THE CITY OF

LAKE FOREST

Parks and Recreation Department

Invitation to Bid

Printing of Brochures

Bid Due:
Friday, July 5, 2013 9:30AM CST
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Issued by: The City of Lake Forest
Parks & Recreation Department
400 Hastings Road

Lake Forest, lllinois 60045




Printing of Brochures Bid

SECTION 1: INSTRUCTIONS TO BIDDERS

1. Description of Needed Services: The City of Lake Forest-Parks and Recreation Department is
seeking a qualified vendor to provide printing services for three 2014 seasonal promotional
brochures.

2. Bids shall be delivered to The City of Lake Forest — Parks and Recreation Department (The City),
400 Hastings Road, Lake Forest, Illinois 60045 by 9:30am on Friday, July 5, 2013 at which time
they will be opened publicly.

3. Should Bidder find any discrepancies in or omissions from any of the documents, or be in doubt
as to their meanings, it shall advise the Marketing Specialist, Cathy Japuntich, in writing. Any
interpretation of the Bid Documents will be made only by addendum duly issued by the
Marketing Specialist. A copy of such addendum will be mailed or delivered to each person
receiving a set of such Bid Documents and to such other prospective bidders as shall have
requested that they be furnished with a copy of each addendum. Failure on the part of the
prospective bidder to receive a written interpretation prior to the time of the opening of bids
will not be grounds for withdraw of the proposal. Oral explanations or representatives will not
be binding.

4. Prices quoted in proposals shall be guaranteed for a period of sixty (60) days from bid opening
date.

5. All proposals, along with References and Bid Security, shall be submitted in duplicate (2) on the
Bid Proposal Form provided by The City in one envelope clearly marked with Bidder’s name and
“Bid Proposal: Printing of Brochures” by 9:30am on Friday, July 5, 2013. All proposals must be
signed by the authorized officer of the firm bidding. The enclosed brochure may be reviewed as
an example of design elements, content, and general format.

6. Bidders supplying equipment and materials to The City shall not charge the Federal Excise Tax or
State of lllinois Sales Tax, since The City is exempt from these taxes.

7. The bid price should be complete and include, but not be limited to, all paper, color printing
(negatives and plates), reversals, bleeds, screens, separations, color key, half tone crossovers,
stripping, match print proof, dylux proof, cutting, folding, collating, perforating, binding, labeling
and delivery.

8. Each Bidder must complete the Bid Proposal Form accompanying the specifications. Bidders
must submit an example showing style and features similar to The City’s brochures. Each Bidder
must submit a list of three (3) references for which it has completed work of a similar nature,
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10.

11.

12.

scale, and time frame as described in the specifications. Please include company name, contact
person, phone number, email address and project description for references.

The City reserves the right to reject any or all proposals or to accept any proposals which, in its
judgment, will be to the best interest of the public, and to waive technicalities in the bidding.
Only bids in compliance with the provisions of the specifications will be considered. In addition,
the City may request additional information regarding any bidders products or business prior to
awarding any contract.

The City reserves the right to award all or a portion of the contract to one or to multiple Bidders.

This agreement shall be subject to cancellation by The City in the event of failure of the
successful bidder to perform, keep and observe any of the conditions of the bid contract.

If successful Bidder does not meet stated dates of delivery, then The City may deduct 3% of
invoice for each day bidder is delinquent with delivery of brochures.

PLEASE NOTE: The enclosed City of Lake Forest brochures are provided to give an example of the

content and design regarding artwork, photos and copy. Each seasonal brochure may differ in design

regard

ing artwork, photos and copy.

SECTION Il: GENERAL CONDITIONS

A.

Page |

General Terms

General Conditions apply to all bidders and govern all sections of the specifications.

Prior to bidding, all Bidders may contact the Superintendent of Special Facilities at 847-810-3930
for clarification of any requirements related to the bid.

Definitions:

The City shall be The City of Lake Forest — Parks and Recreation Department, Lake Forest,
Illinois. The Bidder shall be the successfully contracted printing company.

The Bid Documents shall be the Legal Notice, Instruction to Bidders, General Conditions,
Specifications, Bid Proposal Form, and the Addressed Bid Envelope.

The Bidder shall provide all labor, equipment, and incidentals necessary for completion of the
work specified. All work must be performed on the bidder’s premises, and the Bidder must be
able to provide the product directly to the City. Subcontracting will not be allowed.
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6. Each Bidder’s printing facility must be within a 30-mile radius of 400 Hastings Road, Lake
Forest lllinois.

7. All materials furnished by the contractor and incorporated in the work shall be of top grade and
quality and shall be new unless otherwise specified.

8. To be eligible the Bidder must be in business a minimum of five (5) years as of the date of the
bid opening, illustrate that services are the primary means of business and have sufficient
equipment and personnel. The Bidder must also have completed at least three (3) projects of a
similar nature.

9. If the Bidder fails to provide the services outlined in the specifications after two warnings, The
City may, in its discretion, terminate the contract. Should any dispute arise as to the quality of
workmanship, the decision shall rest strictly with The City.

10. Extra work and changes: The City, without invalidating the contract, may order extra work or
make changes in the work, contract sum being adjusted accordingly. All such work shall be
executed under the conditions of the bid pricing proposal. For instance, The City reserves the
right to increase or decrease total pages in increments of 4 pages per seasonal brochure. If said
changes are an increase or reduction in total pages, The City’s cost will proportionately be
reduced or increased by the 4-page pricing quoted on the Bidder’s proposal. All such changes
shall be agreed to and recorded in writing. In giving instructions, The City shall have authority to
make minor changes in the work not involving extra cost and not inconsistent with the proposed
work. No extra charge and no change shall be made unless authorized by The City, and no claim
for an addition to the contract sum shall be valid unless so covered. Before becoming effective,
all extra work or changes must be signed by all parties indicated. All provisions of change orders
shall be in compliance with 720 ILCS 5/33E-1, et seq..

11. Default: If any Bidder fails to fulfill any or all terms and conditions of the Bid Documents, said
Bidder shall be declared to be in default, shall forfeit the Bid Deposit, and shall be subject to any
and all other remedies available to The City.

12. Insurance: The Bidder's attention is directed to the insurance requirements below. It is highly
recommended that Bidders confer with their respective insurance carriers or brokers to
determine in advance of bid submission the availability of insurance certificates and
endorsements as prescribed and provided herein. If an apparent low Bidder fails to comply
strictly with the insurance requirements, that Bidder may be disqualified from award of the
contract.

Bidders shall procure and maintain, for the duration of the contract, insurance against claims for
injuries to persons or damages to property, which may arise from or in connection with the
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performance of the work hereunder by the Bidder, its agents, representatives or employees.

The cost of such insurance shall be factored into the Bidder’s proposal.

Workers Compensation Insurance

Bidder shall maintain workers compensation as required by statute and employers
liability insurance. The commercial umbrella and/or employers liability limits shall not
be less than $2,000,000 each accident for bodily injury by accident or $5,000,000 each
employee for bodily injury by disease.

If The City has not been included as an insured under the CGL using ISO additional
insured endorsement CG 20 10 under the Commercial General and Umbrella Liability
Insurance required in this Contract, the Bidder waives all rights against The City and its
officers, officials, employees, volunteers and agents for recovery of damages arising out
of or incident to the Bidder’s work.

Indemnification

To the fullest extent permitted by law, the Bidder shall indemnify and hold harmless The
City and its elected and appointed officials, board members, officers, officials,
employees, volunteers and agents from and against all claims, damages, losses and
expenses including but not limited to legal fees (including, but not limited to, attorney’s
and paralegals’ fees and court costs), arising out of or resulting from the performance of
the Bidder’s work, which are caused in whole or in part by any wrongful or negligent act
or omission of the Bidder, any subcontractor, anyone directly or indirectly employed by
any of them or anyone for whose acts any of them may be liable, except to the extent
caused solely by a party indemnified hereunder. Such obligation shall not be construed
to negate, abridge, or otherwise reduce any other right or obligation of indemnity which
would otherwise exist as to any party or person described in this paragraph. Bidder shall
similarly protect, indemnify and hold and save harmless The City, its board members, its
officers, officials, employees, volunteers and agents against and from any and all claims,
costs, causes, actions and expenses including but not limited to legal fees, incurred by
reason of Bidder’s breach of any of its obligations under, or Bidder’s default of, any
provision of the contract.

13. Compliance with all Laws: This contract shall be governed and construed in accordance with the

laws of the State of lllinois. If any provision hereof shall be held to contravene any applicable

law, such provision shall be deemed reformed to the extent of conforming to said law, and in all

other respects the terms hereof shall remain in full force and effect.

The Bidder shall comply with all applicable laws, regulations, and rules promulgated by the

Federal, State, County, Municipal, and other government unit or regulatory body now in effect

or which may be in effect during the performance of the contract. Included within the scope of
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the laws, regulations and rules referred to in this paragraph, but in no way to operate as a
limitation, are those related to the lllinois Prevailing Wage Act, the lllinois Human Rights Act, the
Equal Employment Opportunity Act, and the Illinois Criminal Code.

a. It shall be mandatory that the Bidder will not discriminate against any employee or
applicant for employment upon any grounds prohibited by the lllinois Human Rights Act
and further that the Bidder will comply with all provisions of the Human Rights Act
including, but not limited to, rules and regulations of the lllinois Department of Human
Rights.

b. Additionally, the Bidder shall comply with all laws and regulations pertaining to equal
opportunity and fair employment practices, including the Illinois Human Rights Act. The
Bidder will agree that it knows and understands with the Equal Employment
Opportunity Clause administered by the lllinois Department of Human Rights, which is
incorporated herein by this reference, and agrees to comply with the provisions thereof.
The Bidder further will agree that this paragraph will be incorporated by the Bidder in all
contracts entered into with suppliers of materials and services, labor organizations
furnishing skilled, unskilled, or craft union skilled labor, or may perform any such labor
or service in connection with this contract.

c. Further, by its Bid Documents, the Bidder will certify that it has adopted and
implemented a written sexual harassment policy in full compliance with the lllinois
Human Rights Act, and in case of the Bidder having 25 or more employees, a Drug-Free
Workplace policy and practice in full compliance with the lllinois Drug-Free Workplace
Act.

d. Finally, by its Bid Documents, the Bidder will certify that it is not barred from contracting
with The City because of any delinquency in the payment of any tax administrated by
the lllinois Department of Revenue, unless it is being contested, or for a violation of any
of the above- referenced laws and regulations and acknowledges that any breach of the
foregoing provisions shall constitute a breach of this contract. In addition, Bidder will
certify that he is not barred from bidding for or entering into a contract with any unit of
state or local government as a result of a violation of the Bid Rigging or Bid Rotating
provisions of the Public Contracts Section of the lllinois Criminal Code.

e. Failure of the Contractor to be in compliance with this Section shall be cause for The City
to terminate the Contract.

14. Award of Bid: The City will notify successful Bidder in writing at which time the Marketing
Specialist will supply a purchase order to the successful Bidder.
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15. Payment & Performance Bond: The successful Bidder shall secure and post a Labor and
Materials Payment Bond and a Performance Bond, each in the amount of one hundred percent
(100%) of the contract sum. Such bonds shall be issued by surety acceptable to The City. Costs
of such bonds shall be included in the lump sum bid.

16. Work Completion Time: The Bidder shall make statement of work completion time on the Bid
Proposal Form. Failure of the Bidder to meet said work completion time may be considered
default of contract in which case The City may cancel the contract.

17. Acceptance: Final inspection and acceptance of each seasonal brochure printed product shall be
made as soon as practical after the Bidder has notified The City in writing that the work is ready
for such inspection.

SECTION I1I: SPECIFICATIONS

The following specifications are to be understood as minimum standards for Printing of Brochures for
The City. Any additions, deletions, or variations from the following specifications must be included with
bid.

PRODUCTION INFORMATION:

3 Seasonal Brochures - Winter/Spring 2014; Summer/Camp 2014%; Fall 2014
*Note: the camp brochure is a 16-page, 4-color CMYK brochure inserted into the Summer
brochure

File Creation: InDesign CS5.5

Estimated Number of pages:  Winter/Spring 2014 - 68 pages + Cover

Summer/Camp 2014 - 60 pages + Cover

Fall 2014 - 76 pages + Cover
Quantity: 10,000 books (no overages) per Seasonal Brochure; 500 Additional Camp brochures
Prepress: Prepare Supplied File, Digital Contract Proof, Digital Dylux

Ink Cover: CMYK / CMYK
Will include page bleeds
Ink Text: Black+PANTONE 1 / Black+PANTONE 1

Will include page bleeds
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Stock Cover:

Stock Text:
Flat Size:
Final Size:

Finishing:

Endurance Gloss Text 70# + Aqueous Coat
Husky Offset 50#

17" x 11"

81/2" x 11"

Foldto 8 1/2" x 11", Collate, Saddle Stitch and Trim, Prepare for Carrier Route, Lake
Forest. Deliver to post office and balance of books to Recreation Center boxed. Label
approx. 700 non-resident labels and prepare for post office and deliver to post office.

Additional Product Information for the Camp Brochure — Inserted into Summer Brochure

Proofs:

Shipping:
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File Creation: InDesign CS5.5
Number of pages: 16 pages self-cover
Quantity: 500 separate camp books, in addition to the 10,000 inserted

into the summer brochure
Prepress: Prepare Supplied File, Digital Contract Proof, Digital Dylux
Ink Text: CMYK / CMYK + Aqueous Coat

Will include page bleeds

Stock Text: Flo Gloss Text 70#

Flat Size: 17" x 11"

Final Size: 81/2"x 11"

Finishing: Fold to 8 1/2" x 11", Collate, Saddle Stitch and Trim, insert into

Summer/Camp Brochure, prepare for Carrier Route, deliver to
Lake Forest post office and balance of books to Recreation
Center boxed.

Match print or similar high resolution accurate proof of entire brochure.
Proofs must be delivered to 400 Hastings Road, Lake Forest, lllinois.

The finished copies are to be delivered to the Lake Forest Post Office, by
9am on the specified delivery date(s) according to The City’s Brochure
Planning Schedule. Excess brochures will be delivered to Lake Forest
Recreation Center, 400 Hastings Road, Lake Forest.



Packaging: The entire mailing must meet U.S. Postal Service standards and
requirements for bulk mail and include the “Carrier Route Sorted Mail”
facing slip on top of each bundle of 50 brochures. The City will provide a
list of routes and quantities necessary for this bulk mailing.

Questions: Contact Jeffrey Wait, Superintendent at 847-810-3930 or
waitj@cityoflakeforest.com.

STATEMENT OF DELIVERY TIME:

FTP upload from The City to the Printer will be on the following dates:

Winter / Spring 2014 October 23, 2013
Summer / Camp 2014 January 29, 2014
Fall 2014 June 20, 2014

Printer will deliver the brochures as specified herein on the following dates:

Winter / Spring 2014 November 13, 2013
Summer / Camp 2014 February 19, 2014
Fall 2014 July 11, 2014
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SECTION 1V: BID PROPOSAL FORM

Dear Superintendent,

The following is our printing company’s Bid Proposal to The City of Lake Forest’s Recreation Department,
Lake Forest, lllinois for Printing of Brochures. Having carefully examined and become familiar with all
conditions of the Legal Notice, Advertisement of Bidding, Instruction to Bidders, General Conditions and
Specifications and having satisfactorily completed the Bid Proposal Form and References, | do agree,
should this proposal be accepted, to execute and enter into a contract with The City of Lake Forest to
fulfill the requirements herein for the sum set forth in the following BID PROPOSAL FORM that includes
all materials, work to be performed and the provision of all services necessary to deliver The City
brochures as outlined and in strict conformity with specifications as prepared by The City of Lake Forest.

This Bid Proposal is to be in effect for sixty (60) days from bid opening date.

Respectfully submitted,

Printing Company

Address

Representative

Title

Phone

Email

Authorized Signature

Today’s Date

REFERENCE INFORMATION:

Reference #1 Reference #2 Reference #3

Company Name:

Contact Person:

Phone Number: ( ) ( ) ( )

Email Address:

Project Description:
(examples may also be
provided with bid)
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BID PROPOSAL AMOUNT:

Brochure/Total Pages/Copy Volume Bid Amount:
#1 Winter-Spring 2014/68 Pages/10,000 Copies S
#2 Summer 2014/ 60 Pages/2 color/ 10,000 Copies

Camp Brochure — 16 Pages, 4 color stitched into above book
#3 Additional 500 Camp Copies
#4 Fall 2014/76 Pages/ 10,000 Copies
GRAND TOTAL (#1 - #4)

wv nunum

In the event The City determines the need to increase or decrease seasonal brochures by 4-Page
increments, please list price adjustment that will be imposed:

| Additional 4-page Cost Adjustment Pricing ‘ S ‘

OTHER COSTS/COMMENTS:

NOTE: THE FULLY-COMPLETED BID PROPOSAL FORM (IN DUPLICATE), ALONG WITH THE BID
SECURITY AND REFERENCES, SHALL BE SUBMITTED ENCLOSED TOGETHER IN ONE SEALED
ENVELOPE CLEARLY MARKED WITH BIDDER'S NAME AND “BID PROPOSAL: PRINTING OF
BROCHURES” BY 9:30AM ON FRIDAY, JULY 5, 2013.
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