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Simplified Bid Printing Specifications

Instructions:  This form should be used for all simplified bids, together with the Request for Bid (DOA-3070) and the Standard Terms & Conditions for the State of Wisconsin Printing (DOA-3604).  Content can be customized to fit the needs of the particular type of print bid and product, in accordance with all bidding procedures, by removing non-applicable statements, adding additional information or entering “N/A” in a form field.  PRO-J-3 “A written bid from the successful bidder must be received and retained with the bid file...”

	DATE
	
	DEPARTMENT NAME 
	     

	BID NO. 
	
	BUREAU NAME 
	     

	QUANTITY
	TITLE / PUBLICATION NO. / FORM NO.:

	
	     

	MUST DELIVER BYADVANCE \U 2.85
	DELIVER F.O.B. DESTINATION DOOR:

	
	

	VENDOR SHALL NOT SHOW HIS LOGOTYPE OR OTHER FIRM OR BRAND NAME ON PRINTED MATTERADVANCE \U 1.40

	GENERAL DESCRIPTION
	

	
	All work must be completed within contractor’s plant. See Section 3 Subletting of the Standard Terms and Conditions.

	UNDERRUNS 

& OVERRUNS
	No underruns will be allowed on this bid.  Overruns are not to exceed 3% on quantities ordered up to 10,000 and 1% on quantities ordered over 10,000, unless otherwise stated in the bid/contract documents. The contractor will be paid for the actual quantity delivered within this tolerance. See Section 9 of the Standard Terms and Conditions

	PAPER STOCK

(If recycled paper is unavailable see page 2, Recycled Paper Exception.)
	     

	
	The minimum content for this bid shall be 

	FLAT SIZE (brochure)
	
	 FORMCHECKBOX 
 1 sided
	 FORMCHECKBOX 
 2 sided
	 FORMCHECKBOX 
 Bleeds
	 FORMCHECKBOX 
 No Bleeds

	FINISHED/FOLD SIZE
	
	 FORMCHECKBOX 
 1 Fold
	 FORMCHECKBOX 
 2 Folds
	 FORMCHECKBOX 
 3 Folds
	 FORMCHECKBOX 
 4 Folds

	NUMBER OF PAGES (book)
	
	 FORMCHECKBOX 
 1 sided
	 FORMCHECKBOX 
 2 sided
	 FORMCHECKBOX 
 Bleeds
	 FORMCHECKBOX 
 No Bleeds

	COVER (for books)
	 FORMCHECKBOX 
 1 sided
	 FORMCHECKBOX 
 2 sided
	 FORMCHECKBOX 
 Bleeds
	 FORMCHECKBOX 
 No Bleeds

	
	 FORMCHECKBOX 
 Varnish:
	 FORMCHECKBOX 
 Gloss
	 FORMCHECKBOX 
 Dull
	 FORMCHECKBOX 
 Aqueous
	 FORMCHECKBOX 
 UV Coating

	INK(S)
	 FORMCHECKBOX 
 Process (CMYK)
	PMS #
	
	PMS #
	     
	PMS #
	     

	FINISHING(S)
	 FORMCHECKBOX 
 Score
	 FORMCHECKBOX 
 Perforate
	No. of Scores or Perforations:
	     

	
	 FORMCHECKBOX 
 Collate Only
	 FORMCHECKBOX 
 Standard 3 Hole Drill
	 FORMCHECKBOX 
 Shrink Wrap

	
	 FORMCHECKBOX 
 Perfect Bind
	 FORMCHECKBOX 
 Saddle Stitched
	 FORMCHECKBOX 
 Staple 1 u/l
	 FORMCHECKBOX 
 Staple 2 left side

	
	 FORMCHECKBOX 
 Binding 8.5” edge
	 FORMCHECKBOX 
 Binding 11” edge
	 FORMCHECKBOX 
 Other:
	     

	ENVELOPES
	 FORMCHECKBOX 
 6x9 
	 FORMCHECKBOX 
 9x12
	 FORMCHECKBOX 
 10x13
	 FORMCHECKBOX 
 #9 Return
	 FORMCHECKBOX 
 #10 Commercial
	 FORMCHECKBOX 
 Other:
	     

	
	 FORMCHECKBOX 
 Window
	 FORMCHECKBOX 
 Regular
	PAPER

	
	Window Size:
	     
	 FORMCHECKBOX 
 White Wove
	 FORMCHECKBOX 
 Brown Kraft

	
	Window Placement: 
	     

	
	 FORMCHECKBOX 
 Booklet, side seam landscape flap
	 FORMCHECKBOX 
 Catalog, center seam portrait open end flap

	CARTONS
	ALL cartons must be labeled with name of product and quantity contained within each.

Corrugated board cartons (200 lb. test or stronger) must be uniform in size and suitable for shelf storage and employee handling.  Oversized, overweight, or weak cartons are unacceptable.  Loaded cartons must not weigh more than 40 pounds each.

Each carton in a shipment must be clearly labeled with: Purchase order number; ordering agency; delivery address (as shown on purchase order); item contained; numbering sequence contained, if applicable; and total order and quantity per carton.

See Section 8 of the Standard Terms and Conditions

	PACKAGING
	All printed matter must be firmly packed in cartons to protect against jamming and shifting, spoilage, loss, or damage during delivery.  Each order must be packed separately.  When specified, cartons must be delivered on skids or pallets.  Packaging materials, including cartons, skids, and pallets, must be furnished by the contractor.

	PALLETS
	Ship on pallets.  Pallets should be no larger than 3’ x 4’ with forklift entry on the 3’ side. Cartons cannot be stacked higher than 45” maximum. Shrink-wrap cartons to the pallet. Include a packing slip for each skid, listing job title, PO #, number of cartons, and total weight.


	RECYCLED PAPER EXCEPTION
	State agencies are required to use recycled papers whenever possible. Paper purchased on this bid shall meet the definitions and minimum content recommendations in the EPA Comprehensive Procurement Guidelines issued October 2007.  Current RMAN percentages can be accessed in electronic format on the Internet at http://www.epa.gov/wastes/conserve/tools/cpg/pdf/paper.pdf

	
	Type a description of recycled paper: 
	     

	
	Exception report: 
	     

	
	Virgin Brand used instead 
	     

	
	The reason that recycled paper cannot be used: (check one)

	
	 FORMCHECKBOX 
 Not available

	
	 FORMCHECKBOX 
 Performance

	
	 FORMCHECKBOX 
 Cost $ (justifiable only if recycled is a minimum 15% higher than virgin)

	
	 FORMCHECKBOX 
 Other - Explain
	     

	ELECTRONIC ART
	The department will furnish electronic art with laser composites.  Please return all files with the

	
	invoice. 
 
	File Name
	     
	Software Used
	     

	PROOF(S):

 FORMCHECKBOX 
 Proof Required

 FORMCHECKBOX 
 Proof Waived

Proofs required by:


	 FORMCHECKBOX 
 Position Proof
	 FORMCHECKBOX 
 Mid-Level Color Proof
	 FORMCHECKBOX 
 Contract Color Proof
	 FORMCHECKBOX 
 PDF Proof

	
	(low resolution)
	(medium resolution)
	(high resolution)
	

	
	The schedule may require overnight shipment of proofs on the part of the contractor and the agency. The contractor will pay for shipping proofs to the agency. The cost of shipping the proof back to the contractor will be paid by the agency. The contractor must take into consideration in their bid the cost of shipping proofs to the agency for next-day delivery (e.g. UPS Next Day, Federal Express).  Agencies will return proofs via the same method, when necessary to meet the production schedule.

	
	     

	ARCHIVING

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	When using electronic files, the printer will supply both print-quality and web-quality electronic PDF files of the entire job in final published form to the ordering agency.  Vendor will preserve electronic files in working order for two years from date of delivery or return originals to the ordering agency.

	DELIVERY
	Delivery is needed on or before      .  Deliveries shall be F.O.B. destination freight prepaid and included unless otherwise specified.  Please state if this requirement can be met.  Bidders must indicate a firm delivery date on the Request for Bid form.  If unable to deliver by the above date, please indicate the earliest delivery date possible.  Timeliness of delivery may be used in the evaluation of the award.

	METHOD OF BID
	Bidders shall submit a unit price and extended total for each item listed on DOA-3070.  Complete and return the following:  Please (1) sign the front page of this document and include (2)your company name and address in the appropriate box on the top of the page, also (3)your bid price.

 FORMCHECKBOX 
 Request for Bid (DOA-3070)

 FORMCHECKBOX 
 Simplified Bid Printing Specifications DOA-3769

 FORMCHECKBOX 
 Complete list of in-house equipment (IF needed.)

 FORMCHECKBOX 
 Quality samples for each type of paper and inks, appropriate to this bid

 FORMCHECKBOX 
 The winning bidder will be requested to name the types of proofs that will be used on this contract (to be used if requesting proofs)

Omission of any of the above may be cause for rejection of your bid.

	SUBMIT BIDS TO
	BIDS MUST BE ADDRESSED AND MAILED TO:
	Faxed bids will be Accepted.

	
	     
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	
	     
	If yes Fax to: 
	     

	
	     
	

	
	     
	

	METHOD OF AWARD
	Award for this RFB will be made to the lowest responsive, responsible bidder with the lowest cost.  Bidders must submit a bid with pricing for all of the time and materials listed in this RFB. The State of Wisconsin will be responsible for performing calculations in a consistent manner using the pricing information offered by bidders.  This contract will not be awarded to a broker.
Awards will be made to the "lowest responsible bidder(s)."  “Responsibility” is determined at the time bids are evaluated, using criteria which may include:  previous performance, equipment available and operable in the bidder's plant to satisfactorily handle the type and volume of work being bid; production, technical, and supervisory personnel; experience in type of work bid; location of the plant as related to cost of paper stock shipment; delivery of proofs; extra time required for delivery, and ease of communication with printer.

	QUALITY EXPECTATIONS
	The contractor is expected to employ industry standard process controls to ensure and maintain quality printing. These controls include the regular use of quality measurement tools on press sheets, such as registration targets, star or slur targets and color bars, consistent use of densitometry throughout the prepress and press processes, prepress and press calibrations, and use of color corrected lighting in press and proofing areas. Additional controls include proper control of humidity and temperature in all production and work staging areas, paper storage in temperature and humidity controlled areas and cleanliness of work areas.

	MATERIALS INTEGRITY & CONTROL

(To be used when printing for-sale items, such as licenses, art books, tickets, etc.)
	The awarded contractor (vendor) agrees to take and maintain all measures necessary to ensure the security of materials used in the development of and work produced or printed under this contract and the materials they are printed on or made from.  The contractor agrees to shred and destroy all waste or excess material used in producing work under this contract or work not accepted by the Department, to prevent their use by another or in any other manner not expressly authorized by the Department.  The contractor agrees that upon failure to fully comply with this paragraph, the contractor shall reimburse the Department any costs incurred by it in recovering materials or work or ensuring against its unauthorized use.  The contractor further agrees to pay the Department the face value, or other value ascribed the work by the Department, for work completed but not delivered or otherwise disposed of or accounted for to the satisfaction of the Department.

	CONFIDENTIAL, PROPRIETARY, AND PERSONALLY IDENTIFIABLE INFORMATION
	The Bidder/Contractor shall not use Confidential, Proprietary or Personally Identifiable Information (“Confidential Information”) for any purpose other than the limited purposes set forth in this Bid/Contract, and all related and necessary actions taken in fulfillment of the obligations thereunder.  The Bidder/Contractor shall hold all Confidential Information in confidence, and shall not disclose such Confidential Information to any persons other than those directors, officers, employees, and agents (“Representatives”) who have a business-related need to have access to such Confidential Information in furtherance of the limited purposes of this Bid/Contract and who have been apprised of, and agree to maintain, the confidential nature of such information in accordance with the terms of this Bid/Contract.

Bidder/Contractor shall institute and maintain such security procedures as are commercially reasonable to maintain the confidentiality of the Confidential Information while in its possession or control including transportation, whether physically or electronically.

Bidder/Contractor shall ensure that all indications of confidentiality contained on or included in any item of Confidential Information shall be reproduced by Bidder/Contractor on any reproduction, modification, or translation of such Confidential Information.  If requested by the State, Contractor shall make a reasonable effort to add a proprietary notice or indication of confidentiality to any tangible materials within its possession that contain Confidential Information of the State, as directed.

The Bidder/Contractor shall maintain all Confidential Information for a period of three (3) years from the date of termination of this Bid/Contract, and shall thereafter return or destroy said Confidential Information directed by the State.

	INVOICING
	Invoices must accompany the returning electronic art, and 2 copies of finished product sent to: 

	
	     

	
	See Section 10 of the Standard Terms and Conditions

	The attached Standard Terms & Conditions for State of Wisconsin Printing dated January 2002 will supplement these specifications.


