LOS LUNAS SCHOOLS
BOARD OF EDUCATION

INVITATION TO BID
IFB 2008-048 LP

FOR

PRINTING SERVICES FOR STUDENT BEHAVIOR HANDBOOK
For 2008 through 2010 School Years

Bid opens Monday, July 7, 2008 at 2:00 PM MST

INSTRUCTIONS TO BIDDERS

Purpose of this Invitation to Bid:

Los Lunas Schools (LLS) is requesting sealed bids, pursuant to NMSA 13-
1-102, for the purpose of printing 18,000 student behavior handbooks for
LLS. The design for the cover of the handbook will be provided by LLS,
however, the printing job will include the cover. A copy of the handbook
will be available June 26, 2008. Ten thousand handbooks will be
delivered no later than August 1, 2008 for distribution to school sites; the
balance to be delivered and invoiced in July 2009. The handbook copy will
include an English language version and a Spanish language version with
an inverted layout.

Single Award:

This procurement does not warrant multiple awards. The award will be
made to the lowest, responsive, responsible bidder that meets or exceeds
the specifications and expected delivery date described herein.

Evaluation Criteria:

This award may not be made based on price alone. Bidders are asked to
submit additional information regarding their ability to perform the work.
Evaluation criteria will be used to determine which Bidder is the most
responsible, responsive company to perform the work, in addition to the
best price.

A. Definition: Responsible Bidder: Pursuant to 13-1-82 NMSA 1978:
fimeans a bidder who sdandwhohas a

responsi



furnished, when required, information and data to prove that his
financial resources, production, or service facilities personnel,
service reputation and experience are adequate to make
satisfactory delivery of the services, construction or items of
tangible personal property described in the invitation to bid.

Definition: Responsive Bidder: Pursuant to 13-1-84 NMSA 1978:
Ameans a bi d svnmall ncateriacrespettoto the
requirements set forth in the invitation for bids. Material respects of
a bid include, but are not limited to, price, quality, quantity, or
delivery requirements.

EVALUATION CRITERIA IN ADDITION TO PRICE:

Provide information regarding Company History 35 Points
Provide three samples of related work 50 Points
Provide three references 15 Points
Price 100 Points

TOTAL POSSIBLE POINTS 200 Points

Contract Documents: The language and specifications included in the

documents shall be considered a part of the contract documents
applicable to any award made by LLS Board of Education as a result of
this solicitation.

Preparation of Bids: Each bid must be submitted on the Bid Form

provided in this document. Bidders must sign and acknowledge any
addenda, where required, and attach to the Bid Form. Bids must be
placed in a sealed envelope and delivered to Los Lunas Schools no later
than the appointed date and time. The person signing the bid form shall
be duly authorized to direct the work and must initial any corrections to the

Bid Form in ink.

A. Failure to comply with these instructions will render your bid as
non-responsive and will not be considered at Bid Opening.

B. Bids may be submitted by mail, a special delivery service, or in
person, no later than Monday, July 7, 2008 at 2:00 PM MST. Bids
received after that date and time will be rejected.

C. Bid envelope must be marked with your return name and address

as well as be addressed to Los Lunas Schools. The envelope must
alsobe cl earl y mé&048 P Prinfing Btuden? Bel®avior



Handbooksd o n-handcerner. dheemveldpeshail read
as follows:

IFB 2008-048 LP
BID FOR STUDENT BEHAVIOR HANDBOOKS
DO NOT OPEN UNTIL 07/07/08 @ 2:00 PM MST

MAIL TO:

LYNN PLANTE, PURCHASING DEPARTMENT
LOS LUNAS SCHOOLS

P. O. DRAWER 1300

LOS LUNAS, NM 87031

IF HAND DELIVERED, SEND TO:

LYNN PLANTE, PURCHASING DEPARTMENT
LOS LUNAS SCHOOLS

119 LUNA AVENUE

LOS LUNAS, NM 87031

Receipt and Opening of Bids: Bids must be prepared and submitted in
accordance with the provisions herein. The Owner reserves the right to
reject any and all bids. Any bid may be modified or withdrawn prior to the
scheduled time for the opening of bids or authorized postponement
thereof, but not after opening of bids, as provided by law. Any bid
received after the specified time for the opening of bids shall not be
considered.

A. It is the bidderds responsibility to e
directions to Los Lunas Schools Administrative Offices if their bid is
being hand-delivered, and must allow for travel time from outlying
areas to meet the bid opening deadline.

B. Los Lunas Schools will not accept bids which are transmitted using
facsimile equipment or by e-mail. However, this may not apply to
amendments or addenda, which do not refer to pricing or the
transmittal of supplemental products, literature, drawings, and the
like. You may request approval to send other information by fax
transmission related to the bid to the authorized agent for LLS
identified as: LYNN PLANTE, PURCHASING DEPARTMENT, FAX
NO. 866-8262.

Qualifications of Bidders: LLS may make such investigations as
necessary to determine the ability of the bidder(s) to provide the tangible
personal property (printing services) described in the specifications. Any




and/or all bidder(s) shall furnish to the Owner any information and/or data
for this purpose as LLS may request. LLS reserves the right to reject any
bid if the evidence submitted by, or investigation of, such bidder, fails to
satisfy LLS that such bidder is a responsible bidder as defined statute 13-
16 82 NMSA 1978, or that the bid is a responsive bid as defined in statute
13-1-84, NMSA 1978, and is qualified to carry out the obligations of the
contract and to complete the work described herein.

Bidder(s) shall also construe this provision to incorporate any necessary

investigation and/or monitoring during the life of the procurement process

to enforce any current policy of the Board of Education such as, but not

limited to, no smoking or alcoholic beverages on LLS property. As a

general rule, any such regulation or law applying to LLS personnel shall

be deemed to be in force for Bidderds wor
LLS regulations are available from the LLS authorized agents identified

above.

Familiarity with Conditions: Bidders may contact LLS regarding any
question or clarification of bidding procedures for this procurement. The
contact persons may determine, however, that the question and
subsequent answer may need to be made a part of the contract
documents. If it is so determined, the Bidder may be asked to submit the
question in writing.

Questions to be submitted in Writing: Submit all questions about the
proposed contract specifications including any discrepancies, omissions,
or ambiguities noted to the LLS Procurement Department. If appropriate,
LLS Procurement Department will issue a written addendum, which shall
thereafter become part of the bid documents and proposed contract
documents. No oral interpretations shall be given by LLS and, if given,
shall not be binding unless reduced to a written addendum issued prior to
bid opening.

Lynn Plante, Purchasing Department at 866-8259

Questions regarding the technical specifications for this procurement may
contact the Personnel Office as follows:

Dana Sanders, Director of Personnel at 866-8278

Bidder(s) must have acquainted themselves with all conditions affecting
this contract before submitting a bid. Failure by the successful Bidder to
become familiar with the conditions affecting the contract through
negligence, misunderstanding, or error shall not give rise to any claim
against LLS.



10.

11.

12.

13.

Bidder(s) shall carefully examine the Invitation to Bid documents,
specifications, and expected delivery date of the Student Behavior
Handbooks to obtain first-hand knowledge of this procurement process in
order to complete the contract requirements.

Successful Bidder will not be entitled to any additional compensation or
any extension of the contract time for conditions which can be determined
by examining current work requirements and the proposed contract
documents unless approved by appropriate LLS staff. Submission of a bid
constitutes a representation by the Bidder that the Bidder has made all
appropriate examinations, investigations and analyses and has made
provision as to the cost thereof in the bid submitted.

Records: Records shall be maintained by the Bidder in compliance with
municipal, federal or state laws, ordinances, codes, and this contract. At
any time during normal business hours and as LLS may deem necessary,
there shall be made avail able to
records with respect to all matters covered by this agreement. LLS may
audit, examine and/or make excerpts or transcripts from such records
including but not limited to invoices, materials, payrolls, records of
personnel, conditions of employment or any other such data as may be
pertinent to the events arising thereof.

Conditional Bids: Bids in which acceptance is in some manner restricted
or conditioned by the bidder will be reviewed by LLS. If the limitations
imposed are not in the best interest of LLS or are prejudicial to other
bidders, bid will be rejected.

Taxes: LLS holds a Class 9 Nontaxable Transaction Certificate and is
exempt from payment of taxes on tangible personal property. A NTTC will
be issued on request. Bid SHOULD NOT INCLUDE TAXES.

Awards: LLS reserves the right 1) to award to the lowest, responsive,
responsible bid received that meets or exceeds specifications; 2) to reject
any or all bids; and 3) to waive any informality or irregularity in any bid
which does not affect price, quality or quantity of the items subject to the
bid process. It is the responsibility of the bidder to inquire as to bid results
and the status of any subsequent award.

Cancellation: Failure to comply with the terms of the contract documents
and/or unsatisfactory performance on the job will constitute grounds for
cancellation of the award. If, after consultation between LLS using
department(s), LLS Procurement Department, and the successful Bidder,
grounds for cancellation still exist, immediate notification of cancellation
will be provided in writing by the Procurement Department. Upon such
notification, the contractor shall cease work immediately.



14.

15.

16.

17.

Contract Modification: No oral statement by any person shall modify or
otherwise affect the terms, conditions, specification, or price agreements
stated in this contract. This contract represents the entire agreement of
the parties. No amendment of this contract shall be affective unless it is in
writing, signed by all parties.

Protest: Any bidder, offeror, or contractor who is aggrieved in connection
with a procurement may protest to the Procurement Department at Los
Lunas Schools. The protest shall be submitted in writing within fifteen (15)
calendar days after obtaining knowledge of the fact or occurrences giving
rise thereto.

The Procurement Code: The Procurement Code, Sections 13-1-28
through 13-1-199 NMSA 1978, imposes civil and criminal penalties for
violations. In addition, the New Mexico criminal statues impose felony
penalties for illegal bribes, gratuities, and kickbacks.

Understanding of Terms and Conditions: The submission of a bid will
indicate that the Bidder has read the terms and conditions, understands
the requirements and that Bidder can supply items and/or perform the
work as specified.

It is mutually understood and agreed that the successful Bidder shall not
assign, subcontract, transfer, convey, sublet or otherwise dispose of the
purchase order, contract, or his/her right, title or interest therein, or power
to execute such purchase order or contract to any other person, company
or corporation without the previous written consent of Los Lunas Schools.

Failure to examine any specifications and/ or i nstruct.

own risk.

ons

A



1.

INSURANCE REQUIREMENTS

Insurance: The successful Bidder shall, at is/her own expense,
carry and maintain during the entire performance period of this
contract at least the kinds and minimum amounts of insurance
listed where applicable. Successful Bidder must furnish proof of
coverage to the LLS Procurement Department prior to the
execution of a written contract by LLS or issuance of a blanket
purchase order.

A.

Policies of insurance shall be written by companies
authorized to write such insurance in New Mexico. The
successful Bidder shall furnish LLS copies of certificates of
required insurance in a form satisfactory to LLS (or copies of
insurance policies if LLS calls for them). All certificates of
insurance (or policies) shall provide that thirty (30) days
written notice be given to LLS before a policy is canceled,
materially changed or not renewed. Various types of
required insurance may be written in one or more policies.

1) Professional Liability Insurance: The successful
Offeror shall procure and maintain during the term of
this Agreement professional liability insurance in an
amount not less than $1,000,000 per occurrence, not
including defense costs. Such insurance shall have
no greater than a $10,000 deductible unless a
different form of security is specifically accepted in
writing LLS. The amount of any deductible shall be
stated.

2) Comprehensive General Liability: The successful
Offeror shall procure and maintain during the life of
this Agreement a comprehensive general liability and
automobile insurance policy with liability limits in
amounts not less than $1,000,000 combined single
limit of liability for bodily injury, including death, and
property damage in any one occurrence. Said
policies of insurance shall include coverage for all
operations performed for LLS by the Offeror,
coverage for the use of all owned, non-owned, hired
automobiles vehicles, and other equipment both on
and off work. Contractual liability coverage shall
specifically insure the indemnity and hold harmless
provisions of this Agreement.




3) Workersd Compensahesuccessfilnsur ance:
Of feror shall provide for its en
compensation insurance as applicable under the New
Mexico Workers 6 Compensation Act.

Increased Limits: If, during the term of this Agreement, the
Legislature of the State of New Mexico increases the
maximum limits of liability under the Tort Claims Act,
Sections 41-4-1 through 41-4-27 NMSA 1978, LLS may
require the successful Offeror to increase the maximum
limits of any insurance required herein.




GENERAL CONDITIONS

Merger: This Agreement incorporates all the agreements, covenants, and
understandings between the parties concerning the subject matter of this
Agreement, and all such agreements, covenants and understandings have
been merged into this written Agreement. No prior agreements,
covenants or understandings, verbal or otherwise, of the parties or their
agents shall be valid or enforceable unless embodied in this Agreement.

Bidder Qualifications: Bidders must be licensed, if required, and insured
to do business in the State of New Mexico. Bidder must provide
documentation of qualifications in each bid submitted.

In-State-Preference: Procurement Code Statute 13-1-21 NMSA 1978,

Application of preferences, shall apply in this procurement. A copy of this

statute will be provided to Bidders of record upon request. In summary, if

you are a New Mexi ccerfiroas ibdiesn tn emasmu fcaea tt wr
and rights will be applied to your bid in the amount of .95 percent of the

lowest bidder who does not qualify as a resident manufacturer or resident

business in the state of New Mexico, provided that the New Mexico

Aresi daonfamturer or businessodo has applied
Agent for an In-State-Preference number, has met all the requirements,

and has been assigned an In-State-Preference number.

Termination of Award: This Invitation for Bid 2008-048 LP may be
canceled at any time and any and all bids may be rejected if Los Lunas
Schools determines such action to be in the best interest of the district.

Request(s) NOT Defined in Specifications: Successful Bidder shall not
perform work or supply property which is outside the scope of work in the
contract documents even if requested by LLS. LLS shall not incur liability
for payment for such unauthorized requests. Should such requests occur,
contractor has the responsibility of calling such violations to the attention
of the LLS Procurement Department.

Rights Reserved: LLS does, however, reserve the right to negotiate with
successful Bidder for pricing on items related to this contract but not
specifically named herein. In the event a purchase is made as a result of
such negotiations, the contract shall be amended to reflect the new item(s)
and pricing structure, as long as the amount does not exceed ten percent
(10%) of the contract amount, excluding taxes.

Safety: The successful Bidder shall take all necessary precautions to
protect work site, if applicable, from hazardous conditions. The successful



10.

Bidder shall abide by all Occupational Safety and Health Administration
(OSHA) regulations and all State of New Mexico Environmental
Improvements, and the board of Occupations Health and Safety
regulations that apply to this contract. The Bidder shall defend, indemnify
and hold the Board of Education and its agents, officers, administrators,
and employees free and harmless against all claims, loss liability, and
expense resulting from any alleged violation(s) of said regulation(s)
including, but not limited to, fines or penalties, judgments, court costs, and
attorneyso fees. The successful Bi dder
damage to persons or property that occurs as a result of his/her fault or
negligence, or that of his/her employees, agents, and/or subcontractors, in
connection with this contract.

Purchase Order Procedures: Upon award, LLS will issue a purchase
order which will reflect the bid award price plus applicable gross receipts
tax. All invoices, and any other related documents must reflect the correct
purchase order number in order to expedite payment.

Successful Bidder must satisfy him/herself that a transaction is within the
scope of the contract. LLS is not responsible for unauthorized purchases
or services by individuals who cannot be identified. Credits for
unauthorized purchases or services will be issued to the LLS account.

Itemized Invoices must clearly reflect the purchase order number and
must be submitted to the following:

Los Lunas Schools

Accounts Payable Department
P. O. Drawer 1300

Los Lunas, NM 87031

Copies of delivery tickets, signed by the receiving employee(s) and any
other information needed to substantiate charges shall be attached to the
invoice for auditor tracking purposes.

Payment of Invoices: Upon satisfactory completion of terms and
conditions of this contract, meaning the delivery on time and of the
quantity(s) of goods or services as stated herein, appropriate LLS

personnel will sign-off invoice for payment processing.

A. LLS strives to meet or exceed prompt payment terms as may be
established by statute. Late payment charges may be assessed on
any unpaid balance due over 60 days in arrears at the rate of one
and one-half percent (1.5%) per month. LLS will not automatically
include late charges in your payment. Late charges must be
properly documented with separate invoice showing invoice

10
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11.

12.

numbers, amount, date and computation to verify charges.
Typically our payment schedule will be 30 days from receipt of
invoice and verification of complete order.

Late Payment Charges: After the 60" day from the date that
written certification of acceptance by LLS is issued, late payment
charges may be assessed o the unpaid balance due on the
contract to the contractor at the rate of one and one-half percent
per month.

Final Invoices: When applicable, final invoice shall be
accompanied by all required guarantees, warranties, releases of
lien and/or other submittals as may be required by the contract.

End of Terms and Conditions
Please proceed to

Specifications and Bid Form

11



SPECIFICATIONS
FOR
IFB 2008-048 LP

LOS LUNAS SCHOOLS

PROJECT TITLE: LOS LUNAS SCHOOLS
STUDENT BEHAVIOR HANDBOOK 2008-2010

COPIES REQUIRED: 10,000 by August 1, 2008 and 8,000 by July 2009.
COPY PROVIDED BY:  JUNE 26, 2008
DATE REQUIRED: AUGUST 1, 2008

BODY OF HANDBOOK:

1. Paper: 1106 x O0Olbrzo, 6

White paper
2. Originals: Approximately 35 sheets printed front and back
3. Layout: Dual Language, inverted layout

COVER OF HANDBOOK:
Cover design to be furnished by LLS. Please specify on BID FORM the
format you would like to receive cover design in (pdf, etc.)

1. Paper: 110 x 1706, 100 | b.
White paper

2. Ink on Cover: Full Color of ink to be used.

3. Design on Cover: 1 design printed on 1 side

FOLDING/BINDING: To be machine folded, saddle stitched

CONTACT FOR CLARIFICATIONS OF SPECIFICATIONS OR SAMPLE OF
HANDBOOK: Dana Sanders at 866-8278

12



BID FORM

FOR
IFB 2008-048 LP
Monday, July 7, 2008 @ 2:00 PM MST

LOS LUNAS SCHOOLS
119 Luna Ave.
Los Lunas, NM 87031
865-9636

STUDENT BEHAVIOR HANDBOOK 2008-2010

l, the undersigned, am duly authorized to provide pricing and delivery of 18,000

printed copies of the Los Lunas Schools Student Behavior Handbook for the

2008-2010 school years to include 100 Ib. cover paper, printed with full color of

ink, and with the body of text printed on two sides to accommodate inverted dual

language format, machi ne f ol ded and saddled stitched, ¢
weights and colors as stated in the specifications.

ADDITIONAL EVALUATION CRITERIA:

As stated in the bid documents, this award may not be made based on price
alone. Bidders are asked to submit additional information regarding their ability
to perform the work. The evaluation criteria will be used to determine which
Bidder is the most responsible, responsive company to perform the work, in
addition to the best price.

1. Pursuantto 13-1-82,Def i ni t i on: Responsi ble Bidder,
submits a responsive bid and who has furnished, when required,
information and data to prove that his financial resources, production, or
service facilities personnel, service reputation and experience are
adequate to make satisfactory delivery of the services, construction or
items of tangible personal property described in the invitation to bid.

2. Pursuantto 13-1-8 4 Def i ni ti on: Responsive Bidder,
conform in all material respects to the requirements set forth in the
invitation for bids. Material respects of a bid include, but are not limited to,
price, quality, quantity, or delivery requirements.

13



BID FORM

IFB 2008-048 LP

STUDENT BEHAVIOR HANDBOOKS
PAGE 1

I, the undersigned, am duly authorized to provide pricing and delivery of 18,000

printed copies of the Los Lunas Schools Student Behavior Handbook for the

2008-2010 school years to include 100 Ib. cover paper, printed with full color of

ink, and with the body of text printed on two sides to accommodate inverted dual

|l anguage format, machine folded and saddl ed
weights and colors as stated in the specifications.

COMPANY INFORMATION:

Name of Company

Name: Title:
(Person authorized to sign bid)

Address:
City: State: Zip:
Phone No. : Fax No.:

In-State-Preference No.:

SIGNATURE: DATE

CHECK LIST:

1. Provide W-9 Information Form (attached)

2. Provide copy of Business License

3. Provide samples of related work for evaluation

4. Provide Bid Price, type/weight of paper/binding

14



BID FORM

IFB 2008-048 LP

STUDENT BEHAVIOR HANDBOOKS
PAGE 2

EVALUATION CRITERIA:

1. Provide information regarding Company History 35 points

2. Provide three samples of related work 50 points
3. Provide three references 15 points
4. Price 100 points

TOTAL POSSIBLE POINTS 200 points

BID PRICE TO PRINT HANDBOOKS W/COVER: $

Cover Format Desired: (pdf, Etc.)

Type of paper for Cover: Weight
Type of paper for Body: Weight
Ability to print Cover in Full Color of Ink: Yes  No
Machine Folded/ Saddle-Stitched Binding Yes  No

MANDATORY DELIVERY DATE OF 10,000 COPIES: AUGUST 1, 2008:
COST TO EXPEDITE DELIVERY OF 10,000 COPIES BY JULY 25, 2008:

If answering no to any criteria, please provide alternate proposal or
information:
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