees and agents harmless at all times from and
against any and all claims, liabilities, expenses, losses, demands, damages, fines and causes of action
of every kind and character made, incurred, sustained or initiated by any party hereto, any party
acquiring any interest hereunder, any agent or employee of any party hereto, any third or other party
whosoever, or any governmental agency, arising out of, incident to, or in connection with this contract,
or in the performance, nonperformance or purported performance of the work or services or breach of
the terms hereof, except when County is solely at fault.

15) Records: The County reserves the right to inspect all vendor documents relating to this agreement for
up to three (3) years after expiration.

16) Insurance: Contractor, at its own expense and in its own name, must provide and keep in force during
the term of this Agreement, the following insurance coverage’s, provided by a company(s) licensed to
conduct business in the State of Michigan, acceptable to County, with limits not less than indicated for
the respective items or as otherwise agreed..

a) WORKER'S COMPENSATION AND OCCUPATIONAL DISEASE INSURANCE, INCLUDING
Employer’s Liability Insurance, complying with the laws of the State in which the work is to be
performed or elsewhere as may be required. Employer’s Liability Insurance shall be provided with
all limits that are not less than $500,000.

b) COMPREHENSIVE GENERAL LIABILITY INSURANCE, including Contractual Liability and
Products-Completed Operations Liability as well as coverage on all Contractor’'s equipment (other
than motor vehicles licensed for highway use) owned, hired or used in performance of this contract
with limits of not less than $1,000,000 for Bodily Injury and Property Damage combined, for each
occurrence and in the aggregate.

c) If performance of this contract requires use of motor vehicles licensed for highway use, Contractor
shall also provide, AUTOMOBILE LIABILITY INSURANCE, including Contractual Liability
concerning all motor vehicles owned, hired or used in the performance of this contract, with limits
of not less than $1,000,000 for Bodily Injury & Property Damage combined, for each occurrence,
and in the aggregate. Should County so  request, Contractor shall supply certificates evidencing
coverage of such insurance during the term of this contract listing County as an additional insured
and providing 30 days advance notice of cancellation to County.
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ETHICS IN CONTRACTING VENDOR FORM

(DISCLOSURE OF RELATIONSHIPS WITH COUNTY CONTRACT MANAGERS BY
OWNERS AND OFFICERS OF BUSINESS SUBMITTING QUOTE)

- This form must be completed by a person holding a key position in the business, such as, an officer, director, trustee, partner,
senior engineer or sales manager and have influence in making this bid or response or in performing the contract if the
County awards it to your business.

- Please fill out this form to the best of your knowledge and belief.

- Detach and make additional copies of this form if needed.

- If you are unsure about what to disclose, contact the Purchasing Division at (313) 224-5151.

- You are not required to question family members beyond what you already know of their affairs.

- Submit this form with your quote/bid/proposal. A copy will be kept on file by the County Clerk & the Purchasing
Director.

- If you fail to fully disclose the required information below, the County may terminate your contract if your business
is awarded one.

1. Are you an immediate family member of a County employee? ___ YES __ NO
If Yes: Name: Relationship:__
Department: Title:
2. Without any further inquiry, are you aware if your business has employed an immediate family member of a County
employee within the previous twelve (12) months? __ YES _ NO
If Yes: Name:
Department: Title:
3. Without any further inquiry, are you aware if your business has discussed hiring an immediate family member of a
contract manager within the past twelve (12) months?? _ YES __ NO
If Yes: Name of Contract Manager:
Department: Title:

4. Do you and a contract manager each have a substantial financial interest in one or more of the same business
ventures? YES . NO

If Yes: Name of Contract Manager.

Department; Title:
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ETHICS CERTIFICATION

I certify that | have disclosed all information within my knowledge, which is required by this disclosure form.

Name (Please Print):

Signature: Date:

Company Name:

Company Tax ID #:
ETHICS DEFINITIONS

Contract Manager

An elected or appointed Wayne County official identified as having significant discretion over County contracts.

Immediate Family

Your spouse, children, parents, brothers and sisters.

Substantial Financial Interest
- Ownership of any interest or involvement in any relationship, which results in the receipt of $500 or more per year.

Exceptions: Market-rate from a financial institution; income from the ownership of less than $10,000 of stocks and bonds
traded on the national stock exchanges.

- Holding a key position in a business such as officer, director, trustee, partner or sales manager. Exceptions:
Officers who serve without compensation on the boards of charitable organizations.
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QUOTE FORM

BID PRICE: This project is to be performed for the County. Review the Specifications/Scope of Work and
provide a not to exceed fee that is inclusive of all expenses

The items listed below are for the purpose of comparing bids. The quantities listed are estimated and may
increase or decrease as circumstances require.

Group A - Business Cards

Lot size: 500 cards per name: $ flot x 9Olots: $
Lot size: 1000 cards per name: $ flot x 15lots:  $
Lot size: 1500 cards per name: $ flot x Slots: $

GROUP ATOTAL: $

PRICE SCHEDULE for Business Cards: Indicate the type of discount/markup used to compute prices
below (ex: 20% discount from retail price list, published wholesale cost, etc.). Should the County
purchase additional like items not specified in this document, the formula quoted below will be used
throughout the term of the contract to be applied to future similar purchases.

Group B - Stationary:
Lot size: 500 each per box

PRICE SCHEDULE for Stationary and envelopes: Indicate the type of discount/markup used to
compute prices below (ex: 20% discount from retail price list, published wholesale cost, etc.). Should the
County purchase additional like items not specified in this document, the formula quoted below will be
used throughout the term of the contract to be applied to future similar purchases.

Nlot  x 90 lots:
/lot  x 20 lots:
/lot  x 90 lots:
/lot x 10 lots:
/lot  x 10 lots:
flot  x 10 lots:
flot  x 10 lots:
GROUP B TOTAL:

1% page letterhead:

2" page letterhead:

# 10 envelopes (no window)

# 10 envelopes w/ window

# 9 envelopes (no window)

10” x 13" envelopes

©hH HhH hH hH &hH H h

9” x 12" envelopes

M A A 85 8 H P
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Group C - Customized Memo Pads:
Lot size: 50 sheets per pad/20 pads per box

White Paper
Glue Bound with lines: $ /lot x 10lots: &
Glue Bound without lines: $ /lot x 10lots: $
Post-it type with lines: $ /lot x 10lots:  §
Post-it type without lines: $ /lot x 10lots: &
SUBTOTAL: $

Color Paper
Glue Bound with lines: $ /lot x 20lots: §
Glue Bound without lines: $ /lot x 20lots: $
Post-it type with lines: $ Nlot x 20lots:  §
Post-it type without lines: $ llot x 20lots: §
SUBTOTAL: §

GROUP C TOTAL: $

TOTAL PRICE OF ALL GROUPS: $§

County Based and Targeted Growth Community Enterprise Certificates: Attach Bidder's County Based
Enterprise certificate and/or Targeted Growth Community Enterprise certificate if one exists; otherwise it will
not be considered during price evaluation.

Terms: Discount of % for payment of invoice within 30 days from date of delivery and acceptance
of materials or services and vendor’s invoice.

OBLIGATION:

The undersigned, by submission of this Quote Form, hereby agrees to be obligated, if selected as the
Contractor, to provide the stated goods and/or services to the County, in accordance with the entire contents of
this document, together with any written addenda.

COMPLIANCE:
By submission of this quote, Respondent certifies, under penalty of perjury, that | have the legal authorization to
bind the firm hereunder:

Business Name

Address

Federal Tax ID Number
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City State Zip

Signature of Person Authorized to Sign

Phone #

Printed Name

Title

Email

Fax #
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