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DTMB Printing Services solicits completed Statements of Qualifications (SOQ) from firms interested in providing various printing services for the State of Michigan. The purpose of this RFI is to pre-qualify bidders for printing services for the Department of Technology, Management and Budget (DTMB), Office of Support Services (OSS), Print & Mail Management Division (PMM).  
Pre-qualified bidders will be determined by an evaluation of an applicant’s Statement of Qualifications. The work which will be offered under this contract is in the following categories:  electronic data collection systems; composition/design; electronic prepress equipment; software programs; sheet fed presses; web presses; envelope production; snap-out/continuous forms; cutters; folders; stitchers; perfect binders; mechanical binding; drilling; die cutting/foil stamping; photography; signage; and delivery vehicles. Other print-related services also may be requested.
It is imperative that each area be thoroughly answered. Certificates of Insurance must be submitted to be qualified.
Bidder shall submit only the SOQ form and sufficient attachments to provide complete and concise, relevant information.  Please submit electronically in PDF or Microsoft Word formats. This material and any questions must be submitted to Scott Barclay at barclays@michigan.gov
Attachments:	Pre-Qualification for Contractors, Work Statement
Terms and Conditions
Statement of Qualifications (SOQ)




PRE-QUALIFICATION FOR CONTRACTORS
WORK STATEMENT

BACKGROUND/PROBLEM STATEMENT
The State of Michigan, Department of Technology, Management and Budget, Office of Support Services, Print & Mail Management Division, which includes Printing Services, maintains a list of pre-qualified Contractors to perform a range of printing services. Pre-qualification does not guarantee work with the State but rather pre-qualifies Contractors to bid on projects. Pre-qualification will be based on the Contractor’s response to the Statement of Qualification, as well as the Contractor’s agreement to the State’s terms and conditions. 
OBJECTIVES
General:
The purpose of prequalification is to create a mechanism in which a range of qualified Contractors can review and bid on print and print-related jobs in a short period of time, thus providing maximum value to agencies of the State of Michigan.
TASKS
The following is a preliminary listing of the major tasks involved in developing the end products of this pre-qualification.  The Contractor is not, however, constrained from supplementing this listing with additional steps, subtasks, or elements deemed necessary to permit the development of alternative approaches or the application of proprietary analytical techniques.

1. Bidding Process
a. The Contractor shall provide 24-hour turnaround time on bids unless noted otherwise on the bid request. 
b. All bids must be submitted online and include all costs and shipping to our dock at 7461 Crowner Drive, Dimondale MI 48913.
c. Bid price shall be held firm for minimum 30 days.
d. Bids will be awarded based on best value, which will consist of the Contractor’s response to the bid, the Statement of Qualifications, the Contractor’s past performance, and the needs of the State. A purchase order will be issued to the successful Contractor.
e. Late bids will not be accepted.
2. The Contractor shall adhere to the specifications and processes indicated on the Purchase Order.
3. The State shall approve any additional charges for alterations in writing.
4. The Contractor shall not charge for overruns/underruns.
5. Pre-production proofs shall be provided for all jobs at no charge to the State unless the revisions made were the result of the author’s error.
6. The State requires the Contractor have in-house capability of producing color proofs from electronic files.  The State currently uses Adobe Creative Suite, Adobe Acrobat, MS Office 2010 and various other software programs.  This requirement will be waived if the Contractor is providing bindery services only.
7. The Contractor shall allow State to perform a press proof, if requested.
8. The Contractor shall meet specified timelines on purchase order.
a. The Contractor shall notify the State of all deadlines that are required to meet the specified delivery date.
9. All materials and information submitted to or produced by the Contractor in fulfillment of the job shall become the property of the State of Michigan and be returned to the designated agency upon completion of the job unless otherwise instructed.
10. All jobs shall be complete in every respect, cut to size, and wrapped in suitable packages for convenient handling per the State’s request.  The Contractor is encouraged to offer packaging using recovered materials suitable for the intended use.
11. Delivery
a. Prices shall be quoted “F.O.B. Delivered” with transportation charges, including pickup, prepaid on all orders.  Other F.O.B. terms will not be accepted and disqualify a Contractor from award consideration.
b. Five (5) samples of the finished product shall be provided to DTMB Printing Services (PS) upon completion of the job, if the job is not shipped directly to Printing Services.
c. The Contractor shall fax a bill of lading to DTMB Printing Services when job is shipped and, if requested, fax a signed shipper when the job is received at the shipping point unless otherwise instructed.
d. Labeling and Packaging
· All shipments that require pallets must meet the following specifications: 
· Materials are to be on single face hardwood pallets with three 2” x 4” runners lengthwise on the pallet.
· Deck boards should be 3/4” minimum thickness with 1-1/2” maximum spacing.
· Compression block construction is not acceptable.
· Pallets are to be securely wrapped and must be protected during shipment and storage.
· Loads are not to exceed the size of the pallet.
· Pallet must be two-way entry
· Length:    44” minimum, 48” maximum
· Width:     36” minimum, 48” maximum
· Height:    5’6”, including pallet
· Weight:   4,000 maximum gross lbs.
· All cartons should be labeled as follows:
· Commodity Number (if given).
· Description or form number.
· Purchase order number (if applicable).
· Number of items per package per carton and number of packages per carton
· Total number of pieces per carton
· Total number of cartons per pallet
· Partial cartons should be placed on the top of the pallet and marked for easy identification.
· All cartons should be uniform in size and quantity.
REQUIREMENTS
1. All printing shall comply with Public Act 153 of 1937, as amended. 
2. The Contractor shall be registered with the State of Michigan.  Contractors may register on-line by going to the Sigma Vendor Self Service website at:  http://sigma.michigan.gov/webapp/PRDVSS2X1/AltSelfService
3. All printers must be a Great Printer.
4. All work to be performed shall be produced in the plant of the Contractor or their Subcontractor.  
5. The State reserves the right to inspect the plant in which the work will be produced, to examine the equipment and facilities, and to determine the ability of the Contractor to perform the work in accordance with the requirements.  The State also reserves the right to interview key personnel assigned by the Contractor to produce the work and recommend reassignment of personnel deemed unsatisfactory by the State.
6. Any issue of Contractor performance will be documented and discussed with the Contractor.  The Contractor performance may affect any future awards.
7. No appeals on bids under $100,000 will be allowed.
8. The Contractor shall communicate only with the designated staff in the Print & Mail Management Division unless otherwise instructed. The Contractor shall not communicate with the Print & Mail Management Division’s customer agencies.

STATE OF MICHIGAN
STANDARD CONTRACT TERMS AND CONDITIONS

This STANDARD CONTRACT (“Contract”) is agreed to between the State of Michigan (the “State”) and [Insert Company Name] (“Contractor”), a [Insert State & Entity Status, e.g., a Michigan corporation or a Texas limited liability company]. This Contract is effective on [Month, Day, Year] (“Effective Date”), and unless terminated, expires on [Month, Day, Year].  
The parties agree as follows: 
1. Duties of Contractor. Contractor must perform the services and provide the deliverables described in purchase order (the “Contract Activities”).  An obligation to provide delivery of any commodity is considered a service and is a Contract Activity.  
Contractor must furnish all labor, equipment, materials, and supplies necessary for the performance of the Contract Activities, and meet operational standards, unless otherwise specified in purchase order.  
Contractor must: (a) perform the Contract Activities in a timely, professional, safe, and workmanlike manner consistent with standards in the trade, profession, or industry; (b) meet or exceed the performance and operational standards, and specifications of the Contract; (c) provide all Contract Activities in good quality, with no material defects; (d) not interfere with the State’s operations; (e) obtain and maintain all necessary licenses, permits or other authorizations necessary for the performance of the Contract; (f) cooperate with the State, including the State’s quality assurance personnel, and any third party to achieve the objectives of the Contract; (g) return to the State any State-furnished equipment or other resources in the same condition as when provided when no longer required for the Contract; and (h) not make any media releases without prior written authorization from the State.  
2. Notices. All notices and other communications required or permitted under this Contract must be in writing and will be considered given and received: (a) when verified by written receipt if sent by courier; (b) when actually received if sent by mail without verification of receipt; or (c) when verified by automated receipt or electronic logs if sent by facsimile or email.   

	If to State:
	If to Contractor:

	DTMB Printing Services 
7461 Crowner Dr. 
Lansing, MI 48913
	[Name]
[Street Address]
[City, State, Zip]
[Email]
[Phone]


3. Insurance Requirements.  Contractor must maintain the insurances identified below and is responsible for all deductibles. All required insurance must: (a) protect the State from claims that may arise out of, are alleged to arise out of, or result from Contractor's or a subcontractor's performance; (b) be primary and non-contributing to any comparable liability insurance (including self-insurance) carried by the State; and (c) be provided by a company with an A.M. Best rating of "A" or better, and a financial size of VII or better. 

	Required Limits
	Additional Requirements

	Commercial General Liability Insurance

	Minimal Limits:
$500,000 Each Occurrence Limit
$500,000 Personal & Advertising Injury Limit 
$1,000,000 General Aggregate Limit 
$1,000,000 Products/Completed Operations 
Deductible Maximum:
$50,000 Each Occurrence
	Contractor must have their policy endorsed to add “the State of Michigan, its departments, divisions, agencies, offices, commissions, officers, employees, and agents” as additional insureds using endorsement CG 20 10 11 85, or both CG 2010 07 04 and CG 2037 07 0.


	Automobile Liability Insurance

	Minimal Limits:
$1,000,000 Per Occurrence
	

	Workers' Compensation Insurance

	Minimal Limits:
Coverage according to applicable laws governing work activities. 
	Waiver of subrogation, except where waiver is prohibited by law.

	Employers Liability Insurance

	Minimal Limits:
$500,000 Each Accident
$500,000 Each Employee by Disease
$500,000 Aggregate Disease.
	



If any of the required policies provide claims-made coverage, the Contractor must:  (a) provide coverage with a retroactive date before the effective date of the contract or the beginning of Contract Activities; (b) maintain coverage and provide evidence of coverage for at least three (3) years after completion of the Contract Activities; and (c) if coverage is canceled or not renewed, and not replaced with another claims-made policy form with a retroactive date prior to the contract effective date, Contractor must purchase extended reporting coverage for a minimum of three (3) years after completion of work. 
Contractor must: (a) provide insurance certificates to the DTMB Printing Services, containing the agreement or purchase order number, at Contract formation and within 20 calendar days of the expiration date of the applicable policies; (b) require that subcontractors maintain the required insurances contained in this Section; (c) notify the DTMB Printing Services within 5 business days if any insurance is cancelled; and (d) waive all rights against the State for damages covered by insurance.  Failure to maintain the required insurance does not limit this waiver.
This Section is not intended to and is not be construed in any manner as waiving, restricting or limiting the liability of either party for any obligations under this Contract (including any provisions hereof requiring Contractor to indemnify, defend and hold harmless the State).
9. 	Independent Contractor.  Contractor is an independent contractor and assumes all rights, obligations and liabilities set forth in this Contract.  Contractor, its employees, and agents will not be considered employees of the State.  No partnership or joint venture relationship is created by virtue of this Contract. Contractor, and not the State, is responsible for the payment of wages, benefits and taxes of Contractor’s employees and any subcontractors.  Prior performance does not modify Contractor’s status as an independent contractor. 

10. Subcontracting. Contractor may not delegate any of its obligations under the Contract without the prior written approval of the State.  Contractor must notify the State at least 90 calendar days before the proposed delegation and provide the State any information it requests to determine whether the delegation is in its best interest.  If approved, Contractor must: (a) be the sole point of contact regarding all contractual matters, including payment and charges for all Contract Activities; (b) make all payments to the subcontractor; and (c) incorporate the terms and conditions contained in this Contract in any subcontract with a subcontractor.  Contractor remains responsible for the completion of the Contract Activities, compliance with the terms of this Contract, and the acts and omissions of the subcontractor. The State, in its sole discretion, may require the replacement of any subcontractor.
 
11. Assignment. Contractor may not assign this Contract to any other party without the prior approval of the State.  Upon notice to Contractor, the State, in its sole discretion, may assign in whole or in part, its rights or responsibilities under this Contract to any other party.  If the State determines that a novation of the Contract to a third party is necessary, Contractor will agree to the novation and provide all necessary documentation and signatures.

12. Change of Control. Contractor will notify, at least 90 calendar days before the effective date, the State of a change in Contractor’s organizational structure or ownership.  For purposes of this Contract, a change in control means any of the following: (a) a sale of more than 50% of Contractor’s stock; (b) a sale of substantially all of Contractor’s assets; (c) a change in a majority of Contractor’s board members; (d) consummation of a merger or consolidation of Contractor with any other entity; (e) a change in ownership through a transaction or series of transactions; (f) or the board (or the stockholders) approves a plan of complete liquidation. A change of control does not include any consolidation or merger effected exclusively to change the domicile of Contractor, or any transaction or series of transactions principally for bona fide equity financing purposes.  
In the event of a change of control, Contractor must require the successor to assume this Contract and all its obligations under this Contract.
  
13. Ordering. Contractor is not authorized to begin performance until receipt of a purchase order.  
14. Delivery, Title and Risk of Loss.  Contractor must pay all costs associated with packaging, freight, and shipping, and must ship all deliverables F.O.B. destination, inside delivery, unless otherwise specified in the purchase order. Title and risk of loss or damage to deliverables remains with Contractor until the deliverables have been received, inspected and accepted by the State in accordance with these Terms. All containers and packaging become the State’s exclusive property upon final acceptance. Contractor shall ensure that all Contract Activities are provided to the State by the date and time specified on the purchase order. If Contractor fails to provide the Contract Activities in accordance with the purchase order, the State may reject the delivery and terminate the purchase order without any termination charges or penalties, and Contractor must pay all associated costs, including, but not limited to, expedited routing costs, return shipping charges, the procurement of the Contract Activities from another source, and any storage removal, or disposal expenses. The risk of loss of rejected or non-conforming Contract Activities remains with contractor. Rejected Contract Activities not removed by Contractor within 10 days will be deemed abandoned by Contractor, and the State will have the right to dispose of such Contract Activities as its own property.  Contractor is responsible for filing, processing, and collecting all damage claims.   
 
15. Terms of Payment.  Invoices must include an itemized statement of all charges. All undisputed amounts are payable within 45 days of the later of the State’s: (a) receipt of an invoice; or (b) final acceptance of the Contract Activities.  The State is exempt from State sales tax for direct purchases and may be exempt from federal excise tax.  Notwithstanding the foregoing, all fees are inclusive of taxes, and Contractor is responsible for all sales, use and excise taxes, and any other similar taxes, duties and charges of any kind imposed by and federal, state or local government entity on any amounts payable by the State.  The State may withhold payment in whole or in part for Contract Activities the State determines are defective, untimely, or otherwise non-conforming to the purchase order.  All amounts due and payable by the State to contractor shall be subject to deduction or set-off by the State against any claim the State may have against Contractor whether arising out of the purchase order or any other transactions with the State.  The State will only disburse payments through Electronic Funds Transfer (EFT).  If Contractor does not register to receive payments at https://sigma.michigan.gov/webapp/PRDVSS2X1/AltSelfService, the State is not liable for failure to provide payment.

16. [bookmark: _Ref375903385]Termination for Cause. The State may terminate the purchase order, in whole or in part, at any time for cause in the event Contractor fails to comply with any of these terms, including, without limitation, late delivery or performance, the delivery of defective or non-conforming Contract Activates or failure to provide the State with reasonable assurances of future performance.  In the event of termination for cause, the State will not be liable to Contractor for any amount, and Contractor will be liable to the State for any and all damages, including but not limited to, administrative fees, court costs, attorney fees, and cover costs. Any ineffectual termination for cause is hereby deemed a termination for convenience, effective as of the same date and limited to those rights. 

17. [bookmark: _Ref375903492]Termination for Convenience.  The State may immediately terminate the Contract, in whole or in part, without penalty and for any reason, including but not limited to, appropriation or budget shortfalls.  Upon termination for convenience, the State will only pay for those Deliverables, not including standard stock, then in progress and which cannot be returned under these Terms. 

18. [bookmark: _Ref375903455]General Indemnification.  Contractor must defend, indemnify and hold the State, all of its instrumentalities, and employees harmless, without limitation, from and against any and all actions, claims, losses, liabilities, damages, costs, attorney fees, and expenses (including those required to establish the right to indemnification), arising out of or relating to: (a) any breach by Contractor (or any of Contractor’s employees, agents, subcontractors, or by anyone else for whose acts any of them may be liable) of any of the promises, agreements, representations, warranties, or other requirements contained in the PO; (b) any infringement, misappropriation, or other violation of any intellectual property right or other right of any third party; (c) any bodily injury, death, or damage to real or tangible personal property occurring wholly or in part due to action or inaction by Contractor (or any of Contractor’s employees, agents, subcontractors, or by anyone else for whose acts any of them may be liable); and (d) any acts or omissions of Contractor (or any of Contractor’s employees, agents, subcontractors, or by anyone else for whose acts any of them may be liable).  Due to constitutional prohibitions, the State will not indemnify Contractor, or its employees or affiliates, for any reason whatsoever. 
[bookmark: _Ref375903466] 
19. Limitation of Liability.  Neither the State nor Contractor is not liable for consequential, incidental, indirect, or special damages, regardless of the nature of the action. Under no circumstances will the State be liable for any amounts, in whatever form, in excess of the total aggregate value set forth in the purchase order.

20. State Data. All data and information provided to Contractor by or on behalf of the State, and all data and information derived therefrom, is the exclusive property of the State (“State Data”); this definition is to be construed as broadly as possible. Upon request, Contractor must provide to the State, or a third party designated by the State, all State Data within 10 calendar days of the request and in the format requested by the State.  Contractor will assume all costs incurred in compiling and supplying State Data.  No State Data may be used for any marketing purposes.

21. Non-Disclosure of Confidential Information. Contractor agrees that any information, including State Data, disclosed by the State in relation to the purchase order will be used only in the performance thereof. Contractor will keep the information confidential, will not disclose it to any third party, except as authorized by the State, and will only disclose it to those within its organization who need it for performance of the purchase order. Upon completion or termination of the purchase order, Contractor will return all such information to the State, or make such other disposition thereof as directed or approved by the State. No item furnished under the purchase order, or tools, plans, designs, or specifications for producing the same, which have been specifically designed for or by the State, will be duplicated or used by Contractor. Nothing in this provision will restrict Contractor’s right to use or disclose any information which is or becomes known to the public without breach of this provision by Contractor, or is rightfully obtained without restriction from other sources. 

22. Records Maintenance, Inspection, Examination, and Audit. The State or its designee may audit Contractor to verify compliance with this Contract. Contractor must retain, and provide to the State or its designee and the auditor general upon request, all financial and accounting records related to the Contract through the term of the Contract and for 4 years after the latter of termination, expiration, or final payment under this Contract or any extension.  

23. Warranties and Representations. Contractor represents and warrants: (a) Contractor is the owner or licensee of any Contract Activities that it licenses, sells, or develops and Contractor has the rights necessary to convey title, ownership rights, or licensed use; (b) all Contract Activities are delivered free from any security interest, lien, or encumbrance and will continue in that respect; (c) the Contract Activities will not infringe the patent, trademark, copyright, trade secret, or other proprietary rights of any third party; (d) Contractor must assign or otherwise transfer to the State or its designee any manufacturer's warranty for the Contract Activities; (e) the Contract Activities are merchantable and fit for the specific purposes identified in the Contract; (f) the Contract signatory has the authority to enter into this Contract; (g) all information furnished by Contractor in connection with the Contract fairly and accurately represents Contractor's business, properties, finances, and operations as of the dates covered by the information, and Contractor will inform the State of any material adverse changes; and (h) all information furnished and representations made in connection with the award of this Contract is true, accurate, and complete, and contains no false statements or omits any fact that would make the information misleading.  A breach of this Section is considered a material breach of this Contract, which entitles the State to terminate this Contract under Section 23, Termination for Cause.  

24. Conflicts and Ethics. Contractor will uphold high ethical standards and is prohibited from: (a) holding or acquiring an interest that would conflict with this Contract; (b) doing anything that creates an appearance of impropriety with respect to the award or performance of the Contract; (c) attempting to influence or appearing to influence any State employee by the direct or indirect offer of anything of value; or (d) paying or agreeing to pay any person, other than employees and consultants working for Contractor, any consideration contingent upon the award of the Contract. Contractor must immediately notify the State of any violation or potential violation of these standards. This Section applies to Contractor, any parent, affiliate, or subsidiary organization of Contractor, and any subcontractor that performs Contract Activities in connection with this Contract. 
   
25. Compliance with Laws. Contractor must comply with all federal, state and local laws, rules and regulations.  

26. [bookmark: _Hlk517869583]State Printing.  All printing in Michigan must be performed by a business that meets one of the following: (a) have authorized use of the Allied Printing Trades Council union label in the locality in which the printing services will be performed; (b) have on file with the Michigan Secretary of State, a sworn statement indicating that employees producing the printing are receiving prevailing wages and are working under conditions prevalent in the locality in which the printing services will be performed; or (c) have a collective bargaining agreement in effect and the employees are represented by an operations that is not influenced or controlled by management.  

27. Nondiscrimination. Under the Elliott-Larsen Civil Rights Act, 1976 PA 453, MCL 37.2101, et seq., and the Persons with Disabilities Civil Rights Act, 1976 PA 220, MCL 37.1101, et seq., Contractor and its subcontractors agree not to discriminate against an employee or applicant for employment with respect to hire, tenure, terms, conditions, or privileges of employment, or a matter directly or indirectly related to employment, because of race, color, religion, national origin, age, sex, height, weight, marital status, or mental or physical disability.  Breach of this covenant is a material breach of this Contract.

28. Unfair Labor Practice. Under MCL 423.324, the State may void any Contract with a Contractor or subcontractor who appears on the Unfair Labor Practice register compiled under MCL 423.322.   

29. Governing Law. This Contract is governed, construed, and enforced in accordance with Michigan law, excluding choice-of-law principles, and all claims relating to or arising out of this Contract are governed by Michigan law, excluding choice-of-law principles.  Any dispute arising from this Contract must be resolved in Michigan Court of Claims. Contractor consents to venue in Ingham County, and waives any objections, such as lack of personal jurisdiction or forum non conveniens. Contractor must appoint agents in Michigan to receive service of process.  

30. Non-Exclusivity. Nothing contained in this Contract is intended nor will be construed as creating any requirements contract with Contractor. This Contract does not restrict the State or its agencies from acquiring similar, equal, or like Contract Activities from other sources.    

31. Force Majeure. Neither party will be in breach of this Contract because of any failure arising from any disaster or acts of god that are beyond their control and without their fault or negligence.  Each party will use commercially reasonable efforts to resume performance.  Contractor will not be relieved of a breach or delay caused by its subcontractors. If immediate performance is necessary to ensure public health and safety, the State may immediately contract with a third party.   

32. Dispute Resolution. The parties will endeavor to resolve any Contract dispute in accordance with this provision. The dispute will be referred to the Director of Print and Mail Management. Such referral must include a description of the issues and all supporting documentation. The parties must submit the dispute to a senior executive if unable to resolve the dispute within 15 business days. The parties will continue performing while a dispute is being resolved, unless the dispute precludes performance. A dispute involving payment does not preclude performance. 

33. Media Releases. News releases (including promotional literature and commercial advertisements) pertaining to the Contract or project to which it relates must not be made without prior written State approval, and then only in accordance with the explicit written instructions of the State. 
 
34. Website Incorporation. The State is not bound by any content on Contractor’s website unless expressly incorporated directly into this Contract. 

35. Order of Precedence. In the event of a conflict between the terms and conditions of the Contract, the exhibits, a purchase order, or an amendment, the order of precedence is: (a) first, this Contract, excluding its Exhibits and Schedules; and (b) second, the Exhibits and Schedules to this Contract as the Effective Date.  

36. Severability. If any part of this Contract is held invalid or unenforceable, by any court of competent jurisdiction, that part will be deemed deleted from this Contract and the severed part will be replaced by agreed upon language that achieves the same or similar objectives.  The remaining Contract will continue in full force and effect.

37. Waiver.  Failure to enforce any provision of this Contract will not constitute a waiver.

38. Survival. The provisions of this Contract that impose continuing obligations, including warranties and representations, termination, transition, insurance coverage, indemnification, and confidentiality, will survive the expiration or termination of this Contract.

39. Entire Contract and Modification. This Contract is the entire agreement and replaces all previous agreements between the parties for the Contract Activities.  This Contract may not be amended except by signed agreement between the parties (a “Contract Change Notice”). 


STATEMENT OF QUALIFICATION

NOTE:  Pre-qualification does not guarantee work with the State of Michigan but rather pre-qualifies you to bid on work that is covered by the work statement and terms and conditions.  Pre-qualification will be based upon the Contractor’s response to this Statement of Qualifications and the Contractor’s agreement to the terms and conditions herein.  If you are pre-qualified, you will receive a letter indicating so from the Department of Technology, Management and Budget (DTMB).

[bookmark: _Hlk515632719]Bids will be placed on Sigma Vendor Self Services, http://sigma.michigan.gov/webapp/PRDVSS2X1/AltSelfService, the State’s online bidding system.  Bidders will normally have a minimum of 24-hours to review the work and electronically submit their bid form for the advertised items.  Bids will be awarded based on the Contractor’s response to the bid form, the Contractor’s Statement of Qualifications (on file), the Contractor’s past performance, and the needs of the State.  This will ensure the “Best Value” for the State.

Please provide the following information:
1. State the full name and address of your organization and, if applicable, the branch office or other subordinate element that will perform, or assist in performing, the work hereunder.  Indicate whether it operates as an individual, partnership, or corporation; if as a corporation, include the State in which it is incorporated.  If applicable, state whether it is licensed or registered to operate in the State of Michigan.  Also indicate how long company has been in business and company sales volumes for the last five (5) years.  In addition, please include federal ID or social security number.  Also, indicate the type(s) of work your organization can provide based on the categories listed on the cover memo.
2. Indicate the name, title, and address of contact person in your organization authorized to negotiate/expedite a bid quotation/purchase order.  Also include telephone number, facsimile number and email address.  
3. The Contractor must be able to provide appropriate staff to properly service the State.  Please discuss the key personnel that will be assigned and identify the key personnel by name and title, discuss their primary responsibilities, and indicate where these personnel will be physically located.  
4. List all Subcontractors.  Include firm name and address, contact person, and complete description of work to be subcontracted.  Include descriptive information concerning subcontractor’s organization and abilities. 
5. Describe in detail the location(s) and facilities where the printing will be done.  Also describe in detail your company’s warehousing capacities.
6. Describe the details of all equipment to be used including the type of equipment and the number of pieces of equipment as well as maintenance provisions and back-up equipment.  Also include sufficient detail to demonstrate your company’s ability to handle the State work with the equipment you have.
7. Provide the names of paper suppliers along with the name of a contact person and telephone number for each supplier.
8. Describe in detail the method in which the printed documents will be shipped to the various State agencies.  If shipping by truck, indicate if trucks are owned by your company or leased, number of trucks available, and any other pertinent information.
9. Indicate the prior experience of your company which you consider relevant to successfully do work for the State.  Include sufficient detail to demonstrate the relevance of such experience.  Include descriptions of qualifying experience to include project descriptions, costs, and starting and completion dates of projects successfully completed.  Also include the name, address, and phone number of the responsible official of the client organization who may be contacted. Provide five (5) specific references.
10. Describe in detail what steps your company takes to monitor quality assurance.
11.	Vendor shall discuss their capabilities related to generating reports.  Vendor shall be able to provide various reports when requested by the State.  Examples include itemized report of total items purchased by all agencies or individual agencies, open invoice reports, delivery compliance reports, quantity reports, recycled paper reports, etc.
12. Vendor shall submit liability insurance certificate verifying that the minimum levels of insurance coverage are met (see pages 5).
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